Leadﬂrﬁumﬁ Pm Get the Most Out of Your Free Trial

Exercise 6: Add a New Lesson

Cumulative time: 0 hours, 10 minutes

@ Time to complete this lesson: 3 minutes

Complete this exercise to go from this:

Introduction > Facilitator-Guidef] Facilitator-Guide Introductionf]
1 q
"
‘—— -Welcomex q
Faciltatorn Notes 2 9
Cumulativetimersoee] 1 - END.0F MODULE SECTION 00 NOT DELETEQR ALTERTH 55O
o CONTENT PRIORTO.THISREDN kARKq
pletethislesson:15minutesf] " 1
o o
Say-something-ile:] 1 H
Hello-and welcome.1 1
2 o
Run-the-activity.| 1 H
n 1
B -
Do-this:{| 1
Walk-to-thecenter-of the'room.q "
o o
) Askey Watchfor:1 "
& Which of these-describes-you?{| Thosewho-do-notraise their
) o dkoen N hand.
pitupasy y 1 .
m- Contractorf] "
- New-Employee]

To This:

Introductiont]

"

Notess a

H

Introduction > Facilitator -Guide] Facilitator-Guide
1 1
-Welcomex " -Ice-breakern
u Facilitatora Notess = = Facilltatora
Cumulative-time:xxx] q i Cumulative-time: ]
Time-to-complete-this-lesson:-15-minutess] o plate-this| -
= o - u
A u q
Say-something like:T 1
Hello-and welcome.q X 1
M. 1
L i1 il
° Run-the-activity.] T .
T

LeaderGuide Pro™ is a product of Great Circle Learning www.GreatCircleLearning.com




I.Badﬂrﬁume Pm Get the Most Out of Your Free Trial

Exercise 6: Add a New Lesson, continued

Quick Steps:

1. Go to the last page of your Facilitator Guide and place your cursor by a
paragraph mark that is above/before the red text and not in a Content
Block.

2. Click Lesson in the Module/Lesson Control group on the LGPro ribbon.

a. You will see the Add a New Lesson dialog box.
b. Type over New Lesson with: Agenda & Learning Objectives.

c. Click OK. You will be taken to the top of the next page where you will
see the start of your new Lesson.

3. Add time into the Lesson Time block:
a. Place your cursor in the blue pound sign marks ### and Type in: 30

b. Carefully delete the blue pound sign marks ### leaving only the
number 30

4. Update the Module time by clicking TAG in the Controls group on the
LGPro ribbon.

a. You will be taken to the Training at a Glance page. It will reflect the
additional time you have added.

b. Hover your cursor over the Module Name: Introduction and use
Ctrl+Click to go to the Module page, where you see that the Module
Time block has been updated.

c. Scroll to your Agenda & Learning Objectives lesson and notice that the
Cumulative time in the Lesson Time block has been updated.

5. Update the Table of Contents:
a. Click Update All fields in the Controls group on the LGPro ribbon.
b. Click Go To > Table of Contents

c. You will be taken to the Table of Contents page, where you will see your
Agenda & Learning Objectives Lesson.

Detailed Steps

B Use the detailed steps that follow for more guidance.
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Exercise 6: Add a New Lesson, continued

Go to the last page of your Facilitator Guide:
B Place your cursor by a paragraph mark that is:
— Above/before the red text.
— And not in a Content Block.

0 Ask:q Watch-for:q
% Which-of-these-best-describes-you?-9 Those-who-do-not-raise-their-
" hand.q
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1

LeaderGuide Pro™ is a product of Great Circle Learning www.GreatCircleLearning.com



LeaderGuide Prs

Exercise 6: Add a New Lesson, continued

Get the Most Out of Your Free Trial

Add a new Lesson

B Click Lesson in the Module/Lesson Control group on the LGPro ribbon.
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B You will see the Add a New Lesson dialog box.

=
Add a New Lesson x
Enter name of the New Lesson -
Ok
Cancel

— Type over New Lesson with: Agenda & Learning Objectives.

— Click OK

B You will be taken to the top of the next page where you will see the start of

your new Lesson.
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Exercise 6: Add a New Lesson, continued

In the Lesson Time block:

B Place your cursor in the blue pound sign marks ### and

— Typein: 30
— Delete the blue pound sign marks ### leaving only the number 30.
Facilitator-Guide - Introduction¥]
-Agenda-&Learning-Objectivesa .
L Facilitators Notes= o
Cumulative-time:xxxq Al "

Time-to-complete-this-lesson:-30-minutes o4
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H

LeaderGuide Pro™ is a product of Great Circle Learning www.GreatCircleLearning.com



LBadEerdB Pm Get the Most Out of Your Free Trial

Exercise 6: Add a New Lesson, continued

Update the Time:
B Click TAG in the Controls group on the LGPro ribbon.
- . * %5 | GoTo~
B! | Extract
CF  Special v

Controls

B You will be taken to the Training at a Glance page. The Module time will
reflect the time you have added.
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minutest u objectives-and-run-the-ice-breaker.q|

o
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B Hover your cursor over Introduction and use Ctrl+Click to go to the
Module page, where you see that the Module Time block has been updated.

Time-to-complete:-0-hours,~45-minutesy

Number-of-lessons:-2 9

u 4]

B Use Go To > Next Lesson and then Go To > Repeat previous to go your
Agenda & Learning Objectives lesson. The Cumulative time is updated.

-Agenda-&-Learning-Objectives=
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Time-to-complete-this-lesson:-30-minutesf]
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"
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Exercise 6: Add a New Lesson, continued

Get the Most Out of Your Free Trial

Update the Table of Contents:

B Click Update All fields in the Controls group on the LGPro ribbon.
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B Click Go To > Table of Contents
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B You will be taken to the Table of Contents page, where you will see your

Agenda & Learning Objectives Lesson.
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Exercise 6: Add a New Lesson, continued

If you need more help:

B Chat with us at https://www.qgreatcirclelearning.com

B Contact Us from https://www.greatcirclelearning.com/contact

— The Contact Us form allows you to attach a file if you need us to look at
something

B Email us at info@GreatCircleLearning.com
B Call us at 239-389-2000

LeaderGuide Pro™ is a product of Great Circle Learning www.GreatCircleLearning.com


https://www.greatcirclelearning.com/
https://www.greatcirclelearning.com/contact
mailto:info@GreatCircleLearning.com

	Exercise 6: Add a New Lesson

