





























make distinguishing these courses easier, within the export, TRAIN and non-TRAIN courses are listed on
different pages.
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For each TRAIN Course in your Transcript you are given the following information:
1. Course Name
a. Click the Course Name to view the Course Information page

b. If any Accreditations have been assigned to the course, they will be displayed here as
well.

2. Reviews
a. Click the Reviews button to enter a review and read other reviews.
3. Registered
a. This is the date you registered for the course.
4. Completed
a. This is the date you completed the course.
5. Format
a. This is the format in which the course was presented.

6. Pre-Assessment Score
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a. If the course required you to take a Pre-Assessment, your score will be displayed here.

b. To review your Pre-Assessment answers, click the Status link (Passed, Failed, or

Pending).
7. Final Score —or— Post-Assessment Score
a. If the course required you to take a Post-Assessment, your score will be displayed here.

b. To review your Post-Assessment answers, click the Status link (Passed, Failed, or

Pending).
8. Credit

a. A Course Provider or Manager must verify your attendance once you have marked your
course as completed. Once your attendance has been verified, the checkbox will be
Checked.

9. Withdrawn

a. If you have Withdrawn from a course, it will still be displayed in your Transcript with a
Checked checkbox in the Withdrawn column, and N/A for the Completion date.

Adding Non-TRAIN Courses

TRAIN allows you to enter course

information on courses that you might have e

Toebo:*

completed outside of TRAIN in order to help — Bz
you better manage and keep track of your Rt =
complete learning record. In order to add a I —

Non-TRAIN course to your Transcript:

Counse Provder

M!Im:'.
1. Click the Add button to the right of Comse Grade
the Non-TRAIN Courses header. e %
Crodi Type;® | —3eleck-
2. Onthe resulting page, fill in each Amoun:

Cortact Mare: ™

Contact PFhone: Ii
a red asterisk (*) are required. Comact Emalt [

Aaldsional Info:

field — remember, fields marked with

3. When you have finished entering Veritiet:

the course information, click Save.

4. The course will now be displayed in Non-TRAIN Course Information
your transcript under Non-TRAIN

Courses.
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5.

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.

Adding TrainingFinder Courses you Have Already Completed

If there is a course within TrainingFinder that you have completed, you are able to add the course to your

Transcript. In order to add a TrainingFinder course to your Transcript:

1.

2.

Click the Add TrainingFinder Course button to the right of the Transcript header.

Select the Course Name from the list of courses in the TrainingFinder Course dropdown and

click Next.

Enter your Completion Date and your Completion Score (if applicable) in either points or

percentage.
Click Finish.

The course will now be displayed in your Transcript along with any other TRAIN Courses you

have registered for; however, it must also be verified by an Administrator.

Note: If you need to register for a course that is not listed within TRAIN or the TrainingFinder, use the

Add feature to the right of the Non-TRAIN Courses header on the “Transcript” page.

“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 Certificates page. Certificates have now been

adjusted to include two different types, 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.

Click on course tHo 1o vew carfificate

Courss Registered | Complated Fomnat
TERAIN Web-based Hot
1IBR2005 ANA005  Carkficate of Teaining - Selt % Forailable
AREnidance Ay
TRAIN
TRAIN Administrator Training: Wb, . Webetkaarrisathived Mot
S Toanwns | nIams | cermcaenr | SRR % | milstie
200 Afendance

To view a certificate, simply click the Course Title. The Certificates list also provides you with the

following course information:

1.

Registered: the day you registered for the course
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6.

Completed: the day you completed the course.

Type: the type of certificate earned.

Format: the format in which the course was presented.
Score: your score, if applicable.

Credit: any earned credits by completing the course.

“Course Archive”

Your Course Archives is a repository for any courses that you have chosen to stop taking 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.

“My Account”

All of your personal account information is accessible through your My Account pages. You are able to

modify and update your account settings at any time.

Updating your Personal Information:

1.

2.

4.

Click My Account.

You will be presented with your My Account information, with your personal information being

contained on the Details tab.

Edit or update any text field. Here is also where you are able to modify or update your password

guestions and answers, as well as subscribe and unsubscribe to the Site Updates e-mail.

When you have finished your changes, click Save.

Updating your Group Assighment:

If at any point you need to change your group assignment, or add additional group assignments, simply:

1.

2.

14

Click My Account.
Click the Groups tab.

Your current grouping assignment will be displayed in bold. To edit your assignment (for

example, you have moved, change positions, etc.) click the Edit button at the top of the page.

TRAIN will guide you through the process of selecting your new group assignment. The first step
is to select your state. Once your state is chosen, click Next and TRAIN will then allow you to

select from the state groups in either Simple or Advanced mode.
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5. In Simple mode select an option from each presented drop-down menu. Some drop-down lists
will require you to make a selection, while others will allow you to continue without making a

selection. Do not place yourself into group where you do not belong. Make your group selections

carefully.
Simple vs Achvanced

hig
Ohia % [ Civko Degariman) of Heam

5 Chio Homaland Secury Fegions
Select Region Salect Agency W Carral Bagan
2 s 1 & N
Ohio Department of Health ¥ Harttasd Region
Ok Horneland Secuily Regions ¥ [ Marttn il Region

L

6. In Advanced mode use the Grouping Tree to view your state’s grouping structure. Click any ‘+’
icon to open a grouping level to view the subgroups of that level. Place a check in the checkbox

of any group to be assigned to that group.

a. If you select multiple groups of the same category, you will have to choose which group is
your primary group. This choice will be presented automatically upon login or account
creation. The system is designed to provide only the necessary groups for primary
selection. If you have questions about which groups is your primary group, please contact

you state administrator; primary group information can be changed at any time.
7. Click Next to continue.

8. MRC as an Affiliate: The Medical Reserve Corps has joined the TRAIN community as a national
affiliate. Members of the Medical Reserve Corps can belong to a State-Affiliate TRAIN site as well

as the MRC TRAIN site (www.mrc.train.org). TRAIN will now ask you if you are a member of the

Medical Reserve Corps. If so, check “Yes” and TRAIN will present a list of approved units within

your state. Select the appropriate unit and click Next to continue.
a. If you are not amember of the MRC leave “No” selected and choose next.

b. If you are editing your MRC account this page will instead ask you if you also
belong to a State Affiliate. If so choose “Yes” and TRAIN will guide you through the

process of selecting a state-group.

c. If you do not see your MRC Unit within the drop-down list you will need to contact
the head of MRC-TRAIN in order to get it approved. The head of MRC-TRAIN is Sam
Schaffzin (Samuel.Schaffzin@hhs.gov).

9. The final step in editing your groups is to click Finish and Save. You can also click Back to make

changes to your selection or click Cancel to cancel all of your selections.
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Updating your “My Profile”

If, at any point in time, you wish to add, modify or remove certain aspects of your user profile, simply:
1. Click My Account.
2. Click the My Profile tab.

3. By default, you will be presented with the list of Professional Role attributes. To select another
list of user attributes (including Work Settings and Demographic information), simply select the
category from the User Attributes Category drop-down menu. The screen will refresh

automatically.

a. If you select multiple professional roles of the same category, you will have to choose
which professional role is your primary role. This choice will be presented automatically
upon login or account creation. The system is designed to provide only the necessary
professional roles for primary selection. If you have questions about which role is your
primary professional role, please contact you state administrator; primary professional

role information can be changed at any time.
4. Make any updates or changes needed, and click Save and Back to finalize your changes.
Surveys

TRAIN now has surveys available for end users. More information is available on surveys in the ‘TRAIN

surveys’ section.

Search Options

How to Search for Courses s

P Browse All

1. Click on the Course Search tab, located in the Navigation R

» By Subject
Tab bar. v sunl
> By Audience

H . . . » By Competency
2. Onthe resulting page, select the appropriate criteria for your > EyimeD
» By Credit Type

search from the menu that appears on the left hand side of g _
y Course Provider

the page, or select Search or Browse by clicking the : EYE?T
¥ Listance
appropriate icon in the body of the page. » By Accreditation

» By Cerificate

. ) ) P Keyword Search
3. Next, either select your search variables from the list or enter » By Training plan

your search query in the field provided. You may select » Advanced Search

multiple variables by holding down the Control key while » Saved Search Criteria

making your selection. _ _
Search Options List Menu

4. Depending on the search option chosen, you will be asked to
input various forms of search criteria. Once you have entered your search criteria, click Search

and the screen will refresh with the search results

16 Public Health Foundation



Note: If you belong to more than one state grouping, the “Browse My State” option will display

courses belonging to all of your state groups.

How to Save Search Criteria

1.

6.

If you would like to save your search criteria in order to easily run the same search at a later date,
simply click the Save Criteria button located next to the Search button at the bottom of various

search option screens or at the top or bottom of the search results page.

You will then be prompted to give your search a name, and decide if you would like to be notified

via e-mail when new courses that match your search criteria are entered into TRAIN.

To access your saved searches, simply click the Saved Search Criteria link at the bottom of the

Search Options list.
To run the search again, click the name of the search criteria.

To edit the search criteria — which includes changing the name and the e-mail notification
features — simply click the pencil icon next to the search name. Adjust the form as necessary,
and click the disc icon to save your changes. Or click the strike-through pencil icon to cancel your

changes.

To delete a search, simply click the blue ‘X’ icon next to search

Note: “Advanced Search” allows you to combine several criteria in one search. For your

convenience, you can also save sets of criteria for future searches by clicking the appropriate

button on the “Advanced Search” page.

How to Register for a Course $ q&.“

1. Log on to your TRAIN site.

2. Locate your desired course either by using the method outlined in “Cost Associated” and
How to Search for Courses or by clicking on Course Search, “Credit Offered” Icons
followed by Browse All to look through the list of courses.

3. Each course displayed on the Course List page will provide the following information: the Title,
the Course Provider who is offering the course, the Format in which the course is offered, any
Reviews that have been entered by other users who have taken the course, and two icons that
designate if the course has an associated cost and if any credit is offered upon course
completion.

4. To get more information on any course displayed in the course list, simply click the Title of the

course.
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5. The Course Details screen will present you with four tabs: Course Details, Contacts, Registration,
and Reviews.

6. Course Details: this tab will display all of the basic information about the course, including

format, cost, description, target audience, skill level, and more.

7. Contacts: this tab will display Course Contact information. If you have any questions pertaining
to the course, you will be provided with the name, phone, and e-mail of who best to contact in
order to get your questions answered.

8. Registration: Depending on the course, you may be allowed to immediately register for or launch
the course. However, it may be necessary to wait for approval from the course provider or
administrator, or there may be payment or a supplemental registration procedure. In the event a
course requires an additional step prior to completing registration, information about the
requirement will be given on the registration tab and the Register/Launch button will be replaced
by a Go to step 2 of Registration button (see example below). Clicking the Step 2 button will
guide you through any remaining requirements.

Course Details Cankacls Ragisiration Rlenvigws

Select Credit Type:  Conkact Hours (as a credil tpe)

Thiss coim g ot én 1eguines wlditisisal egistnation adon a fes outsidi of TRAIML Chck on
e "Risqgister” bimton to add this course 1o Wy Leanning” aiml paoceed to e oo se |_ Gio bo Step 2 of Registration ]
prosdilen's websiie,

Courses may also have a number of Sessions. A Session is an offering of the course in its
entirety.

Select Cradit Type: | -Seleck-

Tig: To o by any column, click the colurmn heading, Or use defaull order by Dislance
Tip: Alphabetical page indexing is used when sorbed by Localion

Location Distance
Dietalls | -Hﬂ; Liberal - Seward County Activity Center 215006 7-45 AW CT 285 Register |
[ Detils | [wap]  Haye Fire Depariment AMT00E 745 AM CT 307 [Register |
Details | [Map]  Salina- Fire Stasion #3 (2006 T-45 AM CT 258 Register

In order to view the details of a particular session, simply click the Details button for the session.
You will be presented with all information available for the session, including the seats available,
the registration deadline, days the session takes place (i.e. a ‘schedule’) as well time and location
of each schedule. Click Back to return to the Course Registration Tab

In order to register for a particular session, simply click the Register button for the desired
session (or the Step 2 button where required).

Waitlist Registration

Some courses on TRAIN offer Waitlist registration after the session has reached maximum capacity. To

add yourself to the waitlist of a full session, simply click the Add to Waitlist button. The course will be
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added to your My Learning. If a seat opens up, everyone on the waitlist will be notified via e-mail. At that
point you should go to the Course Management screen and register for the available seat, if it is still

available. You will NOT be automatically enrolled.

Approval Codes

Some courses will require that an approval code be entered before registering for the course. The field for
this information will appear under the Registration tab. If the course requires an approval code, but you do
not have the code, you will then need to contact the listed course contact, the course provider or your

state administrator.

Registration codes will also be required when adding your name to a course waitlist.

How to Take Assessments and Evaluations

Taking Pre and Post Assessments
1. Pre-Assessments: Assessments are always mandatory. Therefore, when you register for a
course that has a pre-assessment, you must complete the assessment before you are considered
registered and In Progress.
2. There are a number of locations
. . Basic Emergency Preparedness for All Public Health Workers - (In Progress)
where you will be instructed to
COHAN Collaborator Level Training - (In Progress)
complete the Pre-Assessment: _ _ :
Animal Bites and Rabies - (In Progress)
a. Onthe course Registration KMI test course - (Pre-Assessment Pending)
tab.

P There are pending assessments!

b. Inyour My Learning.

[ My Learning Record
c. Onthe home page, above the My Learning Record.
. * Ity Learning
3. Inorder to launch the Pre-Assessment, you must click the » Transcript
Assessment button, which is located both on the Registration : S
Courge Archive
tab and in the Course Registration Management. Once Ity Account

clicked, the Assessment will open in a new window. Click the

Start Assessment button to begin the test.

KMI test course
Course Defails Contacts Registration Reviews

To complete your registration you need to take W Test Assessmaent Tor KM Courses” assessment, Please cck the batton to
stant the assessment,

Azsessment
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4. You have a limited number of

ou have registered for & course:
KMl test course

attempts to complete the assessment. Registration Status:  In Progress
An attempt begins once you have Pre-assessmentresult: oy Test Assessment for KM Courses (Passed)
clicked the Start Assessment button, and ends when you

have answered the last question. If for some reason you

Assessment Statistics
are unable to complete the assessment and need to return Your Score: 100 points
. . Minimal Passing Score: 5 points
to TRAIN and click the Start Assessment button again, you Total Questions: 5
will begin your 2" attempt. Contact the Course Provider if Correct Answers: 2(40%)

you have any questions concerning the number of attempts

for your pre-assessment.

Certain Assessments will also place a time limit on the test. You will be able to complete the
assessment if you exceed the time limit, but the Course Provider will take this into account when

grading your Assessment.

Answer each question to the best of your knowledge and click Next to proceed to the next
guestion. Upon completion of the Assessment, you will be given a score if the assessment has a
point value, or a Pending status. If you receive Pending, an Administrator will review your

assessment and manually pass or fail you.

Once the Pre-Assessment has been mial s Final Score
i i i beast (on
completed, the registration is gt tspoiisPending | MRS A [R]
considered complete and your b-based
ing - Sett Mif NA RA [R]
registration status is moved to In g
b-hazsed
Progress. ing <S8l 100 points Passes | Passed NI [R]
study
. . . b-baged 100 paints
If at any time you wish to review your Ing - Sel- NiA b MiA [R]
sludy
Pre-Assessment test you can do so e
: . iing - Salk Nt N Nis [r]
simply by going to the Course Study

Management screen while the course is In Progress, or to the Transcript once the course has
been Completed. On the Course Management screen, simply click the name of the Assessment
to open and review. On the Transcript, click the Status name (pending, passed, or failed) to

open and review.

Course Registration Management

Post-Assessments: Any Post- FHltest course
Registration Status: Post-Assessment Pending
Assessment must be CompletEd Pre-assessment resul. o Test Azzescment for KM Courses (Passad)
before the course status can be Before completing the cowrse you must pass "KM Test Cowrse Post Assessiment” assessmant.
Changed to Completed and the To start the assessmentimmedialely click |__Assessment
course moved to your Transcript. Back |

Once you have gone to the Course Management screen and clicked Complete you will be

prompted to take the Post-Assessment.
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moved to Completed, and the course is moved into your Transcript.

8. If at any time you wish to review your Post-Assessment test you can do so simply by going to the
Transcript once the course has been Completed. On the Transcript, click the Status name

(pending, passed, or failed) to open and review.

Taking Evaluations

1. Evaluations are very similar to Assessments, but evaluations are not always mandatory.

2. For a mandatory Evaluation, you must complete the Evaluation before the course will be

considered complete and moved into your Transcript.

3. There are a number of locations
where you will be instructed to Basic Emergency Preparedness for All Public Health Warkers - {In Proy
complete an Evaluation: COHAN Collaborator Level Training - (In Progress)
a. On the Course Registration Animal Bites and Rabies - {In Progress)

Tab. kM test course - (Completed), but an evaluation is pending

b. Inyour My Learning.

c. Onthe home page, above the My Learning Record.

® There are pending evaluations:
4. If an Evaluation is not mandatory, the course will be moved [ My Leaming Record

directly into your transcript. You will then be able to take the _

P hity Leaming
evaluation at any time by clicking the Evaluation name from your * Transcript

* Cerificates
Transcript. You will also be reminded of the evaluation with the » Course Archive

® Iy A count

Pending Evaluations link on the home page.

How to Launch a Course for which you are

already Registered

1. Log on to your TRAIN site. _
f My Learning Record

2. From the Home page, click My Learning from the My

Learning Record box located on the right hand side of > My i
P Iy Training Plan
the page. ® Transcript
» Cerlificates
3. Onthe resulting page, you will see a listing of all courses P Course Archive
My Account

for which you are currently registered.

4. To launch a course, click on its title.
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5. To change the status of any of the courses you are registered for, click the M icon next to a

course title (see the My Learning section for

more information).

How to Post a Review of a

Course

1. Log on to your TRAIN site.

Courses for which you are already registered

2. Locate your desired course using the steps outlined in How to Search for Courses above. If you

would like to review a course that you are currently enrolled in, you may do so from the

Transcript page located in the My Learning Record box on the right hand side of the TRAIN

homepage.

3. From the Reviews tab on the Course Details screen, click the Add button.

4. Fill out the form, including quality, rating, title, and comments.

Note: If you would like your review to be posted anonymously, simply uncheck the “Show my

name on the review” box.

5. Click Submit to finish posting the review, or Cancel to go back without saving your entry.

How to Use the Resources Area

1. Log on to your TRAIN site.

2. Click the Resources tab, located in the

Navigation Tab bar.

3. Onthe resulting page, you have several

options:

a. To locate a resource, choose from the
categories listed in the menu on the left
hand side of the page or use the
Search Documents by Keyword

function.

Home Course Search Discussion Boards RESOU
Categories: . .
@ Bioterorism
e sma"pm Document Namma

B Competency Resources
Bl Course Evaluation Tools
B General

Bl Meeds Assessment

Hisnword Search

| A1l Categaries |
 Document Mame
" Description
= Both

# COC Report {_pdi)

Bialogical and Chermical Terramsm:

Strategic Plan for Preparedness and Response
Fecommendations of the COC Strategic

Flanning Warkgroup

SDCKS PRIMER OM BIOTERRORISM

Thi San Diego County Medical Sociely is please:
understand the physician®s role in a biological or,
altack. We ane the caregivers far the community
care, reassurance and counseling, you rmust hav
Dirty Bomb { doc)

Lesarmn rrigre aDout the fallout of this deadly weap

Harmaland Sacoribe § dack

Resources Page

b. To view a resource, click on the title of the document you wish to view.

c. To add a resource:

i Click on the Add Resource button.
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On the resulting page, fill in the necessary information in the fields provided. If
you wish to format your description using HTML coding, click the HTML Mode

icon <>.

To Upload a document, make sure the Upload Document button is selected.
Then either type in the path of your document or click Browse... to pinpoint the

document on your computer.

To create a link to a website, make sure the URL to Browse button is selected

and type the address of the website in the field provided.

Click Save to finish adding the resource.

Public Health Foundation



TRAIN Surveys

You may find the option to participate in a survey on your TRAIN homepage. Surveys are not mandatory,

and it is your choice if you wish to take and complete a survey.

The Survey Dashboard

The Survey Dashboard 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 window 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 “My Learning Record.”

My Surveys
Similar to My Learning, My Surveys 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).
3. 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).

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
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review have all been completed (see the section Surveys with Review below for additional

information).

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).

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 geta
PDF document of the survey. Note: This option is only available if the survey manager has turned

on the print function.
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.”

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.”

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.

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.

Submitted By — when reviewing another user’s survey, this will display the TRAIN User Name of

the user who requested you for their review.

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.

26

Public Health Foundation


http://www.staging.train.org/Admin/Reports/PrintSurvey/PrintSurvey.aspx?surveyId=2&userTypes=-1&resultId=3�

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.

1.

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 on-screen information 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 you “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 unigue 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
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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.
g. “<” button — this button will take you back one page in the survey
h. “>" button — this button will take you forward one page in the survey

i. “>>" putton —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 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

guestion.

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 this type of Survey are as follows:

1. As auser you choose to participate. You 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.
a. Specific steps for this process are provided below, after this basic steps list.

3. Once you have chosen a reviewer, they will need to “Accept” your request and perform their

review.

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

survey to you.

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

completely reviewed their comments.
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Once all these steps have been finished, the survey is Complete and no further action is

necessary.

A copy of the survey (read-only) remains in your “My Surveys” as a Completed survey AND in

the selected reviewer’s “My Surveys” as a survey under “My Reviews.”

Selecting a Reviewer

1.

Once you submit your initial survey results, the survey module will ask you if you want to select

your reviewer right then or if you would like 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 is to help prevent surveys from getting forgotten and never

getting reviewed.

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
. 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 should be

expecting 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.”
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9. If you don't see the user you were looking for, alter your parameters and click the “Search” button

again to refresh the list.

a. You must however, select someone to review your survey. This is mandatory step for

surveys that require a review.

10. 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 return the survey back to

you.
a. A selected reviewer has the right to decline any request.

b. If asurvey is declined by your selected reviewer, you will be asked to select another

reviewer to move your survey forward.

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. To perform your duties:

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.

b. 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, 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.
The point of emphasis here, however, is that the text here will be different from what the

original user saw when taking the survey. Be sure to read the text carefully.

b. Each question has to two “modes” of view. The first mode is labeled as “My Answer” —
this is the question that YOU are to answer as the reviewer as you see fit for a “reply” to

the user’s original answer.
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c. 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.

d. 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.

e. 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.

f.  Atthe end of the survey you will also have a page to submit a “Final Review,” where you
can summarize your thoughts and provide any insight or explanation as to how you

answered the questions in the review.

g. 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.

4. 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.

5. 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.

1. Tolook over the review, click the “Show Review Results” link within the Survey Dashboard (or

from within “My Surveys”) to open the survey once more.

2. 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.

3. Each question has to two “modes” of view. The first mode is labeled as “My Answer” — this is the

guestion that YOU submitted when you first took the survey.
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You can flip to see the reviewer's answer and/or comments by changing 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,” which should be a
summary of their thoughts, providing insight and/or explanation as to how they answered the

guestions through the review process.

a. 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.

TRAIN will always keep a copy of this survey in your “My Surveys,” “Completed” section so that

you can always look at surveys you previously completed through TRAIN.
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How to Use the Discussion Boards

1. Log on to your TRAIN site.

Training Suppeort q Herw Thread
2. Click the Discussion Boards tab, 59 Streaming Video Helpl!l  Hernan Belkin  Mebrasia  0SM 32003 16:01
. . . o g NEwe Course out of Derser ~
located in the Navigation Tab bar. =i Edward Camvar  ONla 05 32003 15205
3. On the resulting page, you have Discussion Threads
several options:
a. To view different Discussion Topics, choose Streaming Video Help
from the list of topics available in the menu on Author:
the left hand side of the page. Date: 51372003
v gola 2 hour pragantation that | need to ¢
b. To view different Discussion Topics, choose benefits of Real Media v, Windaws Mediav
from the list of topics available in the menu on [ Reply | [Back to Threads |

the left hand side of the page.

Reading and Replying to Messages
c. Toview a reply to a message, click the ‘+' icon

next to the thread title. Or, click the blue arrow
located in the top right hand corner of the message while viewing the message. This
allows you to move freely back and forth through the replies.

d. To reply to a message:
i. Click the Reply button while viewing the message.

ii. On the resulting page, fill in the necessary information in the fields provided. If
you wish to format your description using HTML coding, click the HTML Mode

icon <>.

ii.  To upload a document, make sure the Upload Document button is selected.
Then either type in the path of your document or click Browse... to pinpoint the

document on your computer.

e. To expand a discussion, click on the plus sign (+) next to the discussion thread. An

expanded discussion thread will feature both the initial message and any replies.

f. To create a new thread (or a new discussion), click on the New Thread button while
viewing the discussion boards. Enter the necessary information and click Submit to post
your message as a new thread.

g. To go back to the main page of the discussion topic while viewing a message, click on
the Back to Threads button.
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Spotlight Links

On the Home page of TRAIN, you will notice various links under the heading of Spotlight to the upper-left
of the screen. These links are provided to you by both PHF and your state TRAIN Administrator. If you

have any questions about the links provided, contact either PHF or your state TRAIN Administrator.

Upcoming Events

Course Providers are able to display sessions for their courses in the Upcoming Events box, located just
under your My Learning Record. Clicking the title of a course will take you directly to the Course Details

page. This is a good way of finding upcoming courses that are available to you.

Event Calendar (Not Available to Every Affiliate)

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 link in the TRAIN navigation bar. To access

course and session information within the Calendar, simply click on the asset title in the calendar display.

This feature is not available to all affiliates at this time. If you have questions about the availability of the

Calendar in your state, please contact your state administrator.

Users can now also print a list of courses for a given month. This icon 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.

How to Request the Role of Conference Presenter

TRAIN now offers a Conference feature. Conferences also allow for sessions and within each session,
presenters can be assigned. If you would like your name and profile information to be available for
assignment on Conference sessions, you will need to apply for the Conference Presenter Role (this role
cannot be assigned, but rather, must be requested and then approved). To apply for the Conference

Presenter role:
1. Log on to your TRAIN site.
2. Click My Account from the My Learning Record box located on the right hand side of the page.
3. Scroll to the bottom of the page and click on Request to Become a Conference Presenter.
4. A new form will open at the bottom of the page. Fill it in as completely as possible and click Save.
5. Your request will be reviewed by the Administrator in charge of Conference Presenter Approvals

for your state. You will be informed of their decision via e-mail.
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How to Request the Role of Course Provider

If you would like to post courses to the TRAIN website, simply:

1.
2.

3.

What to Do if You Forget Your Password
1.
2.

3.

Log on to your TRAIN site.

Click My Account from the My Learning Record box located on the right hand side of the page.
Scroll to the bottom of the page and click on Request to Become a Course Provider.

A new form will open at the bottom of the page. Fill it in as completely as possible and click Save.

Your request will be reviewed by the Administrator in charge of Course Provider Approvals for

your state. You will be informed of their decision via e-mail.

Member Login

. Login Mame:
Go to your TRAIN Login page.
Click on the Forgot your password? link, below the Login button. Password:
You will be asked to enter your login name and then answer the [ ]
Login

secret question which you previously established when registering
with TRAIN.

Forgot Your Password?

. . . Retrieving your Password
Your password will be displayed to you on screen. It will not be e- gy

mailed to you.

If you are unable to remember your login name or password answer follow the on-screen
prompts. TRAIN will ask you other questions regarding the information in your account in order

gain access to your password.

If you continue to have problems, contact your state TRAIN Administrator, or support@train.org.
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Getting Support

Contacting Your State Administrator for Technical and Non-Technical
Support

State-specific contact information can be found within TRAIN
e Login to TRAIN.
e Click the Help tab.
e Click Contacts in the left-hand navigation.
o Click Affiliate Contacts.

e Select the appropriate Contact based on the information provided.
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