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Introduction 

 
Each section below will review some of the main concepts covered in the eLearning course. It is best to 
review these first before beginning to prepare your course and revisit them throughout your content 
preparation. 
  

  

1. Selecting a Title 

  
The title is the first thing the learner will 
see when searching and selecting the 
course in the eLearning Centre. 
Therefore, it is important that you 
choose a title that is both brief yet 
informative. It should emphasize the 
main focus of the course.  
 
You must inform the developer of your 
title selection before development 
begins. 
 
Also, develop a list of key words to 
describe the course. These will be used 
in the eLearning Centre to assist learners 
searching for courses. 
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2. Outlining Objectives 

 
Objectives are the most important indication of what the learner will take away from the course. The 
objectives you select should guide your content selection and should indicate the types of questions you 
pose in the quiz at the end of the course (if you are using a quiz for tracking). Typically, 4-5 objectives 
are sufficient. 
 
An ideal learning objective has three parts: 

1. A measurable verb (behaviour) 
2. The important condition (if present) under which the performance is to occur 
3. The criteria of acceptable performance 
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3. Writing the Content 

 
Here are some questions you should consider when selecting the content to include in your eLearning 
course. 
 

• Do the learners need a full, detailed course or do they need a quick cheat sheet for one-the-spot 
reference? 

• Can scenarios be used to demonstrate the content’s applicability? 
• How will learners demonstrate their understanding of the content, e.g., quiz or sign-off? 
• Consider your audience. Who will be taking your eLearning course, new or experienced users? 
• Is the course intended to introduce new information to learners or is it meant to be a refresher? 
• Is the content concise and focused on meeting the learning objectives? 
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Here is an example of content that IS NOT eLearning ready. 
 

 
 
Here is an example of content that is eLearning ready. 
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4. Assigning Section Headings 

 
Use section headings to break apart the content and indicate a logical point in the content to begin a 
new area of focus. These headings will help guide the learner in the course so that they are able to easily 
navigate to areas within the course where they wish to gain further knowledge. 
 

  

5. Using Images 

 
Like the content in your course, the images you choose must be:  

• Original (taken by your team or ours); or 
• Copyright free. 

 
Images found on Google or other websites cannot be used, unless you have direct written permission 
from the owner. If needed, the eLearning developer can purchase stock images for your course. 
 
 

6. Creating a Quiz 

 
General Quiz Recommendations and Guidelines: 

• Vary the position of the correct answer to avoid a detectable pattern that assists guessing. 
• Avoid using “All of the above” or “None of the above”. 
• Avoid using negative items, such as “Not True”. If used, negative items should be capitalized, 

e.g., NOT TRUE. 
• Quiz items are stated in simple, clear language. 
• Only one idea is included in each item. 
• All or most content experts would agree with the answer you indicate as correct. 
• Avoid using the following words: All, Always, Never, Frequent, Often, Sometimes. 

 
Multiple Choice Specific Recommendations and Guidelines: 

• All options should be approximately the same length. 
• Provide 4-5 answer options per question. 
• Answer options for each question should be similar in their type of content. 
• Incorrect answers should be plausible and attractive. 
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7. Creating a Sign-Off 

 
If a quiz is not a necessary component of the course, you will be using a sign-off to track user 
completion. The user must agree to the terms of the sign-off to get a completed status in the eLearning 
Centre. 
 
Here is an example - the wording for a sign-off is written to suit the specific objectives of each course. 
 

 
 

8. Adding Resources 

 
Providing learners with additional resources allows learners to take learning into their own hands. You 
may include a list of websites, documents, or any other information that learners might benefit from 
having access to. 
 
Keep in mind not to overwhelm the learner with too many resources. Otherwise, the important 
information will get lost within the long list. 
    



9 
 

9. Providing Contact Information 

 
At the end of each course, provide learners with a link to your department’s intranet site. Never provide 
a specific individual as a contact. This way, in the event that there are staffing changes, the course will 
not need to be changed to reflect a new contact. 
 


