
Add/Edit Custom Content 
 
Our Premium subscription plans enable you to add custom content as lessons to your training modules. 
Currently supported content includes YouTube videos, MP4 videos, .MOV videos, PowerPoint "show" 
files and pdf documents.  
 
Click on the Add Content button to open the 
content edit form. Enter a title for the content. 
The title will be shown within the lesson list and 
on the lesson page in the Team portal. Next, 
enter a brief description for this lesson. This 
description will be displayed on the lesson page. 
 
Use the WYSIWYG (What You See Is What You 
Get) editor to create the lesson page. The editor 
functions much like that of a word document. 
Simply type in or copy and paste text into the 
form. 
 
Use the WYSIWYG toolbar to change font sizes, 
colors, styles and other attributes to obtain the 
desired layout. Use the Full Screen tool to enlarge 
your screen view for easier editing. 
 
You can insert videos, images, and other items by 
selecting from the toolbar. The YouTube tool 
allows you to inset the link to the YouTube or 
Vimeo channel video you want to display. The 
Upload file tool allows you to upload supported 
videos, images and documents. 
 
Use the Preview tool to view what your form will 
look like when viewed from the Team Portal. 
 
You can use Tags as a way of categorizing custom 
content, quizzes and training modules into groups 
for easy reference and organization. For example, 
by tagging all menu related training content, 
quizzes and modules with the term Menu, you can 
then use the Tag filter to only list content tagged 
as Menu. 
 
Check the Active box to activate this content when 
you have completed all changes.  
 
Click on Add Content to save your changes. 


