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Key

&) Paid Feature
This symbol indicates that a feature is a paid feature. You can request to purchase the feature by
contacting the Catapult Team.






Learning Resource Section

Learning Resource Section Overview

Welcome to the Edify Learning Resource User
Manual. This manual is your step-by-step ‘
guide to building and editing Learning h-
Resources within the Edify system. Whether

you are contextualizing existing Catapult
content, importing a SCORM package, or
creating custom materials from scratch, you

will find everything you need to add,
construct, and style your Learning Resource.

Let's begin by exploring how to edit the
Catapult Learning Resource.

Editing the Catapult Learning Resource
Edify now allows you to edit the Catapult Learning Resource. This is the best option if you want
to contextualise the existing Learning Resource to suit your organisation’s needs.

If you request a new unit to be added to your Edify library, the Learning Resource will now be
included automatically.

To edit the Catapult Learning Resource for an existing custom unit, you will need to contact
the Catapult team to request that it be added to your custom unit in Edify. This will then give
you access to edit the Learning Resource.

You can view and edit the Learning Resource by clicking on the Learning Resource Section to
open it. Learning resource (Legacy) is the legacy connection and cannot be accessed, it will be
disabled by default. We will go into how to edit and add new content to the Learning Resource in
the next section Build Breakdown.

« Back to Unit List

C- Edify BSBADMS311 Maintain business resources

( B3 Catapult W =
Unit Overview Sections

B3 Learning resource

Sections Learning resource (Legacy) Learning resource
£ 0

Online

+
Mapping
Media Library
Skills recognition Knowledge questions

History Q This section has 4 Topics and 16 Questions

™ M
8 August 2026 Edition

Edify V2.0



Learning Resource Section

Adding a Learning Resource Section

Adding a new Learning Resource Section is a great option if you need to add your own
Learning Content. This can be a used for Units that aren't available in the Catapult Library or
Units for which your orgnisation has its own content.

To add a Learning Resource section, you will need to navigate to the Sections tab on the Main
Navigation Menu in Edify. From there, you will see a blue button with a + symbol under the
heading Learning resource.

« Back 1o Uit List
BSEBAUDS11 initiate quality audits

Unit infarmation Unit mapping

Once you have pressed this button, a pop-up window will appear. Select from the list of options
how you would like to add your Learning Resource.

New Learning Section - Build your Learning Resource from scratch.
Select a SCORM unit - Select from already uploaded SCORM
Upload new SCORM unit - Upload a new SCORM

Select your option and then click Continue.

o Learning resource type  New learning section

(® New learning section
(O select a SCORM unit
(O Upload new SCORM unit

CONTINUE

CANCEL

Note:

Edify has a limit of three additional
Learning Resources, not including the
Catapult Learning Resource.

August 2026 Edition 9
Edify V2.0



Learning Resource Section

New Learning Section

If you selected New Learning Section, the window will appear as per the screenshot below. You
will need to add a title and select Set as default Learning Resource. You can then choose to
add Sub-sections if you want your learning resource to be broken into Topics.

o Learning resource type  New learning section ° Learning resource settings

Example learning resource

Set as default learning resource

D Automatically make sub-sections from the unit's Elements

SECTION LABELS

Sub-section prefix
Sub-section block prefix

-

CANCEL SAVE

You will see the next option, Needs sub-sections, is ticked automatically. This is a

structural requirement. Below that, there is the option to check the box next to Automatically
make sub-sections from the Unit's Elements. Check this box if you would like to have the
Topics automatically generated with the Elements for your Unit. If you want to create your own
Topic labels, then leave this unchecked.

o Learning resource type New learning section a Learning resource settings

Example learning resource

Set as default learning resource

r:] Automatically make sub-sections from the unit's Elements

SECTION LABELS REFERENCES

Sub-section prefix
Sub-section block prefix

10 August 2026 Edition
Edify V2.0



Learning Resource Section

Checking the box Automatically make sub-sections from the Unit’s Elements will bring up

a second checkbox, Automatically create sub-section blocks from the unit's Performance
criteria. Checking this box will automatically label the blocks within your Learning Resource with
the Performance criteria for your Unit. If you want to create your own Block labels, then leave
this unchecked.

o Learning resource type  New learning section o Learning resource settings
Example learning resource
Set as default learning resource
Automatically make sub-sections from the unit's Elements
Automatically create sub-section blocks from the unit's Performance criteria
SECTION LABELS
Sub-section prefix
Sub-section block prefix

CANCEL SAVE

Once you have selected your sub-section set-up, you can choose to change the sub-section
prefixes. The defaults are Topics and Blocks.

o Learning resource type  New learning section o Learning resource settings

Example learning resource

Set as default learning resource

Automatically make sub-sections from the unit's Elements

Automatically create sub-section blocks from the unit's Performance criteria

SECTION LABELS REFERENCES

Sub-section prefix

Sub-section block prefix

-

-

CANCEL SAVE

Click Save and your new Learning Resource section will be ready to be edited.

August 2026 Edition 11
Edify V2.0



Learning Resource Section

12

Adding a SCORM Unit
If you wish to incorporate a SCORM into your Learning Content, you can choose Select a SCORM
unit or Upload new SCORM unit when creating a Learning Resource Section.

Select a SCORM unit allows you to select from pre-uploaded SCORM Units. To use this option,
you must have existing SCORM courses available to your organisation. You can then select from
the list of SCORM Cloud course in the drop-down menu. Once you have done this, click Save.

-

o Learning resource type Select a SCORM unit e Learning resource settings

Course v

-

CANCEL SAVE

Once you have selected the SCORM unit, you will need to select the Version number. You can
then choose to add a Title or edit the Intro. Then select if this will become the Default
Learning Resource. Then click Save.

o Learning resource type Select a SCORM unit e Learning resource settings

Course
Assertive Communication - Version v
Title (Optional)

SCORM Intro

\!; Paragraph B I 8

= ey v

The Learning content {{UNIT::CODE}} - {{UNIT:TITLE}} will be launched in a new window. You will be redirected to this
window once you exit that window or you can continue here to other sections along with the learning content.

[ set as default learning resource

39 words

b

CANCEL SAVE

August 2026 Edition
Edify V2.0



Learning Resource Section

If you choose to upload a new SCORM Unit, You will first need to attach your SCORM using the
Paperclip icon next to the word Upload. You can then choose to add a Title or edit the Intro.
Then select if this will become the Default Learning Resource. You can also select the option
Create new version if course already exists to create a new version of an existing course.

Then click Save.

o Learning resource type  Upload new SCORM unit ° Learning resource settings

Upload
Title (Optional)

SCORM Intro
9S8 prgeh vB I BYEEETE EvEVvEE Lo
B m ¥

The Learning content {{UNIT:CODE}} - {{UNIT=TITLE}} will be launched in a new window. You will be redirected to this
window once you exit that window or you can continue here to other sections along with the learning content.

p 39 words

[ set as default learning resource
I [J create new version if course already exists I o
A4

CANCEL SAVE

Note:

SCORM can be added in addition to the
Catapult Learning Resource or in place of it
by selecting Set as Default Learning Resource.

If a matching course exists and Create new
version is not selected, the upload will not
proceed.

Once you have added your SCORM Unit, you will need to add it to the Online Variant if it has
not been set as the Default Learning Resource.

August 2026 Edition
Edify V2.0



Learning Resource Section

Build Orientation

Build is an editing space for your Learning Resource Section. It is where you will add your
learning content to build your Learning Resource. It is made up of Topics which are then broken
down into Blocks. Blocks are then filled with Components which contain your content. You can
add more Topics or Blocks as needed. There is also a separate Topic for References where you
can add the reference for the resources that were used to create your content.

¢ Back to Unit List

& Edify BSBAUDS11 Initiate quality audits

#A  Unit Overview _E3rning resource [__] ONLINE STYLING O
. Topic 1 ng /s Topic 2 o /s Topic 3 ng s i @ ‘ou can drag the following components into
- 8 section
3 [@ HeaoinG B = Text
| 5
B P imacE H W viDEC
Topic 4 o5 s Tapic § onbg /s Topic 6 o5 s 0 £ MTML BLOCK B %= mca
B # [§] sroup I =¥ T/F QUESTION
+ Ngfw Topic
w1 freferences
This is the Left-side = The Centre Panel is where This is the Components are the
Navigation Menu. you can access each navigation menu containers for your
This allows you to Topic and view their for you to access content. They have
navigate between internal Blocks. This is the different views: different functions to
your Topics and your main working space  Build and Online suit different styles of
Blocks, as well as add where you will add your Styling. content.

new ones. content.

Once you click into a Topic, it will open up the Blocks. You can navigate between blocks using
the Left- side Menu.

¢ Back 1o Unit List

BSBAUDS11 Initiate quality audits
n 5
Learning resource . 8uILo. (] onLiNE STYLIN o
Al e Components
| Topic 1: Assess quality audit scope and objectives mg s
@ You can drag the following components into
Toplct 1 - P il
Black 1 Identify standards that impact on the environment in which audit operates o g s
Block 1
£ [@ HeaDiNG # B rext
Block 2 Block 2 Determine and agree on audit objectives and scope with auditee and other required stakeholders 1 m |_'_:] Ve
[ 5
Blocks 1 Block 3 Identify risks within scope of quality sudit mg s 2| ke o s
+ New Block + Mew Block
Topic 2 B 2] HrmL BLock E 2= mco
opic 3
B [Rlerour B =F 1/F QuEsTION
pic 4
Topic §
Topic
Topic 7
+ New Topic
mi References

Edify V2.0



Learning Resource Section

Once you click into the Blocks, you can then drag in the Components to start building your
content.

« Back 1o Unit List

BSBAUDS1T Initiate quality audits

X
Leaming resource R BOIER 2T ontime sTyLin o
Al ] Components

Black 1: Identify standards that impact on the environment in which audit operates og s

@  You can drag the following components into

Toplc]
e 1 4 > & seclion.
7
T
4 [A Heaning # B rext
Black 2
[ &
Block 3 i M iMaGE H M viDED
+ New Block

#oLy ™ T E o "
Topic 2 # ) wmeslock  E [9] orour
Tegic 3
Topic 4
Toy
Top
Top
+ NewT
 References

We will go further into further detail in the next chapter Build Breakdown.

August 2026 Edition 15
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Learning Resource Section

Online Styling Orientation

The Online Styling Space is an editing space for your Learning Resource Section. It allows you
to format content exactly as it will appear online in the LMS. It allows you to add images, addi-
tional styling and format your content into animations.

To access the Online styling, click the Online Styling Space at the top right of the page.

¢ Back to Unit List

BSBAUDS11 Initiate quality audits

Learning resouroe mends o

All (TSCROLLING MODE | [%PAcED MODE Edfi-component
Topic 1
Tople 2
Topic 3
Topic 4
Topic 5
Topic &

Topic 7

5 References

and other required stakeholders

= |dentify risks v of quality audit

This tab can be viewed as Scrolling Mode or Page Mode. Scrolling mode allows you to view the
entire topic by scrolling down. Page mode allows you to click through the pages as they will
appear in the LMS. You can add Page Breaks to your content where you see fit.

<« Back to Unit List

BSBAUDS11 Initiate guality audits
I can it HE n
Learning resource = suine G OMLINE STYLING -
A I ATSCROLLING MODE  [4PAGED MODE I Edit component
Topic1 3 :
Topic 2
[H

Topéc 3
Topic 4
Topic 5
Mapping

Topic &

Media Library

Topic 7

w2 References

it operates

¢ and other required stakeholders

Identify standards that impact on the environment in which audit operates

We will go into further detail about Online Styling later in the chapter Online Styling
Breakdown.

16 August 2026 Edition
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Learning Resource Section

Help
On the Main Navigation Menu, you will see at the bottom of the list the option Help. Click Help
to open a direct link to the Catapult Knowledge Base.

< Back to Unit List

C- Edify BSBAUDS11 Initiate quality audits (D) MARK AS READY

L]

A Unit Overview <

5 the skills and knowiedge required 1o inftiate and crganise quality oudits. I covers assessing the scope and objectives of qualty sudits: commursicating with the suddees and developing and submitting a qualty sudn plans

e base in quality suditing, and who are peoficient in using a range of quality audiing and managesial techrigues fo initiate quakty audits. Individuals may also supervise and manitor the

unit at the time of publication

The Catapult Knowledge Base (pictured below) is a resource hub for videos, articles and
instruction manuals for using the Edify system. You can browse the helpful support information
listed, or use the Search bar to search the Knowledge Base for assistance.

) Catapult Submit a Ticket  Signin

Catapult > Edify

Edify

Edify User Manuals

« Edify Assessment Builder User Manual

Getting Started with Contextualisation

August 2026 Edition 17
Edify V2.0






Build Breakdown

Build View Overview

The Build view is an editing space where you will
add your learning content. The Learning
Resource is organised into Topics and further
divided into Blocks. You can add content to
these blocks using the Components in the
Right-side Menu. Each Component offers
unique functionality tailored to specific content

types.

This chapter explores each of these features in
detail.

Topics

You can think of Topics as the chapters that divide up your learning content. If you selected to
add a New Learning Section with automatically generated sub-sections, these will be
pre-generated and ready to be filled. If you opted for a New Learning Section with no
sub-sections, you will not have Topics, just Blocks. If you opted for a New Learning Section
with sub-sections, but not to automatically make them from the unit's elements, then you will
need to add Topics manually.

New Topic
Adding a new Topic will create a blank Topic where you can add your own content. This can be
used to add additions to the Catapult Learning resource or build your new Learning resource.

To add a new Topic, click the + Topic button on the Left-side Navigation Menu. A pop-up
window will appear where you will need to add details about your Topic.

« Back to Unit List

BSBAUDS11 Initiate quality audits
B ) CEED

Learning resource = BuiLo [ onuine sTYLING -

o Components

i
neE s Topic 2 o5 /s Tapic 3 o5 s @ You can drag the following components into
;: @ section.
iy
L J fi [ Heaping B TExT
e
fitge i
# W IMAGE £ N VIDED
o9 s Topic 5 omg s Topk: & o5 s 2 £¥] HTML BLOCK # 2= Moo
Iﬂonour‘ =¥ T/F QUESTION

You can also access the same pop-up window by using the pencil icon on a Topic. We will go
over the details you will need to add next.

August 2026 Edition 19
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Build Breakdown

Topic Image

The Topic Image is the first thing a Learner will see when opening a Topic. Each Topic will have
its own image at the start of the Topic. The image acts as a visual introduction to the Topic's
contents. You can add or edit this image by using the pencil icon on an existing Topic or
creating a new Topic.

« Back to Unit List

BSBAUDS11 Initiate quality audits
Learning resource ROEN (20 ontine sTvue o

_ o Components
Topic 1 o Ej Topic 2 g s Topic 3 o5 /s

@ You can drag the follawing components into

ra & section.

Topic

ii [E HEaDiNG i B rext
Topic 3

ality audit « and objeciive te with auditee Prepare re o8 for nualiy audk W

i # M omace WM VIDED
Topic
Topic Topic4 o5/ Topic § mg /s Topic & o9/ # 8] HTMLBLOCK E 3= mog
Topis

# [g] orour  E =¥ T/F QuUESTION

+ New Topic

m References

In the pop-up window, you will see the word Image with a grey box below it. Click the grey box
to bring up the Media Library.

Edit Topic 1 X

Assess quality audit scope and objectives

section_image

.t

Select an image

Choose a file from the media library

SECTION START CONTENT . ONT
Content
4 Heading 3 v B T A= = = E
= = = L o B @ w
In this topic you will learn to:
({SECTION=TOC}}
Disabled section start content
(] Disabled
CANCEL
20 August 2026 Edition
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Build Breakdown
In the Media Library, you can add images to your learning content by uploading them into the

Media Library and inserting them into the content. Once you have uploaded an image, click on it
to select it and then click Insert.

Media Library

A NEW MEDIA -

UNIT SPECIFIC COMMON MEDIA  ARCHIVED

Search...

Q
m = Show 18 = entries

Showing 1 to 2 of 2 assets :

g

Floral Watercolour

-

INSERT -

Your image will now appear in the grey box as per the example below:

Edit Topic 1 X
Aslsess quality audit scope and objectives
section_image
! Note
Catapult media will not appear
in the Media Library. You will
SECTION START CONTENT SECTION END CONTENT need to add your own medla'
- or contact the Catapult team
T if you wish to make changes to
zvEvEzE Lo BB Catapult media content.
In this topic you will learn to:
{{SECTION:TOC}H}

ha
Disabled section start content

O pisabled

CANCEL SAVE

August 2026 Edition
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Build Breakdown

Section Start Content

The Section Start Content is the information that will appear under your Topic Image at the
beginning of the Topic. The default Section start content is a list of the Block Headings which will
appear under the lead-in text.

If you want to change the Topic lead-in, you can add to the existing text or replace it with your
own text here.

Edit Topic 1 X

Title
Assess quality audit scope and objectives

»

section_image

o i, Tt i ™ e

i

SECTION END CONTENT

I~
~
v

B

2]

<3

In this topic you will learn to:

{{SECTION:TOC}}

h3 9words

Disabled section start content

[ Disabled

h

CANCEL SAVE

Down the bottom, you will see a slider and a check box.

You can choose to disable the Section Start Content by clicking the slider next to the text
Disable section start content if you do not wish to have any text introducing the topic.

The check box next to the text Disabled will disable the entire Topic. Check this box only if you
want to remove the entire Topic.

22 August 2026 Edition
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Build Breakdown

Section End Content

Section End Content is the summary of the content at the end of your Topic. The default text
will be a list of Block Heading which will appear as a summary of what has been learned in the
Topic. You can add to or replace this text with your own text here. |

In the Topic editor, select the Section End Content tab to apply the same settings as for the
start of the Topic to the end of your Topic.

Edit Topic 1 X

-

SECTION START CONTENT SECTION END CONTENT
Fs
Content
S o ¢ Heading 3 v B I Ay = = = =
S v S = = I <© | v

You have learned to:

{{SECTION:TOC}}

h3 6 words

Disabled section end content

Section End Buttons

- Quiz Button Quiz Button Label
Take the quiz

- Assessment Button Assessment Button Label
Go to assessment

- Continue Button Continue Button Label
Continue

[ Disabled

v

CANCEL SAVE

You will also see further down the window that there are three sliders.

You can choose to disable or rename the three buttons which appear at the end of the Topic.
Click the slider to disable the button or use the text field on the right to rename them. The
default names are pre-filled.

Once you are happy with the Topic set-up, click Save to save your changes.

August 2026 Edition 23
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Build Breakdown

Re-arranging Topics

Now that you have added your Topics, you may want to rearrange them to sit in a different
order. To re-arrange your Topics, click on All on the Left-side Navigation Menu and use the grip
icon (which looks like a grid made of dots) on the top left of the Topic and use it to drag the
Topics to the position where you want them to sit. The system will automatically relabel them
with their new position number.

« Back to Unit List

BSBCMM412 Lead difficult conversations () MARK A5 READY
W con -

Learning Resource Example = BuiLp | 5] oNLINE STYLING t+
al o Components

° You can drag the following components

Topic1 @ & Into a section.

TopicZ =
E [H] HEADING E [E rext

Topic3 @

New Topic
+ New Topic i M IMAGE H WM VIDED

mi References

fii £¥] HTML BLOCK & 5= mco

GROUP i =¥ T/F QUESTION

Duplicating Topics

Duplicating allows you to create an exact copy of an existing Topic. This can be useful if you
need to re-use the content or structure of an existing Topic in a new Topic. To Duplicate, click the
Duplicate button on the Topic thumbnail the All view.

Learning Resource Example

All

i Topic 2
Topic1 o
Topic2 &
Topic3 &
+ New Topic New Topic Prepare for conversation Facilitate difficult conversation

= References

A pop-up window will appear where you will need to add a title for the Duplicated version of the
topic. This must be unique form the other Topic titles in the Unit. Once you have added the title,

click Save.
Clone section X
Title
I |

v

CANCEL SAVE

The new Duplicated section will now appear as the last Topic in your Learning Resource. You
can use the Grip Icon to move it into a different position if you want it to sit elsewhere.
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Deleting Topics
It is possible to delete a Topic if necessary. You may need to delete a Topic if it was created or
duplicated in error.

To delete a Topic, click the Trash icon on the Topic.

Learning Resource Example Q = guitd G oNLINE STYLING - o
.

All -~ Components

) ) T
i Topic1 Cg rd it Topic3 o5/ © ou can drag the following components
Topic1 @ # into a section.
Topic2 ' & . X

i [E HEADING # B Text

Topic3 &

New Topic Prepare far conversatior Facilitate difficult conversation L3
+ New Topic © # M imvace E M VIDEO

mi References

E £ HTML BLOCK i 5= mco

GROUP # =X T/F QUESTION

A pop-up window will appear asking you to confirm the action, click Yes.

Note:

Deleting Topics is permanent. It is best
practice to disable a Topic
unless it was created in error.

Access Topic Contents

Your Topic is now set up and ready to begin work. To access the contents of your Topic, you can
click on the Topic button in the Centre Working Panel or select it form the Left-side
Navigation Menu. If you want to return to this screen, click All at the top of the Left-side
Navigation Menu.

« Back to Unit List

BSBCMM412 Lead difficult conversations © MARK AS READY
b e ) (CED
Learning Resource Example = Uit 5] onLiNe sTvLING e
Al o Components
fjlope2 o5 s £ Toplc3 o8 /s @ VYou can drag the following components
Topic1 @ ol into a section.
Topic2 &
# [M] HEADING B B Text
Topicd &
Tooi New Topic Prepare for conversation Facilitate difficult conversatior B
+ New Tapic € E Mivace  E B VIDEO
i References
E 2] HTML BLOCK i 5= Mmco
GROUP # =¥ T/F QOUESTION
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Blocks

Once you have clicked into the Topic, you will see the Blocks that make up the Topic. If you have
not opted to have your Block Headings automatically generated by the system, then your
Topic will currently be empty.

Creating a Block
To create a Block, click the + New Block button in the Centre Working Panel or on the Left-side

Navigation Menu.

¢ Back 1o Unit List

C- BSBCMM412 Lead difficult conversations

B Catapalt
Learning Resource Example = puito  GJ onuiNE sTYLING E o]
All o Components

Topic 1: Facilitate difficult conversation oy - L
- o ¥ou can drag the following components
RPN b 7 into a section.
Block 1 Undertake conversation with relevant stakehaolders o Eﬂ ra
Block 1
i [E] HEADING & B TexT
Block 2 Block 2 Provide opportunity for stakeholder input W g s
: Block3 Confirm rel kehold d out g A -
Block 3 1 o onfirm relevant stakeholders. © and outcome: | M mAcE H EM VIDEO
Block4 &8 i Block4 Document relevant points of conversation s @ /s
Block 5 # 8 nTML BLOCK B 5= mco
= Block 5 Refer stakeholders to relevant support services, as required (A | E_'] 7
Block & 1
i Block 6 Quiz1 B A GROUP # =¥ T/F QUESTION
+ MNew Block i
I + New Block ] ]
Topic 2 ]
Topic 3
+ New Topic

mi References

A pop-up window will appear. You can choose from the dropdown menu, Type, if you would like
this to be a Block for content or a Quiz block.
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Content Block

A Content Block is your standard block type for adding your Learning Resource content. These

Build Breakdown

Blocks can have any Component from the Component Menu added except for the two quiz

components.

To set-up a Content Block, choose Content Block from the Type drop down menu. Then add a

Title in the text field provided. You can also choose to add an Introduction for the Block to give

an overview of it's contents. Once this has been added, click Save to create the Block.

New Block X

Type
Content Block

X v
ITitIe I
Introduction
4
p 0 words
[ pisabled

-~

A d

CANCEL SAVE

Your new Block will now appear at the bottom of the list of Blocks in your Topic. You can then

use the Grip icon on the far left of the Block to drag it into a different position if you so choose.

¢ Back to Unit List

BSBCMM412 Lead difficult conversations

Learning Resource Example

ml References
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All
Topic 1: Facilitate difficult conversation m E:I s
Topic 1
Block 1 Undertake conversation with relevant stakeholders g
Black
Block Block 2 Provide opportunity for stakehalder input mg A
Block 3 Block 3 Confirm relevant stakeholders understand conversation and outcomes. O - [
Block 4 Block 4 Document relevant points of conversation o8 s
Block 5
Block 5 Refer stakeholders 1o relevant support services, as raquired + @ EJ Vi
Block 6
Block & Quiz 1 g s
Block 7
[ Block7 New Content Block c @8 A
4 New Block
+ New Black
Topic 2
Topic 3
+ New Topic

= suieo G onwir

rpy  Components

@ You can drag the following components into &

> section.
i [ HeEADING

[ 5

=  H M imace

H £ uTML BLOCK

g [§] oroue

&) MARK AS READY

i B rexy

B ®N viDEo

¥ =¥ T/F QUESTION

e

27



Build Breakdown
Quiz Block

A Quiz Block is used to add a non-gradable quiz to your Learning Resource as a self-knowledge
check. A Quiz Block can be added anywhere in your Topic and you can have multiple Quiz
blocks if you so choose. Quiz blocks are restricted to True/False and Multiple Choice

Components only.

To create a Quiz Block, click the + New Block button. Select Quiz Block from the Type drop-
down menu. Then add a Title and select if you would like this to be the Section end quiz (also
known as the Check Your Understanding section in the Catapult resource). If you want to have
this quiz sit elsewhere in the Topic, then leave this box un-checked. You can also add an
Introduction to give instructions to the learner. Once this is done, click Save.

New Block X

T)pr
Quiz Block

X

-

Title

[ section end quiz

Introduction

~3 \!J

[C] Disabled

Your new Quiz block will now appear at the end of the Blocks list in the Topic.

« Back to Unit List
c- BSBCMMA412 Lead difficult conversations

Learning Resource Exarmple

i References
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All
Topic 1: Facilitate difficult conversation L o
Topic 1
Block 1 Undertake o with relevant og s
Block 1
Block 2 Block 2 Provide opportunity for stakeholder ingut r W ED Va
Block 3 Biock 3 Confirm refevant Ll d and outcomes me s
Hlock4 . & Block 4 Document relevant points of conversation s mg s
Block 5
Block 5 Refer stakeholders to relevant support services, as required o9 s
Block
Block & Quiz 1 o5 s
Block
Block 7 New Content Block og s
Block B
+ New Bioc Block 8 Mew Quiz Block o E:] ’
Tepie + New Block
Topic 3
+ New Topic

t'l

ra

() MARK AS READY

= suiLd G owuine sTvLing -
Components

‘You can drag the following components into a
9 ng P

section
8 [@ HeaninG B B Text
2 M MaGE E WM vioEo
E 8] HTML BLOCK H 2= Moo
& [l orour  # =¥ T/F QuESTION
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Disabling Blocks
To disable a Block, click the pencil icon on the right of the block to bring up the Edit Block

pop-up window.

< Back to Unit List

BSBCMM412 Lead difficult conversations
B cawmpun

Learning Resource Example

s Topic 1: Facilitate difficult conversation o5 /7 &
Topic 1 8 ~ m
Block 1 Undertake conversation with relevant stakeholders i+ W EJ Vs ¥
Block 1
Block 2 Block 2 Provide opportunity for stakeholder input : W L_g 4
Block 3 1 Block 3 Confirm refevant stakeholders understand conversation and outcomes r @ E!:l 7 .i.=
Block4 s Block 4 Document rel points of co on s mg A
Hleck> I Block 5 Refer stakeholders 1o relevant support services, as required v @ |!._.j Va
Block 6
Block 6 Quiz 1 T m L_ﬂ /s
Block 7 o
gale Block 7 New Content Block (N B S
+ New Block Block 8 New Quiz Block o W EJ
Topic 2 - + New Block o
Topic 3 8
+ Mew Topic
m2 References
In the pop-up window, you will see down the bottom a check box next to the word Disabled.
Check the box and click Save to disable the Block.
Edit Block 8 X
Title
New Quiz Block
[J section end quiz
Introduction
$
p 0 words
[ Disabled
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The block will then appear faded with a red tag that says Disabled to signify that it has now
been disabled. The icon on the left navigation menu will also appear red to indicate that the
Block has been disabled.

Learning Resource Example

All o
Topic 1: Facilitate difficult conversation i ] @ Va L2
Topic 1 8 #
Block 1 Undertake conversation with relevant stakeholders L ! | [g Vi
Block 1 !
Block 2 Block 2 Provide opportunity for stakeholder input : O E:l Va
. [ H
Block 3 ! i Block 3 Confirm relevant stakeholders understand conversation and cutcomes 1 O |::| Va
Block 4 § 1 i : E >
Block 4 Document relevant points of conversation s O L] /
Block § .
Block 5 Refer stakeholders to relevant support services, as required 1 ﬂ L_.D ”
Block &
Block6 Quiz 1 o5 s
Block 7 0
Block 7 Mew Content Block o W E:l v
2= Block 8 o
4+ MNew Block m5 /
Topic 2 0 + Mew Block L]
Topic 3 8
+ Mew Topic
mi References
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Build Breakdown

Rearranging Blocks allows you to move your Blocks into the position where you would like them
to sit in your Learning Resource. This can be useful if you have added a new block that you want

to appear earlier in your Topic.

To rearrange your Blocks, use the Grip icon to the left of the Block title and drag your Block
into position. The system will automatically re-label the Block number to reflect the new

position.

Learning Resource Example

All
Topic 1: Facilitate difficult conversation
Topic 1 8
Block 1 Undertake conversation with relevant stakeholders
Block 1 1
Block 2 Block 2 Provide opportunity for stakeholder input
Block 3 1 i Block 3 Confirm relevant stakeholders understand conversation and outcomes
Block 4 A i Block 4 Document relevant points of conversation
Block 5 1
Block 5 Refer stakeholders to relevant support services, as required
Block &
Block 6 Quiz 1
Block 7 0
H Block 7 New Content Block
== Block 8 0
+ New Block
Topic 2 o New Block
Topic 3
+ Mew Topic

B2 References
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Duplicating Blocks
As well as creating new Blocks, you can also Duplicate existing Blocks. This can be useful if you
want to reuse your block Component layout or content.

To Duplicate a block, Click the Duplicate icon on the right side of your block that looks like two
rectangles stacked together with an arrow.

Learning Resource Example

Al i
Topic 1: Facilitate difficult conversation o L_.: Vs Gl
Topic 1 ] /
i @ Block1 Undertake conversation with relevant stakeholders o5 s
[Z Block1 1
& Bk @ i [ Block 2 Provide opportunity for stakeholder input E oy
[ Block 3 1 i 1 Block 3 Confirm relevant stakeholders understand conversation and cutcomes | | @ v o
[ Block4 8 i 5 : 2 ;
i [ Block4 Document points of s @ Cﬂ 7’
Block 5 1
i 5 Block 5 Refer stakeholders to relevant support services, as required (| [g Va
== Block 6 1
i = Block6 Quiz1 o /s
@ Block? oh i
# [ Block 7 Mew Content Block 0 ME,’
== Block 8 a -
+ New Block Block B New Quiz Block b m |::| /‘
Topic 2 [ » + New Block 0
Topic3 &
+ New Topic

w2 References

A pop-up window will appear prompting you to add a new title for the Duplicated Block. The
title must be unique. Type the new title and click Save.

Clone section

Title
New Block Title

v

CANCEL SAVE

The Duplicated Block will then appear at the bottom of the list of Blocks in your Topic overview.
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Deleting a Block
Deleting a block removes it from your Learning Resource. Deleting is a simple way to remove
content you no-longer want to appear in your Learning Resource.

To delete a block, simply click the Trash icon on the right-side of the block. A pop-up window will
appear to confirm the action. Click Yes.

This will move the Block out of the Learning Resource builder and into the Trash Items.

Click the Trash icon on the Right-side menu to access the Trash Items. Inside you will see two
headings; Components and Blocks. Click Blocks to access deleted Blocks.

Learning Resource Example Wy BUD D) onine sTvLINg L o
u Trash fiams
Topie 1: Facilitate diffscult comraaticn ng s
Topicl ¢ = > I. =
— - —
= Bockl componenns s ewoces
e S = Block? Peovide coportunity for stakenoider input o N~ . & okemEALL
L3
. k3 o Btk i L
B ne s o Block: Few Block Tl X
Backd 48 i Block 4 Docurment relevant points of commrastion o8 s
e Black Mew Content Block » X
5 Blotk 5 Faefer stakeholders 1o relevan support services, as required @8 .
Bock 6
e mg s Bilock Evasate own effecliveness in the conversation "X
Bock 7
1 Block T New Content Block ‘o8 s Seek and respond to feedback from relevant
= Block B . Block. LS
persannel on personal performance
B, eR——— .} ng /s
: o nd o
TopicZ % ’ + Hew Block . i Block LR 4

Ehe conversation

From here you can choose to drag the Block back into your Learning Resource to recover it, or
you can click on the X on the right side of the Block to Delete Permanently.

Ll Learning Resource Example By 80iLD | ] onuing sTvLiNG Foe o
rpn Temah fiems
Topic 1; Facilasta difficult comversation ng s -
) Dedons
#
i Black 1 rag /s
cOMPD BLOCKS m
U 1 Bleck 2 Provide coportunty foe stakehoidar ingt B N : B oeLETe AL
1 L 3
i Bk !
. B } 0 Biock Mew Block Titke lB

11 Btk 4 Document relevan points of cofversation L |
Black ew Contern Block "X
A Bleck S Refer a5 requred
Block Evaluste own effectreness in the conversabon "X
ook MewBlockTitle = X
Tock. rew Slock Ti

Seek and respond to {eedback from nelevant

3= x
Block s Qua 1 rag s peesonnel on personal parformance
e A cag s
a:mumew-m-u:mnwm!m =
the conversation
mch o5 s
+ N esch . Saariy ateas of impramement for underining
Block dfficult conversations according to feedback LR 4
Note:
.

Trash items that have been Deleted

. Permanently cannot be recovered.
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Components

To begin building your Learning Resource, click on a Block to open it. Inside the Block, you can
add and edit different Components, each designed for a specific type of content. You can use
these Components to insert text, images, and videos, and to organise your material with
headings and groups, preparing it for Online Styling.

To use a Component, simply drag it from the Right-side Menu into the Centre Working Panel.

By IO B onLine sTvLiN ]

Camponents

antent Biock og s | ]
@ ou can drag the foliowing companents inta & section

To edit a pre-existing Component, simply click it to open the Component Editor in the
Right-side Menu. From here you can edit the Component, disable it, delete it, duplicate it or
group it with other Components. You can also split content into separate Components.

W Buith | G anuing a1y o
[2]
We will go into detail about each component type next.
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Heading

The Heading component is a text component that has a range of heading sizes. You can choose
between heading sizes H3 - H6 with H3 being the largest and H6 being the smallest option.
Heading Components allow you to break up your Learning Resource into manageable chunks.

To use the Heading Component, drag it from the right-side menu into the Centre Working Panel.
Once it has been added, the Component will appear in your Learning Resource. The editing
panel will then open in the Right-side Menu.

< Back 16 Unit List
[ BSBCMMAT2 Lead difficult conversations
B

oE s

P
f A &0 8 & 3§ 8

In the editing panel, you can choose the Heading Level from the drop-down menu. The default
option is H3.

Add your heading text by typing in the text box labelled Heading.

Short heading is used to create an abbreviated heading to be used with some Animation styles.
We will go over this later.

Once you have finished styling your heading, click Save.

£ component

sew Content Block g s -

Once you have clicked Save, your heading text will appear in the Component in your Learning
Resource. Click outside of the Component Editor to close it. To re-open the Component Editor,
simply click on the Component.
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Text

Text Components are used to add text content to your Learning Resource. You can use these
components to add Body Text, Hyperlinks, Linked Assets and Tables. You can format your
text with the toolbar in the editor in the Right-side Menu. This functions the same as the
toolbar in the Assessment Builder.

To add Body text, drag the Text Component into your Centre Working Panel.

o 5 tion
DING |l B rext | & M nanoe
3 £7) WML BLoCK

--------

Tepic 3

The Component Editor will open in the Right-side Menu. Inside you will have the text box with
the toolbar for editing your text content. Below that is another text box for adding any Citations
if necessary. Once you have added your content, click Save.

s, =

Once Saved, your text will appear in the Text Component in your Learning Resource. Click
outside of the Component Editor to close it. To re-open the Component Editor, simply click on
the component.

Note:

You can drag out the Right-side
Menu to expand it and increase
your working space.
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Image

Image Components are used to add images into your Learning Content. Images can be used to
enhance the learning experience through providing visual aids and diagrams or simply make
your content more engaging.

To add an Image, drag an Image Component into your Learning Content.

-------
(Y BSBOMMAT2 Lead dtficult conversations
W Coma m

21 (F1IE i

i

i

The Component Editor will open in the Right-side Menu. Click the grey box under the heading
Image. This will open the Media Library where you can add your image.

Either select from your existing images, or add a new image. Once the image has been selected,
click Insert.

Media Library

UNIT SPECIFIC | cOMMON MEDI

oW Show g

Note:

Removing a standard Catapult image from the
component with the “X” permanently deletes
the image, as they are not saved to the Media
Library. Instead, delete the entire Image
component so it can be restored from Trash
items if needed.
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Your image will now appear in the grey box. From here you can choose to crop the image by
clicking on the Crop icon at the base of the image. Once you have cropped the image to size,
click Save.

A -

Then, select the Width of the page you want the image to take up and select the Alignment of
where on the page you would like it to sit. The default setting are listed below.

You can also add a Caption or an Alt text description for the image for screen reading
purposes. Once this is done, click Save.

« Back to Unit List

L] BSBCMMA12 Lead difficult conversations m
o
Learning Resource Example B BUiD: G0 onuine sTvung (V15T -
a0 rpn Edit component
I.rJ
Block 8: New Content Block oG5 /s
N Actions {1 1 components selected!
Topic 1 1 3 #
= Block1 M Heading = [ oecere || /O ovpuicate || ] orove |
B s ® 8 Exampletest
B B image
Block 3 o
Image
Block 4 Widih (%)
Block § - o
Blocks @ I Alignmment - I
@ verowa | (B rexr | [ wsce | [ vioeo | (£ wrwswocn | [[] onove Tt Bl
Block 7 :
° Block 8
Crations
= Blockd b
+ New Block
Togic2 &
Iiage Al Bt
Togic 3
by & B I
+ New Topic
= References

Your image will now appear in your Learning Content. Click outside of the Component Editor to
close it. To re-open the Component Editor, simply click on the component.
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Video

Video Components house video content. Videos can be used to add links to external resources,
or upload video content directly into the system as embedded videos in your Learning Content.
Including video resources in your Learning Content can be a great way to simplify complex
concepts and increase engagement.

To add a Video Component, drag the component into the Learning Resource from the Right-side
Menu.

By Uil [Z) onuine sTYLING o) 2
l“,l Components

T
| © ¥ou can drag the following companents into & section,

i : 3 . s P
#

# [@ neaoing B TeExT B vnce
L
5 © Example text
= A _ D

Block B; New Content Block o5 7

o K Heading

& [B] orour

o) (i) (B o ) (v | (@ e ) ([

-
The Component Editor will open in the Right-side Menu. Click the grey box under the heading
Video. This will open the Media Library where you can add your video. You can choose Add

external video to add a link to an external video (e.g. YouTube), record a video using the
Capture Video function, or simply upload a video to the Media library.

Media Library

UNIT SPECIFIC. COMMON MEDIA  ARCHIVED

Once you have added your video, click Insert.

Note:
Uploaded files have a 700 MB limit.

The Capture Video function allows for
15 minutes per recording.
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You can then select how much of the page you want the video to take up by adjusting the Width
and where on the page you would like it to sit using the Alignment drop-down menu. You can
also type a Citation in the text box provided. Once this has been selected, click Save.

B sisio 2 o &
it | i
N ke o
. (@ 0 o 2]
| L
il
= = 19 e - & ol
Your video will now appear in your Learning Resource.
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HTML Block

HTML Block Components are used to add content that has been pre-styled using HTML code to
the Learning Resource. This allows for formatting not offered in the Learning Resource builder,
such as coloured backgrounds.

To use a HTML Block, drag in the HTML Block Component from the right-side menu into the
Learning Content.

B puiLd | G onoiwr sTvoms 1 -3

The Component Editor will open in the right-side menu. Click the grey box under the heading
HTML Block. This will open the Media Library. Go to New Media and select Add HTML Block
from the drop-down menu.

Clicking Add HTML Block will bring up a pop-up window where you can add your HTML content.
You will need to add a Title and your content, then click Create to save it.
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Your HTML Block will then appear in the Media Library. Click on it to select it and then click
Insert.

Madia Library

DMITSPECIFIC, COMMON MEDIA  ARCHAVE

The grey box will then say Block Selected to indicate that your HTML Block has been added to
the Component.

You can then select how much of the page you want the HTML Block to take up using Width
and where on the page you would like it to sit using the Alignment options. The default settings
are listed below. You can also choose to add a Citation by typing in the text field. Once this has
been selected, click Save.

Your HTML Block will now appear in your Learning resource.

« Back to Unit Ligt

BSBCMM412 Lead difficult conversations m

Learning Resaurce Example L ] -1
:n @ Example test :f ‘:‘::"‘"‘"  components siecied @
- (¥ 0 ov B smaue |
3 £1] WML Block I
I
E—
v I
Note:
To edit a pre-existing HTML Block in the
Catapult Learning Resource, you will need to
contact the Catapult team to request an
editable copy to be added to your custom
Learning Resource.
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Group

The Group Component is used to build content that is grouped together. You can group
Headings, Text, Images and Video. Group Components allow you to set up your content in
advance for creating animations in Online Styling.

To use the Group Component, drag it into the Centre Working Panel.

Learning Resource Example = uiko G onume sruns (i L]
Al o Compenents
Biock 8: New Content Block | < B S l.

Tepic 1 s
by o B : i s 7

Bokl W i esdieg

B o B Exampletext

L] L3
oo o

This will open the New Component Settings pop-up window. In this window, you can set up the
format of your Group.

The first drop-down menu lets you choose from the option to build a Blank group or a Content
group. Blank group will build the structure without any content and Content group will build
the structure from the content you add.
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If you select Content group, the window will open up a text box for you to add content. Add

your content and format it, then click Save.

New component settings X

How do you wanl 1o creale the (_]"Z}U:}?

Content group

Input content

ZviEvE =2 Lo B@mROY

Group 1: Mammals

Mammals are warm blooded, they have fur and give birth to live young.
* Cats

* Rabbits
* Dogs

roup 2: Reptiles|

Reptiles are cold blooded, they have scales and lay eggs.
¢ Lizrads
® Snakes
* Turtles

hé

35 words

-

The system will then format your content into a group. See the screenshot below as an example.

2 Group 1: Mammals

# BE Mammals are warm blooded, they have fur and give birth to live young.

£ E e Cats
+ Rabbits
+ Dogs

# [3@] Group 2: Reptiles

# E Reptiles are cold blooded, they have scales and lay eggs.

# E e Lizrads
* Snakes
e Turtles

Insert below:

(@](8])(®](=](2][E]

Note:

Headings must be formatted as
Heading using the paragraph
formating in the toolbar in order
for the content to appear in
separate groups.

44
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If you choose the Blank group option, there are a few more settings you can adjust to set up
your Group.

Click the two sliders to enable them. This will open some text fields where you can add
additional parameters to build your group.

New component settings X

-~

How do you want to create the group?

Blank group hd

@ 5iank content

Content types
image, text o

@ Create subgroups

‘Numberof subgroups ‘
2

-

CANCEL SAVE

The first one is Blank content. This allows you to choose the type of components that make
up your Group. You can choose from Heading, Text, Image, Video and H5P. Type the
components you want in the text field, separated by a comma.

The second one, Create subgroups, allows you to choose the amount of subgroups you want
included in your Group. Type the number in the text field.

Once this is done, click Save.

You will now have a blank Group built with your parameters and ready to add content. See the
screenshot below as an example.

= [

Insert below: | m J| B || i) .'
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Once your Group has been added to your Learning Content, there are a few more things you can
add to it.

If you click on the Group as a whole, it will open up the Group editor under Actions in the
Right-side Menu. Scroll down and you will see the following options as per the screenshot:

Learning Resource Example = suip [ onuine sTeLing e
" o Edit component
Elock 8: Test content Block 5 7 e
Topl .
#
Tome " & Prepare for Difficult Conversations -y
”
Topies  # I © Understand the Context and Purpose Prepare for Difficult Conversationg
# |dentify the Purpose of the Conversation [ &
Block 1
@ Before leading a difficult conversation, it's crucial 1o define the purpose clearty. Are you addressing o
Block 7 M performance issue, g a conflict, of discussing sensitive changes? Understanding the precise objective 3
will guide the conversation and enzure it remains productive.
» - @ Example: If & team member is consistently missing deadiines, the purpose might be to understand their
Block 3 m Example: | t ¥ g dead purp ight b d th
challenges and work on a solution together.
Block 4
H B Gather Relevant Information
= Block 5 :
¥ Collect Background Details
Block & ' & Gather all necessary facts and data related 1o the issue at hand. This includes reviewing past comrespondences.
performance records, and any relevant policies. Having concrete information hedps to base the conversation on
Biock 7 A facts rather than as:
Block & B Example: Prior to discussing missed deadlines, review the ‘s workload, past perfor reviews, and
any previous discussions about time management
+ Mew Block 7
& 11 Plan the Conversation Strategy
+ New Topic ¥ Develop a Structured Approach
. B Outline a clear structure for the conversation. Start with an introduction, followed by the main points you wish to o -
w1 References = 3 M ODBEOA ===
discuss, and conclude with a resolution of next steps. Ensuring an organised flow helps in maintaining clarity [ === '
and focus E =Wl ¥ « »
= Example: Begin by acknowledging the employee's contributions, address the issue of missed deadlines, and Saleot 3 Nowge Av <> D@
then collaboratively explore solutions L = pu
¥ EN000000
e o QOV &> b
[ONIE=NIE - NI B RN |
M Effective Preparation for Leading Difficult Conversations
E ¥ Understanding the Context and Setting the Stage

¥ Identifying the Purpose and Goals of the Conversa tion

Here you will have the option to add:
* An overarching Heading for the Group
+ A Short heading (this is used for Animations to shorten the heading if it is too long to fit)
* An Introduction (to give an overview of the group content)
+ A Background image (this will appear as the background of the Animation in the Online

Styling Space)

Finally, you can select to change the default Icon (these are numbers by default) to be an image
or letter by typing in the provided search field.

You can also Disable the Group by clicking the toggle, this will block it from appearing in the On-
line Styling Space and LMS.

Make sure to click Save to save any changes.
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It is possible to add a Header and /or Footer to your animation. You may want to do this to
provide more information at the start or end of your Grouped content.

To do this, you will need to select the first or last Subgroup in the Group to enable them as a
Header or Footer respectively. An example is provided below:

Learning Resource Example

~  Edit component

EE= References

AR [ Prepare for Difficult Conversations 5
Topic 1 = B Header .s
#
Topic 2 - 3
[ORIESHIN - BN =
= L oy
Topic 3
[ © Understand the Context and Purpose s
Block 1 #5 Identify the Purpose of the Conversation
Sk © Before leading a difficuit conversation, its crucial to define the purpose clearly. Are you addressing a
performance issue, resolving a confli scussing sensitive changes? Understanding the precise objective
Bl will guide the ¢ nsure i
= Example: If a team member Is consistently missing deadlines, the purpose might be to understand their
Block 4 challenges and work on a solution together
= Block § [ Gather Relevant information
W Collect Background Details
Block 6 e
E Gather all necessary facts and data refated to the issue at hand. This includes reviewing past comespondences,
Block 7 performance records, and any relevant policies. Having concrete information helps to base the conversation on
facts rather than assumptions
Block 8
B Example: Prior 1o d missed deadlines, review the employ workload, past ¢ ance reviews. and
+ NewBlock any previous discussions about time managemsent.
B 1z Plan the Conversation Stra
+ New Topic oy,

¥ Develop a Structired Approach

B Outline a clear structure for the conversation. Start with an introduction, followed by the main points you wish to
discuss, and conclude with a resolution or next steps. Ensuring an organised flow helps in maintaining clarity
and focus

@ Example: Begin by acknowledging the employee's contributions, address the issue of missed deadlines, and
then collaboratively explore solutions.

@ Footer

[ Effective Preparation for Leading Difficult Conversations

E # Understanding the Context and Setting the Stage

Seloct an image

¢

= guild | G onuine sTvLiNG
DBEO 4 =
=Wyt v
R ¥y A0
EN00C00
OOV €3> 1

AN n

Q@+ 2|l

108 ¢ |1

The system will automatically place these as the Header and Footer once an Animation has
been applied to the group in Online Styling. The styling option Menu Card must also be
selected. More information about Animations is provided in the section Animation.

An example of how it will appear in Online Styling is provided below:

Learning Resource Example

AR =
Topic 1

ral
Tegic 2 g

[ 5
Topic 3 Test content Block [

mi References

Foater

o Context
0 Information
@ Strategy

Tell me more B

Tell me mare &

Tell me more
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MCQ

MCQ is used for creating Multiple Choice Questions. A MCQ Component is only available for
Quiz Blocks. This component is used to create a self-check quiz as part of the Learning

Resource.

To create a Multiple Choice Question, drag the MCQ Component into your Learning Content.

< Back 1o Unit List

Learning Resource Example

All

Quizzes: New Quiz Block

Topic 1

Block 1

Block 2

Block 3

Block 4

Block 5

Block &

Block 7

Block 8

Block 9

BSBCMM41 2 Lead difficult conversations

= BUILD

Components

i

@ MARK AS READY

CZ] oNLIKE STYLING O

@ You can drag the following components into a section

# =% T/F QUESTION

The Component Editor will open in the Right-side Menu. You will see a text box for Question
text. This is where you will add your question. To add your answer options, click the button

Answers +.

Learning Resource Example

Al
Quizzes: New Quiz Block

Topic 1
Block 1
Block 2
Block 3
Block 4
Block 5
Block & L]
Block 7
Block &
Block 9

<+ Mew Block
Topic 2 L]

Topic3 8

=4 BUILD
~  Edit component
ong /s

X Actions

= 0 ocewete

B I Mco

] oNLINE STYLING E3

1.1 1 components selected) @

0 oupLicate

il m

Til

Note:

There must be at least one correct
answer included in your answer
options.

There can be more than one correct
response.

CANCEL
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A second text box will open where you can add your answer options. They must be added one
at a time. Check the box next to the word Correct if the option is correct. Click the pencil icon
at the top of the box save your answer option. You can click the pencil icon again to edit your
answers. Click the Answer + button again to add your next answer option. Repeat until all
answer options have been added.

rres: Bew Oz Rlock oG s T
; ¥
<] 0 owr
=
= > mcg
6 8 Bl B-EETITE
a 4 am
Y 4 B I B-FEIE
i= o B - B @
cado

Once all answer options have been added, click Save.

Your MCQ will then appear in your Learning Resource. It should look similar to the screenshot
below.

€. Camot
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T/F Questions

A T/F Question Component is used for creating True or False questions. It is only available for
Quiz Blocks. This component is used to create a self-check quiz as part of the Learning
Resource.

To create a True or False Question, drag the T/F Question Component into your Learning
Content.

© Bibek 1o Uit List
BSBCMM4172 Lead difficult conversations

arning Resource Example B Bomo [ cwuoe strumn o

Quizzes: Quiz 1 5/

can drag the following components inba a section

. [ ' 7 T
Bkl 0 == Which of the falowing ace frut? B 2= ug B =z e ouesTion |
1

The Component Editor will open in the Right-side Menu. You will see a text box for Question
text. This contains a pre-filled lead-in sentence. To add your answer options, click the button
Answers +.

Learning Resource Example = guild | G onuine sTvuinG o
Al r.n  Edit component
T
Quizzes: Quiz 1 @ 7 [

Topicl %~ - 7 N Actions 1.1 1 components selected! @

Block 1 == Which of the following are frult? - @ veere || i oupLicate

Block2 (2 =

B =i T/Fquestion
Black 3 = .
Block 4 0 & carot
¢ L) B I
Block § [] d. Capsicum m-=E =3 =
Block = v g = L o
TRUE FALSE

Block 7 8 m %

Block & 2 5 & S5 Mco || S5 T/F QUESTION | Are the following statements tnee of false?

Blockd 1

i
Topic 2 ° Disabled
Topic 3 .
+ Mew Topic
Note:
.

A lead-in sentence must be included in
the Question text box. The text can be
overridden, but it cannot be removed.
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A second text box will open where you can add your True or False questions. They must be
added one at a time. Check the box next to the words Click if True if the option is True. Click
the pencil icon at the top of the box save your answer option. You can click the pencil icon
again to edit your answers. Click the Answer + button again to add your next question. Repeat
until all questions have been added.

3= Which of the following are feus 0 vecere || oueticare

o
m Risfer I
Once they have all been added, click Save.
Your T/F Question will now appear in your Learning Resource. It should look similar to the
screenshot below.
B puiLn | G osuise sTyvuim 43
a o g s g3 =
X aston crmponey e
e g v [Boer|[@
Ix % TiF e
&+ B I
B-FF IS = & L
¥ Are the foliowing statements true o false? TRUE FALSE & @
-Q
s
’,
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Actions

Actions is a tool menu that appears at the top of the Right-side Menu when a Component is
selected. Tools function at a Component level. Tools are Delete, Duplicate, Split, Merge and
Group/Ungroup. The system will note how many Components have been selected to the right
of the Actions heading.

Mew Leaning resource = muito | ) onuinE sTvLN 0

= Gathering Information

. Information Gathering Techniques

= Teshriue Description P . |

Note:

Tools will only appear as an option if
they will function for the selected
Component
e.g. Ungroup will not appear if the
Component is not grouped.

Here is a quick overview of what each of these tools do:
Delete - Removes a Component from the Learning Resource and into Trash Items.

Duplicate - Makes an exact copy of the Component and adds it below the original in the
Learning Resource.

Split - Divides a single Component into multiple Components. (Will only work for a component
with multiple paragraphs.)

Merge - Combines multiple Components into a single Component.

Group/Ungroup - Groups together the selected Components/breaks Grouped components into
singular components.
We will go into more detail on how to use each of them next.
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Delete is an action used to remove a Component from the Learning Content. This will move the

Component to the Trash Items where it can be retrieved if needed.

To delete a component, click on the Component and then click Delete under Actions in the
Right-side Menu. A pop-up window will appear to confirm your action. Click Yes.

The Component will now be removed from the Learning Resource.

To retrieve the Component, you can click on the Trash icon on the right-side menu.

Mew Leaning resource

an

avs

Block 1: Consul
S Tepiel  w o
Tk 8 - (¥ iy wasdt. i buikding st and ensures that the sudil process operates smoothly. Price 10 the
o ookl o
= Initial Contact
= Mokl 1 [y ] e via errail o etter, Thi utpose of e mudt. start and s pr ¥
o documents that
Biock 3
= | the audn and their oles during ths This and setting the stage for a collaberative udt piocess
LS ® ® Communication Techniques
4 HowBlock 5 s Useclewr quage
o » B8 cpen fo questions and peovide Brorough reSponses.
TopicZ B0 & o :
(R ] g g the redisvant inf e B Bud, Thi the opeIBtions, systems, and processes. Such consullations can
Teplca @iy hedp idensy key areas of focus for the audt.
Tepies w0 o = % Guthering Infermation
0 D wwdnors specife & e Tha viou
Tegics M o metrics. The o ¥ 1 relevant
Tepie? w & M To facilitate this process, This
comprehensie sudit
+ Hew Tople © W Infermation Gathering Technicues.

o
7
o 5 [ reanivg B @ texr H B vace

m wovioes B 2)wmmieock @ R oroue

Components
i)

Trash Items will open in the Right-side Menu. Inside you will see a list of deleted Components.
You can drag your Component back into your Learning Resource form here. You can also
choose to delete permanently by clicking the X to the right of the Component.

LBl Mew Leaning resource
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Duplicate

Duplicate is an action used to create a copy of a Component. This can be useful if you want to
make changes to your content while retaining a the original.

To duplicate a component, click on the Component that you wish to duplicate and then select
Duplicate from Actions in the Right-side Menu. A pop-up window will appear to confirm your
action. Click Yes.

The copy of your Component will now appear below it in the Learning Resource.

New Leaning resource

Block 1 o [l g
I Topicy i .
Topic 2 LR R quality sudi. tnast and ensures that the audit process cperates smocthly, Prios 1o the
i, o the s byt scope, o the audit
o Bockl W
S i n bullding trust and that the sudit smoctly. Prior i the
—— i, i acope, he audn
& = initial Contact
= Bhock 3
il ester s the exgabctiod sser and acy preliminary domaton thal
Boock & may be required. For examele, the prepan and the audn
£ 8 olse baneeisd &  thei hokes dring this invial Thish
+ New Block
W Commwnication Techniques
Topic3 BB s Useckear
* Be cpen 1 guestions and provide thorough tesperes.
Tepic 4 « Ensy
Topkes s m ihe Suditie 14 & vital 30ep e wudit Gperalions, SyStema, and peocetses. Such consustons can
heip identify ey aveas of focus for the sudit
Topic & © ¥ Gathering information
Tk o — ™ — Tt migh prevhous
metrics. The
e Tk i m be arrarged 10 dacuns and agree upon The frpes of v fora
‘compeehensive audit
w References

(o mine: B onune srrums o
ry Components
o scton
-~
e (i EECT R = R . RUTETS
& [ srove

ol!' H omovioro B £ Wi ook

Click Save on the Right-side Menu to save your new Duplicated Component.
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Split

Split is an action used to separate a single Component with multiple paragraphs into multiple
Components. This may be required to break-up a large text block to make it more flexible for
Online Styling. Splitting a Component will create individual Components out of every paragraph
in the Component.

To split a Component, click on the Component you wish to split and then select Split on the
Actions menu. A pop-up window will appear to confirm your action. To confirm, click Split.

Your Component will now appear in your Learning Resource as multiple Components. The
screenshot below shows an example of what this will look like.

Pl Hew Leaning resource Wy BuiLe | 1 cweone a1y tind (T o

e
Biock 1: Consult with audites and determing feievant iformation. g 7 ol

| During this phase, the audfior should work ¥ focus. Texy LN . TS

These steps include:

thwt sudinos can taikor the sudit approach 5o sddreds the most pertinent Haues, which can lead 1o more meaningful results

B Useciar s 2
o Rafesia  Be open 1 questions and provide thoroush responses.

Note:

Split can be undone by selecting
the components and using the
Merge Action.
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You will also have the option to toggle on Group split blocks which will create groups from the
split components.

A1 you U8 ToU WANE 53 8PN the selected companent insa muliple compensnts?

A second toggle will then appear with the text Convert heading to group heading. This will
convert any headings in the content to Group Headings.

The split components will then appear as Groups with the Headings as the Group Heading in
your Learning Resource.

[LJ Mew Leaning resource .g.w._;. D ot mTvimg =S - ;

Al Companents

Block 1: sdnee and s &
o T o4 3 -,:!.
N ° B [ weacme B Erecr B B omace
i g 7 ‘his phase, the audtor , %
focus and any specific concerns that need 1o be sddreised
% M Steps in Consultation 9‘ E moviceo B ummcsoce B [ snoun
@ ahgned ats These
5 B 1 identifying key stabeholders wh will be ervobved in the sudit
2 Bt any otmer
E that may impact the audt
5 @ By engaging in 8 thomugh conultition peotess, the suditor can talor the PRGN i, whis
.| e % ol i i 2 smothly. Prios 16 the
e scope, the audit
e B Effec cloet and [ seoathly. Prior 1o the
Tepic'5 autit, sudnee aboy scope, the sudit
% initial Contact
Topic s i v and

Edify V2.0



Build Breakdown

Merge

Merge allows you to combine multiple Components into a single Component. This can be
useful if you have a large number of smaller components that could fit together into one to
make them more manageable, or to undo a Split action.

To use Merge, select multiple Components by clicking them while holding the Shift key. The
selected components will be highlighted in blue. Then select Merge from the Right-side Menu
Actions toolbar. A pop-up window will appear to confirm your action. Click Yes.

* = Infermation Gashering Techniques
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Group/ Ungroup

Another way to add a Group is by grouping content that you have already added. This can be
useful for adjusting your formatting to create Animations in the Online Styling without having to
re-create your components.

To do this, click the components you want to group while holding the Shift key on your
keyboard (you can click the first and last of a cluster of components to select all of them). The
components will highlight in blue to signify that they have been selected. Once the
Components have been selected, click Group on the Component Editor in the right-side menu
under Actions.

HNew Leaning rescurce ® Bunn’ ) orumie sTvuma o

o Technique Oescription

e interviews tace orvinual personne 1o gather insights.
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Document Revew L
Bock. o
Survers
o
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« Charify the roées and responmibilies of both parties
o Dencuns potertal ontcomes and falow-up pohiont

e e e e g
acoarate, Timely, and rekevant 1 the Budds objectives

Infarmation Gathering Techniques

SRR RS

o gai

Topic » Condict s werth #1af at dfferent N InighiE Mo everyday practions
+ Farview documentation sach a3 policies, procedures, and records.
8 References: . orrrity procedures

Once you have clicked Group, a pop-up window will appear confirming your selection. Check that
the amount of components matches your selection and then click Create Group.

-

Are you sure you want to group these 3 components?

I convert heading to group heading

-

(IN(1a8 creATE Group |

Your components will now be grouped.

You can follow a similar process to Ungroup components. Click the outer group icon to select
the entire Group. The Group will highlight blue to signify that it has been selected. Then click
Ungroup. A pop-up window will appear to confirm the action, click Yes.
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Subgroup
A Subgroup is s group within a group. Subgroups are used in Animation styling to create the
different sections and headings.

To create a subgroup, follow the same steps for creating a Group, but begin with grouping the
Heading Component for the Subgroup with the Text Component for the Subgroup. When you
click Group, a pop-up window will appear with a toggle that says Convert heading to group
heading. Turn on the toggle to automatically make the Heading component the Subgroup
heading.

Once you have grouped all of your Subgroups using the method above, select all of the
Subgroups by holding the shift key and clicking them. Once they are all selected, hit Group
again.

This will group the Subgroups into one Group with Subgroups.

The Group is now ready for Animation stying.

Note:

In order to create a Group for
Animation styling, the group must
contain subgroups.
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Edify Assistant &)

Edify assistant is an Al tool which you can use to assist you with writing your Learning Resource.

The Edify Assistant allows you to create Learning Content at the click of a button, by specifying
the Component type and writing a prompt describing the required content and behaviour.

To use the Edify Assistant, click the Edify Assistant Icon on the Right-side Menu.

B+ Use clear and conclue langsage 10 aviid misunderstandings

B puiLe . G0 onine sTeLin -
ey Ediy Assistant w

E Assistant's Promet Settings @
Text

O mESET

First you will need to select what type of Component you want to generate from the drop-down
menu under the text Ask Al to Generate. Choose between Text and Group.

Then you will need to write a prompt in the text box provided. Ensure these instructions are

clear and specific.

Finally, you will need to drag the slider to select the Number of Components you want to

generate.

You can now click Generate.

r.n Edify Assistant

s
Assistant's Prompt Settings @
Ask Al 1o generate
Text
i Al Prompt
";’2, Provide specific instructions for the Al to generate relevant and engaging content.
5 & ¢

Create a step-by-step process for preparing for a difficult conversation.

” o
e

Number of Components

O RESET 4, GENERATE

Note:

It is also possible to
generate pre-made Groups
by selecting the option
Group from the drop-down
menu.
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You will then see the following message appear, indicating that the Assistant is generating your
requested content.

- Edify Assistant M

Assistant's Prompt Settings o v

Please wait...

Edify Assistant is generating components

A\ 4

The Assistant will then list the generated components in the Right-side Menu for you to review.
You can click on them to expand the content. If you are happy with the content, you can drag
the component into the Learning Resource. Once it has been added, you will be able to edit it if
you so choose.

If the content that has been generated isn't suitable, you can click the Regenerate button for
new options or the Reset button to change your prompt and try again.

MNew Leaning resource B BUILD ) vt sTrume o

Bicek 1: Consult with auditee and determin relevant information

B Consulting with the swditee i3 3 vital step in determining the rebevant information necessary for o successful audi. During fis phase, the sudro
Biock 1 Ky dowas of focut and BNy specilis contame that need 1o ba sddressed.

B Gathering Infermation

B During thy

Important!

The Edify Assistant is a paid
add-on feature of your existing
Edify subscription.
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LI TN

Online Styling Overview

Online Styling is where you will style your
Learning Resource for display in the LMS.
There are a few different features you can add,
such as breaking up your content with Page
Breaks, adding Filler Images and Animations to
increase student engagement, as well as a few
other styling tools to make your content shine.

You can access the Online Styling Space at the
top-right of your Learning Resource Section.
Simply click on the tab to open the Online
Styling tool.

You can access the Online Styling for the particular Topic you are working on by clicking the
Online Styling Space. This will take you directly to that Topic in Online styling.

Inside the Online Styling Space you will see your Learning Content formatted as it will appear in
the LMS. The Blocks you created in the Build Space will translate to Pages in the Online Stying
tab. You can choose to view your Online Learning Content in Scrolling Mode, where you can
scroll through your content, or Paged Mode, where you can click through it page-by-page.

« Back 1o Unit List

i
[ BSBCMMAT2 Lead difficult conversations
Bhisi
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Page Breaks

Page Breaks are a function used to split the Learning Resource into separate pages in the LMS.
The system will automatically split Blocks from the Build Space into separate pages in the Online
Styling Space; however, a block may appear too big to fit on one page in the LMS and need to be
broken down further. Splitting content into Pages can make it more accessible for Learners so
they don't become overwhelmed by a large block of content.

To add a Page Break, click on the component where you want to add the Page Break. The
Component Settings menu will appear in the Right-side Menu. At the top, you will see the
words Page break with three options next to it; None, Before and After.

* None removes a Page Break.

» Before will add the Page Break before the selected Component.

* After will add the page break after the selected Component.

Once you have made your selection, the result will appear instantly in your Learning Resource.
See the screenshot below as an example.

attings {Orikne)
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Filler Image

A Filler Image is an additional image that is added as part of the Online formatting. These
images are added for engagement and aesthetic purposes, rather than being part of the
Learning Content. These can be added to fill in gaps or break up large amounts of text to make
the content more approachable for Learners.

To add a Filler Image, click on the Component where you would like to add the image. The
Component Settings menu will appear in the Right-side Menu. In Component Settings, click on
the tab Filler Image.
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Inside the tab, you will see a grey box under the heading Image. Click on the grey box to open
the Media Library. Add your image into the Media library, click on it to select it, then click
Insert.
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Your Filler Image will now appear in the grey box.

August 2026 Edition 65
Edify V2.0



Online Styling Breakdown
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If you need to crop the image, there is a Crop tool at the bottom of the box containing the
image. Click the icon to open the cropping pop-up window. Drag the corner of the image to
adjust the portion of the image that is visible. Then click Save when you are happy with it. The
cropped version will now appear in the preview box.

You can then select how much of the page you want the Filler Image to take up and where on
the page you would like it to sit using the fields to the right of the image preview; Width and

Alignment.

Adjust the Width by typing the percentage of the screen you wish for the image to take up. The
default is 50%.

Adjust the Alignment by using the drop-down menu to select from the list of options. The
default is Float Right which adds the image to the right of the selected Component.

Once this has been selected, click Save. Your Filler Image will now appear in your Learning
Content.
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Basic Styles

Basic Styles is a styling menu under the Styles tab in the Component Settings menu. Basic
Styles can be used to format your text and images to make your Learning Resource more
engaging. There are five sections under Basic Styles: Box / Container Styles, Layout Styles, Text
Styles, Table Styles and Image Styles. We will go over each of them next.

ew Leaning resource # nuiln ] ONLINE STYLING - ]

Source Type of Infarmation I Stybes

Box / Container Styles
Box / Container Styles are used to make your text stand out in the LMS. They highlight text by
creating different styles of boxes. The different styles are shown in the table below.

Shaded bordered

The quick brown fox jumps over the lazy dog.

box
Dark blue box The quick brown fox jumps over the lazy dog.
Info box Q The quick brown fox jumps over the lazy dog.

Orange warning

The quick brown fox jumps over the lazy dog.
box

Red alert box u The quick brown fox jumps over the lazy dog.

Definiti
Gre.er:l \.N'Drd The quick brown fox jumps over the lazy dog. o
definition panel

Push pin example “’
pa nel The quick brown fox jumps over the lazy dog.
19
Notched quote box The quick brown fox jumps over the lazy dog.
2
Framed quote box The quick brown fox jumps over the lazy dog.
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Layout Styles

These styles can be used for any Text, Group or Image Components, including components that
have had Animations or Box / container style applied. These options allow a user to adjust the
position and or width of a Component.

Float Left and Float Right adjust the position of the selected content to sit on either the left or
right of the screen respectively. It will also place the content next to any text that is also on the
page so that they sit side by side. See the image below as an example of Float Right.

The two percentage widths, 35% width and 65% width adjust the content width to take up 35%
and 65 % of the screen respectively. The default is for it to take up 100%, or 50% if Float Left of
Float Right are applied. See the example below of 35% width.

1§ Group

Topic3 : Techrique Descripsicn 0 @ none (D) Before )

Tepic 5

Note:

A position style and a width style
can be used together, but only
one of each type can be used at a
time as they will override
each other.
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Text Styles
These are styling that can be added to the text and icons in an Animation. They can be used to
increase the size of text or Icons to make them stand out.

To use Text Styles, an Animation style must first be applied. Select the Animation and then
open the Basic Styles tab.

Default example:

PO Lcaming Resource Exarmple o nuis ) oM STVLNG @

o trpans

@ 1on

o Mt i

0 +— .
0 Tol momare >

Big animation text makes the headings and icons for the animation larger. An example is
provided below:

Mature of the issus Tl mat e B oty

Urgency Tt ot B

Bigger animation icons makes the icons larger and leaves the text the same size. An example is
provided below:

) e STYLNG -]
- 0"
» e ..’ .
o-tmnﬂrnm Tell e B S —
e urgency >
0 -
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Table styles
Table styles covers the effect Fancy tables. Fancy tables adds formatting to make your table look
polished and stand out in your Learning Resource. An example of this effect is provided below.

Standard table:

B omum sTvLme o
Cater D‘\‘ Style m o
Ce W )
. s
Fancy tables example:
G oniine o o

2
LG
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Image styles

Image styles are image formatting tools used for images in Animations. To use these tools, an
Animation must be applied. These effects can be used to enhance and differentiate your
Animations to make your Learning Resource more engaging.

Below are some examples of how each image effect appears.

Default Animation:

) onume sevLing -]
G
L G2 s arvimo ]
Y?o-t.:‘ @ Grouwp. .
o 5 . -
- o °
Note:
You can apply Circular Image with any
of the other three styles. However, you
cannot combine the other three
styles.
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Image Effect: Multiply example:

= suno B osume STYLIND o
@ e
5 onime o
& 18] troun
o @ e
Image Effect: Negative Screen
Tiphe o [E) onUmiE STYLIKG o
= o
L -

Mature of the issen Mgy i

o
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°

Toll me mane
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Animation

An Animation is an Online Styling feature that allows you to build interactive content and
format your content in an engaging way. There are different styles that can be applied to give
your content variety and present information in a way that assists with retention through
chunking and interactivity.

Components must be Grouped with Subgroups to be compatible with Animation Styles. We
recommend at least three Subgroups be used for an animation, with a heading and at least one
paragraph of text for Subgroup. You can also include images to support your content.

An example of how your Grouped content should look in the Build Space is provided below:

o cmponerts weieces @
= 0 oeese || D ow o
==
-
heading
et e T e Might 1siate 10 & profestional Manie: & person onflct
N
o examphe of am anim
b d more appropriate time? Consider external f) s that might influence the tim U T
oDB@mOA===
J# 00 the reltionsbip betwee: the i i cin provide vahisbhe conbex. Pabt iberkctions, ueresolved conicts, ot fetaaring problers ight " s e
o content and delhvey S8l L v an
Selact an image av<er~0fa
i ERAAAODMMA

Once you have your Group ready, click on the Online Styling Space. Then click on the Group,
ensuring all Components in the Group are selected. The Right-side Menu will open up the
Component Settings. Under Component Settings, you will see the heading Animation with a
drop-down menu underneath. This is where you will select the Animation styles. We will go over
each of them next.

onume s THLING o
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After selecting an Animation from the drop-down menu, three tabs will open under the
drop-down menu. Settings, Themes and Advanced.

Settings is where you will have the option to enable different settings, which will vary depending
on the Animation style.

of an animaticn SVLER

1 Nature of the issue

ANIMATION
2 urgency
Anmation
Bl istory Flashcard =
4 Nature of the issue e
5 urgency
& History

Themes is where you can choose a colour scheme from the presets for your animation. You can
choose form the list of colours as well as Light and Dark variations.

Animation heading

This is an example of an animation STYLES

1 Nature of the issue

ANIMATION
2 Urgency

B bistory S Flashcard

4 Nature of the izsue NGS
5 Urgency ¥

& History

Provide opportunity for stakeholder input

/

Advanced is where you can adjust the Image size and placement within your animation.

STYLES
un wersation with relevant stakeholders
An ANIMATION
Thiz is an example of an animation v
T Nature of the issue Flashcard
2 Urgency ADVANCED
3 History o
4 Wature of the issue ® no
O e
5 Urgency O La
& History
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Flashcard

Flashcard is a style of Animation that lists headings in a compact sequence which, when clicked,
expand out into a card containing the information under the corresponding heading. Flashcards
are useful for condensing Learning Content and encouraging interactive learning.

To use the Flashcard Animation, select the Group and then select Flashcard from the Animation
drop-down menu. This will apply the Animation style.

o Nature of the issus Toll mo mare »
0 Urgen: Tellime moce: B
e ......

o ............ e >
© v >
o History Tell me mora. B

When the headings are clicked, they will expand and show the corresponding content. You can
click the Back button to return or click the Numbered icons to open the next heading.

i References

Underneath the Animation drop-down menu, you will see the Settings tab, under which are all
the settings for the Flashcard Animation.
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Firstly, there is the option to apply Menu Card Style. This appears as a white, raised border
around the animation. An example is provided below:

Companent Settings {Onine)

@ HNone () Batere
rences sTrLER
° Mature of the isswe Tedl me mare b ANIMATION
2 > Fasheard
e Hissary > sETTINGS.
e
O v > "
O v Tell me mora - B

The next few options remove features from the animation.
They work as follows:

Note:
1. No nav icon - Removes the numbering or any other icons

applied to the animation. Can only be used when the Slide

s : The Nav Read More text
In setting is applied.

2. No nav Introduction - Removes any introduction text does not appear on the

from the navigation. This will then only appear inside the Default Theme, however
animation. does appear on all other
3. No nav read more text - Removes the “tell Me More” Themes.

text on the navigation for the animation. See the example

below.

3
o Nature of the issue >
i z
Below these, you will see the option to add Custom nav read more text. This is where you can

change the Read More Text. For example, it could be changed to “Click Here” to prompt
learners to click the animation.

Finally, the bottom left option Slide In allows you to change how the internal content appears.
Rather than having the Navigation Icons remain to the left, the internal content slides in and
pushes them out. The Back button sits in their place. See the example below.

rrrrrrrrrr
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Accordion

Accordion is a style of Animation that lists headings in a compact sequence which, when clicked,
expand the content downwards to show the information under the corresponding heading.
Accordions are useful for condensing Learning Content and encouraging interactive learning.

To use the Accordion Animation, select the Group then select Accordion from the Animation
drop-down menu. This will apply the Animation style.

o G owume sTvLNG o

o Urgency Tell me mare B
9 Histary | >
D visre o e s Tkl e

You can close the section with the arrow in the top right of the animation, or by clicking the next
heading.

Underneath the Animation drop-down menu, you will see the Settings tab, under which are all
the settings for the Accordion Animation.

Firstly, there is the option to apply Menu Card Style. This appears as a white, raised border
around the animation. See the example below:

@ fancnin Lo
o usgency >

9 Hiate > sETTINGS
0 Urgency ell ma mare: I
e Histery Toll mo more B

The next few options remove features from the animation. They work as follows:

No nav icon - Removes the numbered icons or any other icons applied to the Animation.

No nav Introduction - Removes any introduction text from the navigation. This will then only
appear inside the animation.

No nav read more text - Removes the “tell Me More” text on the navigation for the animation.
You can customise this text in the text field below.
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Slideshow

A Slideshow is a style of Animation that adds your content to slides which the learner can then
click through one-by-one. All information under each Subgroup is contained on one slide.
Slideshows can be a good choice for step-by-step instructions or Case studies.

To use the Slideshow Animation, select the Group and then select Slideshow from the
Animation drop-down menu. This will apply the animation style.

ANIMATION

There are navigation buttons on the bottom right corner of the animation to navigate through
the slides. It also shows how many slides are included in the Animation.

Underneath the Animation drop-down menu, you will see the Settings tab. There is only one

option under Settings for the Slideshow Animation. Applying Menu Card Style will create a
white, raised border around the animation. See the example below:

Component Settings (Onfine)

i References
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Tab

Tab is a style of Animation that allows the Learner to navigate through Subgroups using tabs
that contain the Icons and headings for each Subgroup. When the Tab is clicked on, the
corresponding information appears in the box below. Tabs can be a useful for Step-by-step
instructions or processes.

To use the Tab Animation, select the Group and then select Tab from the Animation drop-down
menu. This will apply the Animation style.

You can make a few alterations to the appearance of this Animation using Settings. Underneath
the Animation drop-down menu, you will see the Settings tab, which houses all the settings for
the Tab Animation.

Firstly, there is the option to apply Menu Card Style, which appears as a white, raised border

around the animation. See the example below:

[l Learning Resource Example LY G omuine sTimn L]

The next option, No nav icon, allows you to remove the Navigation Icons which appear as
numbers by default. This will look similar to the example below:

Pl Learning Resource Example  nuie (Z) ONLINE STYLING -]
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You can also choose the next option, No nav header, which removes the heading from the

tabs. This can be useful if the headings are too long for the animation. This will look similar to
the example below:

Pl Learning Resource Example

Comganent Settings (k)

0 Referencen

Te, B 1nmiam TGt selate T4

The next option, Vertical Tabs, changes the format of the animation. The Tabs are moved to the
left of the animation. This can be useful if you have a large amount of headings. It is best to use

this style when you have enough tabs to match the height of the content to avoid the gap at the
bottom of the tabs. The Vertical Tab setting will look similar to the example below:

Compenent Settings (Oeliss]

xxxxxx

..........

-

The final Setting option is Large nav icon. This Setting also changes the format of the Animation.
Instead of having tabs, this setting changes the navigation to be enlarged Icons for each
Subgroup. A box appears below displaying the heading and the rest of the content of the
Subgroup selected. This will look similar to the example below:

P Learning Resowrce Example

Note:

You can apply multiple Settings
together to create different effects.
Try some combinations for yourself.
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Dropdown

Dropdown is a style of Animation that presents headings as tabs that then open content as a
box that drops down below the heading. The default setting is for the tab to open when clicked,
and close the previous when the next is opened. This can be a useful Animation style to highlight
small, but important points in your Learning Content.

To use the Dropdown Animation, select the Group and then select Dropdown from the
Animation drop-down menu. This will apply the Animation style.

The appearance of this Animation can also be altered using Settings. Underneath the
Animation drop-down menu, you will see the Settings tab, which houses all the settings for the
Dropdown Animation.

Firstly, there is the option to apply Menu Card Style. This appears as a white, raised border
around the animation. See the example below:

The next option, No nav icon, allows you to remove the Navigation Icons which appear as
numbers by default. This will look similar to the example below:
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You can also choose the next option, No nav header, which removes the heading from the
tabs. This can be useful if the headings are too long for the animation. This will look similar to
the example below:

'] Learning Resource Example ® suicn ) OHLINE STYLING o

SETTINGS

The next option, Open independently, allows you to change how the tabs open. The default
setting is for the previous tab to close when the next is opened. Open Independently changes
this so Tabs remain open, allowing all tabs to be open at the same time after being clicked. This
can be useful if you want all information visible at once. This will look similar to the example
below:

W Rsterences

The final option is Disable auto-open. This option disables the default feature where the first
tab opens automatically. Instead, the Animation is presented as tabs only until they are clicked.
This can be useful for space saving or if you want to highlight the headings first before the
content is expanded on. This will look similar to the example below:

2 oww o
_w @ ’
ot @ e @ e @M @ v @) e 5 @
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Grid

Grid is an Animation style that presents Group Components in a Grid formation. The heading,
Icon and first content image are displayed on the outside of the animation and the internal
contents are displayed once the Group Component is clicked. This can be used for memory
activities or to present larger groups of content.

To use the Grid Animation, select the Group and then select Grid from the Animation
drop-down menu. This will apply the Animation style.

w1 Feferences

ﬂ nu‘!ﬂ!

Grid Animation has more custom options than the previous Animations we have covered. There
are many ways you can change how this Animation appears and functions. We will work down
the list.

Firstly, there is the option to apply Menu Card Style. This appears as a white, raised border
around the Animation. See the example below:
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The next option, No nav icon, allows you to remove the Navigation Icons. These appear as
numbers by default. This will look similar to the example below:

The next option, No nav header, removes the heading from the cards. This can be useful if the
headings are too long for the Animation. This will look similar to the example below:

The option No Nav Introduction will remove any introduction text form the Navigation card.
This will only apply if Introduction text has been added to the Subgroup.

No Nav Image will remove the images form the Navigation card so they only appear on the
inside. This will look similar to the example below:

PO carmng Re 8 0w greLing -]
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No Nav Read More Text will remove the line of text that says Read more.... From the
Navigation card. This may be removed to save space. This text can also be customised using the
text field below. An example is provided below:

[E o

The Square Grid setting adjusts the formatting of the Navigation cards to appear as squares.

Note:

Square Grid is best used with
the No. of columns setting as
the Square Grid will appear
too large as a single column.

An example of Square Grid with No. of Columns set to 3 is provided below:

Companent Settings [Online)

The last option in this section, Flip Independently, allows you to adjust how the Navigation
cards open.

This must be used in conjunction with the Grid Style settings further down the list. As the
default is for the inner content to fill the entire animation, this feature will not function unless
the Flip Card Grid Style has been applied also.
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The combination of the two allows the animation to work as individual flip cards. An example is
provided below:

o=z
Next down the list is the Nav Image settings. The Nav image is the image that appears on the
Navigation card. By default, the first image from the content is used for the Navigation Image.

However, an image can be added to the background of the Group or individual Subgroup in
Build by clicking the Group or Subgroup and adding an image. See the image below as an

example:
- = -

Once an image has been added as a background image, you can use the option Background to
make the Background Image the Nav image. An example is provided below:

o

Matare o the e
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Under Nav Image settings is Nav item order. This setting allows you to re-order the order in
which your navigation items appear. You can also adjust which items appear on the inside of
your animation using the settings option Visible inner items. Both of these are text fields where
you can type the content you want in the order you want it to appear. Simply follow the
instructions below the text field and separate the items with a comma and no spaces between.

) ovuini sriea ]

L

@

Further down you will see two more text fields: Nav Image Height and Nav Padding. These
allow you to adjust the size of you Navigation images and the height and width of your
Navigation cards respectively. You will see there are examples provided to guide you on
choosing a size.

There are four more setting options below. The first is Grid Style. Grid Style allows you to
customise the appearance of the Grid Animation. There are four options: Default, Row expand,
Column expand and Flip Card. Default is how the Animation appears by default. You can use
this setting to revert the animation back to the original style. The Default style is for the inner
items to expand over all Subsections in the Animation. An example is provided below:

Gamponent Seslings (Online)
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Row expand restricts the inner items to expand across their own row only. An example is
provided below:

v o [E) aNLINE STYLING -3

=, Componen Setiings (Sniiew)
=

Column expand restricts the inner items to expand within their own column only. An
example is provided below:

o [ENONLINE STYLIGG -1

Component Setings (Crine]

=

ature of the issee

Introduction bext

Flip card restricts the inner items to expand only within their Navigation Card, giving the
impression of a card that has been flipped over. As shown previously, you can choose to add
the additional styling of Flip Independently if you wish for the learner to be able to open more
than one at a time. An example is provided below:

' suico ] ONLINE STYLING k-
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Vertical Align allows you to change the alignment of the Navigation items. Top moves them to
sit at the top of the Navigation card rather than in the middle as they do by default. An example
is provided below:

L Leaming Resource Example B nuan B onusE sTYLNG o

Next we have Grid item layout style. The option Stripe changes the style of the Animation to
have stripes on the top and bottom of the Navigation cards. An example is provided below:

= Relmences

The final style setting is Full Expand Options. This section has two options: Include Header
Block and Full Expand Menu Card. Include Header Block Expands over the header that has
been added to the animation. See the example below:
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Full Expand Menu Card expands the internal items to fill the Menu Card. This can only be used
when Menu Card Style in enabled. An example is provided below:

Wi bl o stion with releratt siakehold

Note:

Full Expand Options will only work with
the Default Grid Style. The other Grid
styles (Row expand, Column expand
and Flip Card) will only expand within
their set parameters.

August 2026 Edition
Edify V2.0



Online Styling Breakdown

Quiz Sequence

Quiz Sequence is an Animation style that presents Subgroups in a Sequence which the Learner
must place in the correct order to be marked as correct. This animation style is useful for
creating self-knowledge checks in your Learning Resource to help Learners to check they are on
the right track with their learning.

To use the Quiz Sequence Animation, select the Group and then select Quiz Sequence from the
Animation drop-down menu. This will apply the Animation style.

) osiLime sTyLING o

of thm inm x e Pawt sETTINGS
infaractions, uneesshved conflicts, or recuring protslems might all sffect comssraaton planing in rpard to content and devery

The v ot ot W sl o et o e
Tt gt infusce the Tvang s i comrcas deacts

) vatare ot the e

This Animation style has a few text fields that can be edited to customise the Animation.

Firstly, you will need to add instructions to the Learner in the Instructions text field. This will
then appear at the top of the Animation. An example has been provided below:

] onLiNg sTYLING o

D the ftermn I the cerreet ordee

) rotvencnen

l Drag the ltems into the comect onder

Tha ratuse ol
108 prodeasional matter, & parsoral conflet o & perfomance lssus.

:;:f) History
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To test the animation, drag the items into order and click Check answers at the bottom of the
Animation. The answer will be marked as correct if the sequence matches the order the
Subsections were placed in the Group in Build.

‘Component Settings (Online)
e Natute of the wsus. e gy
8] Greue

STYLES

ANIATION

When the Subgroups are dragged into the correct sequence, a pop-up will appear confirming
that the answer is correct. An example has been provided below:

That's right!

N s _w
When the Subgroups are dragged into the incorrect sequence, a pop-up will appear showing
that the answer is incorrect. An example has been provided below:

to a professional matter a personal conflict or a performance issue

Incorrect

Not quite right. Please try again.

Incomplete response can replace Incorrect Response by adding text to the Incomplete
Response text field. The pop-up for an incomplete Response will appear similar to the example
below, but with your chosen text.

Almost. Try again.

The Correct and Incorrect response text can also be changes by typing in the corresponding
text fields.
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Quiz Matching

Quiz Matching is an Animation style that presents Subgroups in a matching activity which the
Learner must place the right pairs together to be marked as correct. This animation style is
useful for creating self-knowledge checks in your Learning Resource to help Learners to check
they are on the right track with their learning.

To use the Quiz Matching Animation, select the Group and then select Quiz Matching from the
Animation drop-down menu. This will apply the Animation style.

Learning Resource Example = suiLo () OMLINE STYLING o

All Animation Heading = Component Settings (Onling)

) [@] Group
Topic 1 @
Topic 2

W
Topic 3 O )
Introduction text
= References STYLES
ANIMATION

Quiz matching

SETTINGS

History

This Animation style has a few text fields that can be edited to customise the Animation.

Firstly, you will need to add instructions to the Learner in the Instructions text field. This will
then appear at the top of the animation. An example has been provided below:

Learning Resource Example = suino  [E) ONLINE STYLING E

Al Animation Heading " Component Settings (Online)

e
Topic 2 ] Disabled
| o
Topic 3 . @ None () Before () Afte
uy References STYLES
Intreduction text
ANIMATION
Quiz matching
SETTINGS
Urgency Match the definition to the word!
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You can also choose to change the text that appears in the pop-up for a Correct Response,
Incomplete Response or Incorrect response by typing in the text fields provided.

Learning Resource Example

5 BUILD ONLINE STYLING
Al N , Ta 5 Compaonent Settings (Onine)
Fﬂu & ak B o
Togpic 1 " ] s =
Topic 2 o
[ 5
Topic 3 . @
#E References STYLES
ANIMATION
Cormect [ ] o
Quiz matching
That's s
at's rigl SETTINGS

Match the definition 1o the word:

1 '*‘"ﬂ”)

- - ]

To test the Animation, drag the answers into the matching position and click Check answers at
the bottom of the Animation.

The answer will be marked as correct if the sequence matches the order the Subgroups were
placed in the Group in Build.
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Image Hotspots
Image Hotspots allows you to add labels to an image. The learner can then click icons to reveal
the labels. This can be a useful tool for naming parts of an object or labelling locations on a map.

To use the Image Hotspots Animation, select the Group and then select Image Hotspots from
the Animation drop-down menu. This will apply the Animation style.

G oo sTYLNG ]

Ploasa acd group bockpround imags!

1 Mhaemenals

Now that the Animation style has been selected, you will notice a red box in the right-side menu
saying that an image needs to be added to the background of the Group. Go to the Build Space,
select the Group as a whole and then click the grey box under the words Background image.
This will open the Media library. Select the image you want to use as the background and click
Insert.

Topic 3

I Prepare for Conversation
B £7 Understand the imperance of Preparstion

% Recognising the Heed for Preparation

= Eftective 8415 Ieading Sfcull conversations By understanding te comient and anficixating potenlial challenges. you can navigete the discussion maee eMectvely,

B Ol Gathering Information and Setting Objectires
# Researehing Contert and Background

Now click Save to save your background image. Then click back to the Online Styling Space.
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Once the image has been added, it will appear in the Animation Settings in the Right-side
Menu. You will see some green dots on the thumbnail image in the Right-side Menu. Drag the
green dots into the position to match the position on the image to the text content. You can
view the content by clicking the + dots in the Animation.

There are a couple of extra things you can customise with this Animation style. Firstly, you can
add Menu Card Style to add a white, raised border around the Animation. An example is
provided below:

You can also choose to change Default nav icons for the Hotspots using the field provided. You
may want to change them to unique icons or make them alphabetical.
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Static grid

Static grid is an Animation style that allows you to format content in a grid. This style is not
interactive by default. It does, however, allow you to format content in a way that can make
things clearer for the Learner and help to break up the Learning Content to make it more
engaging. It can be a useful way to present example images in an orderly way.

To use the Static Grid Animation, select the Group and then select Static Grid from the
Animation drop-down menu. This will apply the Animation style.

You can make a few alterations to the appearance of this Animation using Settings. Underneath
the Animation drop-down menu, you will see the Settings tab, under which are all the settings
for the Static Grid Animation.

Firstly, there is the option to apply Menu Card Style. This appears as a white, raised border
around the Animation. See the example below:

| wr—
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Turning on the option Item Number adds number Icons to the Animation. An example is
provided below:

® oo (31 ONUINE STYLING -3

Componen Settings (Online)

& croup

The option Header Region Stand Out adds a coloured block behind the Heading. An example
is provided below:

= XAy ® suilo  [Z) BNLINE STYLING E -
p,  Commpanens Serings (Onine)
e
I8 Geoun
W
[+] “ @
YLES
ANIMATION
Static grid
SETTINGS

The option Dialog prompt allows you to condense your content into a button. The text on the
button can be altered using the text field below. An example is provided below:

= suio LZoN TrLING o
Componest Setticg (Onlese)
=
B oo
=2
L
o ® ane
8T
ANIMATIGN
Statie grid
SET
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When the button is clicked, the Learning Content in the Group will appear as a pop-up window.
This can be useful for condensing long forms or large diagrams to save on space. An example of
the pop-up window is shown below:

®Animation Heading

Urgency 7wl [Z) GNLINE 8TYLING o

The Style setting is Transparent by default. This setting makes the background of the
Navigation Cards white or Transparent. If you click on the setting Shaded, it will change the
background to the colour of the Theme you have chosen. An example is provided below:

£arning Resource Example # puin ) ONLIME STYLING o

The Vertical align options allow you to adjust the alignment of the Navigation items The
default is for it to sit at the top. If you select Middle, it will move the Navigation Contents to the
middle of the Navigation card. An example is provided below:

ng Resource Example »~ ] owuine sTviing -3
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The final option, Columns Per Row allows you to adjust how many columns there are in each
row of the grid. You can adjust this number to what suits your content. An example is provided
below:

] G onuing STYLING -]
Topic = [&] Grony
e L3
Topic [ ® A
@ ®
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Static panel

Static panel is an Animation style that allows you to format content into panels. This style is not
interactive by default. It does, however, allow you to format content in a clear layout and help to
break up the Learning Content to make it more engaging. It can be a useful way to present
images and their descriptions in an orderly way.

To use the Static panel Animation, select Group and then select Static Panel from the
Animation drop-down menu. This will apply the Animation style.

You can make a few alterations to the appearance of this Animation using Settings. Underneath
the Animation drop-down menu, you will see the Settings tab, which houses all the settings for
the Static Panel Animation.

Firstly, there is the option to apply Menu Card Style. This appears as a white, raised border
around the animation. See the example below:

o G0 owtne aTvLING o

Comgenent Setsngs (Onine)
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Turning on the option Item Number adds number Icons to the animation. An example is
provided below:

o [E) aNLINE BTYLING o

The option Dialog prompt allows you to condense your content into a button. The text on the
button can be altered using the text field below. An example is provided below:

oo (G ONUKE STYLING &

jea and §,  Component Setliogs (Oniee)

When the button is clicked, the Learning Content in the Group will appear as a pop-up window.
This can be useful for condensing long forms or large diagrams to save on space. An example of
the pop-up window is shown below:

=Animation Heading

Omw
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You can also adjust the Height and width of the panel using the text fields Height and Column
Percentages. These have pre-filled guides to give you an idea of how to adjust the height or
width. An example is provided below:

& Group

Sratc Pane

The Style setting is set to Default by default. This setting makes the background of the
Navigation cards white or Transparent. If you click on the setting Panel, it will change the
background to the colour of the Theme you have chosen. An example is provided below:

# g Resource Example

w8 Feferences

SETTINGS

The final Setting option, Image Alignment allows you to choose between the Default setting of
the image sitting in the middle of the Panel or the Right setting which moves the image to the
right of the text in the Panel. An example of the Right setting is shown below.

' urce Exampl = oo (I ONLME STYLING ]

Companent Sextings (i)

B cuup

ssssss
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Online Learning Resources

The Online Variant is where you can review your
Learning Resource Section to see how it will
appear in the LMS. You can also adjust where it
will sit on the Online Navigation Menu. This is a
final checkpoint to ensure everything is working
correctly before the unit is sent to the LMS.

This chapter will go over how to check
everything and set your Unit to Ready so you
can review it in the LMS.

Adding your Learning Resource to the Online Variant

If you have set your new Learning Resource Section as the Default Learning Resource when
you set it up in Sections, it will appear automatically in the Online Variant. If it is not connected,
Click the + New Section button on the Online Navigation Menu. Select Section from the first
drop-down menu, then select your new Learning resource Section from the second
drop-down menu. Click Save.

You can then drag your new Learning Resource Section into position on the Online Navigation
Menu by using the Grip tab to the left of the Section.
Learning resource
Unit home Learning resource

Topic 1 Topic 2 Topic 3

N ‘-
i Ry notes B

Facilitate difficult conversation New Topic Prepare for conversation

“§ Timeline

4 Build Accou...

Lsamlng res..

4+ Mew section
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Reviewing your Online Learning Resource

Reviewing your content in the Online Variant allows you to see how it will appear in the LMS. You
can view it page-by-page as you would in the LMS and you can test the Animations. This will give
you a clear overview of how it will look and feel in the LMS while still having the ability to go back
and revise anything as needed.

To review your Learning Resource, Click on the Learning Resource Tab on the Online
Navigation Menu.

< Back to Unit List

c- Edify BSBCMM412 Lead difficult conversations

I Cataputi

Unit Overview < Learning resource ¢ BACK TO SECTION o o

Unit home Learning resource

# Learning res.. Topic 1 Topic 2 Tapic 3

iii Assessments
Online
i Supporting i

i My notes
Mapping

i Search
Media Library

£ Timeline
History

i Build Accou.

+ Mew section

You will see all of your Topics laid out as they will appear in the LMS. You can click on them to
view the internal contents.

1 & o
Leaming resource
Once inside, you can click through your Learning Content using the Next arrow or skip to
another Topic by using the Topic buttons at the top of the page.
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You can test out all of the animations and quizzes to check that they are working as intended
and everything is displaying correctly. An example of a Quiz is shown below:

Learning resource « packTosecTion £ W
Unit home Learning resource
# Learning res.. ‘ Topic 1: Facilitate Difficult Conversation ‘ 2 ‘ 3 ‘
i Assessments = =
£ Prev Page 8of 12 Next >
i Supporting i..
8
& My notes
Quiz 1
i Search
i Timeline v
Corect (<]
 Build Accou., -- v
+ New section C That's right!
:;._.::I.I

Are the following statements true or false? True False

Rabbits are mammals. \/

Rabbits are rodents. \/

You Scored: 2/ 2

Note:
.

Edify only displays SCORM metadata and
introductory content in the Online
Variant. Launching SCORM must be tested
in the LMS review stage.
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Marking a Unit as Ready
Once you have checked everything looks correct in your Learning Resource and you are ready to

review it in the LMS, you will need to mark the Unit as Ready.

To do this, click the Mark as Ready button at the top right of the screen.

the skils and dge

The enit

hirving Mcull conversations

. weha iy work

When setting the Unit to Ready, you will see a text box. In this box you must type instructions

or comments to the Catapult team. This should include which sections you have made changes
to and specifications about whether you want the update to be pushed to all students (a Minor
updated) or only to new enrolments (a Major update). Adding a new Learning Resource Section

will be considered a Major change.

Mark as Ready

Are you sure you want to Mark as Ready?

Comments

%

library in Catapult LMS

Are you sure you want to Mark as Ready?

Once Catapult has reviewed your unit, it will be marked as 'Published’ and added to your

108

a

Note:

Minor updates can only be updated
for minor corrections such as spelling
errors or typos. All other changes will
need to be pushed as a Major update.

For more information go to:
Major vs Minor Changes on the
Catapult Knowledge Base.

August 2026 Edition
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Online Variant

The Catapult Review Process

Once you have marked the Unit as Ready, the Catapult team will review your changes to ensure
that everything will function correctly in the LMS. The Catapult team may contact you and set the
Unit back to the draft state for you to update if any errors are found.

Common errors include: .
+ Forgetting to add your New Learning Note:
Resource Section to the Online Variant
+ Leaving a blank page The turnaround time for this is
+ Leaving part of an animation blank typically within one hour of the
* Aheading is left on the previous page Unit being set to Ready for it to
before the content . be added to your LMS library for
* A page only contains a heading with no .
content you to review.

Always check your Unit for any errors before setting it to ready to avoid delays with the review
process.

If you have made a minor change, but have not requested that the update be pushed as a
minor when possible, the Catapult Team may email you to confirm if you would like the update
to be a major or minor. When requested for a minor update, the Catapult Team will endeavour
to push the update as a minor update, however, please note that there may be systems
restrictions which prevent this. The Catapult team will email you if this is the case.

Errors that the Catapult team will not flag:

+ Spelling errors.

« Grammatical errors.

+ Broken hyperlinks.

+ Broken attachments.

+ Low-quality images.

+ Formatting (unless it affects the functionality of your assessment).

The content of the assessment is the responsibility of your organisation; the Catapult team will
only assist with the functionality of your assessment. We recommend using the Clear
Formatting button in the tool bar (pictured below) or pasting using Ctrl/Shift/V when pasting
into the system to avoid bringing in any unwanted formatting.

T Edit component

A Actions 11 1 companents selected! @

4, W oecete || T oupicate GROUP || w5 SPLIT

=

= 5 Tex
408 F D B I B-E==

an asudit scope in an Australian manufacturing company might include evaluating
ith the 150 9001 standards. The objectives could be to assess the effectiveness of the

WY

= Consider legal and regulatory requirements specific to Australia
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Requesting a Unit to be set back to Draft

If you need to make adjustments to the Unit after it has been marked as Ready in Edify, you can
request for the Unit to be set back to draft by clicking the Set to Draft button. You will find it in
the top right of the screen where the Mark as Ready button was previously. You can also find it
on the Units list view under the Actions drop down back out in the Edify Main Menu.

« Back fo Unit List

c- Edify BSBAUDS11 Initiate quality audits

b CIREED

Unit Overview < Unit home

Unit home

Leaming R
About this unit

Assessme, This unit describes the skills and knowledge required 1o initiste and organise quality audits. It covers assessing the
scope and objectives of quality audits; communicating with the auditees and developing and submitting a quality audit

Supparting, plans.

My nates The unit applies to individuals who have an established knowledge base in quality auditing, and who are proficient in
using a range of quality auditing and managerial techniques to initiate quality audits. Individuals may also supervise and

Search monitor the processes and outcomes of others working in a quality audit team.

Mapping

o licensing, legistative or certification requirements apply to this unit at the time of publication,

Timeline

Leasning materials
START
LEARNING .

A pop-up window will appear where you can confirm that you would like the Unit set back to

draft.

Are you sure you want to Set to draft?

If you would like to edit this unit, you can make an automated request to the Catapult
Publishing Team

YES

A notification will be sent to the Catapult Team who will then set the Unit back to the Draft state
for you. Your screen will say Set to Draft (Sent). If it doesn't, refresh your page before trying
again. You will receive an email notification when the Unit is ready to edit.

« Back to Unit List

BSBAUDS11 Initiate quality audits

% SET T0 DRAFT (SENT)

Unit home

Unit home
Learning R
About this unit
Assessme. This unit describes the skills and knowledge required to initiate and organise guality audits. It covers assessing the
scope and objectives of quality audits; communicating with the auditees and developing and submitting a quality audit
Supporting plans,
M richs The unit applies to individuals who have an established knowledge base in quality auditing, and who are proficient in
¥
using a range of quality auditing and managerial techniques ta initiate quality audits. Individuals may also supervise and
Sk maonitor the processes and outcomes of others working in 8 quality audit team,
Mo licensing, legisk or il 15 apply 1o this uni at the time of publication
Timeline

START
LEARNING

;L.'_‘ o
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Reviewing a Unit in the LMS

Once Catapult have reviewed your Unit in Edify, they will send it to your LMS library for you
to review. You should receive an email to the account linked to your Edify User profile letting
you know that the Unit is ready for you to review in the LMS. You can click the link in the email
which will take you to the Unit in your LMS library.

If for some reason you have not received the email, you can also view and access any pending
Units from you LMS library as shown in the screenshot below. Click on Administration, then
select Library from the drop-down menu.

Trebuchet Training S Enrclments Users ¥ Administration ¥ Catalogue Logged in as John Smith v

What would you like to do?

y W A ] ;* I‘." “!

I* y | s

=+ Add a trainer =+ Add a learner

At A Glance Enrolment Stats

learners have not accessed their enrolments
for at least 3 days @

0 submitted enrolments need marking 0 active enrolments past due dates
0 enrolments without trainers ‘ 0 enrolments were recently marked Completed

Once you are in the library, you will see an orange button stating the number of Units pending
your review. Click the Units Pending Review button to view the Units.

0 learners with enrolments have never
accessed the LMS

Trebuchet Training  # Enrolments Users ¥ Administration W Catalogue Logged in as John Smith v

Library

Filter criteria

Unit code
[ Active
Code Title Price Active Toggle Active
BSBWHS211 Contribute to the health and safety of self and others 0.0 True o
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Once you have clicked the Units Pending Review button, a new page will open up with a list of

Units that are pending your review. To review the Unit, click the Review button at the end of the
row.

Trebuchet Training  # Enrolments Users ¥ Administration W Catalogue Logged in as John Smith vy

Pending review units

Code Title Price

CHCLLNOOT

Respond to client language, literacy and numeracy needs

A new window will open with your Units for you to review. Check that everything is looking as it
should and make any notes of things which need to be amended. Once you have reviewed the
Unit you can click one of the two buttons at the top right of the screen to either Approve the

Unit to be published in your LMS or Reject it to make further changes. We will go into further
detail about what each of these options mean next.

112
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Approve vs Reject
When reviewing a Unit in the LMS, you will have two options: Approve or Reject.

Approve Reject
Your Unit will be published by Your Unit will be set back to
the Catapult team and sent draft for further changes by
Live and ready for your organisation.
enrolments.

 Approve X Reject

Back to BSBCMM412

unit list Lead difficult conversations

B Learning resource

About this unit

[ Assessments This unit describes the skills and knowledge required to prepare, facilitate and lead difficult
conversations.

B Supporting info The unit applies to individuals who may work as managers and leaders, and are required to

lead difficult conversations in the workplace. They contribute well developed verbal and

Q search relationship building skills in having difficult conversations.
B Student No licensing, legislative or certification requirements apply to this unit at the time of
acknowledgement publication.
Laaming matarials Questions and tasks
START Go to !
LEARNING > ASSESSMENTS >
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Approve
To approve the Unit, click the green Approve button at the top right of the screen. Ensure that
you are happy with how everything looks and that everything is spelled and worded correctly

and all hyperlinks, attachments and SCORM are functioning as they should.

Once you are certain everything is correct, click Approve.

Back to BSBCMM412

unit list Lead difficult conversations

A Unit home

E Learning resource

About this unit

" Approve X Reject

& Assessments This unit describes the skills and knowledge required to prepare, facilitate and lead difficult b
conversations

B Supporting info

Q Search

The unit applies to individuals who may work as managers and leaders, and are required to
lead difficult conversations in the workplace. They contribute well developed verbal and
relationship building skills in having difficult conversations

No licensing, legislative or certification requirements apply to this unit at the time of

publication.

AT y Questiona and lasks
START Goto
LEARNING > ASSESSMENTS >

Once you have clicked the button, a pop-up window will appear asking you to confirm that you
wish to approve the Unit. You do not need to add any comments to the box. If you have any
changes that need to be made, then do not proceed with approval. Click Reject instead. If you
forgot to check something, you can select the No, not yet button to continue reviewing. If you
are ready to approve the Unit then click Yes, approve it now. The Catapult team will receive an
email notifying us that you have approved the Unit and we will proceed to publish the Unit on

your behalf.

114

Approve BSBCMM412 X

You are about to approve this unit. It will be sent back to the Catapult/smallprint team, and final
arrangements will be made to put it live.

Are you ready to approve this unit now?

+ Yes, approve it now

August 2026 Edition
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Once you have submitted your approval of the Unit, you will be taken back to your pending Units
list and you will see that the Unit status has changed from Review to Pending approval. This
indicates that the Unit is now with the Catapult Team awaiting publishing.

Trebuchet Training @& Enrolments Users ¥ Administration W Catalogue Logged in as John Smith DY

Unit CHCLLNOO1 v1.0 successfully approved!

Pending review units

Code Title

Price

CHCLLNOO1 Respond to client language, literacy and numeracy needs 0.0

Note:

The Catapult team will endeavour to
publish your Unit as soon as possible, but
this may take up to an hour or until the
next morning if the Unit was approved at
the end of the day or outside of business
hours.
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Reject
If while reviewing your Unit in the LMS you have found that the Unit needs changes made, use
the Reject button.

Back to BSBCMM412

unit list Lead difficult conversations

A Unit home

B Learning resource

About this unit

& Assessments This unit describes the skills and knowledge required to prepare, facilitate and lead difficult b
conversations.

§ Supporting info = . wesiea " —
] L The unit applies to individuals who may work as managers and leaders, and are required to
lead difficult conversations in the workplace. They contribute well developed verbal and

relationship building skills in having difficult conversations.

Q, Search

No licensing, legislative or certification requirements apply to this unit at the time of
publication.

—
Questions and tasks

START Goto
LEARNING > ASSESSMENTS >

When you click the button, a pop-up window will appear. There is a text field where you must
add notes regarding what needs to be changed to finalise the Unit. Once you have added your
changes to the text box, click the button Yes, Reject it. The Unit will then

disappear from your list of pending Units in your LMS library. The Catapult team will then receive
an email and will set the Unit back to draft for you to make the necessary changes. Once you set
the Unit back to Ready in Edify, the review process will begin again and the Unit will be added
back to your library for review.

Reject BSBCMM412

You are about to reject this unit. The unit and your comments will be sent back to
Catapult/smallprint for review.

Are you sure you want to reject this unit?

W X Yes, reject it
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Finalisation Checklists

Before you set your Unit to Ready

* New Learning Resource - Have | added my new Learning Resource to the Online Variant?

* Animations - Are Animations functioning as intended with all the necessary content
included?

* New Pages - Have | accidentally left any blank pages or Components in the Learning
Content?

* Formatting - Have | formatted everything as | want it to appear in the LMS?

* Quizzes - Are the Answers in the Quiz marking correctly?

* Has the correct SCORM Unit been selected and added to the Online Variant?

* Publishing Instructions - When | click Mark as Ready, have | clearly stated in the

comments whether this should be a Minor (typos/spelling) or Major (new content) update?

Before Approving your Unit in the LMS
+ Have | checked that all hyperlinks, images, linked assets, Quizzes and Animations are
functioning correctly?
+ Have | checked that all Content is sitting where it should to flow correctly?
+ Are Pages Split correctly?

* Are anyincluded SCORM launching correctly?
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Glossary
This glossary describes the terms used by the Edify system.

A

About this Unit (Unit Information)

The unit application.

For Nationally Recognised Training (NRT) Units, the About this Unit content is a copy of the Units
Application from training.gov.au. It appears on the Unit Overview page of a Unit. This data can
be edited by the Catapult team.

In the Online Variant of a Unit, the About this Unit content appears on the Unit home page. The
content is formatted as {{Unit::APPLICATION}}. The heading and content can be changed in the
Edit Section settings of the Online Variant.

Actions Menu (Menu)
A menu that appears in the Right Side Menu when a Component is Selected.
Has the following options:
* Delete
+ Duplicate
+ Group
« Ungroup
+ Split
Only actions relevant to the selected Component will appear.

Advanced (System Feature)
Advanced settings for Animations.
Includes Image settings and overlays.

Animation (Setting)
An Animation is a styling setting used to create interactive Learning Content.
Animations are used with the Group Components.
Animations include:

* Flashcard

+ Accordion

+ Slideshow

+ Tab

+ Dropdown

« Grid

*  Quiz Sequence

*  Quiz Matching

+ Image Hotspots

+ Static Grid

+ Static Panel
Also refer to Group.

August 2026 Edition 119
Edify V2.0



Glossary

Application (Unit Information)

Unit information imported directly from training.gov.au.

A brief description of the Unit content, how the Unit is applied and any licensing, legislative,
regulatory or certification requirements that apply to the Unit.

Used in the About this Unit content and in the Unit information Section.

Archived (Status)

A category in the Media Library used to designate Assets that have been replaced or should
no-longer be used.

Assets that have been set as Archived are unable to be inserted into Units.

All pre-existing links to an Archived Asset will continue to function in Edify and the LMS.

Asset

A file uploaded to the Media Library.

Assets can be linked in content areas such as Assessment Sections or Supporting Info Sections.
Can include the following file types:

Images - .gif .jpeg .jpg .png .svg .svgz .webp

PDFs -.pdf

Audio - .flac.m4a .m4b .mp3 .mp4 .0ga .wma

Video - .3g2 .3gp .avi .flv . m2v. .m4v .mov .mpeg .mpg .0gg .0ogv .wav .webm .wmv

Other Files - .csv .doc .docx .dot .dotx .html .ppsx .ppt .pptx .rtf .txt .xlIs .xIsb .xIsx .xlIt .xItx .zip

Basic Styles (Setting)
Formatting settings that can be applied to Learning Content in the Online Styling section.
Also refer to Online Styling.

Block Heading (Label)

The label given to a Block.

Must be unique from other Blocks in the same Unit.

Appears on the contents list at the start and end of each Topic.

Can be automatically generated from Unit Elements from training.gov.au.
Also refer to Blocks.

Blocks (Component)

A segment of a Topic.

Blocks can be Content Blocks or Quiz Blocks.

Blocks are made up of Components for adding Learning Content.
Also refer to Topic and Components.

Build (Space)

The space in the Learning Resource Section where Learning Content is added.

Build is made up of Topics, which are made up of Blocks which are made up of Components.
Also refer to Topic, Blocks and Components.
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Centre Working Panel (System Feature)

The working space in the middle of a Learning Resource or Assessment Section.
Components are dragged here to build the Learning Resource or Assessment.
Also refer to Components.

Certify

The most recent Catapult standard product version.

Includes Skills Recognition, Knowledge Questions and Practical Assessment as standard
Sections.

Some units may contain a Projects section.

Common Media (Section)

Media Library Assets that can be used across an Organisation in any Unit.

In the Media Library, Assets can be moved from the Unit Specific category to the Common Media
category. Assets cannot be moved from Common Media to Unit Specific—they must be
re-uploaded as a Unit Specific Asset.

Assets in the Common Media tab can be Archived.

Also refer to Media Library.

Components (Component)
Components are the containers for your Learning Content.
Components come in different formats to fit different forms of content.
The types of Components include:

* Heading

« Text

+ Image

* Video

+ MCQ

+ Group

* T/F Questions
Also refer to Topic and Blocks.

Component Editor (menu)

A menu that allows a User to edit a Component.

Appears in the Right-side Menu in the Learning Resource Section when a Component is selected.
Functions vary depending on the Component selected.

Also refer to Components.

D

Default Learning Resource (Setting)

A setting that can be applied to a Learning Resource Section.

The standard Catapult Learning Resource will be the Default Learning Resource unless otherwise
indicated.
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Delete (Action)

An action used to remove part of a Unit.

Deleted Sections cannot be recovered.

Deleted Topics, Blocks and Components can be found in the Trash Items.
Also refer to Trash Items.

Disabled (Status)

An option that prevents the Learning Content from being visible in the LMS.

If Disabled in Build, the Content will remain, but in a faded red box with a tag saying “Disabled”
and will not appear in Online Styling.

If Disabled in Online Styling, the Content will remain, but in a faded red box with a tag saying
“Disabled”.

Dialog prompt Button (Component)

An interactive component that can be enabled for Static Grid or Static Panel Animations.
A text prompt is chosen for the button that, when clicked, opens a pop-up of the Static
Animation content.

Draft (Status)

A Unit status when editing is in-progress.

Units with the Draft status can be edited by Users.

Draft status can be changed to Ready status when the Unit is ready for the Catapult Team to
review.

Duplicate (Action)
Creates an identical copy of an existing Block or Component within the same Unit.
A Duplicated Block requires a unique title.

Element (Mapping Component)
A Mapping Component refers to the Element in a Unit of Competency. Imported directly from
training.gov.au.

Filler Image (Asset)

An image added into Learning Resource for aesthetic or engagement purposes.
Added in the Online Styling Space.

Also refer to Online Styling.

Grip (Icon)
An icon used to grip an object and move it within a menu or section.
A grid of dots in the top left of an object that can be clicked and dragged to move the object.
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Group (Component)

A type of Component used for grouping multiple Components together in a Block of the
Learning Resource.

Has additional settings allowing the User to setup the Group in advance before adding content.
Can also be applied as a setting in the Actions Menu.

Also refer to Actions menu.

Group Heading (Label)

A heading used as part of the Group component.

Has the option of adding custom Nav Icons for Animations.
Also refer to Nav Icon.

Heading (Component)

A type of component used to add a heading to the Learning Resource content.
The size can be selected from H3 - H6, with H3 being the largest option.

Also refer to Short Heading.

Help (Page)

An heading in a Unit's Main Navigation Menu that opens the Catapult Knowledge Base.

Users can search or browse the Knowledge Base for support information about Edify and other
Catapult products.

History (Page)

A feature present in all Units that displays a list of actions performed sorted by date (most
recent). This list is automatically updated by the system each time an action is performed by a
User.

The History page is located in the Main Navigation Menu of a Unit.

Home Page Buttons (Component)
Refers to the buttons found on the Unit home page of a Units Online Variant.
By default, the Unit home page contains two buttons linked to the Learning resource and
Assessments Sections.
Buttons can be added and linked to existing Sections or as File Attachments from the Media
Library.
The colour of home page buttons depends on the type of link:
+ Learning resource—Yellow/Green
+ Assessment Sections—blue
+ Supporting Info Sections—purple
+ File Attachments—purple
Buttons contain a minor label (e.g. “Learning materials”) and a major label (e.g. “START
LEARNING").
All buttons can be enabled/disabled. User-added buttons can be deleted.
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Image (Component)

A type of Component used for adding images to a Block of the Learning Resource.

Has additional settings allowing the User to set the width and alignment or crop, and add a
caption or Alt text.

Learning Content

The content which is added to a Learning Resource.

Includes all the information provided to a Learner to assist them with completing the Unit of
study.

Learning Resource (Section)

A Resource to provide knowledge relevant to the Unit of study.

All Units come with a default Catapult Learning Resource.

The Catapult Learning Resource can be edited in Sections. It can also be replaced with custom
client Learning Content or disabled entirely.

Learning resource (Legacy) (Section)
A legacy connection to the Learning Resource.
This section cannot be edited.

Left-side Navigation Menu (Menu)
The Navigation menu on the left-side of the Learning Resource Section in Edify.
Allows a User to navigate between Topics or Blocks.

M

Main Navigation Menu (Menu)

The menu to the far left of a Unit that allows you to navigate through the main parts of your Unit
for Editing.

It contains Unit overview, Sections, Online, Mapping, Media Library, History and Help.

Major Version (Setting)

A type of version change made to a Unit in Edify that will only affect new enrolments in the LMS.
This occurs when the structure of the Unit has changed.

When a Unit with major changes is published in the LMS, the changes will not affect any current
enrolments and will only appear for new enrolments after the LMS publish date.

The first time a customised Unit is published in an LMS organisation, it is considered a Major
update.

Also refer to Minor Version and Version.

Mark as Ready (Action)

The Action button used to change a Units status from Draft to Ready.

This button can be accessed from the top-right corner of a Unit or from the list of Units. It will
only be visible if the status of the Unit is set to Draft.
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Media Library (Page)
The file manager for any assets used by an organisation.
Assets uploaded to the Media Library may be unique to a single Unit or used across multiple
Units.
Each asset in the media library can be renamed.
Assets are grouped under three categories:
+ Unit specific
« Common media
* Archived
The following file types can be uploaded to the Media Library:
Images - .gif .jpeg .jpg .png .svg .svgz .webp
PDFs -.pdf
Audio .flac.m4a .m4b .mp3 .mp4 .0oga .wma
Video -.3g2 .3gp .avi .fly . m2v.m4v .mov .mpeg .mpg .0gg .0gv .wav .webm .wmv
Other Files - .csv .doc .docx .dot .dotx .html .ppsx .ppt .pptx .rtf .txt xlIs .xIsb .xIsx .xlIt .xItx .zip

Minor Version (Setting)

A type of version change made to a Unit in Edify that will affect enrolments in the LMS. This
occurs when the existing structure of the Unit remains the same, but the content inside that
structure has been changed i.e. text or asset changes.

When a Unit with Minor changes is published in the LMS, the changes will affect all current
enrolments made since the last Major change to the Unit was published in the LMS.

Also refer to Major Version and Version.

Multiple Choice Question (MCQ) (Component)

A type of Content Block that includes questions followed by a series of answers of which the
Learner must select which are correct.

At least one answer must be set as correct.

Can be added to Quiz Blocks in the Learning Resource.

Also refer to Quiz Block.

My Notes (Page)

This Section is part of the Catapult LMS and is used by the Learner to add notes.
In Edify, it is located in the Online Navigation Menu of a Unit's Online Variant.
This Section can be renamed and disabled.

N

Nav Icon

An icon that appears on the Navigation of an Animation.

The default icon style is numerical.

Can be changed to a custom icon in Build using the Group Heading edit features.
Also refer to Group Heading and Navigation.
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Nav Item (Label)
Content that appears on the navigation of an Animation.

Includes:
* lcon
* Heading
« Image

* Read More Text
ltems can be removed or re-ordered.

Navigation (System Feature)

The interactive component of an Animation that allows a user to view the internal contents of
the Animation.

Contains Nav items for each individual Group Component included in the Animation.

Navigation Card (System Feature)
The interactive component of an Animation that when clicked, displays the Subgroup contents.
Displays the Subgroup Heading, Icon and “Tell me more..” text by default.

Non-NRT (Unit Information)
Used to identify non-accredited training Units.
Also known as MyCatapult Units.

NRT (Unit Information)
An abbreviation for Nationally Recognised Training.
This label is used to identify accredited training Units.

o)

Online (page)

Also known as the Online Variant of a Unit. This is the presentation are of a Unit designed to be
used in the LMS.

Changes made to the Online Variant of a Unit will need to be pushed as a new version to the
LMS for the changes to be reflected in that system. In other words, changes made in Edify do not
simultaneously change the Unit in the Catapult LMS.

Online Navigation Menu (Menu)

The Online Navigation Menu is the menu that sits on the left of your Unit in the LMS.

You can disable or add Tabs to the Online Navigation Menu in the Online Variant.

Contains Unit Home, Learning Resource, Assessment, Supporting Info, My Notes, Search and
Timeline.

Online Styling (Space)

The space where Learning Content is styled for online learning.

Facilitates styling with online features such as Animations, Filler Images and Basic Styles.
Also refer to Animation, Filler Image and Basic Styles.
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Page break (Setting)

A setting that splits Learning Content into separate pages in the LMS.
Can be set as None, Before and After.

Also refer to Online Styling.

Product version (Unit Information)

The Product version refers to the version of the Catapult Product.

This includes V5, V6 and Certify.

Certify is the most recent version of the Catapult product.

Some Units may be available in only one product version, or they may have been upgraded to a
later product version.

Also refer to V5, V6 and Certify.

Published (Status)

A Unit status.

Units with this status:
« Arerestricted from editing or changes
+ (Can be pushed to the LMS as either a Major or Minor Version by the Catapult team
+ Can be set to the Draft status

A Unit with the Published status in Edify does not refer to its status in the LMS.

Q

Quiz Block (Component)

A type of Block used to add MCQ and T/F Components to the Learning Resource.
Creates a self assessment Quiz to check Knowledge.

Also refer to Blocks.

Ready (Status)
A Unit status.
Clicking the button opens a pop-up window to confirm the action with a text box for changes
that were made to be recorded and any notes for the Catapult Team such as whether the
changes to the Unit will be a Major or Minor update to the Unit in the LMS.
Units with this status:

« Arerestricted from editing or changes

* Are made available to be checked by the Catapult team

+ Can be set to the Draft or Published status

Release information (Unit Information)

A section under Supporting Info that appears in the LMS containing Product Version, the date
that the most recent version was released to the LMS and the date the Unit was first published
as a custom version.

August 2026 Edition 127
Edify V2.0



Glossary

Right-side Menu (Menu)

A menu that sits on the right-side of the screen when editing the Learning Resource Blocks.
Houses Components, Actions menu, Component Settings, Styles, Search, Al Assistant (if enabled)
and Trash Items.

SCORM

SCORM stands for Sharable Content Object Reference Model.

It is a technical standard for packaging and running online learning content in compatible
systems. In Edify, a SCORM package is uploaded as a ZIP to SCORM Cloud and linked to an Edify
Unit as a specific course version. Catapult LMS launches the course through LTI.

A SCORM Learning Resource may be used alongside or in place of the Catapult Learning
Resource in the Online Variant.

Search (Section)

A type of Section in a Units Online Variant. This Section is part of the Catapult LMS and is used by
the Learner and Trainer to search the Unit for specific content.

In Edify, this Section can be Renamed, Disabled or set to Trainer Only.

Sections (Page)

A Section is a piece or group of content that is designed to be used in the Online Variant of a
Unit. This includes the Learning Resource Section, Assessment Sections and Supporting Info
Sections.

Within a Unit, the Sections page manages the content of all Learning Resource, Assessment and
Supporting Info Sections.

Sections can be created, duplicated, rearranged (click-and-drag), renamed or disabled.

Sections (Assessment)

Section Labels (System Feature)
A feature that allows the User to edit the Sub-section Prefix and the Sub-section Block Prefix.
Also refer to Sub-section Prefix and Sub-section Block Prefix.

Sections (Supporting Info) (Page)

The default Supporting Info sections for NRT Units includes:
* Unitinformation
+ Unit mapping

Section Start Content (System Feature)
A feature that allows a user to add content to the start of a topic to introduce its contents.
Also refer to Topic.

Settings (System Feature)
A feature that allows a User to adjust the settings of an Animation.
Also refer to Animation.
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Short Heading (Label)

An optional label under Heading.

Short heading replaces a Heading on an Animation’s Navigation. The full heading will appear
inside the Animation.

Used when a Heading is too long to fit on an animation’s Navigation.

Also refer to Animation, Group Heading and Heading.

Split (Action)

An action that can be selected form the Actions Menu when a Text Component with multiple
paragraphs is selected.

Used for dividing up large blocks of pre-written content.

The Text Component will split into multiple components where there is a paragraph break.

Status
Defines the stage of the Edify process a Unitis in.
There are five statuses a Unit can have:
1. Draft - The unit can be edited.
2. Mark As Ready - The unit will be sent to the Catapult team to review.
3. Published - The unit is published in Edify and editing is locked.
(This does not mean the unit is published in the LMS.)
4. Set to Draft - Sends a request to set the unit back to Draft state.
5. Set to Draft (sent) - Confirmation that a “Set to Draft’ request has been sent.

Styles (Menu)

A menu that appears in the Right-side Menu in Online Styling.
Includes Animation and Basic Styles.

Also refer to Right-side Menu and Online Styling.

Subgroup (Component)

A Subgroup is a Component of a Group. Subgroups are groups within a Group.
Subgroups are created by grouping Grouped Components.

Subgroups are required for Animation styling.

Also refer to Group and Animation.

Sub-section Prefix (Label)

The title given to the largest segment container for Learning Content.
The default title is Topic.

Also refer to Topic.

Sub-section Block Prefix (Label)

The title given to the segments of a Topic.
The default title in Block.

Also refer to Blocks.
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Supporting Info (Page)
A type of Section. In contrast to Assessment Sections, a Supporting Info Section only contains
text or asset-linked content and does not contain any assessment content.
In a Unit's Online Variant, the Supporting Info Sections are grouped together in the online
navigation menu under Supporting Info and contain two major headings:
1. Supporting Info
+ Additional information and evidence
+ Assessment agreement
+ Foundation skills checklist
+ Third party evidence collection agreement
2. Details about the Unit
* Unitinformation
+ Unit mapping

Tabs (System Feature)

The containers for Sections in the Online Variant.

Tabs sit on the Online Navigation Menu in the Online Variant.
Tabs can be disabled and new Tabs can be added.

Text (Component)

A type of Component used to add text to the Blocks of the Learning Resource.
Includes a text formatting toolbar and a text field for adding citations.

Can include linked Assets.

Also refer to Blocks.

Third-Party evidence collection agreement (Section)

A default Supporting Info Section provides a declaration form for a third-party observer to sign.
When a Learner is enrolled into a Unit in the LMS, this Section allows the form to be
downloaded, filled out and re-uploaded into the system by either the Learner or the assigned
Trainer.

Topic (Component)

Topic is the default Sub-section prefix.

A Topic is the largest segment container for Learning Content or Assessment Components.
Topics can be built from Unit Elements from Training.gov.

Also refer to Blocks and Sub-section prefix.

Themes (System Feature)
A feature that allows a User to change the colour of an Animation.
Options include Theme Colour and Theme Variant.
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Theme Colour (Setting)
A setting that changes the colour of an Animation.
Options include:

+ Blue

+ Bluegray

* Brown

+ Cyan

+ Grey

+ Green

+ Orange

« Pink

« Purple

* Rainbow

* Red

+ Transparent

* Yellow

Theme Variant (Setting)
A setting that changes the variation of the Theme Colour of an Animation.
Options include:

+ Default
« Light
+ Dark

Title (Label)

A type of label used in the following instances:
+ The name of a Unit. For example, “Respond to grievances and complaints about the ser-
vice”. Two Units may have the same title but must have different codes.
+ The name of a Section. For example, “Knowledge questions”. Each Section in a Unit must
have a unique title. The default Section Titles can be overwritten. Overwritten Titles can be
reset to their default.
« The name of a Boilerplate. For example, “Assessment agreement”. Each Boilerplate must
have a unique title.
+ The name of a Learning Resource Topic or Block. For example, “Topic 1: Prepare for
conversation”.

Timeline (Section)

This Section is part of the Catapult LMS and is used by the learner and trainer to track the
enrolment progress of the Unit.

In Edify, this Section is located in the left-hand menu of a Unit's Online Variant.

This Section can be renamed.

This Section cannot be disabled.
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Trash Items (System Feature)

A storage area for deleted Topics, Blocks and Components.

Items can be retrieved from the Trash Items by opening the Trash Items using the Trash icon on
the Right-side menu, then dragging the Components back into the Centre Working Panel.

True/False Question (Component)

A type of Component that includes a statement or question that can be responded to as either
true or false.

Can be part of a Trainer marked or Auto-marking Quiz Section.

A component that can be added to a Quiz Block in the Learning Resource.

Also refer to Quiz Block.

uUngroup (Action)

An action that can be selected form the Actions Menu when a Group of Components is selected.
Separates Components that have been grouped together into individual Components.

Also refer to Actions Menu.

Unit

A Catapult standard resource.

A unit is part of a qualification that provides a learner with specific skills and knowledge to be
deemed competent in a specific workplace task.

Units are written to the standards as prescribed on training.gov.au.

Unit Home (Page)
The landing page Section of a Units Online Variant.
Hosts About this Unit Information and Home Page Buttons.

Unit Information (Section)
A Supporting Info Section used to display the information found on a Unit's training.gov.au page.
This information is imported into Edify when a Unit is created.
Uses a Custom description to format the data:
{{Unit::INFORMATION}}
By default, this page is presented as a table that contains the:

* Unit code

«  Unit title

+ Application

+ Unit sector

+ Unit mapping information

+ Foundation skills

+ Assessment conditions

Unit Mapping (Section)

A Supporting Info Section is used to display a Unit's Mapping.

Uses a Custom description to format the data:

{{Unit::MAPPING}}

The Section displays a table of the Mapping Components and any Assessment Components that
have been mapped to them.
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Unit Overview (Page)
The landing page of a Unit in Edify.
This page displays basic information about the Unit:
+ The Package the Unit is set to
+ The Organisation the Unit belongs to
+ The About this Unit content
NRT Units will also display data imported from training.gov.au:
+ Application
* Pre-requisite Unit
+ Unit Sector
+ Unit Mapping Information
+ Foundation Skills
+ Assessment conditions

Unit Specific

Media Library Assets that can only be used in the particular Unit it was uploaded to.

Assets can be moved from the Unit Specific category to the Common Media category. Assets
cannot be moved from Common Media to Unit Specific—they must be re-uploaded as a Unit
Specific Asset.

Assets in the Unit Specific tab can be Archived.

Also refer to Media Library.

V5

A Catapult standard product version.

Contains Skills Recognition, Knowledge Questions and Performance Tasks as standard Sections.
Optional Projects Section.

V6

A Catapult standard product version.

Contains Skills Recognition, Knowledge Questions, Projects and Practical Assessment as
standard Sections.

Version (Status)

Refers to the number of updates a Unit has had as either a Major Version or Minor Version.
The first time a Unit is published in the LMS, it will be labelled as v1.0 (version 1.0).

Major updates will increase the number e.g. v1.0 will become v2.0.

Minor updates will alter the version number after the dot point e.g. v1.0 will become version
v1.1. The number after the dot point will continue to increase each time a Minor version is
published until a Major version if published, at which point it will return to 0.

Versions can be viewed by Admin Users on the enrolment page in the Catapult LMS.

See Major Version and Minor Version.

Video (Component)
A type of component used for adding videos to a Block of the Learning Resource.
Has options for setting the width and alignment of the video in the content.
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