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Loudoun County, VA 2020 Training Settings

This guide will help explain the process that wili be used by Loudoun County’s Election Department to assist in creation
of training class, training quizzes, and the unique functions that will be needed to help control and verify the poll
workers that attend each of the training classes. The Department will be using Go2Meetings as a webinar training
platform for 10 classes with each having up to 100 workers each. To help verify the poll workers are being active in their
class training webinars, they will use a secret word to give out during the class that workers will use to access the online

quizzes of the classes.
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Creating classes types — Review
Training class Types = The definition of the class that will be offered. It documents:

B who this class is intended for (the job titles required for the class)
B the payment for this class

B how long the class will be (example: 3 hours long)

B description of the class (seen on the portal by the worker)

This is important to setup because it helps the worker see their class requirements for the election once they are given a
work assignment.
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1. In the training tab, click ‘Training Settings’
2. The page will open to the class type tab. Here you will see previously used or setup class types. Edit an existing
one or create new.
a. click ‘edit’ to edit existing
b. click ‘add’ to add a new type
3. Enter the Class Type Code and Class Type Name mandatory fields, select the groups of workers for the class, the
job titles and the other options needed. Click Save to create the class type.
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Adding Training Materials
1. Click the Training Materials button from the top button bar on the Training Classes page.
2. At the bottom of the list of materials, click that Add button.
3. When the details have been set, click the Save button and a green save banner will show at the top, click the
Back button to reload the materials list page.
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4. When the list of materials reloads, make sure that the check box in the “Publish” column across from the name
of the material is unchecked — this will ensure that it is only made accessible to those assigned/signed up for the
class that the material is added to.
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Creating Quiz Questions
1. Click on the Category Setup button from the top button bar, a pop-up window will load and add in the name of
the category for your secret word to be record under. Close the pop-up window with the red X in the pop-up.
a. This step maybe repeated up to ten times to assign a specific questions from each class to help verify
attendance.
2. Click on Question Library

3. Here, you can upload or create questions for quizzes I:a;‘HpQUfO <«
a. question — the question asked DIAA L o)
b. title —internal note
c. category—a way to categorize your questions. When you create a quiz, you get to choose which
category the questions should come from. €0
d. last modified — who recently modified this quiz question T8N I TE
e. enabled — must be enabled (check mark) for this question to be an option in a quiz -
f. edit —only an option IF the enabled is unclicked v/
4. From here, you can add new questions by importing or adding manually.
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Importing quiz questions

The import feature allows you to download an Excel template which outlines what needs to be filled in in order for the
questions to be successfully uploaded to the system. This feature really makes it easy for you to document all your
questions (for all different category types) and answer options and upload the data. NOTE: this feature won't allow you
to upload any images for questions/answers.

In the question library page, click ‘iImport’. A popup will appear where you can access a template to download and fil!
out as upload the file.
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Click ‘Download Template’ to have the Excel file prompt appear. Open or save the file.

Within the excel file, the columns are already titled with the appropriate fields. You must document information within
all the titled coiumns:

Column A Question — for each row, type the question you want added to the system.
Column B Category — for each row, type the category the question will fall under. Note: you have to type the
title of the category as it is within the WMS system.
You can document within the excel sheet questions for different category types. There is no limitation
within this file.
Column C - F—These are the different answer options that go with the question within the row. Make sure you
type out the proper answer in one of these columns for the question.
Column G Answer - Document the letter that will be the correct answer out of the different options.
Remember to save the file before closing the document.

0 PROTECTED VIEW Be careful—files from the Intemnet can contain viruses. Unless you need to edit, it's cafer 1o stay in Protactsd View. Enable Editing
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Back within WMS Training quizzes - Question Library = Import popup, click ‘Browse’ to find the file and populate the
screen. Once the file is added, click ‘Upload’. This will then generate a progress report: showing off if the data imported
worked successfully or not.
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Update column(s) within an excel file which already has been imported

Within the WMS Training quizzes = Question Library - Import popup, click ‘Browse’ to find the file and populate the
screen. Once the file is added, click the check box under the browse option. This will then reveal the different fields
within the excel file. Choose which column({s) you choose to re-upload. Click ‘Upload’. This will then generate a progress
report: showing off if the data imported worked successfully or not.
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Adding new quiz questions manually
1. click ‘add new’
2. Choose a category
3. choose an enable choice
4. enter the number of answer options — if you type in 2, then it'll give you 2 fields for answer choices



5. type in the title — this is for internal use
6. type in the question. this will be the question the student reads and tries to answer
7. Click ‘SURE’ => This then will reveal the fields for answer options
8. Choose the bullet which will be the correct answer response to this question
9. Click ‘save’.
Comgary. (Tt ~]
Eriew Che v
i bvivul il R— )
™ » ]
et Gtas DB ® 3@ 5. = @mo@m=ao@=
Pt ¥ e[ A-Q- B T N ® * kR 2
romabs Gios D2 @ B @ 3 e @o@-o@n
o ot = A-H- B F U e = kR4
_— G 0B O & @ 5 » Do@m=cz@m
ford. = %ga - A O- B I U = =i 4 k & &

I L Qa OF -

Quiz question and /or answers can include a photo if desired

Erstiy Ko » Yes

b Bt DR & BE &« % o CDOE= @

Fot - 8- A-@- BT UX i ox[EKea

o o marry dogs arw In the his photo?

besy p
Fon Bews DB @ B@ « « 3 = OES o ®

Fot - lse - A-@- B 1 U RLAE St [ki=z 2

1 — T you want the answer to have an image,

use the button here to upload the image.
You can also type in the box an answer,

Creating Training Quizzes

1. Click the Training Quizzes button from the top button bar.
2. On the Training Quizzes page, click the Add button below the list of quizzes.



3. Set the required details for the class including, Title, End Time (date,) Notification Email, Passing Score
percentage, and the Access Code.
a. The Access Code will be the secret word that will be given out at the end of the Go2Meeting class.
4. Set the Status check box to “Enabled”.
5. Add the Question Source Detail by setting a name for the “Section”, set the “Category” will be set to reflect
correct questions for the quiz to selection from, set the “Number of Questions”, and the “Points/Each” for
number of questions selected.
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6. Click the Save button when finished creating the quiz.
7. Click the Back button to return to the list of Training Quizzes. Use the Preview link in the “Action” column from
across the name of the quiz to preview the test.
a. By unchecking the “Enabled” check box, this will allow the quiz to be edited — ensure that this box is

checked when ready for workers to take.

Setting-up Classes for 2020

Step 1 - Create the classes as in-person training classes, this will allow a class limit to be set for workers to sign-up for.
The location for the class will list a location that will indicate the class will be held online.

1} Onthe Training Classes page, click the Add Section button at the below the class sections list.
2) Complete the required fields for Section and Class Type dropdown.
a. The Manage button wiil allow you to review the created classes and make edits for Target Groups and
Job Titles.
3} Set the location that will indicate te your workforce that this is not an in-person class
a. We suggest creating a location in the Location module named “Go2Meeting” and adding in as a training
location, assigning this location to an organization that will show the County’s ownership (Loudoun
County Office Building could be used as the organization, this has been done on the Test Site.)
b. Do not check the “Is Online” check box, this will be covered in Step 2.
4) In the Training Materials area click the Add button to add any other class material that the election worker will
need to view.
5) Assign a pre-generated quiz to match the class being created from the dropdown menu of options.
6) Set the limit on the class in the Class Size field.



7)

Set th
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e Date and Time for the class and click the Save button.
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8) A save banner will show at the top and click the Back button to return to the Training Classes page.

9) On the Worker Portal: When the worker is logged into the worker portal, the class will show in the Training
Classes tab in the Classroom Training area (this will change positions in Step 2 when converted to an Online
Training.) The material added to the will show in the Material area for the class.
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Step 2 - When the class has been held, using Go2Meeting, the instructor or an administrative user will need to login
into the system to modify the class that just concluded. The workers should be directed to go to their portal, after a set
amount of time that will allow the administrative user to make the needed changes, and click the Training Classes menu
tab on the left side of their portal, this is covered under step 6 below.

1,
2.

Click on the name of the training class to open the edit page.

In the Training Location field, check the “Is Online” check box, this will switch the class to an online class and
enable the training quiz that has been assigned to the class during first setup. The page will reload and the
location information will reset to show online.

Click the Back button from the top button bar.



4. If User Wants to Email Quiz/Portal Link without the Secret Word: Return to the list of the Training Classes, click
on the number link below the Student/Limit column, this will open the list of workers assigned for the class.
Select the class by using the check box next to “Name” in the column headings row, select the Communications
button below the list. Click the OK button in the warning message to load the communication page, this will
default to email. A template for an email can be made prior to the classes or using the dynamic labels feature an
ad hoc message can be sent to include a personalized message with the link to the worker portal.

—-OR--

5. If User Wants to Email Quiz/Portal Link and Secret Word: Return to the list of Training Classes, the class will now
show the Student/Limit as #/--- and a link for Send Access Code — click on this link to send an email to workers in
that class, this email will have a link for the worker to click on to access the worker portal.

a. A pop-up will show asking to select the workers to send to, “All” or “Partial”, select the radio button for
“All”, and click the Send button.

6. On the Worker Portal: After the warker logs in, they will click on the Training Classes tab, the class will now show
under the Online Trainings (switching from the Step 1 Classroom Training area) with a “Quiz?” Yes and a new
“Action” for the quiz.

a. The worker will click in the “Action” button of State Online Course
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b. Inside the course, the worker will see materials that are set specifically for this class and the option to
take the quiz in the Quiz area by clicking Take Quiz. The date and time the quiz must be finished by is
taken from the settings applied when the quiz was first created.
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¢. The worker will then be prompted to enter the access code that was mentioned in the class or sent in an
email when Take Quiz is clicked.
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