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Before completing these steps ensure that the training activities (i.e. 
classroom courses, online courses, documents, etc.) you want to add 
to the curriculum are already in the system.  
 
To create a curriculum in iLearnOregon you need to complete the 
following steps: 
 
1. Click Administration.  
2. Click the plus sign next to Manage Training.  
3. Click Curriculums.  
 
 
 
 
 
 
 
 
 
 
4. Select Create New from the Page menu.  
5. Click Go.  
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6. Complete the form by entering data in the fields.  All required fields are marked with an * asterisk 
 
 
 
 
 

• Title:  The title must contain the 
agency acronym followed by the 
curriculum name (i.e. DAS – 
Excel Introduction). 

• Description:  An explanation of 
the curriculum.  

• Keywords:  Words and phrases 
that relate to the curriculum that 
may not already be included in 
the title or description. 

• Collaboration Space:  Select if 
you want a collaboration space. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7. Click Create.  The Training Activities tab will display. 

 
 
 
 
 
 
 
 
 

8. Select Add Training Activity from the Page menu. 
9. Click Go. The Search page for adding training activities displays. 
10. Type a keyword or phrase in the Search Text field.   
 
 
 
 
 
 
 
 
 
11. Click Search to view a list of training activities that match your search criteria. 
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12. Review the list of search results and find the training activities you are looking for. 
13. Click the button in the Prescribed column (must be taken in a certain order) or Elective column (can 

be taken in any order).  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
14. Click Add at the bottom of the tab. A message displays at the top of the page indicating the training 

activities were added. Also, the added training activities are no longer displayed in the search results. 
 
Note: For classroom courses click on the plus sign to view all the sections.  You must also click the "All 
Sections" checkbox or click checkboxes for specific sections.  If you select All Sections, then the user can 
take any section that works for their schedule. 
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15. A message displays at the top of the page indicating the training activities were added. Also, the added 

training activities are no longer displayed in the search results. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
16. Continue to add more training activities.  When you complete adding more training activities, click 

Return to go back to the Edit Training Activities page.   
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17. From the Edit Training Activities page, you will be able to view all the training activities that you added 

and make any changes to the curriculum. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
18. Select the Check In tab when you have completed setting up the course so that users may access it, 

and the "Available" icon displays for the course in the Editing Status column in search results. 
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