
Activity Request Process
eCourses or Web-Based Training

1. Design & Develop the 
Training/Course/Activity and 

finalize content.

Refer to UCOP’s guide to 
eLearning Products for time 

estimates.

2. Produce a SCORM package, 
PDF file, video file, or YouTube 
link and include with request 

form.*

3. Download, complete, and 
submit an eCourse Activity 

Request Form and course file** 
or link to ucrlearning@ucr.edu

4. UCLC admin will test the 
activity functionality in the 

UCLC in the three major web 
browsers, reporting back any 

issues.

5. If needed, correct any issues 
discovered during testing and 
resubmit file to UCLC admin. 
Steps 4 & 5 will repeat until 

course passes testing.

6. UCLC admin will load course 
into production and notify you 

it is available.
7. Advertise activity to learners.

Optional: Request any 
scheduled attendance reports 

that may be needed.

*We recommend testing SCORM packages in SCORM Cloud before submission to the UCLC. Additional file formats may be acceptable, 
contact ucrlearning@ucr.edu with any questions about additional options. Note, YouTube video links may only be used by a single 
UC campus.
**A UCLC SharePoint site is available for file sharing if needed. Contact ucrlearning@ucr.edu to gain access to the site.

https://www.ucop.edu/human-resources/staff/talent-management-acquisition/instructional-and-web-design/elearning-products.html
https://ucrlearning.ucr.edu/add-learning-activities
https://ucrlearning.ucr.edu/add-learning-activities
mailto:ucrlearning@ucr.edu
mailto:ucrlearning@ucr.edu
mailto:ucrlearning@ucr.edu

	Activity Request Process�Instructor-Led Training
	Activity Request Process�eCourses or Web-Based Training

