
1

Guide for eLearning Coordinators

CONTENTS

Features of LivCor eLearning

Add and enrol a student

Upload and enrol groups of students

Monitor student progress

View and print student answers

View all course content



2

Fe
at

ur
es

 o
f L

iv
C

or
 e

Le
ar

ni
ng

Features of LivCor eLearning

• Students enjoy easy login and access to learning 24/7 and learn at their own pace.

• There is easy navigation of topics within each learning module, and between 
assessments and learning, to revise topics as needed.

• The learning incorporates audio narration, PDF downloads, demonstration videos 
and is fully interactive.

• All students can download and print a Statement of Completion on successfully 
finishing the course.

• Easy management of student enrolment and monitoring.

• Clearly illustrated user guide available for training managers/elearning 
coordinators.

• Training compliance, monitoring and audit features including:

 » Students are provided with a unique username and password.

 » Students must make a declaration of authenticity of the work before commencing the first topic.

 » Assessment questions include, not only multiple choice (one answer), but multiple select, with a larger number of 
possibilities, and fill-in-the-blank style questions, for which the correct answer must be known.

 » Questions are presented in a randomised sequence, making it more difficult for student to student help.

 » All students must achieve a score of 100% before being allowed to progress to the next learning module.

 » The eLearning courses comprehensively cover all the knowledge requirements of the relevant training package unit or 
accredited course, with up to twenty modules and a total five hours of learning and assessment.

 » All assessments are thoroughly mapped to the Knowledge Evidence requirements of the relevant unit.

 » Training Managers can view or download actual student responses for audit purposes.
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TO ADD AN INDIVIDUAL STUDENT

1. On the welcome page, click the red link  
SEARCH for or ADD a student.

2. On the Users page, under Add a User  
Student Template is the default.  
Click the ADD button.

3. On the Management Permissions page,  
select your organisation,  
then click ‘Next’.
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4. Complete the student details:  

FirstName, LastName, UserName and Email. 
(other items are optional)

5. When details are complete, click the UPDATE 
button at the bottom of the page.  
Note that the student’s name now appears at 
the top of the page as a RED link.

6. Click on the student’s name.
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THE STUDENT USER PAGE

This page allows you to manage all aspects of a 
student’s eLearning.

The two most essential features are  
Enrolments under the TRAINING heading and 
E-mail Password under PERSONAL.

The steps on the next pages will explain how to 
enrol a student and send them their login details.

Other useful links on the student’s user page are:

Details, to update email address or other details.

Custom Fields, to add a student to a specific 
class group by assigning a class # or course date.

Change Password, to assign a specific password 
other than the automatically-generated one.

Download Results, to obtain a file with personal 
details including username and password.

Competencies or Transcript to view or print past 
completed courses.
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TO ENROL A STUDENT

7. Click on Enrolments under TRAINING

8. Click on the red link:  
[Enrol this User into another course]

9. Click the ‘Search’ button to find your available 
course sessions. There is no need to type 
anything into the search field.

10. Select your course session as required and 
click on the ‘Register’ button.  
Please do NOT mark the ‘Send e-mails’ box. 

11. Click on the student name in red at the top of 
the page to return.
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COURSE DATE or CLASS ID #

Before proceeding to enrol a student, consider 
assigning them with a course date or identifier 
to place them in a class group. This will make it 
easier to monitor progress of the whole class.

• Click on Custom Fields under PERSONAL

• Add the course date or class number from 
the student management system and click 
‘Update’.

• Click the red student name link at the top of 
the page to return.
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TO SEND STUDENT LOGIN DETAILS

12. Click E-mail Password under PERSONAL to 
send the student’s login details.

NOTE

To obtain a students’ username and password, 
click on Download Results and select the 
username and password check boxes to 
download a report.

Another method would be to use your own email 
address for every student, so E-mail Password 
will come to you. You would then need to forward 
these details to the student so they can begin.
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TO ADD CLASS GROUPS

1. Before importing a group of students you 
need a TAB-DELIMITED TEXT FILE of the 
class. To begin, use the .xlsx (Excel) basic 
template supplied. (A template that includes 
Username and Password is also available.)

2. Populate the FirstName, LastName, Email 
and CourseCode cells, then choose ‘Save as...’ 
to apply a file name and choose ‘Text (Tab 
delimited)’ as the file type.

3. On your home page, click the red  
‘Add and Enrol Student’ link, then 
‘Import Users’ in the left column.

4. Select the items that are included in your 
import template: FirstName, LastName, Email 
and Course Code, ensure all other items are 
de-selected, then click ‘Next’.

5. On the File Upload page, use the ‘Browse...’ 
button to find your .txt file.

6. After the file name appears, leave the ‘Student 
Template’ selected and click ‘Import’.
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7. To confirm the associated management 
permissions for this import, select your 
organisation, then click the ‘Next’ button.

NOTE
If any usernames in the import file already exist, 
you will receive an error message noting which 
lines in your import file could not be imported.

8. You can proceed to bulk enrolment of the 
imported students by clicking ‘Search’.

9. To enrol all the recently imported students, 
click ‘Select All’ then click ‘Next’.

10. On the ‘Multiple User Options’ page,  
select Enrol under TRAINING.

11. The remaining steps are the same as for 
enrolling individual students.  
(Refer to pages 5 and 6.)
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TO CHECK THE PROGRESS OF AN 
INDIVIDUAL STUDENT

1. Click on the USER ADMIN menu, then select 
Users in the left column.

2. On the Users page, search for the student 
under ‘Find a User’.

3. On the student page select Enrolments under 
the TRAINING heading.

4. In the right hand column of their enrolment, 
click the [Grades] link to display all the 
modules in the course and the grades 
achieved.

5. If the student has completed the course, there 
will be no current enrolment displayed.  
Click the student name at the top to 
return, then confirm completion by clicking 
Competencies under the TRAINING heading.
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TO MONITOR CLASS GROUPS 

1. Click on USER ADMIN menu, then click Users 
in left column

2. Under ‘Find a User’, in ‘Also Search By’ select 
‘Custom Fields’, then click ‘Search’.

3. On the Search page, enter the course code 
of the class you’re searching for;  
tick the box labelled ‘Course Code’,  
then click the ‘Search’ button.

THE SEARCH RESULTS PAGE

On the Search Results page:

• The total number in the class is shown in the 
grey bar at the top of the table.

• Students who have completed the course and 
clicked right through to the end to submit 
their result will have a pink asterisk (*)  
against their UserName.

For students that do NOT have a pink asterisk 
(not completed), you can click on their name in 
the second column, then choose Enrolments, 
then [Grades] (see previous page).

Click the Search Results link at the top of the 
page to return to the class list.
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TO CHECK PROGRESS FOR ALL  
CURRENT ENROLMENTS 

1. Select the TRAINING menu at top, then click 
Trainers in the left column, then click on 
Sessions.

2. Click the ‘Search’ button to find all available 
sessions for your organisation.

3. On the ‘Sessions > Search Results’ page, click 
the red link in the session column.

4. On the ‘Grades’ page, you can select the 
status to show ‘Current Enrolments’, or 
‘Completed Enrolments’ or ‘All’ enrolments.

The Course Grade table column will display 
student progress as a percentage of all 
assessments in the course. 

If a student has not started their online work,  
the Course Grade column will show ‘No Grade’.

All completed enrolments will show 100% in the 
Course Grades column and the word ‘Finished’ in 
the Finished Course? column.

Refer to the next page for further information on 
the Grades Page
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THE GRADES PAGE

The Grades page allows you to view the progress 
of all students at a glance. 

You can look up a specific student by searching:  
 [ Name ] > User > GO.

Click on the Student Name in the first column 
to see a more detailed breakdown of the 
assessments completed. Click Grades at the top 
of the page to return.

FINALISING STUDENT ENROLMENTS

Occasionally you may find students that are still 
‘Currently Enrolled’ but have a Course Grade of 
100%. This is because not all students follow their 
instructions to click through to the end to finalise 
the course after completing the last assessment.

To finalise a student who has achieved 100%,  
select the ‘Finished Course?’ checkbox and click 
‘Update’.

If you have a very large number of current 
enrolments:

1. search on course grade equal to 100;

2. click the ‘Select All’ checkbox at the bottom of 
the table;

3. click the ‘Update’ button.
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TO AUDIT STUDENT ANSWERS

1. Navigate to the Grades page. 
(steps 1-3 on page 11)

2. Click on the Student name in the first column. 
(red link)

3. To view the student’s answers,  
click on the assessment result.  
(Right hand column in the Assessment row)

4. On the Graded Assessments page, you 
can choose to view previous unsuccessful 
attempts (if any), as well as the answers used 
for the final component grade.

5. At the bottom of the page there is a Download 
link, so you can print or save the student’s 
answers. The file is plain text (.txt) with 
minimal formatting. You can print the web 
page directly if you prefer the html formatted 
presentation.

6. Click on Grades at the top of the page to 
return to the student list.
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TO ACCESS COURSE CONTENT

1. Navigate to the Grades page. 
(steps 1-3 on page 11)

2. On the Grades page, you will notice that there 
are more sub-menu options in the left side 
column. Click on Course Outline. 

3. Click on a link in the course outline to go to 
the beginning of that module.

4. You can click on the plus sign at left to expand 
into ‘content’ and ‘test’ if you want to go 
directly to the test questions. Note that the 
order of the questions will be different for 
each student.


