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1. INTRODUCTION
This guide is designed to answer technical questions related to the MOTIVA E-Learning facility and our online
training courses. Training support is available by email at info@motiva-training.com or by telephone at (613) 8340712. Technical questions relating to the website itself should be directed to Skillspark at support@skillspark.ca
or toll-free at 1-877-747-7275.

1.1 BEFORE YOU BEGIN – YOUR COMPUTER REQUIREMENTS
In order to facilitate your use of MOTIVA E-Learning training, please read through the following guidelines:
•

•

•
•

MOTIVA E-Learning web pages are best viewed when using the most recent browser versions
available for use on the internet. Participants should use compatible internet browsers such as Microsoft
Internet Explorer (version 6 or later) or Mozilla Firefox (version 8 or later) and the participant computer
must be able to receive and play sound in their internet browser.
The training material includes graphics and sound embedded into PowerPoint files that have been
converted to Flash Video. Adobe Flash, which can be downloaded from http://get.adobe.com/flashplayer/,
is required to view the presentations.
Candidates will also need Adobe Reader, which can be downloaded from http://get.adobe.com/reader/.
Since this is an online course, a dependable Internet connection is necessary.

Please Note:
If you are experiencing technical difficulties with MOTIVA E-Learning, please make sure that you have
downloaded and installed the latest version of your Internet browser before contacting our technical support team.

1.2 THE FIRST THING TO DO IS CREATE YOUR ACCOUNT
The MOTIVA E-Learning website can be reached at motiva.skillspark.net/ or through the Online Training link
at http://www.motiva-training.com. Either of these methods will bring users to the login page for MOTIVA ELearning. From this page you can create an account, login to your account, or view the Course Catalogue.
See the red arrow below. Click on the “Create an account” hyperlink and you will be taken to a page to enter the
details for your new E-Learning account.
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Below is the account creation screen. The login (choose a user name) and password is required in order to
create the account that you will use during your training. If you have any difficulties registering for Online
Training, please contact MOTIVA at info@motiva-training.com.
All of the white boxes that have a little red star beside them must be completed.

After viewing the Course Catalogue, find the course you desire to take and send a message to the staff of
MOTIVA (info@motiva-training.com) indicating your selection of desired course.

1.3 BEFORE YOU COMMENCE ANY TRAINING, PLEASE LOG IN
The MOTIVA E-Learning website can be reached at motiva.skillspark.net/ or through the Online Training link
at http://www.motiva-training.com. Either of these methods will bring users to the welcome page for MOTIVA
E-Learning. This page allows users to login to their training accounts.

Users will be prompted for their User Name and Password. When entered correctly, you will be directed to your
MOTIVA E-Learning homepage. See Section 2 which follows this one.
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2. TAKING A COURSE
2.1 YOUR REGISTERED COURSES ARE LISTED
The MOTIVA E-Learning participant home page is the first page that is brought up after you have
successfully entered your Login and Password.
This page contains a list of available courses, and a set of simple participant tools. You will be allowed to access
only those courses for which you are registered. Click on the course name to see the list of lessons in that
course.

This will open up the list of lessons for that course. In the exampe below, there are six lessons and these have
been divided up (for bandwidth) into thirteen different presentations. The first lesson (Introduction) is shown in
normal font. That means it is available to the participant. The following lessons are washed out or subdued. This
means that they are not available to the participant.
The following extract from a Home Page shows that only the first lesson is available until it has been completed,
after which the next lesson will become available. This is one of the rules of this course. The lessons must be
viewed in sequence.

This lesson is available

Not yet available
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For those courses, for which you are not registered, you will be noted as a “visitor” and will not have access to
those training materials.

If you have further difficulties accessing the Online Training site, please contact MOTIVA at info@motivatraining.com.

2.2 NAVIGATING YOUR HOME PAGE
This page is made up of three important sections:
•
•
•

One link at the top left of the page (Home)
Tools menu on the right side of the page
Content located in the centre of the page

This is John Smith’s Home Page
this

1
2

3

The “Home” (1) link allows you to always return to this page and will bring you back to this main screen.
In the “Tools” (2) menu, you can access your Dashboard; the Course Catalog of available courses; your Message
centre; and a link to Reports, where you can review and download reports of your own progress.
The online courses are listed in the “my Courses” (3) section, showing sessions you have registered for. Click on
a session to access your online course.
The Tools (Dashboard) page and the Contents Section are discussed in Sectin 2.3.
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2.3 NAVIGATING YOUR DASHBOARD PAGE
The participant Dashboard page contains the same links as the Tools Menu on the participant Home page:
•

A link to the Dashboard page (current page) which includes links to the courses assigned to you under
“My Courses;” the “Course Catalog” of available courses; your “Messages” centre; and a link to “Reports,”
where you can review and download reports of your own progress.

•

A link to the participant Account page, so that passwords and other personal details can be modified as
needed

•

A link to the participant Learning page which lists all of the courses and lessons allocated to that
participant.

•

A link to a Role page, which lists the roles assigned to that particpiant by the system administrator. Only
professors and admin personnel will have roles assigned. Participants will normally only have the role of
Student assigned to them.

•

A link to a repository of participant-loaded files.

This graphic shows a trainee participant Dashboard. This page also contains a section for a participant wall to
post notes and a listing of the other people involved in the same courses as the participant, either as students,
professors, or administrators.

This is Will Smith’s Dashboard Page
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2.4 EACH COURSE CONTAINS LESSONS

To start your online course, go to the Home page and
click on a course in which you are registered.
Click on the the lesson. This action will open the Control
Panel for this lesson as shown on below.

All Lesson Control Panel pages are identically
structured and each lesson will present the same type
of information. Click on the “Start Lesson” button.

This is the Lesson Control Panel

The lesson control panel also serves as the repository of other publications which have been associated with the
course and are available for download by the participant.
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Note that the top line of the Control Panel (shown here again) remains unchanged from other pages and allows
you to return to the Home Page or logout at any time.

Each lesson starts the same way. Click on the Start Unit button:

This will open the presentation as shown on the following page.

2.5 EACH LESSON OPENS IN A SEPARATE WINDOW
The lessons are presented in a Powerpoint style and the navigation buttons are part of the window. You may use
the navigation buttons shown within the presentation to move from screen to screen or you may use the
navigation buttons shown at the bottom of the presentation.
Lesson slides contain animations and/or voice overs on most slides, but not all.

IMPORTANT: Each slide must be viewed individually or the course tracking software will not count the course
materials as having been completed and you will not be able to continue through the next lession.

TAKE YOUR TIME!!!!!
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2.6 SOME LESSONS HAVE LINKS TO EXTERNAL MATERIAL
In some cases, you will be asked to download some PDF documents. These documents are located in Shared
Files area on the Lesson Control Panel as shown here.

These materials can be helpful in providing depth to the information provided in the lessons. They can be saved
for use later.

2.7 COMPLETING EACH LESSON
Close the lesson window when the lesson is completed. You will then be presented with the following screen.

3

4

5

1
2

Note that the “Progress bar” (1) on the right side shows 100%, indicating lesson comletion. If you wish to review
the lesson again, click on “Start Unit” (2) button and the lesson will replay. Selecting the “Next Lesson” (3) will
open the Control Panel for the following lesson. Selecting “Control Panel” (4) will open the Control Panel for this
lesson again. Selecting “My Courses” (5) will open your Home page with the listing of your courses.
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3. CONFIRMING LEARNING
3.1 SIMPLE TESTS
All MOTIVA E-Learning courses have one or more tests throughout the course. Each end-of-lesson test will
pose between 4 and 6 questions of varying types. Each end-of-course test poses between 10 and 20 questions
requiring a “true” or “false” answer. There is no time limit to answer the questions. These tests will always appear
after a lesson: either each lesson during the course, or after the last lesson. In all cases, the Control Panel for the
lesson that has a test will look like this.

1

2
Note the presence of a test in the Lesson at “Chapter 4 test” (1). To take the test, the Test Page Control Panel
(shown below) is opened by clicking on the right arrow at the bottom of the page “Chapter 4 test ” (2).

This is the Test Page Control Panel
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Below is an example of a completed test. Note that the “Progress bar” on the right side shows 100%, indicating
both lesson and test completion. (Remember to go through the presentations slowly enough for the system to
recognise that you have seen all of the material.) Selecting the “Next Lesson” will open the Control Panel for the
following lesson. Selecting “Control Panel” will open the Control Panel for this lesson again. Selecting “My
Courses” will open your Home page with the listing of your courses.
Also note the oval below that indicates that this (and all) tests can be retaken.

An overall grade of 70% is required for candidates to receive a Certificate of Successful Completion. Answers
are marked automatically and participants are able to see their test grade, along with the test answers
immediately.
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4. END-OF-COURSE LOGISTICS
4.1 TELL US HOW WE CAN SERVE YOU BETTER NEXT TIME
We work for you – your feedback helps us to serve you better! It is important for the success of MOTIVA ELearning to quickly identify areas of improvement. We need to know how to do better next time. Please take a
few moments to fill out the course evaluation once the course is completed.
Here is a sampe test page that is in the last lesson of a course. A feedback unit is in the same lesson and it can
be accessed as soon as the test is finished.

Note the “Feedback” option. It is available whenever feedback is in the same Lesson. Clicking on it will open the
Feedback Control Panel as shown in the next graphic.
Clicking on the option at the bottom right will take you to the actual feedback questions.

This is the Feedback Control Panel

Most of the feedback survey questions have five choices, but feel free to include comments at the end of the
evaluation in the section provided if you would like to provide further feedback on our training. When you are
finished with the evaluation, click on the “Submit” button.
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4.2 CERTIFICATES
Certificates will be forwarded by MOTIVA staff on receipt of confirmation of meeting course requirements. The
MOTIVA E-Learning site generates pdf certificates that look like the one shown below. On confirmation of
completion, the certificate is e-mailed to the particpant.
This is a sample certificate.

4.3 HELP IS JUST A PHONE CALL (OR E-MAIL) AWAY
Training support is available by email at info@motiva-training.com or by telephone at (613) 834-0712. Technical
questions relating to the website itself should be directed to Skillspark at support@skillspark.ca or toll-free at 1877-747-7275.
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