QUICK GUIDE
How to Publish and Send Invitations on uQualio®

First step: Create a Course from Publish Course page
To create a uQualio® course you go to
‘Publish Content’ in the left navigation bar
on the ADMIN page.

You press the turquoise button ’+Create
Course’

A ‘New Course’ pop-up appears.
On the top drop-down menu, you choose the
Content Version you want to create a course
with. You can choose to add new pictures if
they should differ from the original content
pictures you have already added.
You then give the course you are making a
new internal name (this is how it will be
shown in the lists), a Title, a Subtitle/teaser
and a short description. You set the time the
course should be active. And then you press
‘Create’.

If you press ‘Cancel’ you can later find the
ready course in the left navigation under
‘Publish Courses’.
A ‘Publish Course’ pop-up appears asking
you if you want to Publish your course (in the

sense that you make the course available by
mail or publicly.

If you press ‘Yes’ a ‘Publishing Settings’ form
appears. You can now give the Course a
specific ‘User Group Name’ if you need to
send the same course out to different
groups. You can again change the Title and
you define how long the course should be
active if relevant.
‘Who can see it’ – here you must choose
•

‘Everyone’ with the link,

•

‘You must be logged on’ to the
uQualio® platform to, or

•

‘You must be invited to see it’ (only
option available for free trial)

You now have to decide if you want the
course to be shown: ‘On your Site
homepage’ or ‘Share via Link’ so people can
only find it if they have a link.
You must decide if people can share their
badge and if they can share the course with
others.
If you have a subscription level that allows
‘Advanced Publishing Settings’ you set them
here.
That means that you can decide when next
video can be seen, define an interval
between when they can be seen, and you
can define parameters concerning the final
test, e.g. that the test should be shown when
all video topics are done or by itself (so the
videos cannot been seen while taking the
test). And how many times the test should
be available to take per user.
Add the settings and press ‘Save’ button to
activate.

Now press the ‘Publish’ button at the end.

If you made a public course that can be
found on your site, a pop up appears shortly
that states that your course have now been
made.
If you specified that the course should be
published by invitation you are now asked if
you want to add users.
If you press ‘upload file’ a page appears
where you have the following choices:
Get file template: Opens a template that
allows you to add many participants at one
time. Once added you can drag and drop the
file to the ‘Upload Invite Files’ area.
Once you have uploaded you are being asked
to add the users.

The ‘Invite users’ button allows you to invite
one or a few users by email address. Here
the ‘Add user to Group’ pop up also appears,
where you can decide to send by email or by
SMS and also change the invitation email etc.

Once you have pressed ‘Send’ a pop up
appears that your invitation has now been
send.

If you press ‘No’ you will be move to the
“Publish Courses” page.

If you now want to add a larger amount of
users to an attendance group, you click on
the button “users”.

A page then appears where you have the
following choices:
-

-

-

Download list: this is a list of
everybody already invited to the
course.
Get file template: Opens a template
that allows you to add many
participants at one time. Once added
you can drag and drop the file to the
‘Upload Invite Files’ area.
Remove user – allows you to remove
a user.
Add user’ allows you to invite one or
a few users by email address – see
more below

Once you have added members you might
have to refresh the page to see them on the
list and once, they can be viewed, the ‘Send
Invites’ button becomes activated.

Congratulations – you have now sent out your first course 😊
Support
You can find answers to Frequently Asked Questions on: https://www.uqualio.com/faq.html
You can chat with our support using the blue chat button

Sales Contact
If you want to use it for your company’s videos, contact sales on mail: Sales@uQualio.com

uQualio® Website
Web: www.uQualio.com

