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Course Builder – Configure Tab 
 
Whether you create a new, empty course or copy an existing course, some basic information about the 
course will be displayed. On the top right you will see five tabs with the Configure tab highlighted. You will 
edit the information on each of these tabs as you build your course. 
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Version Name: When creating a new course the version name will be Original. You can change the name 
on the here. Label the course with its name and the current version, so you can easily distinguish between 
versions of a course as you iterate and improve on the course. 
 
Prework Module: Using the dropdown menu, indicate here whether any of your modules are prework 
modules. This means the indicated module will be labeled the Welcome module and the work in that 
module must be done before the start date of the course.   
 
Important notes about the Prework Module: 

• All prework module activities must be completed by the start date 

• The activities in the prework module cannot be paced 

• Participants will not receive daily reminders for the prework module 
 
Cohort Welcome Message: This section includes the text that appears in the modal welcome dialog that 
appears before users begin a cohort and a video in desired. 
 
Welcome Text: This is a short paragraph of text that greets participants and lays the groundwork for what 
they can expect in the course. It will pop up, along with the Welcome Video (described below) in a modal 
window on the course landing page only the first time you enter the course.  
 
You might give participants an idea of how long the course will be and what they will learn. A good rule of 
thumb is to keep it to 3-5 sentences. One example is as follows, taken from a CorpU course entitled Talent 
Management: 
 

“This 3-week course helps you become a more effective talent manager – improving your 
team’s performance by developing, coaching, and making meaning for your employees. 
Based on the expertise of Dave Ulrich, the recognized global leader in talent 
management, this course will help you become a better leader and the principles you’ll 
learn will help you get the most from your team.” 

 
 
Delivery Type: Upload a welcome video or promotional video for your course here. This is not a 
requirement but can be a good way to introduce participants to what they will learn or get them engaged 
from the start. Upload a great thumbnail for optimal user experience. The thumbnail and video will 
accompany the Welcome text in a modal window on the course landing page. 

 

There are several options for making videos available through this asset. By clicking the dropdown menu, 
you can see the Video Delivery Types that are offered: 

      

When selecting an option, the one that is best suited for your needs will depend on whether you have an 
existing system within which to host your videos, your security concerns, and your preferred user 
experience. Read below to see a high-level breakdown of the video options. 
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CorpU 

This is CorpU’s video library. CorpU Video enables organizations to securely and efficiently deliver high 
quality video within their courses. This is the simplest to use, there are no storage limits and this will be 
delivered seamlessly as part of the course. Note: It is best for delivery and storage of final approved 
videos.  

Third Party Hosts 

• Bits On the Run (JW Player) 

Bits On the Run (Now JW Player) will let you upload video files (.mov, .mp4, .flv, .avi, .wmv, etc) to the 
site, and give you privacy option to keep viewership of your videos secure and selective. To use this 
option, first get the code (Video ID) from your video service.  Then select the Delivery Type you want to 
use and past the Video ID  and save the video activity. If you need help locating your Video ID, look at the 
FAQ from your Video Service Provider. Always check the videos from the participant view.  If the Video ID 
is correct but it does not work, first check for extra spaces in the ID. 

Advanced Options 

• Progressive Download 

If your organization has an existing way to stream or store media, then this option might fit you best. 
When using this option, it's best if your video is in an .mp4 format. Progressive download means the video 
downloads to the user's computer—which also means buffering time for slower connections.  

 

External Sites 

• YouTube 

• Any external site 

This option is good if there are videos you want to use that are on YouTube or on an external site. It is 
straightforward—simply copy the URL of the video into the window that's provided when you select the 
appropriate option from the dropdown menu in the asset. Be cautious, however, about the fact that 
videos are sometimes later removed from sites like YouTube, causing the link to be “broken” and 
unavailable when a participant goes to watch the one listed in the course. 
 
Where to Start Text: This text gives participants a preliminary understanding of what the course is and 
what they will learn. It’s different than the welcome text in that it gives instructions to the participant, 
often leading them to complete the welcome module for a course or directing them to where the course 
begins. An example, again from Talent Management: 
 

“Talent Management explores the responsibility of a leader to develop and manage 
talent. This course has 3 modules, each with daily lessons (approximately 30 minutes) 
and a 60-minute weekly Live Virtual Event. Before starting the first module, please 
complete the welcome activities and introduce yourself to your Cohort.” 

 
The end user perspective will look something like this: 
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As you can see, the Where Do I Start text is the very first thing that participants see on the course 

landing page. The Welcome text and video can be found when you click on the bottom right section titled 
“What is Communicating to Inspire Change?” Then you will see the Welcome modal window, which will 
look something like this: 

 
 
Accompanying the video and Welcome text is an option to take a tour of the site. This walks 

participants through many of the major functions of the platform before taking the course. 
 
Note: Once a participant marks the first activity complete, the Where to Start text and the 

Welcome text & video will disappear from their view of the course landing page. 
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Course Builder – Measure Tab 
 

Measurements 
Measurements provides you with the ability to measure not only what people know and what they learn, 
but also who in your organization ‘gets it’ and believe in it, and therefore likely to drive and champion 
new ideas and approaches over time. Enabling NPS and High Impact Learning Outcome measurements 
allows you to connect the dots and analyze how people changed how they think and act over time. 

 

 

There are two measurement selections in this tab: NPS and High-Impact Learning Outcomes. A description 
of each is below. 
 
NPS 
Net Promoter Score (NPS) is a simple and proven methodology for understanding participant happiness 
through first-hand feedback NPS is comprised of a carefully crafted single question survey. Participants 
will be presented with an NPS survey prompt to answer this question in two parts when they complete at 
least 70% of course activities. 
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What Participants See 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The first part is a 0–10 numerical rating. This provides a standardized quantitative benchmark that can be 
tracked over time 
 
The second part is a free-form follow-up question. This is where the real power of NPS reveals itself. It 
allows the participant to provide context for their rating in their own words, free from 
 
What You Get 

 
 
 
 
 
 
  
 
 
 
 
 
 

NPS provides a score, ranging from -100 to 100, that serves as a report card grading your overall customer 
experience. 
 
Your numerical NPS allows you to quantify how changes you make to your course affect the participant 
experience over time. 
 
 
High Impact Learning Outcomes 
High Impact Learning Outcomes is a proven CORP/U methodology for understanding who in your 
organization ‘gets it’ and believe in it, and therefore likely to drive and champion new ideas and 
approaches over time. Enabling the High Impact Learning Outcome measurements allows you to connect 
the dots and analyze how people changed how they think and act over time. 
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What Participants See 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
When a participant completes at least 70% of activities, they will be prompted to answer the following 
series of feedback questions: 
 

• Understanding:  I can easily explain several concepts that I have learned to others 
• NPS:  The material was valuable 

• Value:  I would recommend this course to a colleague 

• Faculty Feedback:  The faculty enhanced my learning 

• Technology Feedback:  The CORP/U Platform enhanced my experience 

• Commitment:  Will you commit to act on what you learned in this course in your 
organization or workplace 

• Barriers:   
o Option 1:  You said you would commit to act on what you learned in this course.  Now 

we would like you to think about what might make is hard for you to keep this 
commitment.  Of the following barriers, which one is most likely to cause you to fall 
short on your commitment? 

o Option 2:  Since you did not commit to act on what you learned in this course, would 
you identify the barrier that most contributed to your not making a commitment to 
action?  

• Comments:  Please share any additional feedback regarding this course 
 
 
These feedback questions that will help you better answer the following questions: 
 

• Are participants doing the work? 

• Do they like the course? 

• Are participants understanding what they are learning in the course? 

• Are there any potential obstacles to implementation of the ideas participants learned in this 
course? 

• Are participants committed to applying what they are learning on the job? 

• What is the best performance being achieved within my organization? 
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What You Get 
 

1. Participant Feedback – View and analyze all survey feedback that is shared by participants. 

 
 

2. Engagement –Participation and Discussion visualizations help you better understand who is 
completing the course and contributing to the discussions. 
 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 

3. Advocacy –Value and Net Promoter Score visualizations help you analyze who finds your course 

materials valuable and would recommend your course to others. 

 
 

 

4. Barriers – A new "there are no significant barriers" option has been added to the participant 

feedback survey and surfaced to the dashboard to help clarity if there are no barriers identified 

by participants.  
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5. Measurement Scores – Each measurement will now provide a Score to help communicate the 

overall average performance of each measurement. It's now easier than ever to quickly see if 

overall engagement is low or high, if the majority of the cohort are critics or advocates, or if the 

overall understanding of the course is low or high. 

 
 

6. Population Size – The N has been added to each measurement to help better understand the 

population size that has been included in the analysis. 
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7. Benchmark Labels – The labels under each benchmark have been updated to better identify each 

benchmark. Benchmarks include: 

a. Corp/U Course Benchmark – The historical average score for a specific Corp/U signature 

course. 

b. All Corp/U Courses Benchmark – The historical average score for all Corp/U signature 

courses. 

c. My Organization Score – The historical average score for your organization. 

 

*The aspirational goal benchmark has been removed from the High-Impact Learning 

Dashboard. 
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Course Builder – Build Tab 

The Build tab is where you will spend the majority of your time as you build your course. You’ve created 
the shell of a course or copied an existing course. Now it’s time to build. In this example we will be 
creating a new, empty course. There are two things to note:  

1) An untitled module is created by default. 

 

 

2) A cohort is automatically created. You will use this cohort to preview the participant view as you’re 
building the course. 
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Modules, Lessons and Activities 

Before we get started, let’s review the structure of a course. Each course is made up of three 
components: modules, lessons, and activities.  

• A module is a complete unit of study within your course.  For the optimal user experience, 
modules are typically 1 week long, containing 5 lessons (1 per workday).   

• Lessons are groups of activities that support a specific teaching point or outcome.  They are 
usually 5 – 7 activities and total about 30 minutes of participant time.  The default setting is one 
lesson per day. 

• The activities contain the content of the course.  They should be chunked into small digestible 
pieces and linked together through the lessons and modules.  

When working in Course Builder we recommend keeping two tabs open: one for the builder itself and one 
to preview the course as you are building it so you can view the participant experience. You can do this by 
clicking View Course next to the course name and then clicking Open Link in New Tab. 

 

 

Edit A Module Name 

1. Click ‘Edit Module’. 
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2. Enter the Module name. 

 
3. Click ‘Update.’ 

There are two options when building your course. You can build an outline of modules and lessons and 
then go back and add the activities to each lesson or you can build one module at a time with the 
associated lessons and activities and then moving on to the next module. 

 
Add A Lesson 
 

1. Select ‘Lesson’ from the dropdown menu. 
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2. Enter a name for the lesson. 

 
3. Click Create. 

 

Add Activities to a Lesson 

1. Select the Lesson dropdown menu and select the type of activity you want to create. 
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2. Enter the details for the activity. We will explain the Text Editor and the various types of activities 
in a later lesson. 

 

 

3. Click ‘Create.’ 
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4. Follow this same process to create additional activities. 

 

Add A Lesson to A Module 

1. To add a new Lesson click on the dropdown next to Edit Module and select Lesson. 

 
2. Enter the Lesson name. 
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3. Click Create. 

 

Add A Module to a Course 

Modules are created by clicking the ‘Add Module’ button at the top of the course. 

 

Moving Activities within a Lesson or Module 

1. Activities can be moved by clicking on the up or down arrow on the right-hand side of the course 
next to the appropriate activity. 

 
 

2. You may also move activities between lessons and modules.  Make sure that your activity is 
indented under your lesson title to ensure it is paced appropriately.  
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Course Builder – Custom Pacing Tab 

Pacing refers to how you want the course to unfold over a length of time. All cohorts are auto-paced by 
default. This means there will be one lesson per day. You can create a custom pacing if your course design 
is structured to have more than one lesson on any given day or more than one module in a week. Before 
publishing, it’s helpful to create the main type(s) of pacing you think you will use – though you can add 
more later as well. There are a few pacing modes to choose from. Follow the steps below to learn how. 

First, ensure you are in the Custom Pacing tab. 

 

Click on the tab. You will see a drop-down menu with three options: 

 

Choose a pacing mode, and then click update. Then Create a New Pacing. 

 

The pacing format on the next page will reflect the option you picked. 

Not Paced is exactly as it sounds. It means your course is self-paced and participants can 
complete it whenever they would like, over an indeterminate length of time. 

Module Pacing means that you’ve assigned a set amount of days for each module. Participants 
can complete as much or as little of the content on any given day, so long as it is complete by the 
end of that set amount of days. 
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Asset Pacing is the most common kind of pacing. You decide how many days are in a module and 
which activities participants should complete each day. This helps keep activities in smaller, more 
manageable chunks, and lets participants more easily manage their course load by day. 

Not Paced - Select Not Paced and then click Update.  No further selections need to be made. 
 
Module Pacing - When you choose Module Pacing, it takes you to the following page: 

 

 

First, you’re asked to name your pacing – for example, Weekly Pacing – and to indicate the default 
number of days in each module. Regardless of what you put into this window, you must make sure the 
breakdown of each module reflects your choice. 
 
For example, if your course is two weeks long and each module is one week: 
 
Since all pacing assume a week is five days (no weekends) you would select 5 in Default Number of Days 
in Each Module – where 29 is the maximum and 1 is the minimum number of day you can choose – and 
then in the boxes below, you would make sure each module has 5 selected as its number of days as well. 
If you want to give certain modules more days but others only 5, you can use the drop down boxes in 
indicate that. 
 
Once you are done, click Save. 
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Asset Pacing – To create Asset Pacing select Asset Pacing from the dropdown menu, click Update, then 
Create a New Pacing. The edit pacing page will look like this:  

 

 

Name your pacing – for example, Daily Pacing – and select the default number of days in a module. As in 
the example, we select 5, as that is the length of a business week. 
 
In each module, select the number of days again. You will see a row of radio buttons to select for each 
activity in the module. The number of buttons in each row corresponds to the number of days you 
selected. 
 
For every activity you want to occur on Day 1, select the first radio button. For every activity you want to 
occur on Day 2, select the second radio button, and so on. 
 
Typically, if you want an entire lesson on an individual day, you will select the corresponding radio button 
for each activity in that lesson. 
 
Once you are done, click Save. 
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Course Builder – Publish Tab 
 
The final step in building your course is publishing it. When you click on the Publish tab the following page 
is displayed:  

 

 

It’s important to make major changes to your course while it is still in draft mode, as once you publish the 
course several design functions that were previously available to you will now be disabled. 
 
As you can see in the screen shot above, the difference between Draft and Published is outlined as such: 
 
Draft mode is used when course builders are building their courses. 
 
When in draft mode: 

• Builders get the full Course Builder experience where they can add, edit, and move any module, 
lesson or asset. 

• Builders get a test cohort they can use to test their courses while building. Members can be 
added to these cohorts, but strictly for testing purposes; their course progress will not be 
properly tracked so a course in draft mode should never be used to run a cohort. 

 
Publish mode is used when a course builder is finished editing a course version and ready to pass control 
of the course onto the facilitators responsible for running courses. 
 
When a course version is published: 

• Course cohorts can be populated, including instructors and other featured users 

• User completion is tracked 

• Course builder may not add or move modules/lessons/assets 
 
IMPORTANT: Once a course is published and users within its cohorts have saved any completion data, it 
cannot be put back into draft mode. 
 
The chart breaks down in deeper detail what you can do once a course is published versus what you 
cannot do. Ultimately, post-publishing makes available a host of cosmetic changes such as renaming titles, 
revising durations, and revising text and attachments for activities. However, post-publishing limits major 
changes such as adding or deleting modules, lessons, and activities, changing pacing, and changing activity 
type. 
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Course Design Element Available Post-
Publishing of Course 

NOT Available Post-
Publishing of Course 

Changing an action label or title of an activity   

Renaming a Module, Lesson, or Activity   
Renaming a document title   
Revising a video type of key code/file id   

Revising durations   

Revising a document attachment   

Revising live event details   

Revising asset to/from ‘Optional’ status   

Revising discussion to include/preclude Breakout 
Group 

  

Revising prerequisite status   

Locking and unlocking course activities   

Deleting a Module, Lesson, or Activity   
Adding a Module, Lesson, or Activity   
Moving a Module, Lesson, or Activity   
Modifying an activity type (e.g., read to 
document, discussion to dropbox, etc.) 

  

Course pacing   
 
Ultimately, if you’d like to make edits to a course once it is published, you will have to make a copy of the 
course and edit that copy. You can then re-label the copied course as a Master course – the most current 
version. 
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