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About This Handbook

This handbook is intended for all general users of TRAIN. This document covers all basic information
needed to effectively use TRAIN and manage your online learning. If you have any questions regarding
the contents of this document or if this document does not answer your questions, please contact your
TRAIN administrator or Public Health Foundation (PHF).

New Items for this release include:
e Page 10: Google Translate
e Page 41: TRAIN Mobile



TRAIN Basics

Getting started in TRAIN is easy; all you need is an account at www.TRAIN.org. Each participant state
has its own portal. Portals are different ways of accessing the same information. If you don’t see your

state listed below, you can always use www.TRAIN.org.

State Affiliates and Organizations

e Arizona http://az. TRAIN.org g
e Arkansas http://AR.TRAIN.org —_— e el
e CDC http://cdc.train.org =
e Colorado http://www.CO.TRAIN.org :::::Zd
e Connecticut http://CT.TRAIN.org Delaware
e Delaware http://DE.TRAIN.org i Sonices Attt
e Florida http://f. TRAIN.org Medca Reserve Corpe
¢ Hawai http://www.HAWAILTRAIN.org e
¢ HRSA https://hrsa. TRAIN.org Havai
o Idaho http:/id. TRAIN.org -
e lllinois http://i. TRAIN.org
e Indiana http://in.train.org Conters for Disease Florida
e Kansas http://KS.TRAIN.org S
e Kentucky http://KY.TRAIN.org
¢ Michigan http://MI.TRAIN.org Select your state > [ Wiaine
Maryland ™
¢ Minnesota http://mn.TRAIN.org Massachusetts
e MRC http://www.MRC.TRAIN.org Michigan
e New Mexico https://nm.TRAIN.org Minnesota
e Ohio http://OH.TRAIN.org Mississippi
« Oklahoma hitp://OK. TRAIN.org Missour
Montana
¢ Rhode Island http://RI.TRAIN.org Nevada
e Texas http://TX.TRAIN.org New Hampshire
e Utah http://Awww.UT.TRAIN.org New Jersey
e VHA http://vha. TRAIN.org New Mexico
e Virginia http://VA.TRAIN.org New York
Morth Carolina
*  Washington http://WA.TRAIN.org (coming soon) North Dakota
e Wisconsin http://WI.TRAIN.org Ohio
e West Virginia http://WV.TRAIN.org Oklahoma v
e Wyoming http://WY.TRAIN.org



http://www.train.org/
http://www.train.org/
http://az.train.org/
http://ar.train.org/
http://cdc.train.org/
http://www.co.train.org/
http://ct.train.org/
http://de.train.org/
http://fl.train.org/
http://www.hawaii.train.org/
https://hrsa.train.org/
http://id.train.org/
http://i.train.org/
http://in.train.org/
http://ks.train.org/
http://ky.train.org/
http://mi.train.org/
http://mn.train.org/
http://www.mrc.train.org/
https://nm.train.org/
http://oh.train.org/
http://or.train.org/
http://ok.train.org/
http://ri.train.org/
http://tx.train.org/
http://va.train.org/
http://wi.train.org/
http://wv.train.org/
http://wy.train.org/
https://vha.train.org/DesktopShell.aspx

Creating a TRAIN Account
Anyone can create a TRAIN user account. It's a free process and is open to all. To create an account,

you’ll need a few pieces of information, such as your email

address and work setting. Once your account is setup, you'll Login Name

have full access to your state’s list of training courses. Passward

Important: Most of the content listed on TRAIN is generated e

by third parties. This means that the content may have been B

created across multiple platforms and the technical Forgot Login Name/Password

requirements for accessing each course may vary depending -OR-
on the individual Course Provider’s preferences and settings.
Please see the Error! Reference source not found. section

elow.

TO CREATE A TRAIN ACCOUNT:

1. Locate and access your state or organization’s portal address from the State Affiliates and
Organizations list above. Or, if you don’t see an appropriate portal listed above, use
www.TRAIN.org.

2. Within the portal page, click the JOIN button. This will be on the left side of the page.
Read and agree to the TRAIN Policies.

. ) Required Fields
4. The next page in the account creation q

process will guide you through providing the | | o5in Hame *

. . . Login Name is required
required information for your TRAIN .
Password

account. Any field noted with a red asterisk Password is required
. . . . *
(*) is required — this will remain true through | ConimPassword = ¢ e b o word field is required

the site. Your TRAIN account will not be First Name *
First Name is required

created until all required fields are provided.
Important: If you would like to receive emails from TRAIN, please consider the email receipt
options carefully. There are two options for receiving email:

a. | would like to receive emails from TRAIN

b. Iwould like to receive notifications about the updates by email
For more information on the TRAIN email options and processes, please see the Email Receipt
Options section below.

5. Once your required fields are complete, the next page displays a dynamic series of dropdown
menus, available by clicking on the “Select Groups” button. This is how your group assignment is
determined. Everything in TRAIN has a group assignment. Iltems assigned to one group, cannot
be accessed by another group. Groups can be divided in a variety of ways in TRAIN; some

examples include geographically (states, counties, cities), organizationally (health department,


http://www.train.org/
https://www.train.org/About/Policies.aspx/

department of corrections, police department), professionally (physicians, nurses, general public
health staff), among others. Groups help ensure that the appropriate content is delivered to the
appropriate users. In selecting your groups, please be as accurate as possible (you can always
change your group assignment after your account is created). If you have questions about which
groups to place yourself in, please contact your TRAIN affiliate administrator.

a. Within the group assignment process, you are allowed to select groups for several
different TRAIN portals: your state portal; Medical Reserve Corps (MRC); and the
Centers for Disease Control and Prevention (CDC); and the Health Resources and
Services Administration (HRSA).

b. Itis strongly suggested that you add yourself to the corresponding state portal groups. To
do so, click the ‘Select Groups’ button next to that portal on the group selection page.

c. You can also select group for HRSA, CDC, and MRC participation. To do so, simply click
the ‘Select Groups’ button next to each portal. A popup window will appear to walk you
through selecting the correct groups.

Note: Selecting “Remove Groups” will remove all groups below that portal only.

6. Next, you will describe your professional role. Use the checkboxes next to each listing and follow
the onscreen instructions.

7. You're almost done! The last required step, is to provide your work settings. Use the checkboxes
next to each listing and follow the onscreen instructions.

8. The last step is demographic information and is entirely optional; but we encourage you to

provide your feedback as it will help us improve the TRAIN experience. Thanks!

Important: When creating a new TRAIN account, please do not use your internet browser’s ‘Back’ button.
If you need to navigate the account creation wizard, please use the ‘Back’ and ‘Next’ Back | | Mext

buttons provided within the interface.

Email Receipt Options (=] Email Options
As a TRAIN user, you have the option to receive

. . Hellg,
emails from TRAIN. TRAIN automatically sends =he
important email reminders, updates and notifications. You are currently not enrolled to receive emails

from TRAIM.

You can opt-out of these notifications; but in doing Would ke t ) e TRAIN?
Would you like to receive emails from .

so, may miss vital information.

[Yes ] [No ]

If you do not want to receive emails from TRAIN,

simply follow the onscreen instructions and select No

when prompted about continuing to receive TRAIN emails.

If you do want to continue to receive TRAIN emails, select Yes when prompted. Next, confirm that the

email we have on file for you is valid. Lastly, open you email inbox, location the confirmation message



from TRAIN and click on the confirmation link within that email. This will confirm your email address and

you will continue to receive emails from TRAIN.

If you need to change your email receipt settings later, please follow the steps outlined in the Opting Out
of TRAIN Emails and Opting In to Receive TRAIN Emails sections below.

Opting Out of TRAIN Emails
1. If you are a new user setting up your account for the first time and do not wish to receive emails
from TRAIN, leave the, | would like to receive emails from TRAIN, option unchecked. This option
will appear after you agree to the TRAIN Policies.
2. If you are an existing user and you do not want to receive emails from TRAIN, login to your
TRAIN account. On the home page, click the My Account link and uncheck the, | would like to

receive emails from TRAIN, option. Be sure to save your changes!

Opting In to Receive TRAIN Emails
If you want to receive emails from TRAIN, you will first need to follow a few simple steps to confirm your

email address.
TO RECEIVE TRAIN EMAILS:

1. Loginto your TRAIN account.

2. Onthe Home page, click the My Account link.
In the My Account interface, below the personal data fields, select the option, | would like to
receive emails from TRAIN.

4. Click OK to send the confirmation email.
Open your email account and locate the confirmation email from TRAIN. It may take a few
minutes for the confirmation email to be sent. The confirmation email might also be filtered as
spam, so be sure to check your junk folder.

6. Lastly, click on the link in the confirmation email. You can now receive emails from TRAIN.
TRAIN will periodically (approximately every 12 months) ask you to reconfirm your email address.
This is for your protection and to help prevent the delivery of TRAIN emails to those users who

wish not to receive them.

Navigating TRAIN

The TRAIN navigation tools are designed with the end user in mind. They are intended to be simple and
universal. This means that navigation lists or tabs on one page, will function almost identically on all other
pages. We hope you will feel free to explore the TRAIN site; finding your way back is easy, so don’t be

afraid to lose yourself in TRAIN!



Tab Navigation

The tabs across the top of the TRAIN site are the main navigation for TRAIN. These tabs divide TRAIN
content into logical parts. The most common access points are the Course Search Box and Resources.
These tabs contain the most content and are good places for new users to start looking for learning
material.

List Navigation

On various pages throughout TRAIN, you will encounter some additional list menus on the left side of the
page. Whereas tabs help navigate across pages in TRAIN, the list menus are aimed more at internal
page navigation. Although not all lists will function this way, most list items, when clicked, will refresh the
content of the current page and will not move you to a new page. For example, if you navigate to the
Resources tab, you will then use the list items on the left to select individual resources.

=

Keyword or Course ID Advanced

Upcoming Events ¥ My Learning

Community-based Disaster Risk Reduction Conference Call/Webinar : 3/7/2013
Join by Phone: Dial: 388-469-0502 Passcode: 3543931 Join by... (more) Course Name “ Status Format
CDC's Hepatitis C Testing Recommendations- Be a Part of the ‘Action’ in the Viral
Hepatitis Action Plan : 3/13/2013 (more) 2005 09:CMED PHGRs "Toward an  In Progress ‘Webcast (on
Practice in Action Webinar Series : 3/14/2013 Public Heakth, Farmers Markets and Food Epidemiology of Elder Abuse” demand)
Access: Lessons Learned Working... (more) Stress and Ti i In Progr Web-based
VCA-E3: 3/19/2013 - 3/21/2013 (more) Module 1024346 Training - Self-
TB Technical i for Civil 2 icati for Health D 7 study
41312013 (more) WPHN Orientation: 1. PHN Practice ~ Post-Assessment Web-based
VCA-E3: 4/8/2013 - 4/22/2013 (more) Model Pending Training - Self-
Joint Ci I p : 5/8/2013 - 5/9/2013 study

(more)

Joint Criminal-Epi i i igati p : 5/30/2013 - 5/31/2013
(more) TRAIN Transcript | | Archived Courses | | Current Courses
Advanced STD Intervention ( ASTDI ) : 7/30/2013 - 8/2/2013 (more)

Open Calendar | Search by Date

Obtaining Continuing Education for CDC Courses
Please be aware that if you are taking a CDC course that offers continuing education (CE),
TRAIN does not maintain CDC's CE. You must register with CDC’s CE evaluation system,

TCE Online at http://‘www.cdc.govTCEOnIine/ in order to obtain CE. Instructions for
Obtaining CDC Course CE » My Links
‘Welcome to CDC TRAIN!

Thank you for joining CDC TRAIN. We look forward to working with all of you and your
colleagues to make CDC TRAIN a great success! We will be adding CDC courses and
creating CDC Training Plans with curriculum suggested by CDC subject matter experts. In
addition, you will find CDC resources and discussion boards on TRAIN. For additional
CDC learning content and resources, please visitthe CODC Learning Connection.

Announcements
and Upcoming Events Spotlight and
Other Links




Google Translate
Along the bottom of any TRAIN webpage will be a ‘Select Language’ module for Google Translate, when

used this module allows the option of translating the current web page to any desired language available.

Groups
The TRAIN grouping structure is an essential part of TRAIN. So much, that it is beneficial for end users to
be aware of it. Everything within TRAIN, from user accounts, course links, and even announcements has

a group structure assignment. The benefit is that users can only access content assigned to the same

group as their user account. For example, in the group structure illustrated to the

right, imagine a user assigned to the Craig County group. Users in this group will Adeinistiators
. . . . +-Al dri
see any content assigned to Craig County, Alleghany or Virginia. A user in the L N?:;:m::
Craig County group will not see content assigned to Arlington, Clinton Forge, or Alleghany Courty
Botetourt Courty
any other region or county. If you are trying to locate a piece of content, but clifton Forge
" . . Cralg County
cannot, it's possible that content has not been opened to your group. This is Roanoke County
something your TRAIN administrator can clarify and correct. Et-Arlington
H-Central Shenandoah

10



Managing Your TRAIN Account

Some users are very involved in managing their TRAIN account while others only access their account
once a year for recurring training requirements. The amount of user involvement with TRAIN varies

greatly. Fortunately, if you're a seasoned pro or seldom visitor, managing your
. . | My Account | Logoff
TRAIN account is a piece of cake!

After logging into your TRAIN account, on the Home page, you should notice a HF

F'sn Healh bentoam

section of the page called Dashboard; there is also a My Account link in the

where most of your actual account _
* My Learning

management will stem from.

Course Name = Status Format
My Account 2005 09:CMED PHGRs "Towardan  In Progress Webcast (on
. . Epidemiology of Elder Abuse demand)
In the TRAIN banner, you will notice a My Stress and Management Techniques In Progress Web-based
. T Module 1024346 Training - Self-
Account link. Use this link to access the My study :
Account management interface. Within the WPHM Crientation: 1. PHM Practice Pust—.ﬁssessment "."."elb—lbased
Model Fending Training - Seli-
My Account management interface, there study
are three tabs: TRAIN Transcript || Archived Courses || Current Courses
e Detalils -
r My Certificates
e Groups
» My Training Plans
o My Profile

r My Surveys
The sections below will outline what .
» My Links
information is accessible for each tab in the
My Account management interface. When making changes to any tab in the My Account management
interface, be sure to use the ‘Save and Back’ button at the bottom of the page to save your changes. You

can also use the ‘Cancel’ button to move back to the TRAIN Home page without saving your changes.

Details
Within the Details section of the My Account management interface, you can adjust the following personal

information:

e First and last name

e Account password

e Personal title, organization and department information
e Address data

e Contact email and telephone

e Password security question

11



Within the Details section, you can also request the Course Provider and Conference Presenter roles.
The details of this process are discussed below in the Becoming a Course Provider and Becoming a

Conference Presenter sections of this handbook.

Groups
The Groups section of the My Account management interface will show your state’s grouping structure.
This will appear as a nested tree (meaning groups can have parent, child and sibling groups). Groups to

which you are assigned will appear as bold within the tree.
Below the group tree are two buttons, ‘Edit’ and ‘Edit Primary Groups:’

e Use the ‘Edit’ button to completely reset and redefine your group assignment.
e If you are assigned to multiple group, you can use the ‘Edit Primary Groups’ button to define your
primary role. For example if you are assigned to two different departments, but most of your work

is for just one department, you can list that department group as your primary group.

My Profile

The My Profile section of the My Account management interface allows you to set your user attributes.
User attributes can be customized per state; but there are also national user attributes that every user
must provide. User attributes are a way for state administrators to collect information that falls beyond the

scope of typical account data.

At the top of the My Profile interface, there is an attribute dropdown menu. Use this menu to change
which attribute you want to edit. Selecting a new item in the dropdown will change the selection options

shown on the page.

Details Groups My Profile

Please choose a category of additional user attributes: [F‘rofessiunal Raole E)

Please take a minute to review all roles before making your selection.

Please select up to three (3) Professional Roles that best match your profession, and select Specialization where available.
If the "Other" option is selected, please enter specialization.

Professional Role Value
[]|Allied Health Professional Select |E|
[]|Administrator / Director / Manager

Becoming a Course Provider
One of the unique things about TRAIN is that any user can potentially become a Course Provider. But
what exactly is a Course Provider? Truth be told, the Course Provider role varies quite a bit form state to

state. Nevertheless, a Course Provider can generally be thought of as a user within TRAIN who:

e Creates and uploads learning content to TRAIN.

¢ Maintains existing learning content to keep it current and relevant.

12



e Manages Course Rosters and Course Registration statuses.
e Assists users with accessing uploaded content.

o Works with TRAIN administrator to accomplish the goals of TRAIN in that state.
TO BECOME A COURSE PROVIDER:

1. Becoming a Course Provider is an approval process. You will need to submit your TRAIN
account, along with some additional details, to your TRAIN administrator. If your administrator
finds your application appropriate, they will approve you as a Course Provider. TRAIN
administrators can also decline or request more information about your Course Provider status.
Login to your TRAIN account go to the Home page.

Click the My Account link in the TRAIN banner.

Scroll to the bottom of the My Account management interface and click on Request Course
Provider Role. Upon clicking this link, a new form will be revealed at the bottom of the page.
Fill out the Course Provider form as completely and accurately as possible.

Click Save.

Your request will now be sent to your TRAIN administrator for approval. You will receive a

confirmation email as will your administrator.

Course Provider role

Request Course Provider Role

Conference Presenter role

Requestio Become a Conference Presenter

Becoming a Conference Presenter

TRAIN Conferences are a relatively new feature. The Conference package allows Conference Providers
(i.e., those folks who create and manage the conference record within TRAIN) to create a conference,
give it sessions and then assign sessions to individual Conference Presenters. If you would like your
name considered as a potential Conference Presenter, you will first need to submit your name for

approval on the Conference Presenter list.

The steps for doing this are almost identical to the steps for becoming a Course Provider.
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TO BECOME A CONFERENCE PRESENTER!:

14

1.

Becoming a Conference Presenter is an approval process. You will need to submit your TRAIN
account, along with some additional details, to your TRAIN administrator. If your administrator
finds your application appropriate, they will approve you as a Conference Presenter. TRAIN
administrators can also decline or request more information about your Conference Presenter
status.

Login to your TRAIN account go to the Home page.

Click the My Account link in the TRAIN banner.

Scroll to the bottom of the My Account management interface and click on Request to Become a
Conference Presenter. Upon clicking this link, a new form will be revealed at the bottom of the
page.

Fill out the Conference Presenter form as completely and accurately as possible.

Click Save.

Your request will now be sent to your TRAIN administrator for approval. You will receive a

confirmation email as will your administrator.



Managing Course Registrations

Course Registrations are a huge part of TRAIN. Arguably, this is why users come to TRAIN, so they can
register for courses and have their progress tracked and rewarded! This portion of the handbook covers

the basics of registering for a course, launching the course, and receiving credit for the course.

Important: Please note that the content posted on TRAIN is from third party providers. KMi cannot
support or assist with technical issues that may arise within the course. If you do encounter an error

within a course, please contact the course provider.

Registering for Courses on TRAIN

The Course Registration process can take on many forms. Course Registration also has a variety of
access points. In short, the process of Course Registration is pretty self-explanatory; if there is a course
on TRAIN that you would like to complete, you will need to register for that course. This will place you on
the Course Roster. The first step to registering is locating the appropriate course. If you have already
located the course you want to register for, feel free to skip to the Course Registration section of this

handbook.
Keyword or Course 1D Advanced
Locating Courses on TRAIN

There are a handful of ways users can locate courses on TRAIN:

e Course Search/Advanced
e Calendar

e CourseID

e Direct Link

e Administrator Assignment

Course Search and Advanced Tab
(Course Search is only available for some affiliates who have requested it; however, the Advanced tab

links to the same interface)

To search for a course, you do not actually need to be logged in to your TRAIN account. However, we
recommend that you do first login as login will be required to complete any Course Registration. More so,
the search process has several search criteria for you to choose from. This means that you can search by
different items such as, intended audience, by the course format, by the date the course was released,
etc. This section will not cover each individual search criteria, but the inputs for each function in a very
similar way. It's simply a matter of which criteria you want to search by. If you don’t find what you’re
looking with one type of criteria search, feel free to try the others! A Show Expired Courses filter is also

available on the Course Search results page.

TO SEARCH FOR A COURSE:
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1. Click the Course Search or Advanced tab in the top navigation bar; or simply enter your key
word into the search field in the navigation bar.

2. If you use Course Search or Advanced, on the following page you can click Browse to see a
full list of all courses. Or, you can click search to do a normal keyword search. Lastly, you can
choose from any of the relevant criteria listed on the left. Choosing any of the search criteria
options will open the parameters page for that criterion. Simply enter your parameters and click
Search.

3. The resulting list will display all courses that meet your search criteria. Click on the name of the
appropriate course and you will be taken to the Course Details page.

4. Note: For security purposes, the following words and characters are not included in search
terms:

- > are do i n Since u you

! 0 as e if never Some under your

# 1 at each in now Still up z

$ 2 b f into 0 such v

% 3 be for is of T very

( 4 because from it on take w

) 5 been g j only than was

* 6 before get k or that way

, 7 being got I other The we

8 between h like our their well

/ 9 both had m out them were

? a but has make over then what

@ about by have many p there where

\ after c he me q these which

A all came her might r they while

_ also can here more s This who

an come him most said those with

+ and could himself much same through would

< another d his must see To X

= any did how my should Too y

Note: Under the Course Search or Advanced functions, there is also a Browse My State option.

Selecting this option will return all courses that originate from your affiliate state.

Note: State administrators also have the option to request that subgroups within their state be listed as

search filters on the course search and calendar tabs. When this option is on, the requested group name

will appear as an additional filter on the search pages. This filter will not remove courses that you have

administrator rights to, but for end users, the filter will show a list of courses that are explicitly available for

the defined group. The filtered course list will not include courses inherited via national availability.
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Saved Search Criteria
TRAIN allows users to save their search criteria. This is useful if you will be searching for the same type
of course multiple times. With saved search criteria, you don’t need to re-pick your search parameters;

simply rerun your saved search.

Saved searches can also be set to send you an email notification when new courses are added to TRAIN
that meet your saved criteria. This is particularly useful if you want to be notified when new courses on a
particular subject are released. Turning on saved search notifications can save you the hassle of

rerunning searches.
Saved Search Criteria

TO SAVE, EDIT AND RUN SEARCH CRITERIA:
& > Advanced Search

Run your course search as normal.
Click Save Criteria after the search completes and the list of courses is returned.

Provide a name for the search criteria you wish to save.

A w0 DdPE

There will be a checkbox option for receiving email notifications about new courses that meet

your saved criteria.

5. Torun a saved search criteria, simply click on the name of the saved data. When rerunning a
search, the results will be updated live with the dynamic data inputted by the course providers.

6. To edit any aspect of the saved search criteria, click the Pencil Icon (i"?) next to the appropriate

criteria. To delete a saved search criteria, use the Delete Icon (X) next to the appropriate criteria.

Search by Course ID

Every course in TRAIN has a Course ID. Sometimes, if you know exactly what course you're looking for;
finding it by Course ID can be the easiest way. Over the years, we’ve found that TRAIN administrators
prefer Course IDs because they are unambiguous. Search by Course ID is only available after you have

logged in.
TO SEARCH BY COURSE ID:

Login to your TRAIN account.
Look to the TRAIN navigation bar.
Enter the Course ID into the Keyword or Course ID field on the right side of the navigation items.

Click the search icon or hit enter on your keyboard.

o A~ 0w Dd e

This will return a one course list, of the course record that matches your inputted Course ID. If no
courses are returned, then the Course ID you entered might be incorrect or that course might not
be available at the time.

6. Click on the name of the course and you will be taken to the Course Details page.

Calendar Tab
Important: Not all affiliate states have access to the Calendar. For clarification on whether your state has

access to the Calendar, please consult your TRAIN administrator.
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Within TRAIN, there are several formats a course can take on. Formats describe how the course is

delivered. For example, an eCourse differs from a live event webinar. eCourses are available always and
can be accessed on demand; whereas, live event webinars are only accessible for a specified period and
at a specified location (either web or physical address). The Calendar, specifically, is designed to list live

event courses. You will not find on demand eCourses listed in the calendar.

If your state has access to the Calendar, you do not necessarily need to login to see it. However, we
recommend that you do login as any course will require login to complete the registration process.

HOW TO LOCATE COURSES IN THE CALENDAR TAB:

Login to your TRAIN account.
Click the Calendar tab in the top navigation bar.

Notice the key in the upper left corner. This will help distinguish course availability.

A

Locate the day/month/week for which the appropriate course is scheduled. Use the < Previous
Month and Next Month > links to navigate the Calendar.
a. You can also select a specific day from the mini calendar on the left side of the page.
b. Selecting a specific day will reveal a list of all sessions scheduled for that day. Simply
click on the course name to access the Course Details page for that course.
5. Click on the time/session you wish to attend. This will take you to the Course Details page for that
course.
6. On any day that has more than three sessions scheduled, you can also click on the Additional
Info icon (-==). This will reveal a full list of all sessions scheduled for that day.
Note: conferences listed on the calendar will show under a single conference name. The
conference name will appear on any day that has sessions scheduled. The individual conference
sessions do not show on the calendar.

Course Registration Options
Once you have located the appropriate course, you will need to register for it. Registering for a course will

create a unique registration record and will add your account to the Course Roster.

Course Details x:._ Contacts ] Registration | Reviews

On the course details page, you will notice several tab. To register for the course, click the Registration
tab.

From here, there are a variety of options you may have. All of these options will depend on how the
Course Provider has setup the course. If you have question about registering for the course, please use

information provided on the Contacts tab.

The specific registration process will also vary per the Course Format. If the course is an online, on-

demand course, you will see a Launch button. If the course is a live event course, such as a classroom
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event or webinar, you will have to choose from a list of times and locations. In this instance, you will have

a Register button.
For online courses, clicking the Launch button will start the course in a new window.

Course Credits
If the course offers any type of credit, a drop down menu will appear on the Registration tab. You will

need to select a Credit Type from the dropdown menu before registering for the course.

Prerequisites
Some courses have prerequisites that must be completed before you can register for the course at hand.

These are listed on the Registration tab.

Multi-Step Registrations
Some courses include a “second step” as part of the registration process. This can be anything from the
need to register at a third party website, to making a course related fee payment. If a second registration

step is required, there will be a button: Go to Step 2 of Registration.

Waitlist Registration
Waitlists are a feature only available for live event courses. This option is made available at the discretion
of the Course Provider.

Live event courses often have a maximum number of seats available. If the maximum number of seats is
filled, there may be a waitlist option available. If this option is available you will see a button: Add to

Waitlist. Click this button to be added to the course waitlist.
Waitlists can function one of two ways: manual registration and automatic registration.

If the Course Provider has opted for manual registration of the waitlist, when a seat becomes available,
an email is sent to all users on the waitlist and then the open is redistributed on a first come first serve

basis.

If the Course Provider has opted for automatic registration, if a seat becomes available, the system will

automatically register the next user “in line” on the waitlist and an email is only sent to that one user.

Approval Codes

Some courses may require a code to authenticate your registration. If you do not know the code, you
cannot register for the course. If this feature is activated for any course, on the Registration tab, you will
see an entry field for the good. You must enter the code before registering; and then must complete the

registration process. Only entering the code will NOT register your for the course.

Administrator Approvals
Some courses require manual administrator approval. In these instances, you will see a Get Approval

button. Clicking this button will send a note to the appropriate administrator about your request. You will
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also receive email confirmation. If your request is approved, then you will have access to the course. If
your request is declined, access to the course is not allowed. You will receive an email notice about the

approved or declined status of your request.

Conference Registration

The steps for locating a conference in TRAIN, are the same as for courses.

Once you have located the appropriate conference, click the conference name and select the
Registration tab. If the conference is available for registration, you will an option Register for

Conference. Click this option to begin your registration process for the selected conference.

This will show the available sessions for that conference. If the conference uses Tracks, these will also be
listed. Tracks are a series of conference sessions that have been “grouped” together by the conference

provider. If you are unsure what Track to register for, please contact your TRAIN administrator.

If the conference includes mandatory sessions, these will appear on the session list as “added” to your

schedule. You cannot remove mandatory sessions from your conference registration.
To add a specific session to your registration, click the Add button next to the appropriate session.

Once you have selected your Track or the appropriate sessions, click the Next button at the bottom of the
page.

If the conference provider has requested any additional information (such as dietary or access needs),
you will be able to provide this information now. Some information requests may be required and some
may be optional. Once you have fulfilled all additional information requests click the Next button at the

bottom of the page.

You will now see a summary of your TRAIN account profile details. Please take a moment to ensure
these details are correct and then click the Next button at the bottom of the page.

The final page is the confirmation page. It shows a summary of the conference sessions that you have

selected. If the summary page is accurate, click the Complete Registration button at the bottom of the
page.

Overlapping Conference Sessions

Many conferences may include a number of individual sessions with multiple scheduled times, allowing
the user to determine their own overall conference schedule using the times listed. In the unlikely event
that a user selects multiple sessions with the same scheduled time, an alert will appear in red lettering,

stating: “Warning: There are overlapping sessions!” It is up to the user to ensure that their

conference schedule does not include overlapping session times.
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My Learning

The Dashboard section of the TRAIN Home page is where

- My Learning

most of your course management will take place. Here you

. . . L. . Course Name * Status Format
will find access to your course Certificates, Training Plans, in 2005 09.CHED PHGRs Towardan  In Progress  Webcast (an
Epidemiclogy of Elder Abuse demand)
progress courses and more. You can also access Stress and Management Techniques In Progress Web-based
Module 1024346 Training - Self-
. . . . study
Evaluations and Assessments from this section of the site. WPHIN Orientation- 1 PLIN Pradice PostAsssserment Web-based
Model Pending Training - Self-

) study
My Learning
TRAIN Transcript | | Archived Courses Current Courses

Your My Learning section contains recent, active Course

Registrations. To see all registrations, click the Current —

. . . i + My Training Plans
Courses button. Each Course Registration will be displayed -
+ My Surveys

by name, format, and the Registration Status of the course. v My Links

Next to each course listing is an M button. This is to Manage your individual course registrations.

e wame ___________ saws________|Wange

Online _standalone assessmenttest (ps) In Progress @
Conference 2010 TAC Annual Meeting In Progress @
Compilation Anti-Stigma — Addiction Campaign In Progress @

Online Applied Epidemiology of Terrorist Events In Progress @

Online KIPP Site Exam (1017138) FPost-Aszessment Pending @

Online Psychosocial Impact of Disasters and Catastrophic Events Module -1008507 In Progress @

Cnline Region 3 MCI Trailer Course In Progress @

Online VDH: VDH's Role in Emergency Response In Progress @

The Status of each course in My Learning depends on a number of factors. For example, a course might
require you to get approval for a course or take a Pre-Assessment. In either of these cases, your Status
will be Approval Pending or Pre-Assessment Pending, respectively. Once you have met any registration
requirements and have been placed into the Class Roster, your course Status will be in progress until the

course has been completed.

From the My Learning screen, you are also able to add Course Session information to your Personal

Calendar by clicking the Calendar Icon next to the Course Name.

Note: Not all states have the Personal Calendar feature. Contact your state TRAIN Administrator for

more information.

The Management (M) link allows you to update your progress for each course in your My Learning
screen. To manage a particular course, simply click the M button to the right of the Course Name. The

Course Registration Management screen allows you to:

e View your Registration Status.
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e View and update your selected Credit Type: In order to change your Credit Type, select the
Credit Type you wish to apply to the course from the Credit Type dropdown, and click Update.

e Mark your course as Completed: Click the Completed button to complete your course. This will
move the course into your Transcript where a Course Provider will be able to Verify your
completion.

¢ Move the course into your Archive: Click the Archive button to move the course into your
Archives. This deactivates the registration.

e Withdraw from the course: Click the Withdraw button to withdraw from the course. Remember to
do this any time you are not able to attend a course, as there could be waitlisted users who could
then attend.

e Launch and assessment or evaluation if one is available.

Course Registration Management

iou have registered for a course:
Animal Bites and Rabies

Reqistration Status:  In Frogress
Chosen Credit Type:  CEWCE: 0.05

Ifyou would like to change credit type please select  -Select- and click | Update

L

To mark this course as "Completed” please olick  |[Completed
To markinhis course as "Archived® please click | Archive

To withdraw yourself from this course please click | Withdraw

| Back |

Conference Registration Management

Conferences are setup one of two ways: either each session in the conference must be completed before
the overall conference can be completed; or, if the administrator allows, you may be able to update the
overall conference to a completed status, which will automatically update all conference sessions to
complete. The on screen instructions will guide you through the conference session completion

requirements.

My Training Plan
The My Training Plan section contains all of your Training Plans. A Training Plan is a group of courses
that have been identified by an administrator — you must complete all courses in order to complete the

Training Plan.

Training Plans can be assigned to you directly by an Administrator or you can sign up for a Training Plan

through the Course Search.
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My Training Plan

~
& = Added Manually "Ih = idded By Administrator # = Manage course registration

Tipz To sort by any column, dick the column heading. Oruse default order
Tip: You mustregister for @ach course within the training plan by diciking on the title

- Course Title Format Targel
Completion

| Remaove PHF Hew Hire Training Training Plan Sel
PHF 11
2 PHF Demaonstration Course {required)  Web-based Training - Sell- - Mot Staned
’ Sudy
Advanced PHF Knowledge
& i ] Advanced Test Course (required) Web-based Tralning - - Compleled 212007
Facilitated
VVEPH SN Preparedness Training Plan Training Flan Set
Required SNS Courses
.h The Strategic Mational Stockpile [raquired) YabsireamiArchived Yebcas - Mot Starled
"h The Strategic Mational Stockpile Pragram Webstreamitarchived Wabcagl - Nl Staned
(required)
T workingIna POD jrequired) Web-baged Training - Sell- - Mot Staned
Shudy

(Back]
The graphic above illustrates:

1. Training Plans you have added to your own account through the Course Search are identified by

~ . .
the Personal Icon (*). You can remove these plans from your list at any time.

2. Training Plans added to your account by an administrator are identified by the Administrator

Icon ('JE). These plans cannot be removed from your account and you must complete the
Training Plan by the Target Completion Date to receive credit.

3. The Target Completion Date can be set or edited unless it has been established by an
administrator.

4. You must still open and register for each individual course (by clicking the course name) to
continue through the plan. Having a Training Plan assigned to your account does not
automatically register you for each course.

5. Training Plan Administrators are able to monitor your progress through the plan — be sure to meet

your Target Completion dates!

My Surveys

For more information on how to use the My Surveys link, please see the TRAIN Surveys section below

Transcript
Your Transcript lists all Course Registrations that are completed; as well as any Non-TRAIN Courses

that have also been entered for your account.

To export your transcript to a PDF, simply click the Export button on the Transcript page. This will allow

you to download a PDF list of your completed Course Registrations and Non-TRAIN Courses.
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You can also post Reviews from your Transcript. To do so, simply click the Reviews button for the

appropriate course.

Non-TRAIN Courses

One aspect of TRAIN is the ability to ¥ = required fieds.

list courses, in your Transcript, that Title:*
are not actually found on TRAIN. Start date:*
This is useful for tracking training Completion date:*

. Course URL:
courses and external learning you

. Course Format: —Select— E
have taken outside of TRAIN.
Course Provider Name:“r
TO ADD NON-TRAIN COURSES TO Course Grade Points:
YOUR TRANSCRIPT: Course Grade Percentage: o
Credit Type:™ —Select— [~]

1. Login to your TRAIN

account and access your

Amou nt:“r

Contact Name:“r

Transcript. Contact Phone:
2. Click the Add button to the Contact Email:
right of the Non-TRAIN Additional Info:
Courses header. Verified:

On the resulting page, fill in each field, including required (*) fields.
4. When you have finished entering the course information, click Save.

The course will now be displayed in your transcript under Non-TRAIN Courses.

Note: Non-TRAIN courses must still be verified by an Administrator. Once an Administrator has verified

the information, you will not be able to make changes to the entry.

User Transcript Certificate Uploads
TRAIN users have the ability to upload certificates to courses and non-TRAIN events listed on their

Transcript page using the “Upload External Certificate” function.
UPLOAD EXTERNAL CERTIFICATE FUNCTION:

This feature can be found on the Transcript page:
Home->Dashboard>My Learning>TRAIN Transcript

1. The “Upload External Certificate” button will appear next to any course that does not have a
certificate assigned to it.
Note: For registrations and non-TRAIN events where a user manually uploads and external
certificate, the Upload External Certificate button will not disappear. Instead, if a user uploads an

external certificate once, and then runs the upload process again, the most recently uploaded
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certificate will be saved and all previously uploaded certificates for the registration (or non-TRAIN
course) will be deleted.
2. When the “Upload User Certificate” button is clicked, a window will appear to browse the file path
and upload the certificate.
Find the appropriate file by clicking ‘Browse’.
Once the file is selected, click ‘Upload’.
a. The Certificate will now be uploaded and be available to view or print in the ‘Certificates’

page in “My Learning Record”.
In the “Certificate” page, the certificate will appear followed by the below indicators:

1. (Externally Uploaded) — For TRAIN courses that simply did not have a certificate assigned in the
course.
2. (Non-TRAIN course) — For non-TRAIN courses where a user has uploaded an external certificate.

Certificates

Some courses on TRAIN offer Certificates upon completion or verified completion of the course. Any
Certificate you earn through TRAIN will be stored in your My Certificates page. There are two different
delivery methods for Certificates: Automatic and Manual. Automatic certificates will appear on your
Certificate page as soon as the course is completed. Manual Certificates will not appear on your
Certificate page until after the appropriate TRAIN administrator has verified your completion of the
course. If you have any questions about what kind of Certificate any given course might have, please

contact the course provider or listed course contact.
TO VIEW OR PRINT A CERTIFICATE:

Login to your TRAIN account and access the My Certificates link on the TRAIN Home page.
This will reveal a list of recent Certificates.
Click the Certificate print icon to the right of the page.

P wDbd P

This open or download a PDF version of the Certificate.
Note: Inactive registrations (i.e., Course Registrations which appear in your Course Archive) will not have
any Certificate available.

Course Archive
Your Course Archives is a repository for any courses that you have chosen to stop participating or

courses that you have requested registration for and had your registration request declined.

If you wish to re-activate any course you have chosen to archive, simply click the Resume button and it

will be moved back into your My Learning.
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Re-Launching Courses
Many courses listed on TRAIN are built such that you can start, stop and resume the course without
losing your progress. You can quit the learning content, come back to it later and the system will pick you

up, in the course, exactly where you left off.
TO RE-LAUNCH A COURSE:

1. Login to your TRAIN account and click the My Learning link on the TRAIN Home page.
2. Click the In Progress link with the course you wish to re-launch.

3. The course should open in a new window.
4

If the course is a live event course, you will be taken to the session details

Post-Course Options
Once you have completed the learning material for a course, there are a handful of post-course functions
you can take advantage of. Some of these functions might be required by the course provider. If this is

the case, you must complete these additional steps to receive a certificate/credit for the course.

Assessments and Evaluations
It's possible the Course Provider will require you to take an assessment of evaluation to fully complete all

requirements. If this is the case, please see the Launching Assessments and Evaluations section.

Accessing Submitted Answers

By Default, when you have complete and assessment, you will have access to the answers you submitted
and the correct/incorrect status of each answer. These details are available in the Transcript page.
However, there is an option, available to your administrators, which may prevent you from accessing your
assessment results. If this option is ON, you will not have any access to your assessment answers.
Questions about whether or not you can access your assessment results should be directed to the course

contact
Launching Evaluations

Course Reviews

Course reviews are an important part of the TRAIN Community experience. Course reviews help other
users know how the course is being received by the TRAIN Community. They are also helpful to the
administrators and the feedback given in course reviews is used to improve course content, navigation

and the general course experience.

Some courses will automatically prompt you to submit a review (this will be determined by the course
provider). Other courses may require that you access the course review tab manually as is described
below. If a course does have an automatic review prompt, you can submit a review in that prompt or save
it for later. If you save the review prompt, a notification message will appear on your TRAIN home page

about the pending review.
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Note: Keep in mind that course reviews should be directed to the course provider and should focus on
the course content. Comments about TRAIN and the TRAIN system are no appropriate for course

reviews.
TO POST A COURSE REVIEW:

Login to your TRAIN account.

Located the appropriate course in TRAIN.

Select the Reviews tab on the Course Details page.

Click the Add review button.

Fill out the review form as completely and accurately as possible. Please include a rating, title

a > 0w b

and comment.
6. Lastly, click Submit to finalize the review. Or, use Cancel to go back to the previous page without

saving your entry.
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Assessments and Evaluations

TRAIN provides learners, . _
P My Action Items
course providers and
administrators the option ltem Name Number of pending items
to add and take Azzessments 1
assessments and
evaluations with their » My Learning
courses. Assessments
. v Mv Tartifie ates
and evaluations are
similar; however, with an evaluation, there is no right or wrong answer. On an assessment your answers

will be scored and you will receive a final percentage or points based score for the assessment.

Note: as you are accessing your assessment (pre or post) or evaluation, there will be onscreen
instructions for launching the specific assessment or evaluation. There will be additional onscreen
instructions within the assessment or evaluation on how to move through the process and how to answer
each question. Simply follow these onscreen commands and taking the assessment or evaluation should
be a breeze!

Launching Assessments

TO LAUNCH AN ASSESSMENT, YOU HAVE A VARIETY OF ACCESS POINTS:

e Onthe Course Details page, where you originally registered for the course, under the
Registration tab, there will be an assessment button.

e If you click the My Learning link on the TRAIN Home page Dashboard, you will see which recent
courses have assessments that need to be completed.

¢ Onthe TRAIN Home page, if you have an assessment pending, a red alert notice will appear
within the My Action Items section of the TRAIN dashboard.

Pre-Assessments
Pre-Assessments are always mandatory. You cannot proceed with the remainder of the course without

first completing the pre-assessment. Please see above for steps to launch an assessment.

Post-Assessments

Post assessments are often mandatory, but not always. If a post-assessment exists, chances are you will
need to complete and pass the post assessment before receiving a certificate for the course. Please see
above for steps to launch an assessment. Some post-assessments allow for multiple attempts to pass the
assessment. If this is the case, you will see the number of attempts you have used and the number of
attempts remaining. You can launch an assessment with multiple attempts, the same way you would

launch a normal assessment.
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Time Limits

Some Assessments, both pre and post, have time limits. This is the total amount of time you can spend to
answer all questions in the assessment. If you fail to complete an assessment in the allotted timeframe,
your answers will be submitted as is and incomplete answers will be scored as incorrect. Please keep in
mind, that assessment time restrictions are always added by the third party course provider. If you have
guestions about these limits or want to request special accommodation, please contact the listed course

contact or Course Provider.

Attempt Limits

Similar to the time limits, TRAIN also has an option to impose attempt limits on both pre and post
assessments. An attempt limit is the number of times an assessment can be launched. There is often
confusion about this. An attempt limit does not mean you get X number of attempts to complete and pass
the assessment. It simply means you can launch the course without completing it, X number of times.
Once you complete an assessment, it is done; the only way to retake the assessment is to reregister for

the course.

Accessing Submitted Answers

By Default, when you have complete and assessment, you will have access to the answers you submitted
and the correct/incorrect status of each answer. These details are available in the Transcript page.
However, there is an option, available to your administrators, which may prevent you from accessing your
assessment results. If this option is ON, you will not have any access to your assessment answers.
Questions about whether or not you can access your assessment results should be directed to the course

contact

Launching Evaluations

TO LAUNCH AN EVALUATION, YOU HAVE A VARIETY OF ACCESS POINTS:

e Onthe Course Details page, where you originally registered for the course, under the
Registration tab, there will be an evaluation button.

e If you click the My Learning link on the TRAIN Home page dashboard, you will see which recent
courses have evaluations that need to be completed.

¢ On the TRAIN Home page, if you have an evaluation pending, a red alert notice will appear within
the My Action items section of the TRAIN dashboard.

Evaluations function almost identically to assessments. However, evaluations only appear after a course.
There are no “pre-evaluations” as there are pre-assessments. Just list assessments, evaluations will

provide on screen instructions and a set of intuitive navigation buttons to progress through the evaluation.

Competency Assessments
Recently, access to the Core Competencies for Public Health Professionals (Core Competencies)

assessment has been added to the TRAIN website. Here, users can both gain access to and upload their
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completed assessments. The uploaded competency assessments will be saved in the user's My
Learning section for future reference. To upload a completed competency document, simply navigate to

the Competency Assessment tab and upload the file where prompted.
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TRAIN Surveys

TRAIN Surveys are designed to gather input on a wide range of topics. You may find the option to
participate in a survey on your TRAIN Home page. Surveys are not mandatory, and it is your choice if you
wish to take and complete a survey.

Survey Dashboard

The Survey Dashboard is available on the TRAIN Home page and displays all surveys that are either
newly available to you or those that require some sort of interaction on your part. If you wish to participate
in a survey click the Launch Survey link. If you do not wish to participate, and want to remove it from
your Dashboard, click the Decline link.

When a new survey becomes available in TRAIN, a popup alert will notify you of the survey upon your
next login. Once you acknowledge the new survey by closing the pop-up window you will not be notified
again.

All surveys and related survey data can be more thoroughly reviewed and managed in the new My
Surveys module within TRAIN Home page dashboard.

My Surveys

Similar to My Learning, My Surveys (in the Dashboard section of the TRAIN Home page) contains all
survey data related to your account. This includes surveys that are available for you to take, surveys that
you have started taking but have not yet completed, completed surveys (saved for archival purposes),
and other statuses.

By default when you enter My Surveys you will view all survey data. You can use the radio buttons at the

top of the page to filter this list and more easily find specific surveys.
The following is a list of all available filtering options and exactly what type of surveys they will display:

1. All —every survey, regardless of its status.

2. Available: Not Started — these are surveys that are available for you to take, but that you have
not launched or started. If you remove a survey from the dashboard and you later decide that you
wish to take the survey, you can find that survey here (provided it is still available).

In Progress —these are surveys you have started but have not yet finished.
4. Pending Review — these are surveys that you have completed but are awaiting review from

another TRAIN user (see the section Surveys with Review below for additional information).
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5. Reviewed — these are surveys that have been reviewed by another user in TRAIN, and require
you to view the results of each question (see the section Surveys with Review below for
additional information).

6. Completed — these are surveys that have been completed, meaning every requirement has been
met. For surveys that require a review, it means that both the review and your analysis of the
review have all been completed (see the section Surveys with Review below for additional
information).

7. To Review — It is possible that another TRAIN user could select you to review their survey. If this
happens, any survey that is awaiting your review can be found here (see the section Surveys with
Review below for additional information).

8. My Reviews — If you have reviewed a survey in TRAIN, that survey is stored in the “My Surveys”
module. This means that you can always return to a completed survey and review the submitted
answers. All surveys that you have reviewed for other users can be found here (see the section

Surveys with Review below for additional information).

In addition to the filtering options for display, the page will also display information related to each survey,

tabled out in an easy-to-read format. For each survey you will see:

1. Print — no title is provided in this column, but you can click on the printer icon here to get a PDF
document of the survey. Note: This option is only available if the survey manager has turned on
the print function.

2. Survey Name - this will show you the name of the survey as defined by the survey manager.
Note: This column will also display any links for interacting with the survey, such as Launch
Survey.

3. Start Date — this will display the day you began working on a survey. For surveys that you have
not started the date column will show “N/A.”

4. Submitted Date — this date is related only to surveys that require a peer review (see details in
the section Surveys with Review below) and will display the date you submitted your survey
results to TRAIN for review by another TRAIN user.

5. Reviewed Date — another date related to the review process, this date will display the date that
the peer review was completed and returned to you.

6. Submitted By — when reviewing another user’s survey, this will display the TRAIN User Name of
the user who requested you for their review.

7. Status - this is the TRAIN status for the survey, which corresponds to the filtering options defined

above (In Progress, Not Started, Completed, etc.)

While the Dashboard is provided to you in order to make interaction with surveys easy and accessible,

the My Survey module can be used for any action you might wish to take on a survey.
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Taking a Survey

When you do choose to take a survey, click the Launch Survey link either in the Dashboard or My

Surveys and TRAIN will launch the survey in new window.

Below are a list of possible options, features, and elements of surveys that you could experience in

surveys offered through TRAIN. Note that some features may not be available depending on how the

survey was set up.
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Introduction Page — the first page of the survey will always show you some basic introductory
text. This text will be different for every survey.
User-Type Selection — some surveys might ask you to make a selection that more accurately
defines you as a “user.” If the second page directs you to make a User Type selection, the Survey
Manager should provide onscreen instructions as to how they expect you to make your selection
and/or why the selection has been added.
Survey Section Navigation — some surveys might offer “quick links” to different sections within
the survey. If this option is turned on, the third page of the survey will show you a list of all
sections built into the survey. Click any section title to “jump” directly to that section.
Survey Section Title Page — surveys that are organized into sections can also display a “title”
page for each section. This page provides additional information specific to the questions within
that section. This is not required, so it is possible to take a survey where no sections are defined.
Navigation — the following buttons each have a unique function within a survey. Remember, not
every button is “turned on” for every survey:
a. Navigation — If this is enabled, you will see this button at the top-left of the survey
window. This button allows you to roll over and see a list of sections within the survey.
Rolling down over the sections will expand to show you a list of the questions within the
survey. If this feature is available, clicking on a Section Title or Question will take you
directly to that page within the survey.
b. Exit — this button will save your progress and leave the survey.
c. Print — this button brings up a PDF document of the survey that can more easily be
printed.
d. Help - this button will open a document provided by the Survey Manager containing
relevant help information.
e. “?” button — the question mark here means that this button’s functionality, if turned on, is
determined by the Survey Manager. It might be a button that says “Email Feedback” that
links you to an email or another function. It is completely up to the Survey Manager what

the button says and does.



f. “<<” button - if you are taking a very long survey, and are allowed to “skip” from
guestion to question, it can be hard to find questions you still need to complete. This
button will take you to the “previous” unanswered question.

“<” putton — this button will take you back one page in the survey.
“>” button — this button will take you forward one page in the survey.

i. “>>” button — if you are taking a very long survey, and are allowed to “skip” from
guestion to question, it can be hard to find questions you still need to complete. This
button will take you to the “next” unanswered question.

6. Other items to be aware of:

a. Some surveys will allow you to skip from question to question. Others might require you
to answer every question in a defined order.

b. Some surveys allow you to submit incomplete results, while others do not. For surveys
that require an answer on every question, automatic reminders will appear and will list all
guestions that were skipped. Clicking a question in this list will take you directly to that

question.
Surveys with Review

TRAIN also has a unique type of survey that provides a peer-review experience for every TRAIN user that

takes the survey.

THE BASIC STEPS FOR COMPLETING A SURVEY WITH REVIEW:

1. As auser, you choose to participate or not. If you want to participate, click Launch Survey,
answer every question and submit your survey for review.

2. Once you have submitted your survey you MUST choose another user in TRAIN to review your
survey. If you do not know another TRAIN user, that's okay — many affiliates will provide a list of
recommended or approved Survey Reviewers who can review your survey.

Specific steps for this process are provided below, after this basic steps list.
Once you have chosen a reviewer, they will need to “accept” your request and perform their
review.

5. Once the reviewer has reviewed your survey and provided feedback, they will then return the
survey to you.

6. You then need to open the survey, review their comments, and acknowledge that you have
completely reviewed their comments.

7. Once all these steps have been finished, the survey is Complete and no further action is
necessary. A copy of the survey (read-only) will remain in My Surveys as a completed survey

AND in the selected reviewer’'s My Surveys as a survey under My Reviews.
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Selecting a Reviewer

When taking a survey with a review, you will need to select a reviewer. The review will then parse your

responses and provide their own comments.

TO SELECT A REVIEWER:
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1. Once you submit your initial survey results, the survey module will provide an option to select

your reviewer immediately or to wait and select a reviewer later.

If you choose to select a reviewer later, the survey will remain in your Survey Dashboard until you
have made a selection. This helps prevent “forgotten” surveys.

Once you are ready to select a reviewer, click the Select Reviewer link under the survey title.
This will take you to a new page with a basic user search. There are two option for finding
another user:

a. Search all Users — this allows you to search for any other account in TRAIN and ask the
user to review your survey. In order to protect other TRAIN accounts, you can only
search by the following fields:

i. Last Name
ii. First Name
iii. Organization
iv. Department
v. State

b. View Approved Survey Reviewers — as mentioned above, affiliates have the option of
designating certain TRAIN users as approved or suggested Survey Reviewers. These
individuals have been given a specific administrative role within TRAIN and they expect a
larger number of requests to review other user’s surveys.

To search for users, first select the radio button corresponding to the desired search option (All or
Approved), fill in any additional information you might know about the user you are looking for,
and click the Search button. The page will refresh and a list of all users matching your search
parameters will be displayed.

To select a user, click the button next to the user’'s name and click Select as Reviewer.

Note: If you don’t see the user you were looking for, alter your parameters and click the Search
button again to refresh the list.

Note: Even if you don'’t find the desired reviewer on the first search, you must still select
someone to review your survey. This is mandatory step for surveys that require a review.

If you have accidentally selected the wrong reviewer, or mistaken one TRAIN account for
another, don’t worry — that user will be able to Decline the request and you can pick a new
reviewer.

Note: A selected reviewer has the right to decline any request. If a survey is declined by your

selected reviewer, you will be asked to select another reviewer.



Reviewing a Survey

If you do accept the responsibility for reviewing another TRAIN user’s survey, you must take your role

seriously and provide valuable feedback to the user in a timely manner. If you have questions about a

specific survey, please contact your TRAIN affiliate administrator or the survey creator.

TO PERFORM YOUR DUTIES AS A SURVEY REVIEWER:
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1. First click the Accept link within the Survey Dashboard to let the user know you agree to perform

the review.

a. As mentioned above, you have the option of clicking the Decline button and returning the

survey to the user.

If you are unsure who the user is, click on their TRAIN User Name under the Survey Title.
This will display a limited list of user-details to protect user privacy. If you feel the user
has selected you by mistake, you can click the Decline button and return the survey to

the user.

2. Once accepted, click the Review Survey button to launch the survey in a new window.

3. Reviewing a survey consists of the same steps, interface, and options as mentioned above for

Taking a Survey, with the following exceptions:

a.

The first page should display Introductory Text specific to you, the reviewer. This text is
created for each survey by the Survey Manager, so it will be different for each survey.
Note: the text here will be different from what the original user saw when taking the
survey. Be sure to read the text carefully.

Each question has to two “modes” of view. The first mode is labeled as My Answer — this
is the question that YOU, as the reviewer, are to answer.

You can flip to see the user’s original answer by changing the view mode to Original
Answer. Clicking this tab will flip the contents of the screen so you can see, in read-only
mode, the user’s original answer.

Based on the user’s answer, their comments (if collected) and what you potentially know
about the user, you are expected to answer the question as well.

Specific considerations, instructions, and expectations, from the Survey Manager, on this
review process, should be provided to you by the Survey Manager. If you have questions,
look for contact information within the provided Help information.

At the end of the survey, you will also have a page to submit a Final Review. Here, you
can summarize your thoughts and provide any insight or explanation as to how you
answered the questions in the review.

The summation of your answers, comments, and final review should provide enough

valuable feedback to the user to be considered an effective “Review.” Again, the Survey



Manager should provide you more specific instructions and explanation when taking the
survey.
Once you have answered every question and entered your Final Review, click Complete Review
to finalize your part in the review process. This returns the survey to the original user so they can
review your submission.
Note: TRAIN will always keep a copy of this survey in your My Surveys - My Reviews section so

that you can always look at surveys you previously reviewed for other users.

Looking at a Reviewed Survey

Once the selected reviewer has completed their review of your survey and submitted the feedback to

TRAIN, the survey returns to your Survey Dashboard, as well as My Surveys = Reviewed. You must

open the survey and look at every page of the review to complete the survey.

TO LOOK AT THE REVIEW COMMENTS AND COMPLETE THE SURVEY:
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To look over the review, click the Show Review Results link within the Survey Dashboard (or
from within My Surveys). This will, once more, open the survey in a new window.

The first page of Introductory Text will now be updated with new content. This content is, again,
up to the Survey Manager to define. They should provide you with some basic instructions or
expectations on how to interpret the review. If you have questions about these instructions,
please contact your TRAIN administrator or the survey creator.

Each question has to two “modes” of view. The first mode is labeled as My Answer. Displayed
here, are the responses YOU provided, when first taking the survey.

To see what comments the reviewer has added, change the view mode to Reviewer’s Answer.
Clicking this tab will flip the contents of the screen so you can see, in read-only mode, the
reviewer’s response.

At the end of the survey, you will be able to read the reviewer’'s Final Review. These comments
should be a summary of their thoughts and provide insight or explanation as to how they
answered the questions throughout the review process.

Note: The summation of both your and the reviewer’s answers, comments, and final review
should provide enough valuable feedback to be considered an effective “Review”. Again, the
Survey Manager should provide you more specific instructions and explanation when taking the
survey.

Once you have finished looking at every question and the Final Review, you can click Complete
Review to finalize the review process.

Note: TRAIN will always keep a copy of all completed survey in your My Surveys > Completed,

section.



Discussions and Other Resources

In addition to learning material and course links, TRAIN provides a handful of other useful learning tools.
These include everything from user participation discussion boards and various resource sets to event
calendars and item “spotlights”. These sections are important to TRAIN and knowing how and when to

use them can help raise the benefits of managing your learning through TRAIN.

Discussion Boards
Discussion Boards allow users and administrators to hold discussions about relevant topics on TRAIN.

The intention here is to spark conversation amongst the TRAIN community.
TO ACCESS AND POST TO A DISCUSSION BOARD:

1. Login to your TRAIN account and access the
Discussion Board top level navigation tab.
2. Select the appropriate discussion topic from the list

menu on the left. "' » Shareable course
content

3. Toread replays from an existing thread, click the » TRAIN Feedback and

Recommendations

plus symbol (+) next to the thread. This will expand > Awarding CNE, CHE, elc.

to Learner Qutside of Your
state

» Verification Conditions
P CDC TRAIN Suggestion
Box

P CDC - Communities of

| Discussion Topics |

the thread and will show all replies. To read a reply,
simply click on the title of that reply.

Note: When reading a reply, you can move Praciice
» HOSA - Future Health

between replies of the same thread using the Professionals Discussion

| Forum

forward (>) and back (<) buttons at the top of the

reply interface.
4. To leave a reply of your own, after you have selected the appropriate discussion topic from the
list menu, click on the title of the thread to which you would like to reply.
Then, at the bottom of the thread screen, click the Reply button.
Create a Title for your reply or use the default title (taken from the original thread title).

Create the Body of your reply (this is the actual content of your message).

© N o v

Click Submit. Your reply will now appear in the thread!

Note: Be sure to check the discussion boards often for new topics, threads and replies. Discussions are a

great way to learn about other users, topics, courses and opportunities within TRAIN.

Resources

The TRAIN resources section is a compilation of uploaded resource documents (PDFs, Power Point and
Word files, etc) and links to online information. Often, TRAIN administrators will use the resources section
to post additional course materials or expanded learning opportunity content. Similar to discussions,
resources are broken into categories. Although the TRAIN resources are typically managed by the TRAIN
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administrators, you, as an end user, do have the option to upload your own resources. However, these

items will be subject to approval from a higher level administrator.

TO ACCESS AND POST RESOURCES:

1.

10.

11.
12.

Login to your TRAIN account and access the Resources top level navigation tab.
Select the appropriate resource category.

To view a resource, click on the name of the appropriate resource

Note: If the resource is

an online link, you will be

" Resources Categories:

redirected out of the E12008 Kentucky Return on e
investment (RON) Resource Name Created Date ~ | Updated Date
EIREEORESS RTH Intra English Transcript (paf)
TRAI N Site to the SESJ;niEgtLF:vAW Transcript of NDEP Welcome to the Road to Health Introductory Webcast in English Coleul 07062011
’ B1CDC - Clinician Outreach American Red Cross Press Release - Amidst Acive Hurricane Season, Nationwide Suvey Finds Pusiic
and Communication Prepareaness for Disasters Needs Improvement 0012072008 0072072008
Activity (COCA) Released September 19, 2008
external resource. If the 000 Commuriiesof || voueayo (oo
HDistonce Learing Links Shortartcle outining the importance of emergency preparedness and training during political changes
. loaded BEnvironmental Health 20rows perpags  [=] Flter *ABCDEFGHIJKLMNNOPAQRSTUYV WXY z[Al
Links (National
resource Is an uploade e | Displaying page 1 of 1, tems from 1 to 3 f 3 |
Professionals Resources | s -
f'l 'II b t d Elinfluenza Resources
ile, you will be prompte —
BIPaul's Resources £ .
) EIPHFFANU Minority . ~ - Uploaded Resources |
to download the file to Resourcs Categories !
BPublic Healin | !

Infrastructure Resource

your local drive. Pl rean

As a TRAIN user, you can also add your own resources.

To do so, once you have selected the appropriate resource category (if you have questions about
which category is best to upload your resource to, please contact your TRAIN administrator), click
the Add Resource button in the top right of the page.

If the resource is an uploaded document, follow the onscreen instructions to upload your file.

If the resource is a web link, change the radio button below to Browse to @ Upload File
URL and provide the http web address of the resource. ) URL to Browse
Create a Name for your resource.

Create a Description for your resource.

You can also adjust the assigned document category using the Category dropdown menu at the
top of the page.

Lastly, click Save. This will submit your resource for approval.

You will receive email notification about the submitted resources. You will receive further email
notices if your resource is approved or declined. Once approved, your resource becomes
available to other TRAIN users.

Spotlight Links
On the TRAIN Home page, in the dashboard, there is a section labeled My Links. The first set of links in

this section is provided by the affiliate administrators. You can also add your own links to this section.
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Upcoming Events
Within TRAIN, administrators and Course Providers can setup both online and live event courses. For live
event courses, because they take place at a physical location at a specific date and time, users need to

be aware of the latest session schedules. Enter the Upcoming Events portion of the TRAIN Home page.

On the TRAIN Home page, as the first announcement shown, there is a section called Upcoming
Events. This section will display sessions that are scheduled for the near future. It is entirely up to the
Course Provider if they want to display their sessions here. If you have questions about the sessions

displayed here, please contact your TRAIN administrator.

Event Calendar
Important: The Event Calendar is not available to all users from all states. States must subscribe to the
event calendar individually. If you are interested in bringing the Event Calendar to your state, please

contact your TRAIN administrator.

Similar to Upcoming Events, the Calendar is a good way to get a quick overview of all publicly available
upcoming sessions. This feature is available via the Calendar (for Kentucky users, this is called Monthly
Calendar) link in the TRAIN navigation bar. To access course and session information within the

Calendar, click on the asset title in the calendar display.

You can also print a list of courses for a given month. The Print icon ( j) is located above both the
month and date views of the Calendar. Clicking the print icon will reveal a popup window in which the
user can refine their date range using the standard date selection boxes. The print friendly calendar will

not display as a calendar for printing purposes; rather, it will list the events by date.
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TRAIN Mobile

Accessing the Mobile Site

Cariee & 1:57 AM -
(v

& frain.org
TRAIN currently has mobile capability that allows users to access the

m\’N site through a mobile device. To access TRAIN on a mobile device,
users can use TRAIN.org and will be automatically redirected to the
Mobile site. If a user is trying to access the Mobile site through a
desktop, they will have to manually enter the Mobile link;
m.TRAIN.org.
User accounts will retain the same login and pass for both, the Mobile
and full site. Users are able to login to the Mobile site and full site
-OR- simultaneously. At the bottom of each webpage on the Mobile site you
will find a direct link to the full TRAIN website

LOGIN

Select state before joining (v

Create Account

Welkcome 1o TRAIN, the premier learning
resource for professionals who protect the
public’s haalth and a free sarvice of the
Pullic Health Foundation

Mobile Help
Viaw: Mobile Full site
PHF 2003-2014,

Using the Mobile Site

Canie ¥ 11468 AM -
& train.or . .
g & Mobile TRAIN allows users to take Courses, Evaluations,
m\m assessments, and review pending registrations.
Courses
Courses © . . ) )
The “Courses” menu displays a list of available courses. Device
Ry Lasiing ©  compatibility is enforced among the courses (Any questions regarding
device compatibility should be directed to the Course Provider for the
Pending ems 1 9 . . . . .
course in question). Users are able to register for both, online and live
event courses. Users are also able to launch courses based on
Tass Toney Si 1 T « I . .
T e TR compatibility from the “Course Details” page. The search function will
EHF.2005.2014 recognize keywords or Course ID’s.

My Learning
The “My Learning” menu is your Curriculum; it will display any course that you have registered for at any
point in time. Within “My Learning” users can perform basic commands, withdrawing from, or launching

courses, Users will not able to change credit type from the Mobile site.



Pending Items
The “Pending Items” menu contains any incomplete assessment or evaluation you are currently

registered for. Users are able to launch and complete assessments and evaluations from this page.
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Support and Troubleshooting

If you have questions about TRAIN, please contact your TRAIN administrator.

Contacts
To see a full list of contacts, login to your TRAIN account and access the Help tab. From there, click on

the Contacts link.

Environment Tester
If you are experiencing technical issues with TRAIN, we recommend your first try the TRAIN environment
tester. This function will test your computer for TRAIN compatibility (keep in mind that 3" party course

content may have different compatibility requirements).

To access the TRAIN environment tester, you do not need to be logged in to your TRAIN account. Simply
access the Help tab on the top level navigation and then click the Test Your Environment link. This will
run a series of tests on your browser. Any tests that come back failed, with a red X icon, indicate areas
you may need to change to be fully compatible with TRAIN. Click on the name of the failed test for

additional instructions.

Forgotten Passwords
If you forget your password, click the Forgot Login Name/Password? link on the TRAIN Home page and

follow the onscreen instructions.

You will be asked to enter your email address and TRAIN will send an email with your login credentials. If
your email address exists on more than one account in TRAIN, you will need to contact your affiliate

administrator. You do not need to be opted into TRAIN emails to receive the forgotten password emails.

Technical Requirements

¢ See the TRAIN online help section for the latest technical requirements.

e Some course content on TRAIN may require additional support applications (such as Flash).
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