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USER ROLE - FUNCTIONS

My ASSIGNED TRAININGS

1) When a training course has been assigned to you, you will receive an email notification.

2Reply ©2Reply.
Tue

TT Tech Training <no-reply@ttuhsc.edu>
List of trainings assigned
.

o
@ This message was sentwith High Importance,
If there are prablems with how this message is displayed, dlick here to view it in a web browser.

New Tech Training assignments.

Dear: , you are required to complete the following trainings:

Tranining Assigned Date Expiration Date
2024 Conflict of Interest Dec 15, 2023 Mar 14, 2024
2024 Ethics and Standards of Conduct Dec 15, 2023 Nar 14, 2024
2024 General Compliance Training Dec 15, 2023 Mar 14, 2024
2024_HIPAA and Privacy Training Dec 15, 2023 Mar 14, 2024

You can sign into the TTUHSC Tech Training site and complete the course.

Do not reply to this email. This is an automated notification, which is unable to receive replies. For questions regarding this notification or if you experience issues viewing files, please
contact IT Customer Support at 915-215-4111,

2) To access the training, click on the link provided in the email and log into Tech Training

using your TTUHSC EP credentials or go to
https://academic.elpaso.ttuhsc.edu/TechTraining/

You can sign into the TTUHSC Tech Training site and complete the course.

Once you log in, you will able to see all trainings that have been assigned to you listed in
the My Assigned Training section.

B MY ASSIGNED TRAINING @

Training title:
2024_HIPAA and Privacy Training

Assigned Date: 12/15/2023 Due on: 3/14/2024

=] View Details

Click on the button to go to the course.

Next, you will see the Course Outline and Course Files screen. To begin the course,
download the Course Files.
a) When you are ready to take the exam, click on the Start Exam button.
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https://academic.elpaso.ttuhsc.edu/TechTraining/

Course Outline

Course Files

dame: 2023 CME HIPAA and Privacy Training le Name: HIPAA QuickTips

Note: If you do not download the course files that are required, you will see the following
pop-up box and you will not be able to proceed to the exam portion.

Do not click on the back button of your browser when beginning an exam as it will count
it as an attempt.

Error

Please download all required files first

6) The following message will appear when you have successfully passed the exam.

T

TTUHSC EL PASO

Texas Tech University Health Seiences Center Pl Paso

Training passed

Congratulations, you have passed the quiz.

Download certificate of completion
Retum to my dashboard

7) You will have the option to return to the Dashboard or print your certificate.

Download certificate of completion o
Retumn to my dashboard o
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a) If you choose the Download a Certificate of Completion option, you will receive a
training certificate in PDF format. The certificate can be printed or saved on your
computer.

CERTIFICATE OF COMPLETION

Is hereby granted to

For successfully completing the course

2023_CME HIPAA and Privacy Training

1/6/2023

Signature Date

8) An alternate way to print the Certificate of Completion is by going under the Reports
tab and clicking on My Courses.

¢ TTUHSC EL PASO Tech Training

& Reports ~ | W Resources ¥ @ Contact ~
My Courses _

@ UN-SIIE IRAINING CALENDAR -

= View list of available on-site training

Prev Next J U LY 2024 menth List

Sun Mon Tue Wed Thu Fri Sat

9) This will take you to the My courses screen. Click on the Details button.
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My courses

A Search Criteria 2% User Profile

Eraider
User name:
User type:

Email

User Trainings

-

1024 Ganeral C No Yor No Mo 12 A m

R Emeng: o Yes Ne Ne He. x m

@ o ™ - Ve e N e 25 N 0oL L]

10) Next, you will see the following screen. Click on Download certificate of completion.

Trainiing View

Usar Current Status: Completed

Training My training details

11) If you scroll down on this screen, you will see My Exams section. This will allow you to
see information of all of the exams you have taken.

My Exams -
Sart Date Completed Finih Later Completed Date Passed Corect Answers Grade
2023/04/26 Yes No 4/26/2023 Yes
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ENROLLING IN AN ON-SITE COURSE

1) If you want to enroll in an On-Site course, go to the On-Site Training Calendar.

P Courses ¥ B Mass Requirements ~ BB Reports ¥ X Tools ¥ & Administration v *s Approval ¥ mf Resources ~ @ Contact v

[ £ ON-SITE TRAINING CALENDAR ] -

= View list of available on-site training
Prev  Next QOCTOBER 2023 month  List
Sun Mon Tue Wed Thu Fri Sat
0 " 12 1 4
18 1
24 25 26 27 28
7p Programming with F|

a) Click on the name of the training you want to enroll in. This will take you to the Event
View screen.
S
Assigned Area: Safety Services Status: Active
Training Details

Training Title

Presenter Max Amount of Attendees: 10

Schedule Date: Fr Building: Val

Training Duration Room: V120

Training Instructions

Course Details

Title

®
b) Click on the button to be added to the training session.

c) A pop-up box will appear. Click Cancel to go back to the On-Site Training Calendar
or click Yes to continue.
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?

Are you sure you want to enroll to this
on-site training?

d) If you click Yes, a pop-up will appear confirming that you are enrolled in the training.

/

You are now enrolled in this training
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RESOURCES — COURSE LIBRARY

This function will allow the user to see and download the training content without having to
retake the course.

1) To go to the Couse Library, click on the Resources dropdown at the top of the page
and click on Course Library.

Tech Training

Reports @ Contact v
Course Library —

3 ON-SIIE I KAINING CALENDAR -

= View list of available on-site training

Prev Next AU G U ST 20 24 month List

Sun Mon Tue Wed Thu Fri Sat

2) This will take you to the Course Content Library screen. In this page, you will able to
see all the trainings that have been uploaded.

Course Content Library

Course Content Library

L3 . B
B B L
B x

a) Click on the button to view the content for your desired training(s).

3) Next, you will see the Course Content page which allows you to see the details for that
training.

a) You can also download the Course Files for that course.

Page |10 Back to Top



PCI DSS - Payment Card Industry, Data Security Standard
Course Details

Alternate Title

PCI DSS - Payment Card

Course Description

This course provides an o

Objectives

) and payment card processing pelices and procedures

nan understanding of FCI-DSS requirements sn

ard processing poficies and proced:

Qutline

ssing Payment Cards

utions.

Course Files

PCI DSS - Payment Card Industry, Data Security Standard

Fila Description:

2 Download File
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CONTACT — COURSE CONTACT LiIST

This function will assist the user when an individual has been locked out of a training. This
feature includes a list with the contact information for the owners of the trainings.

1) Go to the Contact dropdown at the top of the page and click on Course Contact List.

g;’ TTUHSC EL PASO Tech Training
E Reports v W4 Resources v
Course Contact List —

2 ON-SITE TRAINING CALENDAR -

= View list of available on-site training

Prev Next AU G UST 20 24 month List

Sun Mon Tue Wed Thu Fri Sat

2) This will take you to the Course Contact List screen where you can see the list of all
the trainings, the name of the owner, phone number, and email.

(Course Contact List

yyyyyyyyyyyyyyyyyyy
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POWERUSER ROLE - FUNCTIONS

COURSES — NEW COURSE

1) To create a course, you can go to the Courses dropdown from left hand corner and click
on New Course.

ij‘? w 28 My Dashboard

Mass Requirements v &8 Reports ¥ WA Resources ¥ @ Contact v
Course

IING CALENDAR -

Assign by Eraid
@ On-site C = View list of available on-site training
prec et OCTOBER 2023
Sun Mon Tue Wed Thu Fri Sat

2) You will be directed to the New Course Wizard screen. This is the Course
Configuration tab.

a) Fillin the required fields. Note: Required fields are identified by an asterisk (*).
o Under Departments, your department name will be the only option available.

e For External URL, use this only if course will have an external source attached.
(For example, utilizing YouTube videos or external sites outside of TTUHSC EP
website.)

b) Assure the Course is Active and Certificate on Completion toggle buttons under
Configuration settings are blue. This will make them active.

TTUHSC EL PASO | Jrr——

New Course Wizard

m 13 Covre Dt p—— [rrm——— A—— + Pt

Course Configuration

© e — .y s

c) Once the information is completed, click on to proceed.
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3) You will be directed to the Course Details tab below:

a) Fillin the required fields. Note: Required fields are identified by an asterisk (*).

b) Then click on to proceed.
o Course Description — this section will include a short description of the course.

¢ Objectives — this section will outline the goals for the user upon the completion
of this course.

o Outline — enter a general description of the course content and instructions.

¢ Lockout Message — enter contact information of person that can unlock the
training for user.

New Course Wizard

Course Details
Bl L~-FF 3=
B I £ EESES
Bi g5 ==
B I £ FsTra=

-------

4) Under Course Files tab, you will be able to upload the desired files. There is no limit to
the number of files you wish to upload.
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a) Fillin the required fields. Note: Required fields are identified by an asterisk (*).

b) Ensure the Required toggle button at the bottom left hand corner of the page is blue.
This will make downloading the course files a requirement.

B Course Questions 5 Request Form = Finish

G

Files Uploaded

5) Once the files have been uploaded, click Upload Files.

a) A pop-up box will appear. Click Ok.

/

File uploaded

File Health Law Article has been saved

6) You may continue uploading additional files. If you are finished, click on Bkl to
proceed.

7) You will be directed to Course Questions tab. This is a two-step process.
a) First, answer 1. If a test is required, check the Requires test? checkbox.
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Course Questions

Course Que n Notes:

* Number Of Attempts * Number Of Questions * Number Of Correct Answers
2.- Add Questio
Configuration Settings
€ Random Questions
€ Retum Nextstep >

8) Next, you will need to fill in the following fields:

a) Number of Attempts — this field determines how many times the user is allowed to
take the test before being locked out.

b) Number of Questions — this field will determine how many questions the user will
receive each time the test is taken.

c) The Number of Correct Answers — this field will determine the number of questions
that must be answered correctly to pass the test.

d) You will have the option to choose Random Questions. It is recommended that you
select Random Questions, so that the user receives a new shuffled set of questions
when retaking a test. If you don’t choose Random Questions, the questions will
appear in the same order each time the user initiates the test.

® Courses 8 Mass Requirements v 8 Reports v X Tools v 2 Administration v & Approval +

* Number Of Attempts * Number Of Questions * Number Of Correct Answers

‘ o & &
1
Configuration Settings
0&"; Random Q
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9) When the information has been entered in Step 1, click on Save and continue button at
the bottom of the screen. Then click on .

- m Requirements ~ B Reports ~ X T

Configuration Settings

&t s ) Netstep

10) Next, you will be directed to the 2.-Add Questions step.

a) Click on Add New Question button to start adding questions.

1.- Test required — + Add New Question
Questions Added

11) This will take you to the following steps. Fill out the il ficlds.

a) Answer Type — There are two types of answers: single or multiple. Choose single if
question only has one correct answer. Choose multiple if question has more than
one correct answer.

b) Question — The questions can be typed in, or you can cut and paste the questions
from a word document. DO NOT start a question with a number or a letter if you
chose the Random Questions.

e Example: 1. Who is the President? or a. Who is the President?

c) Objective — This section may be left blank or you may add an objective. This is not a
required field.

d) Media Content — This section may be left blank if external URLs are not needed.

Page |17 Back to Top



Add New Question

ARAA N

Media

Answers

12) Next, go to the Answer section:
a) Type the first possible answer in the Answer field (you can also cut and paste the
answers from a word document). If this is the correct answer, make sure to click on
the Correct Answer check box.

b) Ifitis not the correct answer, click on the +Add Answer box to continue adding
possible answers. DO NOT start an answer with a number or a letter.

e Example: 1. True or a. True

Add New Question

Media
Answers 1

13) Once you have entered all corresponding options for the questions, click on the
button on the bottom of your screen.

14) When you have successfully added the questions and answers and click on the
button, the following pop-up notification will appear:
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Note: You will start seeing the questions you added under the Questions Added
section.

/

Course question has been updated

15) Repeat steps 10 - 14 to continue adding questions.
16) Verify that everything is correct before proceeding to the next step.
a) If you need to make changes, click on Modify Question.

b) You can Activate/lnactivate a question. For example, inactivate a question that was
submitted in error or was a duplicate entry.

Question 5 Testing application?

Answers en
= Yes (Correct Answer)
# Modify Question

17) Once everything is correct, click on at the bottom of the page.

18) Next, you will be directed to the Request Form tab. This is the Training Request Form
screen. All fields need to be filled in.

£ Course Configuration B Course Details [ Course Files W Course Questions B RequestForm # Finish
Training Request Form
Submission Dste  Requesting Department
o

* Name Of individual Submitting This Form * Lesson Duration (Time it takes for leamer 1o complete)

e For Taling (T/C st satute, depa quiremenn. provide caton f he g .

Target 0 Ao it

Lesson Frequency (ome ime, annaal, " et

s
e Ik n your chaln o command hat report 1 e Dean o the Prsident s ecuired. Ddyou abiai thle approral? lease s
< Retum Nextstep >
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¢ Submission Date — Enter date when training is submitted.

o Requesting Department — Enter department that owns the training.

e Lesson Name — Enter full name of the course.

¢ Name of Individual Submitting This Form — Enter your full name and title.
e Lesson Duration — Time it takes for user to complete the training.

e Summation of Lesson — Enter brief summary of training.

¢ Requirement for Training — (TJC, state statute, department requirement). Provide
Citation if the requirement is statute or TJC.

e Target Department — Enter all office workers, clinical staff, everyone, etc.

o Lesson Frequency — Determine if training will be assigned one time, annually, bi-
annually, etc.

o Assignment Month — Enter the date the course is going to be assigned to users.
e Approval from the individual in your chain of command that reports to the Dean

of the President is required. Did you obtain their approval? Please list the name of
this individual.

Next step =
19) Once this form is completed, click on at the bottom of the page.
20) The final step in the New Course Wizard is the Finish tab.

a) Inthe Finish tab, you will have one of two options: Save for later or Submit for
approval.

® Courses v B Mass Requirements v & Reports v X Tools v 2 Administr

New Course Wizard

T Course Configuration (3 Course Details 3 Course Files M Course Questions B Request Form ¥ Finish

Finish

You have completed the course wizard

21) When you click the option, you will see the following pop-up box:

a) If you are ready to submit the course, click Yes to submit for approval.
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Note: If you need to back to the Finish tab, click Cancel.

?

Do you want to submit for approval?

Once you send for approval you won't be able to make any
change unitil the course is either approved or denied

b) Once you click Yes, you will see the pop-up screen below confirming the course has
been submitted for approval:

/

Course has been submitted for
approval!

22) If you click on the Save for later option, you will see the pop-up box below. Click Yes to
confirm. Note: To go back to the Finish tab, click Cancel.

?

Do you want to save and approve

later?

You can still do modifications to this course later, but
course cannot be assigned to users yet.
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a) When you click Yes, you will see the following pop up box stating the training has been
saved:

V4

Course has been saved!

23) If you need to go back to a course that has been saved, click on the Courses-> View
Courses section to locate the training. The status under the Actions column will change
to Manage. Click on the Manage button to open the training.

'77 TTUHSC EL PASO

Courses

Area Coursa Rals Creatsd by Croated Dato Actions

]

24) You will be directed to the Course Configuration screen. From here, you can click on
any one of the tabs to modify/update the information.

o If you modify/update information in one of the tabs, make sure to click on the Save
button at the bottom of the page.

25) Once you have modified/updated the information, go to the Course Status tab and
click on Submit for Approval.
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Next Steps

26) When you click on Submit for Approval, you will see the pop-up screen below. You
may choose to submit the course by selecting Yes, or choose Cancel to go back to the
New Course Wizard screen.

27) If you choose Yes, you will get another pop-up box indicating the course has been
submitted.

Do you want to submit for approval?

Once you send for approval you won't be able to make any
change until the course is either approved or denied

- I

28) Once a course has been submitted for approval, an automated email will be sent to the
Committee members.

29) When the course has been approved/denied by a Committee member, you will receive
an automated notification via email.

e Example for when course has been approved:

From: no-reply@ttuhsc.edy <no-reply@ttuhsc edu>

Sent: Saturday, December 31, 2022 &:31 AM
To:
Subject: New course approval update

Dear @FullName@):

The Course 2023 CME HIPAA and Privacy Training has been Approved
Approved By:

Approved Date: 12/31/2022

Comments:

approve
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o Example for when course has been denied:

N no-reply@ttuhsc.edu
New course approval update
To @

10 1 there are problems with how this message is displayed, dick here to view it in & web browser

Dear

The Course Testing12 has been Denied

Approved By:
Approved Date: 3/30/2023
Comments:

Denied for testing purposes,

I you have any questions regarding the course approval process, please contact the committee for more details.

30) If the course is denied and changes need to be made, go to the Courses tab at the top-
left side of the page. Click on the View Courses section, look for the course and click on
the View button.

a) Inthe Course View section, you can see the status of the course. If denied,
Committee members will indicate the reason for denial under the Approved
Comment section.

Course View

Approval Step: Approved Approved By: Approved Date: 1/13/2023 4:22 PM
Approved Comment:

approve yearly course

Course Configuration
Course Type: ACME Year: 2023

Title

31) If changes need to be made, you can go to the Manage button on the right.

Courses E
e St T, A 7, CoumeRole |, Cresk ed by

st ] ! ord
ting 12 D [ rcivee § mpli fard
d T d = o d
o= -

* proved i d 02721

R buse and [reve] d 1
proved J rd
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32) Once you have made all necessary edits, you may go to the Course Status tab and
resubmit the course for approval. (The course will be rerouted to the Committee for
approval.)

¥ Course Configuration B Course Details (s Course Files B Course Questions [ Request Form

Next Steps

Approved Type:

Approved By: Approved Date:

Approval Comments:

You can complete the course and send it for approval

« Submit for approval

Note: The training owner will need to resubmit course each year for Committee approval.
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COURSES — VIEW COURSES

1) To review courses, click on the Courses dropdown menu then click on View Courses.

TTUHSC EL PASO

a=
28 My Dashboard

P Courses ~ | B Mass Requirements v B2 Reports ~ R Resources ~ @& Contact v

New Course

View Courses WLENDAR

Assign Course by Eraider

& On-site Course > = View list of available on-site training
Prev  Next OCTOBER 2023 month List
Sun Mon Tue Wed Thu Fri Sat

2) In the View Courses section, you will see a list of all

submitted and their Course Status.

Show| 10~ entries

/::nms«- Title

"

the courses that have been

Approval Status Stat Area Course Role
What is iRIS and How Do | get an Account? Approved = Compliance Standard
Human Trafficking Policy and Awareness Approved [ Active | Compliance Standard
est Pending [inactive | Compliance Standard

In ete [ Active ]
[ Active | tandard
3 d Training = Complia Stand
a d Training Incomplete [ Active | Complianc e Standard
2023 3 [ Actie | mplia
023 General Compliance Training Approved [ Active | Compliance Standard
Qg; Ethics and t / A [ Actiee ] Compli
S

Showing 161 to 170 of 188 entries

3) The following are the Course Approval Status Descriptions:

Course Approval Status Description X
Incomplete  The course has not been configured completely
Pending  The course was saved for later but can still be modified
Completed  The course was submitted for approval
Approved  The course was approved by the committee
Denied  The course was denied by the committee
Close
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4) You can also View, Manage or go to the Wizard option for the course.

Courses

= o mEm O
= v A
Lo

™

Lo

= .

= Lo [ oo |

a) If you click the View option, you will be able to see a full description for the course
when you submitted it.

b) If you click the Wizard option, you will be able to update/correct anything from the
course. This option will be available when the status is incomplete.

c) If you click the Manage option, you will be able to update/correct anything from the
course. This option will be available when the course has been submitted and if
denied, you will use this option.

5) When the course has been approved/denied by a Committee member, you will receive
an automated email notification.

From: no-reply@ttuhsc.edu <no-reply@ttuhsc.edu>
Sent: Saturday, December 31, 2022 8:31 AM

To:

Subject: New course approval update

Dear @FullName@):

The Course 2023_CME HIPAA and Privacy Training has been Approved
Approved By:

Approved Date: 12/31/2022

Comments:

approve
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COURSES — AssIGN COURSE BY ERAIDER

1) To create a course by eRaider, click on the Courses dropdown section, located on top
of the page, then click on Assign Course by eRaider.

[I TTUHSC EL PAS? L] My Dashboard

B Mass Requirements v B8 Reports v M4 Resources v (@ Contact v

New Course

B ING CALENDAR -

Assign Course by Eraider _

# On-site Course

Prev. Next OCTOBER 2023 month List

Sun Mon Tue Wed Thu Fri Sat

2) This will take you to the Assign Course by eRaider page.

Assign Course by Eraider

& toun |8 it

ng users: 0

3) Inthe Search by eRaider list section, you can enter each eRaider individually
(separated by commas). After you have entered all eRaiders that require training, click
on Add eRaiders box at the bottom of the page.

Assign Course by Eraider

Search by eraider list (separated by comma)

Johndoe1

2 Add Eraiders [ SEEEEE

4) If you do not know the eRaiders for the individuals that require training, you can look up
the individual in the Search User box.
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Assign Course by Eraider

5) When you use the User Search box, a pop-up window will appear. In this section you
can search by name, r number or department. You will have a dropdown list of names
to choose from.

Search user

X User Search (Name, Rnumber, Department)
cb
Email Address Department

Institutional Compliance Offc Elp

6) When you select the individual’s name a pop-up screen will appear, after that, their
eRaider will be added to the List of eRaiders section.

* List of Eraiders

Show 10 v |entries Eraider: added to the list Search:

Eraider T Actions

Showing 110 1of 1 entries Previous ° Next
m g PrEView LiSt

Final count of quick training users: 0
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7) After making the selection of the users, click on the button. This will give you a
count of the users that will have the course assigned.

e If you click on the Preview List button, you will see a list of the users that have been
selected.

* List of Eraiders

Showing 1to 1.of 1 entries

% Lookup

% Lookup | @ Preview List

DO NOT FORGET TO
CLICK THIS BUTTON

[ Final count of quick training users: 1 ]

8) Scroll down and fill out the required fields. Note: Required fields are identified by an
asterisk (*). When you finish, click on Complete.

aider Actions
[Fi‘ml count of quick training users: l]
*co
Brief description of course
* Start date * End date * Due on days
=] 03/29/2024 =] o Number of days until the course will become due to users

[ ... (R

9) Next, a pop-up window will appear.
a) Click Cancel to stay on Assign Course by eRaider section.

b) Click Yes to proceed.
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?

Are you sure you want to force the

training to the users from the list?

You wan't be able to make any changes. The training will
be assigned to the evel y already completed it
befol

10) A pop-up notification will appear to confirm your submission.

4

Training assignment complete!
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COURSES — CREATE ON-SITE COURSE

This feature will allow the user to create a course outline for individuals to register for a live,
WebEXx or online training session. Individuals will be able to self-enroll via the Tech Training
application calendar.

Note: This feature will only be available for PowerUser, Administrator, and Committee roles.

1) To create an On-Site Course, click on the Courses dropdown - On-Site Course >
then click on Create On-Site Course. You will see the following screen:

[',— TTUH§Q1EL chl) L My Dashboard

B Mass Requirements v B Reports v W Resources v & Contact v

New Course

o o ING CALENDAR -
Assign Course by Eraider
# On-site Course Create On-Site Course _ = View list of available on-site tra ning
Schedule On-Site Course
Prev Next )ECEMBER 2023 meonth List
On-Site Calendar
Sun Mon Tue Wed Thu Fri Sat

2) You will be directed to the Create New On-Site Course screen. Fill out the required
fields. Note: Required fields are identified by an asterisk ().

a) Title — Enter your desired title.

¢ Alternate Title — This field can be left blank or you can type in the same as the
Title.

b) Course Owner — Type the name of the person presenting the training.
c) Departments — Choose the departments that will be able to see the course.

d) Course Year — Select the current year.

[Create New On-Site Course]

*Title Altemate Title

66

External URL

3) Next, scroll down the page and in the Course Settings section:
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a) Leave the Course is Active toggle button blue if you want everybody to see the
course. If disabled, only the individuals with Administrator and PowerUser role will be
able to see the course.

b) Leave the Certificate on completion toggle button blue so the users can download
the certificate after passing the training.

[ Course Settings ]

@D Course is Active @D Certificate on completion

4) In the Course Details section, fill out the required fields. Note: Required fields are
identified by an asterisk ().

a) Course Description — enter a short description of the course.
b) Objectives — outline the goals for the user upon the completion of this course.

c) Outline — enter a general description of the course content and instructions.

5) Click on the button to continue.

6) A pop-up will appear, click Yes if you are ready to save the course. Note: If you need to
back to the Create New On-Site Course screen, click Cancel.

Do you want to save the on-site
course?

B

7) Once you click Yes, you will see the pop-up screen below confirming the course has
been saved.

/

On site course has been saved!
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COURSES — SCHEDULE ON-SITE COURSE

This feature will allow users to set a time and place for the On-Site courses created.

1) To set a time and place for your course, click on the Courses dropdown - On-Site
Course - then click on Schedule On-Site Course.

TUHSC EL PASO

== My Dashboard

B Mass Requirements v & Reports ¥ W Resources v & Contact v

New Course

I ING CALENDAR

Assign Course by Eraider

@i On-site Course >

Create On-Site Course

= View list of available on-site training
Schedule On-Site Course h
Prev. Next :) CEMBER 2023 month List
On-Site Calendar
Sun Mon Tue Wed Thu Fri Sat

2) You will be directed to the Schedule On-Site Training screen.

[ Schedule On-Site Trainingl

* Select Building (2 Select Re
* Schedule Data * Training Durstion (Minutes * Max Amount of Attendees
1/09/2! la} 3
Training Details
“Fro
“ Training Title
5S¢ | B I WE it Paragraph SETIE 2 EvVEr-ACLYL B QO e HELZSA W I
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a) Select Course — In the dropdown field, select the training you created.

b) Select Area — This field will automatically populate with your department.

c) Select Building — In the dropdown field, select the building that the training will be
scheduled at for users to attend. If your desired building is not listed, select the
Other option. Once the building is selected, you will be able to select the room.

o Select Room — In the dropdown field, select the room number.

o Other Location — If you choose the Other option in the Select Building field,
type your desired building and room number.

[ Schedule On-Site Training I

_
@ e €@

3) Scroll down and fill in the following fields.
a) Schedule Date — Select the date and time of the training session.
b) Training Duration — Indicate the length of time, in minutes, the training will take.

c) Max Amount of Attendees — Indicate the maximum amount of people that can
attend the training session.

* Schedule Date o
* Training Duration (Minutes) o

* Max Amount of Attendees

4) Next, go down the page and in the Training Details section, fill out the required fields.

Note: Required fields are identified by an asterisk (*).
a) Presenter — Name of the person who is presenting the training.
b) Training Title — Type the name of the course you created.

c) Training Instructions — Indicate what the users are going to do in the training
session or if they will need to log in to web-based training.
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Training Details

* Training Instructions

File Edit View Insert Format Tools Tsble Help

H @ B I Y 5 sansseil v 12pt ~ Paragraph

]
]
i
1]
liil
Il
m
<
m

EviAvevL H Q@ Dom HBNL&SAN 6 M %
1. Test1

2 Test2

3 Test3

B Save Training

5) When you are ready, click on the button.

6) A pop-up will appear, click Yes if you are ready to save the course. Note: If you need to
back to the Schedule On-Site Training screen, click Cancel.

?

Do you want to schedule the on-site
training?

[~ 1S

7) Once you click Yes, you will see the pop-up screen below confirming the On-Site
training has been saved.

/

On site training has been Saved!
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COURSES — ON-SITE CALENDAR

This feature will allow the user to modify/update the On-Site Training details such as the
course, area, location, duration, training instructions, etc.

1) To see the On-Site Calendar, click on the Courses dropdown - On-Site Course >
then click on On-Site Calendar.

% w 5% My Dashboard

B Mass Requirements ~¥ B2 Reports ¥ R4 Resources » @& Contact v

New Course

IING CALENDAR -

View Courses

Assign Course by Eraider

View list of available on-site training

# On-site Course >

Create On-Site Course

Schedule On-Site Course

Prev. Next l IEI iilm E EB 2023 month List
On-Site Calendar

Sun Mon Tue Wed Thu Fri Sat

2) You will be directed to the On-Site Calendar. The available courses will appear in the
calendar.

a) If you want to see the details for that course, click on the name of the course.

On-Site Calendar

Assigned Area: Compliance £ Schedule On-Site Course

Pree  Nea OCTOBER 2023 month st
|—m_|
| —— .

(i)

3) Next, you will see the Event View screen. In this page you will be able to see all details
for that course.
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Event View

Assigned Area: Compliance Status: Active
Training Details

Training Title

Presenter: Max Compliance Max Amount of Attendees: 10

Location: C8S Building Conference Roam 1A123

Training Instructions

Course Details

External URL

Course Description

Objectives

Outline

®

t? Modi
4) To modify/update the information for the course, click on the button at the
bottom of the page.

5) You will be directed to the Re-schedule On-Site Training page. You can
change/update the building, location, date, duration, and number of attendees,
presenter, title, and instructions.

Note: Do not forget to click on Save Training if you change/update any information. You
can also cancel the training if desired.
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Re-schedule On-Site Training

[ Re-schedule On-Site Training ]

Training Details

Training Instiuetions
File Edit View Insen Format Tools Table Help

G B T U & st 200 “ Pamgrach = = zis |
1 Test1
2 Test2
3 Test3

© @

a) To see the list of attendees, click on the Total Attendees List link at the top of the
page. You will see the following list:

Attendees List

@ Attendance Notes:

X
By clicking yes the user will get a record of having completed this training successfully
Excel ‘ Copy ‘ PDF Search
Eraider T UserName Email Enrolled Date Attended? Log
10/12/2023 QD Yes N/A
Showing 1 to 1of 1 entries Previous o Next

Note: If the training has ended, you can no longer make changes to the training.

b) At this point, the presenter can confirm attendance by clicking in the Yes toggle
button in the Attended? Column. This gives the user credit for attending the training.
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MASS REQUIREMENT — CREATE A MASS REQUIREMENT

1) To create a Mass requirement, click on Mass Requirements dropdown section, located
on top of the page, then click on Create Mass Requirement.

HJ; TUHSC EL

SO = My Dashboard
=0

® Courses v | B Mass Requirements v |B Reports ¥ ®4 Resources v & Contact v

Create Mass Requirement _

m ON-S View Mass Requirements DAR

= View list of available on-site training
Prev Next OCTOBER 2023 month List
Sun Mon Tue Wed Thu Fri Sat

2) This will take you to the Mass requirement configuration page.

Create Mass Requirement

Mass requirement configuration

Select one of the following:

 Submit for approval

3) To use the Search by employees option:

a) Inthe Applies to dropdown menu, you will be able to select All Employees,
Existing employees only or New employees only.

e The All Employees option will allow you to select all employees.
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® Courses ~ B Mass Requirements v B Reports ~

Mass requirement configuration

Select one of the following:

@D search by employees

CD Notes;

- If "All employees” is selected all other parameters will be ignored

- If *All employees® is selected new and current employees will be searched

* Applies to

All Employees

b) If you select Existing employees only or New employees only, you will have the
option to choose All Staff or All Faculty. You may select both options at the same
time, if needed.

@D Search by employees

@ Motes:

- If "All employees” is selected all other parameters will be ignored

- If "All employees” is selected new and current employees will be searched

* Applies to

Existing employees only “

Select one or more (Optional)

All Staff All Faculty

c) If you select Existing employees only or New employees only:

¢ You will have the option to select the department under the Select a department
dropdown box and the positions under the Select a position dropdown box.
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Select one or more (Optional)

All Staff All Faculty

Employee targeting (Optional)

Select a department —

ins

Institutional

Compliance Offc Elp
e
Select a position —

senior of

Senior Safety Officer | Senior Office Assistant

=
=

4) To use the Search by students option:

a) Inthe Applies to dropdown section you will have 3 options: All Students, Existing
students only and New students only.

¢ The All Students option will allow you to select all students.

@D search by students

® Notes:

- If "All students” is selected all other parameters will be ignored

- If "All students” is selected new and current employees will be searched

* Applies to

All Students

Existing students only
MNew students only

b) If you select Existing Students only or New students only:
¢ You will have the option to select any college/program. Click on the desired

college/program under the Select a college and Select a program dropdown
boxes.
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Student targeting (Optional)

Select a college i m—

Grad School Biomed - Gayle Greve Hunt SON
El Paso El Paso

Paul L Foster SOM in El
Paso

School of Dental
Medicine

Selact 2 program offf—

iWGE R DM

5) After making the selection of the users, click on the button. This will give you
a count of the users that will be assigned to the mass requirement.

o If you click on the Preview List button, you will see a list of the users that will be
assigned to the mass requirement.

& Preview List

& Lookup

DO NOT FORGET TO
CLICK THIS BUTTON  Final count of mass requirement users: 1936

6) Next, you will scroll down to the bottom portion of the Mass requirement configuration.

* Due on days e

~ Submit for approval

a) The Courses section will have a dropdown list where you can select the course you
need.
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* Courses:

2023 Conflict of Interest

2023 Conflict of Interest

2023 Ethics and Standards of Conduct

2023 General Compliance Training

2023_CME HIPAA and Privacy Training

2023_Students HIPAA and Privacy Training

Basic Informed Consent Training

Basics of Clinicaltrials.gov

Basics of Conducting a Retrospective Chart Review Study

Basics of Data Collection and Data Management

Basics of Data Collection and Data Management for Retrospective Chart Reviews
Box Training

Building a Regulatory Binder

Cash Fund Training

Competency for Reporting Abuse and Neglect for Ob/Gyn Staff Only
Creating and Maintaining Data Collection Forms

Endowment Training

FERPA

FERPA TTUHSC ELP

Human Trafficking Policy and Awareness

Informed Consent Process Do's and Don'ts

b) Enter a brief description in this section:

* Description Brief description of mass requirement

c) Start date — Enter the current date

Note: The selected users will be assigned the training immediately after the Mass
Requirement has been approved by a Committee member.

d) End date — enter the last day of the current calendar year. This ensures that the
course remains active for the calendar year. (Remember, each calendar year you will
be required to upload the course and obtain Committee approval.)

e) Due on days — Enter the number of days the users have to complete the course.

* Start date * End date * Due on days

7) Once you have entered all the required fields, click on the button at
the bottom of the page.
8) You will see the following pop-up:

a) If you are ready to submit the mass requirement, click Yes to submit for approval.

Note: If you need to back to the Finish tab, click Cancel.
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?

Do you want to submit mass
requirement for approval?

Once you send the mass requirement approval you won't
be able to make any change

Bl

9) If you click Yes, you will see the following notification:

/

Mass requirement has been submitted
for approval!

10) The Mass Requirement will be routed for approval to the Committee before the training
is assigned.

11) To check on the Mass Requirement approval status, refer to the Mass Requirement
Report.

12) Once the Mass Requirement has been approved by the Committee, the users will
receive an email notification stating the training has been assigned.

€L Reply €2 Reply Al ) Forward G5IM
Wed /22025 315 PM
Institutional TEST Env SQL Alerts <DoNotReply@ttuhsc.edu>
New Training Assigned

o W

@ This message was sent with High importance.
New Tech Training assignment.
Dear you are required to complete the following training: 2023 Conflict of Interest

You need to complete this course by May 28, 2023

This course requires:

The lesson 1s designed to provide the leamer with a working knowledge of; financlal conflicts of mterest, conflicts of ble vendor and
how to disclose a conflict of mterest or a conflict of commitment

You can sign mto the TTUHSC Tech Training site and complete the course.

Do not reply to this email. This is an automated notification, which is unable to receive replies. For ding this fi or if you 1 issues viewing
files, please contact IT Customer Support at 915-215-4111
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MASS REQUIREMENT — VIEW MASS REQUIREMENT

1) To check the status of a mass requirement, go to the Mass Requirement dropdown and
click on View Mass requirements.

% TUHSC EL PASO - My Dashboard

® Courses v | B Mass Requirements v |& Reports v W4 Resources v (@ Contact v

Create Mass Requirement

& ON-S View Mass Requirements % B

Prev. Next OCTOBER 2023 month List

Sun Mon Tue Wed Thu Fri Sat

2) This will take you to the Mass Requirement List where you can check the status of the
assignment in the Approval Status column.

ﬁ Mass Requirement List

N
Mass Requirement Type Course Title Approval Status [ A - Rol Created b Created Date Actior
ing o
o
o com
o
o
o
TRAIN [~}
ng o mplia
N

Showing 1 to 10 of 44 entries 203 4 5 Mt

a) Click on the top right side of the page to see the Approval Status Descriptions.

Mass Requirement Approval Status Description X

Completed  The mass requirement was submitted for approval

Approved  The mass requirement was approved by the committee

Denied The mass requirement was denied by the committe

Close
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3) Inthe Actions column, you can select View, Log or Cancel buttons.

Mass Requirement List

Approval Course Created Created

Mass Requirement Type Coursé Title Status Canceled Area Role

a) If you click on the View button, you will be able to look at detailed information

entered in the Mass Requirement.

Mass Requirement View

Approval Step: Approved Approved By Approved Date: 5/1¢

Comments

Mass Requirement Configuration

Course title

Mass Requirement Description

Area: Safety Services Created by
Course Role: Standar Created date: 5/1
Start date: 1/1/2022

End date:

Amount of impacted users: 2056

b) The Log button will show you the Course Log. This section will display the history of

the Mass Assignment.

Course Log

ManageCourse  Course status changed to: Completed by: aconkovi on: 1/11/2023 10:08:47 AM

ManageCourse  Questior /endor can interact with students and/or residents or fellows about their products. to: A faculty member must be present before a

health products.

m: If you engage in research you will also have to complete a disclosure form for the TTUHSC El Paso Conflict of Interest in Research Committee (COIRC) to: If you engage in research you will
sure form for the TTUHSC EI Paso Conflict of Interest in Research Committe

ManageCourse  Question chy
have to comy

ManageCourse  Question chy eract with students and/or residents or fellows about their products. to: A faculty member must be present before a

health

1/11/2023 9:59
AM

1/11/2023 9:5

AM

1/11/2023 957
AM

1/11/2023 9:56
AM

c) The button will delete the mass requirement.

Page |47

Back to Top



REPORTS — MY COURSES

1) To check your profile and course status, click on Reports dropdown section, located on
top of the page, then click on My Courses.

L:; TTUHSC EL ASO L My Dashboard

® Courses v B Mass Requirements v | 8 Reports ¥ |M Resources ¥ & Contact v
My Courses fmmm—
3 ON-SITE TRAINING CALI ., ... -
& Compliance >
© safety Services > = View list of available on-site training
Prev  Next OCTOBER 2023 month List
Sun Mon Tue Wed Thu Fri Sat

2) Next, you will see the following page. In this page you will find your personal information
such as the User Profile and the User Trainings.

2y Search
Course status Eraider

User name:

User type: Internal

Email:

© &=
[ 2o |
=
| @ oe |
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a) Under the Details button, you can get detailed information of the trainings you have
been assigned. You can also Download a certificate of completion.

Training View

Current Status: Completed Download certificate of complation
Training My training details
Course Assigned Date: 3/24/2023

Due Date: 4/23/2023

. Attempts: 1 Download certificate of completion I
Recurring: One time Final Grade:

Requir

Completed Date: 4/3/2023
Number of questions on Quiz: 10

Number of correct questions on Quiz: &

Completed Correct Answers

My Exams

Page |49 Back to Top



REPORTS — VIEW USERS

1) To search for users, click on Reports dropdown section, located on top of the page,
then click on View Users.

47 TTUHSCELPASO & wyousoucs

¥ Courses v B Mass Requirements v | B Reports ~ |m4 Resources ¥ @ Contact v

My Courses

(3 ON-SITE TRAINING CALI i, 1.c.. -

& Compliance >
© Safety Services > = View list of available on-site training
Prev Next OCTOB ER 2023 month List

Sun Mon Tue Wed Thu Fri Sat

2) Next, you will find the View User Report page.
View User Report h

User does not exists!

[ User Courses

3) Inthe User Search section, you will have access to look for a specific individual with the
eRaider, first name and/or last name. A list of names will appear in a dropdown box.
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3 ser Profile

b

Name Email Address Department

mpletec

4) Select the name of the individual. The following page will display the User Profile and
the User Courses.

2 User Search &F User Profile
Eraider Email
Rnumber User Type Internal
User Name User Subtype  Employee

[ User Courses

5) If you click on the Details button, it will direct you to the View User Course Details
page.
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[ User Courses

[ Details

Show 10 v entries Search:
Course Title Completed Locked Credit Assigned Date | DueD3 Actions
NESOP1 Accident Prevention Yes No No 2023/03/24 2023/04/23 5 Manage

Title IX, Sexual Misconduct. and Clery Act Yes No No 2023/03/06 2023/04/05
FERPA TTUHSC ELP No No No 2023/02/23 2023/04/24
2023 Conflict of Interest Yes No No 2023/01/13 2023/04/13
2023 Ethics and Standards of Conduct Yes No No 2023/01/12 2023/0412
IPAA and Privacy Training Yes No No 2023/01/05 2023/04/05
NESOP2 Site-Specific Training Yes No Ves 2023/01/04 2023/01/04

Showing 1 to 8 of 8 entries Previous 0 Next

2023 General Compliance Training Yes No No 2023/01

2023_CN

a) In this page you can see a detailed description of the trainings and exams the
individual has taken.

I Current Status: Completed

Training My training details
Current Status: Completed

Course Assigned Date: 3/24/2023
NSORYAcckient [Teveation Due Date: 4/23/2023
Year: 2023 Attempts: 1

Recurring: One tima Final Grade:

Reciires Test: ¥es Completed Date: 4/3/2023

Number of questions on Quiz: 10

Number of correct questions on Quiz: 8

Completed Finish Later Completad Date

6) If you click on Manage, it will direct you to the Manage User Course page.

[ User Courses

[? Manage

Show| 10 v  entries Search:

Course Title Completed Locked Credit Assigned Date | DueDate
NESOP1 Accident Prevention Yes No No 2023/03/24 2023/04/23 @ Detais | 03 Manage
Title IX. Sexual Misconduct. and Clery Act Yes No No

2023 General Compliance Training Yes No No 2023/01/17 2023/04/17
t of Interest Yes No No 2023/01/13 2023/04/13
2023 Ethics and Standards of Conduct Yes No No 2023/01/12 2023/04/12
IPAA and Privacy Training Yes No No 2023/01/05 2003/04/05
NESOP2 Site-Specific Training Yes No Yes 2023/01/04 2023/01/04

Showing 1to 8 of 8 entries Previous o Next

FERPA TTUHSC ELP No No No 2023/02/23

2023 Cor

2023_CN
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a) Under the Actions section, you will have two options, first you can Enable/Cancel
Training and second, you can give credit to an individual by clicking on the Credit
Training button.

Current Status: Completed

Training B -

Course

Enable/Cancel Training 0 —

Year: 2023
Currently: Active
Recurring: Recurring

Requires Test: Ves
Assigned Date: 1/17/2023
Due Date: 4/17/2023

Credit Training 3« e—
Attempts: 1

Number of questions on Quiz: 10 Currently: Not Credited

Number of correct questions required to pass the Quiz: 8 e

7) Enable/Cancel Training: If you click on this section a pop-up screen will appear. You
will have to give the reason you want to cancel the training. After you are finish, click
Yes.

Do you want to Enable/Cancel the
training?

Include a Reason

—ae

8) Credit Training: If you click on this section a pop-up message will appear. You will have
to include a reason you want to give credit for the training. After you are finish, click Yes.
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?

Do you want to Credit/Un-credit the
training?

Include a Reason

User completed Conflict of Interest Training via
MediaSpace on 1/19/23. LA

—aeE

Note: Use the following template when including the reason; User completed (name of
training) via MediaSpace or Canvas Catalog on (date). (Initials)”

a) Once you click on Yes, you will see the following pop-up notification.

/

Training has been credited!

9) Next, under the User Course section you can verify if the credit was successfully
applied to the training. Check for a Yes under the Completed section.

[ User Courses

Show | 10 ~ | entries
H
Course Title Completed Locked Credit Assigned Date
2023 General Compliance Training Yes No Mo 2023/01/17
2023 Conflict of Interest Yes No No 2023/01/13
2023 Ethics and Standards of Conduct Yes No No 20230112
2023_CME HIPAA and Privacy Training Yes No No 2023/01/05
H

10) Unlock User: This option will display if the user has used all of their attempts and has
not successfully passed the test, or if the user ran out of time. Click Unlock.
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Ngnage User Course

Current Status: Locked

Training 2 Actions

Enable/Cancel Training &
Currenly: Active

Raquires Test: Yes

Assigned Date: 1/5/2023

Due Date: 4/5/2023
Credit Training &0

Atempts: 3

Pumber of questions on Quiz: 1 Currentiy: Not Credited

PNumier of cormect questions required 1o pass the Quiz 10

Unlock User G2

a) Next, a pop-up box will appear. Type the reason you are unlocking the user. Click
Cancel, if you made a mistake. Click Yes when you are ready.

o Make sure you enter a brief message before confirming Yes.

?

Do you want to unlock the training?

Include a Reason

4-3-2023 per user request. Lﬂl

m

b) After you have clicked Yes, a pop-up notification will appear to confirm. You can go
back to the View User Report to make sure the user was unlocked.

4

Training has been unlocked!
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REPORTS — COMPLIANCE USER TRAININGS REPORT

The User Training Report will yield training completion information for all active users in Tech
Training. The report includes the following fields: id, training, r number, eRaider, full name,
email, termination date, start date, due date, course active, completed, credited, locked,
attempts, grade, completed date, department, college, and position.

1) To pull a User Training Report, click on the Reports dropdown - Compliance - then
click on User Trainings Report. You will see the following screen:

el TTUHS EL PASO ] My Dashboard

il =
® Courses v B Mass Requirements v | B Reports v |4 Resources ¥ @& Contact v

My
My C

ourses

2 ON-SITE TRAINING CALI

View Users
| & Compliance 2 I User Trainings Report _
. g st of available ling
© Safety Services > Ma quirements Report e
New Tech Training Users Report
Prev Next OCTOl month List
External User Trainings Report
Sun Mon Tue Wed Thu Fri Sat

2) You will be redirected to the screen below. In the Search Criteria section, you will need
to fill out the following fields:

B Courses v B Mass Requirements v &8 Reports v

User Training Report

E& Search Criteria

Eraider

o Date Range o
01/01/2023 3/2023
Training e

Select a course

Training Status 0

O Al Completed Credited Locked Due

a) eRaider — Enter the individual’s eRaider. If you need to pull a report for all users,
leave this field blank.
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B Search Criteria

Eraider

b) Date Range — Click on this section to select the specific date range you need. Once
you have selected the correct dates, click on the Apply button.

Date Range

[ 01/01/2023 - 05/03/2023

L=

29 30

24
N

19 20

26 27

21

28

01/01/2023 -

20 21 22 23 24 25

27 28

c) Training — Click on the Training field to select a course. There will be a dropdown
list of all of the courses that have been created. To see the report for all trainings,

leave this field as Select a course.

Training

Select a course

Select a course

2023 Conflict of Interest

2023 Ethics and Standards of Conduct

2023 General Compliance Training

2023_CME HIPAA and Privacy Training

2023 _Students HIPAA and Privacy Training

d) Training Status — in this section, select the type of status you need in the report. If
you would like to see a report for all trainings, click on the radio button All.
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Training Status

All Completed Credited Locked Due

3) Once you have completed all the fields, click on the button.

4) When you click Search, the report will populate in the Results section at the bottom of
the screen.

3 Results
Excel | Copy | PDF

Start
Active Completed Credited Locked  Attempts

False

5) To download the report as an Excel document or a PDF, click on the section underneath
Results. You may also use the Copy function to copy the information in the report and
paste in on a different document.

Fe Results

Excel Copy PDF

6) Once you have downloaded your report, save the User Training Report to your desired
location.
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REPORTS — COMPLIANCE MASS REQUIREMENTS REPORT

The Mass Requirements Report will yield training course information for all course that have
been uploaded into Tech Training. The report includes the following fields: course title, created
by, created date, course approval status start date, expiration date, MR description, MR
approval status, approved by, approved date and approved comment.

1) To pull a Mass Requirements Report, click on the Reports dropdown - Compliance
- then click on Mass Requirements Report.

28 My Dashboard

P Courses v [ Mass Requirements v | B2 Reporis v |m Resources ~ & Contact v

M

Ay Courses

2 ON-SITE TRAINING CALI ., .., -

iew Users

| & Compliance 2 I User Trainings Report

© safety Services  ? Mass Requirements Report d ey
New Tech Training Users Report
Prev Next 0 CTO | month List
External User Trainings Report
Sun Mon Tue Wed Thu Fri Sat

2) When you click on Mass Requirement Report you will see the screen below. In the
Search Criteria section, you will need to fill out the following fields:

&= TTUHSC EL PASO

rC ® Mass Re ents ~ B Reports v X T

Mass Requirement Report

[ search Criteria

s o)
-

£ Results

Excel | Copy | POF

a) Date Range — Click on this field to select the specific date range you need. Once
you have selected the correct dates, click on the Apply button.
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Date Range

[ 01/01/2023 - DS.-"DB.-"ZD25| ]

< Jan 2023 Feb 2023 >

Su Mo Tu We Th Fr Sa Su Mo Tu

2 3 4 5 ] T 5 ] T 8 g 10 U
8 9 10 11 12 13 14 12 13 14 15 16 17 18
{ 15 16 17 18 19 20 21 19 20 21 22 23 24 25

22 23 24 25 26 27T 28 26 27 28
29 30 AN

o100 - e 123

b) Training — you will need to select a course in the Training field dropdown. If you

need to pull a report that shows all training courses, you may leave this field as
Select a course.

Training

Select a course

Select a course

2023 Conflict of Interest

2023 Ethics and Standards of Conduct
2023 General Compliance Training

2023_CME HIPAA and Privacy Training

2023_Students HIPAA and Privacy Training

3) Once you have completed all of the required fields, click on the button.

4) When you click Search, you will see the report in the Results section at the bottom of
the screen.
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2 Results

Excel | Copy | PDF

Date

5) To download the report as an Excel document or a PDF, click on the section underneath
Results. You may also use the Copy function to copy the information in the report and
paste in on a different document.

F2 Results

Excel Copy PDF

6) Once you have downloaded your report, make sure to save the Mass Requirement
Report to your desired location.
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REPORTS — COMPLIANCE NEW TECH TRAINING USERS REPORT

The New Tech Training Users Report is utilized to verify the number of employees hired by
date range.

1) To pull a New Tech Training Users Report, click on the Reports dropdown -
Compliance - then click on New Tech Training Users Report.

== My Dashboard

¥ Courses ¥ B Mass Requirements ~ | B8 Reports v |m4 Resources ¥ @ Contact v

My Courses

3 ON-SITE TRAINING CALI ., ,,.. -

ers

| & Compliance > I User Trainings Report

ik I g s e
© safety Services > Mass Requirements Report available on-site training
New Tech Training Users Report
Prev Next DECEN
External User Trainings Report
Sun Mon Tue Wed Thu Fri Sat

2) When you click on New Tech Training Users Report you will see the screen below. In
the Search Criteria section, you will need to fill out the following fields:

B Search Criteria

Date Range e

04/23/2023 - 05/23/2023

User Type 0

[« A} Employees Students

a) Date Range — Click on this field to select the specific date range you need. Once
you have selected the correct dates, click on the Apply button.
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Date Range

01/01/2023 - 05/03/2023]

n2 3 4 5 6 7 5 6 7 8 g 10 1

[ 15 16 17 18 19 20 21 19 20 21 22 23 24 25

0101202 - i 223

b) User Type — If you want to see a specific User Type, select either All, Employees or
Students.

User Type

O Al Employees Students

3) Once you have completed all of the required fields, click on the button.

4) When you click Search, you will see the report in the Results section at the bottom of
the screen.
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2 Results

5) To download the report as an Excel document or a PDF, click on the section underneath
Results. You may also use the Copy function to copy the information in the report and
paste in on a different document.

F2 Results

Excel Copy PDF
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REPORTS — COMPLIANCE EXTERNAL USER TRAININGS REPORT

The External User Trainings Report will show the user the training information for the External
Users.

1) To download the External Users Training Report, go to the Reports tab at the top of the
page > Compliance and click on External User Trainings Report.

“wx TTUHSC EL PASO 55 My Dashboard

¥ Courses ~ B Mass Requirements v | B2 Reports v| X Tools ~ & Administration ¥ W Wiki Administration ~ ® Resources ~¥ @& Contac

My Courses

2 ON-SITE TRAINING CALI ., -

Users

& Compliance User Trainings Report

st of available on-site training

B Safety Services > Mass Reguirements Report
New Tech Training Users Report
Prev Next N OVEN month List
External User Trainings Report _
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4

Ta New Save Test 8a New Save Test

2) This will take you to the External User Training Report page.

[ Search Criteria

3 Results

3) Inthe Search Criteria section, fill out the following fields:

a) Email — Enter the individual’s personal email. If you need to pull a report for all
users, leave this field blank.

b) Date Range — Select the desired date range.
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c) Training — Click on the Training field to select a course. There will be a dropdown
list of all of the courses that have been created. To see the report for all trainings,
leave this field as Select a course.

d) Training Status — in this section, select the type of status you need in the report. If
you would like to see a report for all trainings, keep the radio button All.

[@ Search Criteria

&

Q Search
4) After you have filled out all the fields, click on the button.

5) The Results section will populate with all the External User Trainings information. Click
on the Excel, PDF or Copy option to download or save the report.

Excel Copy PDF ]
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REPORTS — SAFETY SERVICES COMPLIANCE REPORT

For more information on Safety Services content, please contact the Safety Services
Department at safetyserviceselp@ttuhsc.edu or call 915-215-4823.

1) Go to the Reports dropdown, click Safety Services and go to Safety Services
Compliance Report.

" TTUHSCEL PASO & wypusncar

¥ Courses ¥ B Mass Requirements v | B Reports ~ | X Tools v &\ Administration ~ %g Approval ~ 8 Resources ¥ @ Contact v

My Courses

2 ON-SITE TRAINING CALI -

View Users

& Compliance >
Safety Services Compliance Report
Prev  Next JANUARY 2024 month List
Sun Mon Tue Wed Thu Fri Sat
z 3 4 5 (3

2) Next, you will see the Safety Services Compliance Report screen.

[Safety Services Compliance Report ] Taclraining Adn > Reports > Safaty Services Compliance Report

E] Safety Services Compliance

Excel | Copy | PDF o Search: 0

Department T USO(s) Total Employees Total Completed NESOP 1 NESOP 2 Compliant
Accounting Services Elp 1 T 1
Number of P P P tel
Number of Employees of of of
Employees who Employees Employees Employees
. completed who have who have who have
e trainings completed completed been
training. training. compliant.

a) In this section, you will have the option to export the document into Excel or PDF or
Copy the document.

b) You have the Search bar where you can look up a department by its name.
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RESOURCES — COURSE LIBRARY

This function will allow the user to see and download the training content without having to
retake the course.

4) To go to the Couse Library, click on the Resources dropdown at the top of the page
and click on Course Library.

% TTUHSCELPASO 8 wyoaawons

Texas Tech =

¥ Courses v B Mass Requirements ¥ & Reports v @ Contact v
Course Library —

2 ON-SITE TRAINING CALENDAR -

Wiki How To
= View list of available on-site training
Prev  Next DECEMBER 2023 month  List
Sun Men Tue Wed Thu Fri Sat

5) This will take you to the Course Content Library screen. In this page, you will able to
see all the trainings that have been uploaded.

Course Content Library

Course Content Library

b) Click on the button to view the content for your desired training(s).

6) Next, you will see the Course Content page which allows you to see the details for that
training.

b) You can also download the Course Files for that course.
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PCI DSS - Payment Card Industry, Data Security Standard
Course Details

Alternate Title

PCI DSS - Payment Card

Course Description

This course provides an o

Objectives

) and payment card processing pelices and procedures

nan understanding of FCI-DSS requirements sn

ard processing poficies and proced:

Qutline

ssing Payment Cards

utions.

Course Files

PCI DSS - Payment Card Industry, Data Security Standard

Fila Description:

2 Download File
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RESOURCES — WikI How To

This feature will allow the user to see instructional videos, images or documents on different
functions within the Tech Training application.

Note: Functions available vary depending on the user’s role.

1) Go to the Resources dropdown at the top of the page and click on Wiki How To.

= My Dashboard

P Courses v B Mass Requirements ~ & Reports ~| M Resources v | @ Contact +

Course Library

B ON-SITE TRAINING CALENDAR Wikitow To f— -

i= View list of available on-site training
Prev Next DECEM BER 2023 month List
Sun Mon Tue Wed Thu Fri Sat

2) This will take you to the Wiki How To page. In the Tech Training — How to section you
can see the instructional videos, documents, and images on various topics.

wiki How To

Tech Training - How to

0
z
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3) To see a specific section, click on the View button next to the name of the desired topic.
This will display the content for that section.

Content View

Example using a Video

w Wiki Details W Wiki Content

aining EXAMPLE VIDEO 1

e 87292023 316:30 PM

1 Update Date: 9/26/2025 1129:46 AM

Video unavailable
Watch on YouTube
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CONTACT — COURSE CONTACT LIST

This function will assist the user when an individual has been locked out of a training. This
feature includes a list with the contact information for the owners of the trainings.

3) Go to the Contact dropdown at the top of the page and click on Course Contact List.

% TTUHSC ELPASO = wy Dastboura

® Courses ¥ B Mass Requirements ~ &8 Reports ¥ W4 Resources v |@ Contact v
1 F
Course Contact List —

2 ON-SITE TRAINING CALENDAR -

= View list of available on-site training
Prev Next DECEMBER 2023 month List
Sun Mon Tue Wed Thu Fri Sat

4) This will take you to the Course Contact List screen where you can see the list of all
the trainings, the name of the owner, phone number and email.

ICourse Contact List Tech Training Admin > Contact > Course Contact List

Excel | Copy | PDF

1 Owner Phone Number Email
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ADMINISTRATOR ROLE - FUNCTIONS

COURSES — NEW COURSE

1) To create a course, go to the Courses dropdown from the left-hand corner and click on
New Course.

’; TTUHSC EL PASO -] My Dashboard

I =

¥ Courses v| B Mass Requirements ~ B8 Reports v X Tools v & Administration ¥ R4 Resources v & Contact v

New Course

View Courses CALENDAR _

Assign Course by Eraider

Assign Course to External Users = View list of available on-site training

# On-site Course >

OCTOBER 2023
Sun Mon Tue Wed Thu Fri Sat

2) You will be directed to the New Course Wizard screen. First step is the Course
Configuration tab.

a) Fillin the required fields. Note: Required fields are identified by an asterisk (*).

¢ Under Departments, you can choose all departments or choose a specific
department.

o For External URL, use this only if course will have an external source attached.
(For example, utilizing YouTube videos or external sites outside of TTUHSC EP
website.)

b) Assure the Course is Active and Certificate on Completion toggle buttons under
Configuration settings are blue. This will make them active.
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++ TTUHSC EL PASO _rre——

New Course Wizard

Course Ples W Course Ouestions

Course Configuration

« m— « . —
c) Once the information is completed, click on the button to proceed.

3) You will be directed to the next tab, Course Details. See below:

a) Fill'in the required fields. Note: Required fields are identified by an asterisk (*).
b) Then click on the button to proceed.

e Course Description — enter a short description of the course.
¢ Objectives — outline the goals for the user upon the completion of this course.
o Outline — enter a general description of the course content and instructions.

¢ Lockout Message — enter contact information of person that can unlock the
training for user.
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New Course Wizard

I Course Configuration [H Course Details 03 Course Files B Course Questions B Request Form « Finish

Course Details

€ Retum Next step >

4) Under Course Files tab, you will be able to upload the desired files. There is no limit to
the number of files you wish to upload.

a) Fillin the required fields. Note: Required fields are identified by an asterisk (*).

b) Ensure the Required toggle button at the bottom left hand corner of the page is blue.
This will make downloading the course files a requirement.
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B, Course Questions B Request Form ~# Finish

1% Course Configuration [E Course Details

Course File Notes:

Mo file chosen

* File Nama * Fila Description

@D Required

Files Uploaded

5) Once the files have been uploaded, click Upload Files.

a) A pop-up box will appear. Click OKk.

/

File uploaded

File Health Law Article has been saved

Next step =

6) You may continue uploading additional files. If you are finished, click on to

proceed.
7) You will be directed to Course Questions tab. This is a two-step process.

a) First, answer 1. If a test is required, check the Requires test? checkbox.

Course Questions

Course Question Notes:

o it
o B

- Tast roquived 9 Requires test? i m—
* Number Of Attempts * Number Of Questions * Number Of Correct Answers
2 Add Questions
o 0

@ Random Questions

© Retum Next step >
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8) Next, you will need to fill in the following fields:

a) Number of Attempts — this field determines how many times the user is allowed to
take the test before being locked out.

b) Number of Questions — this field will determine how many questions the user will
receive each time the test is taken.

c) Number of Correct Answers — this field will determine the number of questions that
must be answered correctly to pass the test.

d) You will have the option to choose Random Questions. It is recommended that you
select Random Questions so that the user receives a new shuffled set of questions
when retaking a test. If you don’t choose Random Questions, the questions will
appear in the same order each time the user initiates the test.

9) When the information has been entered in Step 1, click on Save and continue button at

Next step >

the bottom of the screen. Then click on -

- m Requireme ®WReports - X T

e Tt @ Requires tese
Humbsr Of Attempts

Configuration Settings
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10) Next, you will be directed to the 2.-Add Questions step.

a) Click on Add New Question button to start adding questions.

1. Test required B e o * Add New Question
|
Questions Added

11) This will take you to the section below. Fill out the fields.

a) Answer Type — There are two types of answers: single or multiple. Choose single if
question only has one correct answer. Choose multiple if question has more than
one correct answer.

b) Question — The questions can be typed in, or you can cut and paste the questions
from a word document. DO NOT start a question with a number or a letter if you
chose the Random Questions.

e Example: 1. Who is the President? or a. Who is the President?

c) Objective — This section may be left blank or you may add an objective. This is not a
required field.

d) Media Content — This section may be left blank if external URLs are not needed.

Add New Question

999

Media

Answers

.....

12) Next, go to the Answer section:
a) Type the first possible answer in the Answer field (you can also cut and paste the

answers from a word document). If this is the correct answer, make sure to click on
the Correct Answer check box.
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b) Ifitis not the correct answer, click on the +Add Answer box to continue adding
possible answers. DO NOT start an answer with a number or a letter.

o Example: 1. True or a. True

Add New Question

Media

No Media Contant
Answers 1

13) Once iou have entered all of the corresponding options for the questions, click on the

button at the bottom of your screen.

14) When iou have successfully added the questions and answers and clicked on the

button, the following pop-up natification will appear:

Note: You will start seeing the questions you added under the Questions Added
section.

/

Course guestion has been updated

15) Repeat steps 10 - 14 to continue adding questions.
16) Verify that everything is correct before proceeding to the next step.
a) If you need to make changes, click on Modify Question.

b) You can Activate/lnactivate a question. For example, inactivate a question that was
submitted in error or was a duplicate entry.
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Question 5 Testing application?

Answers en

[cove Yes (Correct Answer

i # Modify Question
Activate/Inactive Question

17) Once everything is correct, click on at the bottom of the page.

18) Next, you will be directed to the Request Form tab. This is the Training Request Form
screen. All fields need to be filled in.

Training Request Form

* Submission Date * Requesting Department
a

€ Retum Next step >

e Submission Date — Enter date when training is submitted.

¢ Requesting Department — Enter department that owns the training.

e Lesson Name — Enter full name of the course.

¢ Name of Individual Submitting This Form — Enter your full name and title.
¢ Lesson Duration — Enter the time it takes for user to complete the training.
e Summation of Lesson — Enter brief summary of training.

e Requirement for Training — (TJC, state statute, department requirement). Provide
Citation if the requirement is statute or TJC.

e Target Department — Enter all office workers, clinical staff, everyone, etc.
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o Lesson Frequency — Determine if training will be assigned one time, annually, bi-
annually, etc.

¢ Assignment Month — Enter the date the course is going to be assigned to users.

e Approval from the individual in your chain of command that reports to the Dean
of the President is required. Did you obtain their approval? Please list the name of
this individual.

19) Once this form is completed, click on at the bottom of the page.
20) The final step in the New Course Wizard is the Finish tab.

a) In the Finish tab, you will have one of two options: Save for later or Submit for
approval.

B Courses v B Mass Requirements ~ B8 Reports ~ X Tools v 2 Administration + % Approv

New Course Wizard

3 Course Configuration = Course Details [ Course Files W Course Questions B Request Form  Finish

Finish

You have completed the course wizard

21) When you click the option, you will see the following pop-up box:

a) If you are ready to submit the course, click Yes to submit for approval.

Note: If you need to back to the Finish tab, click Cancel.

Do you want to submit for approval?

Once you send for approval you won't be able to make any
change until the course is either approved or denied

o3

b) Once you click Yes, you will see the pop-up screen below confirming the course has
been submitted for approval:
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/

Course has been submitted for
approval!

22)If you click on the Save for later option, you will see the pop-up box below. Click Yes to
confirm. Note: To go back to the Finish tab, click Cancel.

?

Do you want to save and approve
later?

You can still do modifications to this course later, but
course cannot be assigned to users yet.

a) When you click Yes, you will see the following pop-up box stating the training has
been saved:

4

Course has been saved!

23) If you need to go back to a course that has been saved, click on the Courses—> View
Courses section to locate the training. The status under the Actions column will change
to Manage. Click on the Manage button to open the training.
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Courses

24) You will be directed to the Course Configuration screen. From here, you can click on
any one of the tabs to modify/update the information.

o If you modify/update information in one of the tabs, make sure to click on the Save
button at the bottom of the page.

25) Once you have modified/updated the information, go to the Course Status tab and
click on Submit for Approval.

I Course Confiquration (B Course Details X Course Files ® Courss Questions

Next Steps

26) When you click on Submit for Approval, you will see the pop-up screen below. You
may choose to submit the course by selecting Yes, or choose Cancel to go back to the
New Course Wizard screen.

27) If you choose Yes, you will get another pop-up box indicating the course has been
submitted.
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Do you want to submit for approval?

Once you send for approval you won't be able to make any
change until the course is either approved or denied

2

28) Once a course has been submitted for approval, an automated email will be sent to
the Committee members.

29) When the course has been approved/denied by a Committee member, you will receive
an automated notification via email.

o Example for when course has been approved:

From: no-reply @ttuhsc edu <no-reply@ttuhsc edu>
Sent: Saturday, December 31, 2022 8:31 AM

To:

Subject: New course approvsl update

Dear @FullName(@:

The Course 2023 CME HIPAA and Privacy Training has been Approved
Approved By:

Approved Date: 12/31/2022

Comments:

approve

¢ Example for when course has been denied:

N no-rej

MNew course approval update

1 1 there are problems with how this message is displayed, click here to view it in & web browser.

bear H

The Course Testingl2 has been Denied
Approved By:

Approved Date: 3/30/2023
Comments:

Denied for testing purposes,

If you have any questions regarding the course approval process, please contact the committee for mare details.

30) If the course is denied and changes need to be made, go to the Courses tab at the top-
left side of the page. Click on the View Courses section, look for the course and click on
the View button.
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a) Inthe Course View section, you can see the status of the course. If denied,
Committee members will indicate the reason for denial under the Approved
Comment section.

Course View

Approval Step: Approved Approved By: Approved Date: 1/13/2023 4:22 PM

Approved Comment:

Course Configuration

Course Type: ACME Year: 2023

Title

Courses

8068066

32) Once you made all necessary edits, you may go to the Course Status tab and resubmit
the course for approval. (The course will be rerouted to the Committee for approval.)

¥ Course Configuration [E Course Details (% Course Files B, Course Questions B Request Form
Next Steps
Approved Type:
Approved By: Approved Date:

Approval Comments:

You can complete the course and send it for approval

ﬁ « Submit for approval

Note: The training owner will need to resubmit the course each year for Committee
approval.
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COURSES — VIEW COURSES

1) To review courses, click on the Courses dropdown menu then click on View Courses.

i TTUHSC EL PASO

-
28 My Dashboard

B Mass Requirements v B8 Reports v X Tools v 2 Administration ¥ R4 Resources v @ Contact v

New Course

View Courses HENDAR _

Assign Course by Eraider

Assign Course to External Users = View list of available on-site training

# On-site Course >
Prev Next OCTOBER 2023 month List
Sun Mon Tue Wed Thu Fri Sat
2 3 4 5 6 7

2) Inthe View Courses section, you will see a list of all the courses that have been

submitted and their Course Status.

Show| 10 v |entries

ﬂ:urse Title \ Approval Status Status Area Course Role
What s iRIS and How Do | get an Account? Approved [ Active ] Compliance Standard
Human Trafficking Policy and Awareness Approved [ Active ] Compliance Standard
Test Pending [inaciive Compliance Standard
Contract and Procurement Training Incomplete [ Active | Compliance Standard
Training Requirements for Clinical Research Personnel Approved [ Active ] Compliance Standard
Cash Fund Training Approved [ Active] Compliance Standard
Cash Fund Training Incomplete [ Active ] Compliance Standard
2023 Conflict of Interest Approved [Active | Compliance Standard
2023 General Compliance Training Approved = Compliance Standard

\;a Ethics and Standards of Conduct / Approved ['Active ] Compliance Standard

Showing 161 to 170 of 188 entries

3) The following are the Course Approval Status Descriptions:

Course Approval Status Description X
Incomplete  The course has not been configured completely
Pending  The course was saved for later but can still be modified
Completed  The course was submitted for approval
Approved  The course was approved by the committee
Denied  The course was denied by the committee
Close
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Showing 161 to 170 of 188 entries

Courses

Created by

[¢

4) You can also View, Manage or go to the Wizard option for the course.

reated Date Action:

:

2023/01/11 15:42

023/01/11 15:51

2023/01/1109:14

2023,

01/09 16:14 © Manage

a) If you click the View option, you will be able to see a full description for the course

when you submitted it.

b) If you click the Wizard option, you will be able to update/correct anything from the
course. This option will be available when the status is incomplete.

c) If you click the Manage option, you will be able to update/correct anything from the
course. This option will be available when the course has been submitted and if
denied, you will use this option.

an automated email notification.

From: no-reply@ttuhsc.edu <no-reply@ttuhsc.edu>
Sent: Saturday, December 31, 2022 8:31 AM
To:

Subject: New course approval update

Dear @FullName@:

5) When the course has been approved/denied by a Committee member, you will receive

The Course 2023_CME HIPAA and Privacy Training has been Approved

Approved By:
Approved Date: 12/31/2022
Comments:

approve
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COURSES — AssIGN COURSE BY ERAIDER

1) To assign a course by eRaider, click on Courses dropdown section, located on top of
the page, then click on Assign Course by eRaider.

] My Dashboard

B Mass Requirements ~ B Reports ¥ X Tools v & Administration ¥ W Resources ~ @ Contact v

New Course

View Courses CALENDAR _

Assign Course by Eraider _

Assign Course to External Users = View list of available on-site training
# On-site Course >
Prev. Next OCTOB ER 2023 month List

Sun Mon Tue Wed Thu Fri Sat

2) This will take you to the Assign Course by eRaider page.

Assign Course by Eraider

Search by eralder list (separated by comma)

& Search User *= Add Eraiders

* List of Eraiders

Final count of quick training users: 0

3) Inthe Search by eRaider list section, you can enter each eRaider individually
(separated by commas). After you have entered all eRaiders that require training, click
on Add eRaiders box at the bottom of the page.

Assign Course by Eraider

Search by eraider list (separated by comma)

Johndoe1

2 Add Eraiders RS
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4) If you do not know the eRaiders for the individuals that require training, you can look up
the individual at the Search User box.

Assign Course by Eraider

ﬁ +2 Add Eraiders

5) When you use the User Search box, a pop-up window will appear. In this section you
can search by name, r number or department. You will have a dropdown list of names
to choose from.

Search user

X User Search (Name, Rnumber, Department)

Email Address Department

Institutional Compliance Offc Elp

6) When you select the individual’s name a pop-up screen will appear, after that, their
eRaider will be added to the List of eRaiders section.

1 h

List of Eraiders Search user results

Show| 10 v |entries Eraider: added to the list Search:

Eraider 7 Actions

Showing 1to 10f 1 entries Previous o Next

1@ Preview List

Final count of quick training users: 0

7) After making the selection of the users, click on the button. This will give you a
count of the users that will have the course assigned.

e If you click on the Preview List button, you will see a list of the users that have been
selected.
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* List of Eraiders

Showing 1 ta 1 of 1 entries

& Lookup reious (@) nee

DO NOT FORGET TO
CLICK THIS BUTTON

8) Scroll down and fill out the required fields. Note: Required fields are identified by an
asterisk (*). When you finish, click on Complete.

Shawing 11161 1 entries

@ Preview List

Final count of quick training users: 1

Srief description of course

* Due o days

» Number of days until the course will become due to users

9) Next, a pop-up window will appear.

a) Click Cancel to stay on Assign Course by Eraider section.

b) Click Yes to proceed.

?

Are you sure you want to force the
training to the users from the list?
You won't be able to make any changes. The training will

be assigned to the evel y already completed it
befo

- [

10) A pop-up notification will appear to confirm your submission.

/

Training assignment complete!
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COURSES — AsSIGN COURSE TO EXTERNAL USERS

1) To assign a course to an external user, click on Courses dropdown section, located on
top of the page, then click on Assign Course to External Users.

Note: Remember, this feature is only available for an existing external user. If the
external user hasn’t been created, refer to the Manage External Users section.

L]]J; w 28 My Dashboard

B Mass Requirements ¥ &2 Reports ¥ X Tools ¥ & Administration v R4 Resources ¥ @ Contact v

New Course

I CALENDAR -
Assign Course by Eraider
Assign Course to External Users _ = View list of available on-site training
d On-site Course >
Prev Ned OCTOBER 2023
Sun Mon Tue Wed Thu Fri Sat

2) This will take you to the Assign Course to External Users page.
Note: This option will allow you to search by email, last name or first name only.

Assign Course to External Users

Assign Course to External Users

External User Search

List of External Users.

3) Next, type the name or email of the external user in designated field. A list of names will
appear in a dropdown box. Click on the name of the individual.
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2 External User Search
]
Full Name Email Address

E

4) This will add the name to the List of External Users. Fill out the required fields.

Note: Required fields are identified by an asterisk (*).

List of External Users

Email Full Name

* Courses:

5) In the Courses dropdown box, you will have a list of trainings that can be assigned.
Select the required course.

2023 Conflict of Interest

2023 Ethics and Standards of Conduct

2023 General Compliance Training

2023_CME HIPAA and Privacy Training

2023_Students HIPAA and Privacy Training

Basic Informed Consent Training

Basics of Clinicaltrials.gov

Basics of Conducting a Retrospective Chart Review Study
Basics of Data Collection and Data Management

Basics of Data Collection and Data Management for Retrospective Chart Reviews
Box Training

Building a Regulatory Binder

Cash Fund Training

Competency for Reporting Abuse and Neglect for Ob/Gyn Staff Only
Compressed Gas Safety

Contract and Procurement Training

Creating and Maintaining Data Collection Forms

DOT Regulated Medical Waste Training

Endowment Training

FERPA

[ 2023 Conflict of Interest ]

6) You can change the Start Date, Expiration Date and Due on Days.

Note: if you change the Due on Days, the Expiration Date will be updated automatically.
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Before

After

& on Days * Expiration Date
a 30 08/10/2023

-2 Validate button.

7) Next, click on the

8) A pop-up message will appear stating that the courses have been assigned to the
user(s). Note: If the course has already been assigned, a red pop-up notification will
state this. If multiple trainings will be assigned to an individual, repeat steps 5-7.

Validation Results X

~# The course is ready to be assigned to all users. ‘

Showing 1to 10of 1 entries

B Sa
9) Next, click on the button at the bottom of the page.

10) A pop-up box will ask you if you are sure to continue. Click Yes to continue and Cancel
to go back.

4

Are you sure you want to continue
with the course assignment?

m

11) To verify that you have successfully assigned the training(s), go to Manage External
Users and click on View. For more information on this, please refer to the
ADMINISTRATION — Manage External Users section.
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COURSES — CREATE ON-SITE COURSE

This feature will allow the user to create a course outline for individuals to register for a live,
WebEXx or online training session. Individuals will be able to self-enroll via the Tech Training
application calendar.

Note: This feature will only be available for PowerUser, Administrator, and Committee roles.

1) To create an On-Site Course, click on the Courses dropdown - On-Site Course >
then click on Create On-Site Course. You will see the following screen:

'T:ljj_? TTUHSC EL PASO !i My Dashboard

B Mass Requirements ~ & Reports ¥ X Tools v & Administration ~ W Resources ¥ @& Contact v

New Course

S CALENDAR -
Assign Course by Eraider
Assign Course to External Users = View list of available on-site training
I & On-site Course i I Create On-Site Course
TOBER 2023 o s
Schedule On-Site Course
Sun Mon  On-Site Calendar Wed Thu Fri Sat

2) You will be directed to the Create New On-Site Course screen. Fill out the required
fields. Note: Required fields are identified by an asterisk (*).

a) Title — Enter your desired title.
¢ Alternate Title — This field can be left blank or you can type in the same as the
Title.
b) Course Owner — Type the name of the person presenting the training.

c) Departments — Choose the departments that will be able to see the course.

d) Course Year — Select the current year.

[ Create New On-Site Course]

- o

Y

3) Next, scroll down the page and in the Course Settings section:
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a) Leave the Course is Active toggle button blue if you want everybody to see the
course. If disabled, only the individuals with Administrator and PowerUser role will be
able to see the course.

b) Leave the Certificate on completion toggle button blue so the users can download
the certificate after passing the training.

Course Settings

@D Course is Active @D Certificate on completion

4) In the Course Details section, fill out the required fields. Note: Required fields are
identified by an asterisk ().

a) Course Description — enter a short description of the course.
b) Objectives — outline the goals for the user upon the completion of this course.

c) Outline — enter a general description of the course content and instructions.

5) Click on the button to continue.

6) A pop-up will appear, click Yes if you are ready to save the course. Note: If you need to
back to the Create New On-Site Course screen, click Cancel.

Do you want to save the on-site
course?

B Ea

7) Once you click Yes, you will see the pop-up screen below confirming the course has
been saved.

/

On site course has been saved!
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COURSES — SCHEDULE ON-SITE COURSE

This feature will allow users to set a time and place for the On-Site courses created.

1) To set a time and place for your course, click on the Courses dropdown - On-Site
Course - then click on Schedule On-Site Course.

= TTUHSC EL 58 My Dashboard
B Mass Requirements v B2 Reports v X Tools ¥ & Administration ¥ W Resources v @ Contact v
New Course
View Courses CALENDAR -
Assign Course by Eraider
= View list of availa on-site trainin
Assign Course to External Users = View list of available on-site traini 9
I # On-site Course 4 Create On-Site Course
Prev Next BER 2023 month List
Schedule On-Site Course
Sun Mon On-Site Calendar Wed Thu Fri Sat
2 3 4 5 6 7

2) You will be directed to the Schedule On-Site Training screen.

[ Schedule On-Site Training]

* Setect Building & Select Room

* Sehedule Date *Training Duration (Minutes) * Max Amount of Atendees

Training Details

> B I U S smen 2pt - Farsgraph E=E=Z=E 22 EvEv Ave-l | H Qo nleoes BRI SR G M

a) Select Course — In the dropdown field, select the training you created.

b) Select Area — This field will automatically populate with your department.
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c) Select Building — In the dropdown field, select the building that the training will be
scheduled at for users to attend. If your desired building is not listed, select the
Other option. Once the building is selected, you will be able to select the room.

e Select Room - In the dropdown field, select the room number.

e Other Location — If you choose the Other option in the Select Building field,
type your desired building and room number.

[ Schedule On-Site Training |

Select Course o
it susatutaes = MG Select o

3) Scroll down and fill in the following fields.
a) Schedule Date — Select the date and time of the training session.
b) Training Duration — Indicate the length of time, in minutes, the training will take.

c) Max Amount of Attendees — Indicate the maximum amount of people that can
attend the training session.

* Schedule Date o

3 07:00 AM o

* Training Duration (Minutes) o
* Max Amount of Attendees o

4) Next, go down the page and in the Training Details section, fill out the required fields.

Note: Required fields are identified by an asterisk (*).
a) Presenter — Name of the person who is presenting the training.
b) Training Title — Type the name of the course you created.

c) Training Instructions — Indicate what the users are going to do in the training
session or if they will need to log in to web-based training.
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Training Details

vAY2Z2YL B Q0 Deoda BEHLSL RO MK

5) When you are ready, click on the button.

6) A pop-up will appear, click Yes if you are ready to save the course. Note: If you need to
back to the Schedule On-Site Training screen, click Cancel.

?

Do you want to schedule the on-site
training?

- I

7) Once you click Yes, you will see the pop-up screen below confirming the On-Site
training has been saved.

/

On site training has been Saved!
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COURSES — ON-SITE CALENDAR

This feature will allow the user to modify/update the On-Site Training details such as the
course, the area, location, duration, training instructions, etc.

1) To see the On-Site Calendar, click on the Courses dropdown - On-Site Course >
then click on On-Site Calendar.

- TUHSC EL PASO H ] My Dashboard

B Mass Requirements ~ B Reports v X Tools ¥ & Administration ¥ R4 Resources ~ @ Contact v

New Course
View Courses CALENDAR -
Assign Course by Eraider
Assign Course to External Users = View list of available on-site training
[ & On-site Course 4 Create On-Site Course
TR , ~ TOBER 2023 EN
Schedule On-Site Course
Sun Mon On-Site Calendar m Thu Fri Sat
1 2 3 4 5 6

2) You will be directed to the On-Site Calendar. The available courses will appear in the
calendar.

a) If you want to see the details for that course, click on the name of the course.

On-Site Calendar

Assigned Area: Compliance

OCTOBER 2023
: w
[ 10a Test -

@

3) Next, you will see the Event View screen. In this page you will be able to see all details
for that course.
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Assigned Area: Compliance

Training Details

Training Title

Training Duration: 60 Minutes

Training Instructions

Course Details

Title

Alternate Title

External URL

Course Description

Objectives

(1)

Max Amaunt of Attendees: 10

Location: CBS Building Canference

Room 14123

Status: Active

£ Madity  [EREE

t? Modi
4) To modify/update the information for the course, click on the button at the

bottom of the page.

5) You will be directed to the Re-schedule On-Site Training page. You can
change/update the building, location, date, duration, and number of attendees,

presenter, title, and instructions.

Note: Do not forget to click on Save Training if you change/update any information. You

can also cancel the training if desired.
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Re-schedule On-Site Training Toeh Training Admin 2 Courses 2 e schedule On-Site Training

{ Re-schedule On-Site Training

1
* Select Building Selact Room
oin
F 1A123
Tesining w Max Amount of Attandess
= e 10
Training Details
“Pra
Tools Table el
9@ B I ¥ 5| 1701 ~ Paagraph ST == 22 E-5- 421 H Q09 los BEHLLANG I
1 Test 1
2 Tost2
3 Test3

|: Save Training & Cancel Training J

113

a) To see the list of attendees, click on the Total Attendees List link at the top of the
page. You will see the following list:

Attendees List

© Attendance Notes: X

By clicking yes the user will get a record of having completed this training successfully

Excel | Copy ‘ PDF Search:
Eraider T User Name Email Enrolled Date Attended? Log
10/12/2023 D Yes N/A
Showing 1to 1 of 1entries Previous o Next

Note: If the training has ended, you can no longer make changes to the training.

b) At this point, the presenter can confirm attendance by the Yes toggle button in the
Attended? Column. This gives the user credit for attending the training.
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MASS REQUIREMENT - CREATE A MASS REQUIREMENT

1) To create a Mass requirement, click on the Mass Requirements dropdown section,
located on top of the page, then click on Create Mass Requirement.

== My Dashboard

¥ Courses v |B Mass Requirements v |&8 Reports ¥ X Tools v 2 Administration ~ W Resources v & Contact v
Create Mass Requirement _
m ON-S View Mass Requirements DAR -
= View list of available on-site training
Pev N OCTOBER 2023 EN
Sun Mon Tue Wed Thu Fri Sat
1 12 1 4

2) This will take you to the Mass requirement configuration page.

Create Mass Requirement

Mass requirement configuration

Select one of the following:

by employees

3) To use the Search by employees option:

a) Inthe Applies to dropdown menu, you will be able to select All Employees,
Existing employees only or New employees only.

o The All Employees option will allow you to select all employees.
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¥ Courses v B Mass Requirements v B8 Reports v

Mass requirement configuration

Select one of the following:

@D search by employees

(D Notes:

- If “All employees" is selected all other parameters will be ignored

- If "All employees" is selected new and current employees will be searched

* Applies to

All Employees

All Employees
Existing em only
New employees only

b) If you select Existing employees only or New employees only, you will have the
option to choose All Staff or All Faculty. You may select both options at the same
time, if needed.

@D search by employees

@ Notes:

- If "All employees” is selected all other parameters will be ignored

- If "All employees" is selected new and current employees will be searched

* Applies to

Existing employees only v

Select one or more (Optional)

All Staff All Faculty

c) If you select Existing employees only or New employees only:

¢ You will have the option to select the department under the Select a department
dropdown box and the positions under the Select a position dropdown box.
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Select one or more (Optional)

All Staff All Faculty

Employee targeting (Optional)
Select a department —
ins Se

Institutional
Compliance Offc Elp

L1

Select a position —

senior of

Senior Safety Officer Senior Office Assistant

4) To use the Search by students option:

a) Inthe Applies to dropdown section you will have 3 options: All Students, Existing
students only and New students only.

o The All Students option will allow you to select all students.

@D search by students

@ Notes:

- If "All students” is selected all other parameters will be ignored

- If "All students” is selected new and current employees will be searched

* Applies to

All Students

Existing students only
New students only

b) If you select Existing Students only or New students only:
¢ You will have the option to select any college/program. Click on the desired

college/program under the Select a college and Select a program dropdown
boxes.
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Student targeting (Optional)

Selecta college i m—

Grad School Biomed - Gayle Greve Hunt SON
El Paso El Paso

Paul L Foster SOM in El

Paso -

School of Dental

Medicine

Select a program o —

GE i DM
GN
MD
| UN

5) After making the selection of the users, click on the button. This will give you a
count of the users that will be assigned to the mass requirement.
If you click on the Preview List button, you will see a list of the users that will be
assigned to the mass requirement.

@ Preview List

DO NOT FORGET TO
CLICK THIS BUTTON  Final count of mass requirement users: 1936

6) Next, you will scroll down to the bottom portion of the Mass requirement configuration.

 Submit for approval

a) The Courses section will have a dropdown menu where you can select the course
you need.
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* Courses:

2023 Conflict of Interest

2023 Conflict of Interest

2023 Ethics and Standards of Conduct

2023 General Compliance Training

2023_CME HIPAA and Privacy Training

2023_Students HIPAA and Privacy Training

Basic Infermed Consent Training

Basics of Clinicaltrials.gov

Basics of Conducting a Retrospective Chart Review Study

Basics of Data Collection and Data Management

Basics of Data Collection and Data Management for Retrospective Chart Reviews
Box Training

Building a Regulatory Binder

Cash Fund Training

Competency for Reporting Abuse and Neglect for Ob/Gyn Staff Only
Creating and Maintaining Data Collection Forms

Endowment Training

FERPA

FERPA TTUHSC ELP

Human Trafficking Policy and Awareness

Informed Consent Process Do's and Don'ts

b) Enter a brief description in this section:

* Description Brief description of mass requirement

c) Start date — Enter the current date

Note: The selected users will be assigned the training immediately after the Mass
Requirement has been approved by a Committee member.

d) End date — Enter the last day of the current calendar year. This ensures that the
course remains active for the calendar year. (Remember, each calendar year you will
be required to upload the course and obtain Committee approval.)

e) Due on days — Enter the number of days the users have to complete the course.

* Start date *End date * Due on days

03/31/2023 =) mm/dd/yyyy =) 60

7) Once you have entered all the required fields, click on the button at
the bottom of the page.

8) You will see the following pop-up:

a) If you are ready to submit the mass requirement, click Yes to submit for approval.

Note: If you need to back to the Finish tab, click Cancel.
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5

Do you want to submit mass
requirement for approval?

Once you send the mass requirement approval you won't
be able to make any change

- M

9) If you click Yes, you will see the following notification:

/

Mass requirement has been submitted
for approval!

10) The Mass Requirement will be routed for approval to the Committee before the training

is assigned.

11) To check on the Mass Requirement approval status, refer to the Mass Requirement

Report.

12) Once the Mass Requirement has been approved by the Committee, the users will
receive an email notification stating the training has been assigned.

3 Reply €3 Reply Al (5 Forward &

M

Institutional TEST Env SQL Alerts <DoNotReply@ttuhsc.edu>
New Training Assigned

W

10 ™his meszage was sent with High importance

New Tech Training assignment.

Dear you are required to complete the following training: 2023 Conflict of Interest
‘You need to complete this course by May 28, 2023
This course requires:

The lesson is designed to provide the leamer with a working knowledge of; financlal coaflicts of interest, conflicts of

how to disclose a conflict of mterest or a conflict of commitment

You can sign into the TTUHSC Tech Training site and complete the course.

or if you issues viewing

Do not reply to this email. This 1s an automated notification, which 15 unable to recerve replies. For this
files, please contact IT Customer Suppon at 915-215-4111
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MASS REQUIREMENT - VIEW MASS REQUIREMENT

1) To check the status of a mass requirement, go to the Mass Requirement dropdown and
click on View Mass requirements.

47 TTUHSCELPASO 8 vy pushonre

¥ Courses v |B Mass Requirements v |B2 Reports v X Tools v & Administration ~ R4 Resources ¥ & Contact v

Create Mass Requirement

& ON-S View Mass Requirements “ _

Prev Next OCTOB ER 2023 month List

Sun Mon Tue Wed Thu Fri Sat

2) This will take you to the Mass Requirement List where you can check on the status of
the assignment in the Approval Status column.

ﬁ Mass Requirement List

)

B 6 6 B 6 8B B 6 B B

a) Click on the top right side of the page to see the Approval Status Descriptions.

Mass Requirement Approval Status Description X

Completed  The mass requirement was submitted for approval
Approved  The mass requirement was approved by the committee

Denied  The mass requirement was denied by the committee

Close
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3) Inthe Actions column, you can select View, Log or Cancel buttons.

Mass Requirement List

a) If you click on the View button, you will be able to look at detailed information
entered in the Mass Requirement.

Mass Requirement View

Approval Step: Approved

Mass Requirement Configuration

End date: 1/1,

Amount of impacted users: 2056

b) The Log button will show you the Course Log. This section will display the history of
the Mass Assignment.

Course Log

c) The button will delete the mass requirement.
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REPORTS — MY COURSES

1) To check your profile and course status, click on Reports dropdown section, located on
top of the page, then click on My Courses.

LE..‘!]____; TTUHSC EL PA = - My Dashboard

¥ Courses ¥ B Mass Requirements v | & Reports ~ | X Tools ¥ & Administration ¥ W Resources ¥ & Contact v
My Courses o a—

2 ON-SITE TRAINING CALI -

iew Users
& Compliance >
B Safety Services > = View list of available on-site training
L OCTOBER 2023 month  List
Sun Mon Tue Wed Thu Fri Sat
2 5 7
8 9 0 1 12 13 4

2) Next, you will see the following page. In this page you will find your personal information
such as the User Profile and the User Trainings.

= pdate L 2/7/2023 3:45:41 AM
2 Search 2% User Profile =

Eraider:

Course status

User name
User type: Interna

Email.

[ User Trainings

ning itk Completec acked Credit Assigned Date
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a) Under the Details button, you can get detailed information of the trainings you have
been assigned. You can also Download a certificate of completion.

Training View

Current Status: Completed Download certificate of completion

Training B My training details -

Course Assigned Date: 3/24/2023

Due Date: 4/23/2023

o 2023 Attempts:1 Download certificate of completion
Recurring: One time Final Grade:

Requires Test: Yes Completed Date: 4/3/2023

Number of questions on Quiz 10
Mumber of correct questions on Quiz:

Correct Answers

My Exams
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REPORTS — VIEW USERS

1) To search for users, click on Reports dropdown section, located on top of the page,
then click on View Users.

7 TTUHSCELPASO 8wy oascn

nter EI Pas

P Courses ¥ B Mass Requirements v | B Reports v | X Tools ¥ & Administration ¥ R Resources v & Contact v

My Courses

B3 ON-SITETRAINING CALI ., ... e -

&t Compliance >
O safety Services > i= View list of available on-site training
Prev  Nex OCTOBER 2023 [ month vt |
Sun Mon Tue Wed Thu Fri Sat
2 3 4 3

2) Next, you will find the View User Report page.
View User Report

User does not exists!

[ User Courses

3) Inthe User Search section, you will be able to search for a specific user with their
eRaider, first name and/or last name. A list of names will populate in a dropdown box.
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(2uUser searen | # User Profil

Name Email Address Department

mpletec

4) Select the name of the individual. The following page will display the User Profile and
the User Courses.

2/7/2023 9:45:41 AM

JUser Search &% User Profile
Eraider Email
Rnumber User Type Internal
User Name User Subtype  Employee

[ User Courses

: : T

5) If you click on the Details blue button, it will direct you to the View User Course Details
page.

[ User Courses

[ Details

Show| 10 v |entries Search:
Course Title Completed Locked Credit Assigned Date | DueDN Actions
NESOP1 Accident Prevention Yes No No 2023/03/24 2023/04/23 5 Manage
Title IX, Sexual Misconduct, and Clery Act Yes No No 2023/03/06 2023/04/05
FERPA TTUHSC ELP No No No

2023 General Compliance Training Yes No No 2023/01/17 2023/04/17
2023 Conflict of Interest Ves No No 2023/01/13 2023/04/13
2023 Ethics and Standards of Conduct Yes No No 2023/01/12 2023/04/12
2023_CME HIPAA and Privacy Training Yes No No 2023/01/05 2023/04/05
NESOP? Site-Specific Training Yes No Yes 2023/01/04 2023/01/04

Showing 1to 8 of 8 entries Previous o Next
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a) In this page you can see a detailed description of the trainings and exams the user

has completed.

Current Status: Completed

Training

Course

NESOP1 Actidient Preventior

| Current Status

: Completed

Year: 2023
Recurring: One time

Requires Test: Yos

Number of questions on Quiz: 10

Number of correct questions on Quiz: &

My Exams

My training details

Assigned Date: 3/24/2023

Due Date: 4/23/2023

Attempts

Final Grade:

Completed Date: 4/3/2023

6) If you click on Manage, it will direct you to the Manage User Course page.

[ User Courses
Show | 10 v entries

Course Title

NESOP1 Accident Prevention
Title IX, Sexual Misconduct, and Clery Act
FERPA TTUHSC ELP

2023 General Compliance Training

2023 Conflict of Interest

2023 Ethics and Standards of Conduct
2023_CME HIPAA and Privacy Training

NESOP?2 Site-Specific Training

Showing 1to 8 of 8 entries

Completed

Yes

Yes

No

Yes

Yes

Yes

Yes

Yes

Locked

Credit

No

No

No

No

No

No

No

> Manage

Assigned Date | Due Date

2023/03/24

2023/03/06

2023/02/23

2023/01/05

2023/01/04

2023/04/23

2023/04/05

2023/04/24

2023/04/17

2023/04/13

2023/04/12

2023/04/05

2023/01/04

Search:

0 Details ‘ [ Manage

|
Previous o Next

a) Under the Actions section, you will have two options, first you can Enable/Cancel
Training and second you can give credit to an individual by clicking on the Credit

Training button.

Current Status: Completed
Training

Course
2022 Ganersl Complanse Training

Year: 2023

Recurring: Recurring

Requires Test: Yes

Assigned Date: 1/17/2023

Due Date: 4/17/2023

Attempts: 1
Number of questions an Quiz: 10

Number of correct questions required to pass the Quiz: &
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Enable/Cancel Training I i seeeecc—

Credit Training (7 < ee—

Currently: Not Credited
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7) Enable/Cancel Training: If you click in this section a pop-up screen will appear. You will
have to give the reason you want to cancel the training. After you are finish, click Yes.

?

Do you want to Enable/Cancel the
training?

Include a Reason

— e

8) Credit Training: If you click on this section a pop-up message will appear. You will have
to include a reason you want to give credit for the training. After you are finish, click Yes.

?

Do you want to Credit/Un-credit the
training?

Include a Reason

User completed Conflict of Interest Training via
MediaSpace on 1/19/23. LA

— @

Note: Use the following template when including the reason; User completed (name of
training) via MediaSpace or Canvas Catalog on (date). (Initials)”

a) Once you click Yes, you will see the following pop-up notification.

/

Training has been credited!
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9) Next, under the User Course section you can verify if the credit was successfully
applied to the training. Check for a Yes under the Completed section.

[Z] User Courses
Show | 10 ~ entries

Course Title

2023 General Compliance Training
2023 Conflict of Interest
2023 Ethics and Standards of Conduct

2023_CME HIPAA and Privacy Training

H

Completed
Yes

Yes

Locked

No

No

Credit

No

No

No

No

Assigned Date

2023/01/17

10) Unlock User: This option will display if the user has used all of their attempts and has

not successfully passed the test, or if the user ran out of time. Click Unlock.

Nnage User Course

Status: Locked

Training

Actions

Enable/Cancel Training &

Unlock User 7

Credit Training

a) Next, a pop-up box will appear. Type the reason you are unlocking the user. Click
Cancel, if you made a mistake. Click Yes when you are ready.
o Make sure you enter a brief message before confirming Yes.
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?

Do you want to unlock the training?

Include a Reason

4-3-2023 per user request. Lﬁl

b) After you have clicked Yes, a pop-up notification will appear to confirm. You can go
back to the View User Report to make sure the user was unlocked.

v

Training has been unlocked!
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REPORTS — COMPLIANCE USER TRAININGS REPORT

The User Training Report will yield training completion information for all active users in Tech
Training. The report includes the following fields: id, training, r number, eRaider, full name,
email, termination date, start date, due date, course active, completed, credited, locked,
attempts, grade, completed date, department, college, and position.

1) To pull a User Training Report, click on the Reports dropdown - Compliance - then
click on User Trainings Report. You will see the following screen:

My Courses
B ON-SITE TRAINING CALI _, ... =
| i {amplance > I User Trainings Report —

© Safety Services > Mass Requirements Report st of available on-site training

New Tech Training Users Report
Prev Next 0 CTO I month List
External User Trainings Report
Sun Mon Tue Wed Thu Fri Sat

2) You will be redirected to the screen below. In the Search Criteria section, you will need
to fill out the following fields:

® Courses ~ B Mass Requirements v &8 Reports v

User Training Report

& Search Criteria

Eraider o Date Range Q

2023 - 05/03/2023

Training

Select 3 course

Training Status Q

O Al Completed Credited Locked Due

a) eRaider — Enter the individual’s eRaider. If you need to pull a report for all users,
leave this field blank.

Ed Search Criteria

Eraider
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b) Date Range — Click on this section to select the specific date range you need. Once
you have selected the correct dates, click on the Apply button.

Date Range

[ 01/01/2023 - 05/03/2023

[ 15 16 17 18 19 20 21 19 20 21 22 23 24 25
22 23 24 25 26 27 28 26 27 28

0101202 - i 223

c) Training — Click on the Training field to select a course. There will be a dropdown
list of all of the courses that have been created. To see the report for all trainings,
leave this field as Select a course.

Training

Select a course

Select a course

2023 Conflict of Interest

2023 Ethics and Standards of Conduct
2023 General Compliance Training

2023_CME HIPAA and Privacy Training

2023_Students HIPAA and Privacy Training

d) Training Status — in this section, select the type of status you need in the report. If
you would like to see a report for all trainings, keep the radio button All.

Training Status

O an Completed Credited Locked Due

3) Once you have filled in all of the fields, click on the button.
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4) When you click Search, the report will populate in the Results section at the bottom of
the screen.

S Results

5) To download the report as an Excel document or a PDF, click on the section underneath
Results. You may also use the Copy function to copy the information in the report and
paste in on a different document.

F2 Results

Excel Copy PDF

6) Once you have downloaded your report, save the User Training Report to your desired
location.
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REPORTS — COMPLIANCE MASS REQUIREMENTS REPORT

The Mass Requirements Report will yield training course information for all courses that have
been uploaded into Tech Training. The report includes the following fields: course title, created
by, created date, course approval status start date, expiration date, MR description, MR
approval status, approved by, approved date and approved comment.

1) To pull a Mass Requirements Report, click on the Reports dropdown - Compliance
- then click on Mass Requirements Report.

4§ TTUHSC EL PASO 55 My Dashbosrd

P Courses ~ B Mass Requirements v | & Reports v | X Tools v & Administration v R4 Resources ¥ & Contact v

My Courses

2 ON-SITE TRAINING CALI

View Users

| I Compliance > I User Trainings Report

© Safety Services 2 Mass Requirements Report

New Tech Training Users Report

Prev. Next OCTol month List

External User Trainings Report

Sun Mon Tue Wed Thu Fri Sat

2) When you click on Mass Requirement Report you will see the screen below. In the
Search Criteria section, you will need to fill out the following fields:

Mass Requirement Report

[ Search Criteria

- -]

E2 Results

a) Date Range — Click on this field to select the specific date range you need. Once
you have selected the correct dates, click on the Apply button.
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Date Range

[ 01/01/2023 - DS.-’DB.-’ZD23| ]

< Jan 2023 Feb 2023

Su Mo Tu We Th Fr Sa Su Mo Tu

n 2 3 4 5 ] 7 5 ] 7 8 9 10 N
2 9 10 11 12 13 14 12 13 14 15 16 17 18
( 15 16 17 18 198 20 21 19 20 21 22 23 24 25

22 23 24 25 26 27 28 26 27 28
29 30 AN

v101202 - e 23

b) Training - you will need to select a course in the Training field dropdown. If you

need to pull a report that shows all training courses, you may leave this field as
Select a course.

Training

Select a course

Select a course

2023 Conflict of Interest

2023 Ethics and Standards of Conduct
2023 General Compliance Training

2023_CME HIPAA and Privacy Training

2023 Students HIPAA and Privacy Training

3) Once you have completed all of the required fields, click on the button.

4) When you click Search, you will see the report in the Results section at the bottom of
the screen.
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E3 Results

Excel | Copy | PDF

MR Description

5) To download the report as an Excel document or a PDF, click on the section underneath
Results. You may also use the Copy function to copy the information in the report and

paste in on a different document.

Ea Results

Excel Copy

6) Once you have downloaded your report, make sure to save the Mass Requirement

Report to your desired location.
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REPORTS — COMPLIANCE NEW TECH TRAINING USERS REPORT

The New Tech Training Users Report is utilized to verify the number of employees hired by
date range.

1) To pull a New Tech Training Users Report, click on the Reports dropdown -
Compliance - then click on New Tech Training Users Report.

s’ TTUHSC EL PASO B Dot

10

® Courses ~ B Mass Requirements v | B8 Reports ~ | X Tools v 2. Administration v M Resources v @ Contact v

My Courses

1 ON-SITE TRAINING CALI ., =

Users

| B Compliance > I User Trainings Report

5 available on-site tra q
© Safety Services > Mass Requirements Report Sl il Sl
New Tech Training Users Report —
Prev Next O CTO | maonth List
External User Trainings Report
Sun Mon Tue Wed Thu Fri Sat

2) When you click on New Tech Training Users Report you will see the screen below. In
the Search Criteria section, you will need to fill out the following fields:

[ Search Criteria

Date Range e

04/23/2023 - 05/23/2023

User Type 0

O All Employees Students

a) Date Range — Click on this field to select the specific date range you need. Once
you have selected the correct dates, click on the Apply button.
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Date Range

01/01/2023 - 05/03/2023 ]

< >

1 2 3 4

1 2 3 4 5 ] T 5 ] 7 ] 9 10 1

8 9 10 1 12 13 14 12 13 14 15 16 17 18

( 15 16 17 18 19 20 21 19 20 21 22 23 24 25

22 23 24 25 26 27 28 26 27 28

01012023 - e 223

29 30 3

b) User Type — If you want to see a specific User Type, select either All, Employees or
Students.

User Type

O Al Employees Students

3) Once you have completed all of the required fields, click on the button.

4) When you click Search, you will see the report in the Results section at the bottom of
the screen.

3 Results

Excel | Copy | POF

5) To download the report as an Excel document or a PDF, click on the section underneath
Results. You may also use the Copy function to copy the information in the report and

paste in on a different document.

F2 Results

Excel Copy PDF
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REPORTS — COMPLIANCE EXTERNAL USER TRAININGS REPORT

The External User Trainings Report will show the user the training information for the External
Users.

1) To download the External Users Training Report, go to the Reports tab at the top of the
page - Compliance and click on External User Trainings Report.

‘¥ TTUHSC EL PASO %5y Dashbosrd

P Courses v [ Mass Requirements ~ | B Reports ~| X Tools v 2 Administration ¥ W Wiki Administration ¥ R Resources ¥ & Contac

My Courses

2 ON-SITE TRAINING CALI ., -

iew Users

£ Compliance Y User Trainings Report
- _ st of available on-site traininc
© safety Services > Mass Requirements Report st of availabl te training
New Tech Training Users Report
NovEN
External User Trainings Report _
Sun Mon Tue Wed Thu Fri Sat

1 4

2 3
Ta New Save Test 8a New Save Test

2) This will take you to the External User Training Report page.

rrrrr

P2 Results

3) In the Search Criteria section, fill out the following fields:

a) Email — Enter the individual’s personal email. If you need to pull a report for all
users, leave this field blank.

b) Date Range — Select the desired date range.
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c) Training — Click on the Training field to select a course. There will be a dropdown
list of all of the courses that have been created. To see the report for all trainings,
leave this field as Select a course.

d) Training Status — in this section, select the type of status you need in the report. If
you would like to see a report for all trainings, keep the radio button All.

(@ Search Criteria

<

Q Search
4) After you have filled out all the fields, click on the button.

5) The Results section will populate with all the External User Trainings information. Click
on the Excel, PDF or Copy option to download or save the report.

R Result
Excel Copy PDF ]
Excel Copy FOF

Page | 127 Back to Top



REPORTS — SAFETY SERVICES COMPLIANCE REPORT

For more information on Safety Services content, please contact the Safety Services
department at safetyserviceselp@ttuhsc.edu or call 915-215-4823.

1) Go to the Reports dropdown, click Safety Services and go to Safety Services
Compliance Report.

- My Dashboard

¥ Courses ¥ B Mass Requirements v | B Reports ¥ | X Tools v & Administration v *s Approval ¥ W Resources v @& Contact v

My Courses

B ON-SITE TRAINING CALI ., -

Users
& Compliance >
Safety Services Compliance Report
Prev Next JANUARY 2024 month List
Sun Mon Tue Wed Thu Fri Sat

2) Next, you will see the Safety Services Compliance Report screen.

[Safety Services Compliance Report ]

B Safety Services Compliance

Excel | Copy | PDF o Search: o

Department 1 UsoE) Total Employees Total Completed NESOP 1 NESOP 2 Compliant
Accounting Services Elp 1 T 1
Number of Percentage Percentage Percentage
Number of Employees of of of
Employees who Employees Employees Employees
nesthesiology Elp Gen completed who have who have who have
Anesthesiology Elp Ger trainings completed completed been
training. training. compliant.

a) In this section, you will have the option to export the document into Excel or PDF or
Copy the document.

b) You have the Search bar where you can look up a department by its name.
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TOOLS — DUPLICATE COURSE

The Duplicate Couse feature assists in creating a course by replicating a previous approved
course. The user will not need to recreate it; however, the course will require committee
approval once submitted.

1) Go to Tools dropdown at the top of the page and click Duplicate Course.

% % = My Dashboard

Health 5¢

P Courses v B Mass Requirements ~ &8 Reports v 2. Administration ~ R Resources ~ @ Contact v
Duplicate Course offmmmm—

2 ON-SITE TRAINING CALENDAR -

Force Mass Requirement by Eraider

= View list of available on-site training
Prev Next OCTOB ER 2023 month List
Sun Mon Tue Wed Thu Fri Sat
z 3 4 6

2) This will take you to the Duplicate Course Tool screen. A list of Courses will appear.
a) Look for the training you want to duplicate and click on Duplicate.

b) You can click on View to see the details of the course.

Duplicate Course Toolf Tach Training Admin > Tocls > Duplicate Course

B Approval Status Description

Courses

B0 B A Q@ B

3) Next, the following pop-up box will appear:
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?

Are you sure you want to duplicate
this course?

The course will be d
modify course scr

t
m

ed a 1 will be redirected to
edia on't be duplicated.

a) To go back to the Duplicate Course Tool screen click Cancel.
b) If you want to proceed click Yes. You will see the following pop-up natification:

/

Course has been duplicated correctly

4) Next, you will see the Course Management screen. Follow the steps under the Create a
Course section, steps 1-26.

5) Start making the changes for the duplicate course. You can click on the tabs to
continue.

Course Mansgement A

Current Status: Pending

Course Configuration

Configuration settings.

Note: Do not forget to click on the button after completing each
section.
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6) Once you are at the Course Status tab and you have finished making changes, click on
the Submit for approval button.

© Course Configuration 8 Course Details (3 Course Files M, Course Questions B Request Form

Next Steps

Approved Type

ending

Approved By: Approved Date:
N WA

Approval Comments:

N

You can complete the course and send it for approval
e
7) A pop-up box will appear.
a) Click Cancel if you want to stay on the Course Management screen.

b) Click Yes if you are ready to submit for approval.

5

L]

Do you want to submit for approval?
Once you send for a | yo 't be able to make any
change until the is ef pproved or denied

B

8) A pop-up box will appear confirming that the course was submitted for approval.

/

Course has been submitted for
approval!
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TOOLS — FORCE MASS REQUIREMENT BY ERAIDER

1) Go to the Tools dropdown and click Force Mass Requirement by eRaider.

Note: This feature will assign/reassign the training course to the users selected even if
the user has already completed the training.

; TTUHSC < == My Dashboard

® Courses ~ B Mass Requirements v &8 Reports v 2 Administration v @4 Resources ~ @& Contact v

Duplicate Course

m ON-SITE TRAINING CALENDAR Force Mass Requirement by Eraider — -

= View list of available on-site training
Prev. Next OCTOBER 2023 month List
Sun Mon Tue Wed Thu Fri Sat

2) This will take you to the Force Mass Requirement by eRaider screen.

3) Under the Mass Requirement Configuration section, in the Search by eRaider list
box, type the individual(s) eRaider(s). Then press the button.

a) If you do not know the eRaider, click on Search User button and type the
individual(s) name(s). This field will populate a list of names. Click on the desired
name(s).

Force Mass Requirement by Eraider

Mass Requirement Configuration i

Search user

X User Search (Name, Rnumber, Department)

Email Address
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4) Next, click on the button. This will indicate the number of individuals that will
have the training assigned. It also activates the request.

5) Scroll down and fill out the required fields. Note: Required fields are identified by an
asterisk (*). When you finish, click on Submit for approval.

Final count of mass requirement users: 1

Brief description of mass requirement

* Stant date * End date * Due on days

03/25/2023 o 03/23/2024 o ¢ Number of days until the course will become due to users

« Submit for approval

6) Next, a pop-up window will appear.
a) Click Cancel to stay on Mass Requirement Configuration section.

b) Click Yes to proceed.

?

Are you sure you want to force the
training to the users from the list?

You won't be able to make any changes. The training will
be assigned to the eve| y already completed it
befo

m

c) When you click Yes, a pop-up notification will appear to confirm your submission.

/

Mass requirement has been submitted
for approval!
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ADMINISTRATION - MANAGE USERS

1) Inthe Tech Training application, some users will be assigned a different User Type
depending on their department, role, and job duties:

¢ Administrator role — the user will have full access to all of the functions. The
administrator role will be the only one that will be able to modify the role for any
user.

o Committee role — user will be able to review/approve new training courses and
mass requirements.

o Only the Administrator and Committee roles can be selected together.
o Power User role — will only let user create courses for the selected departments.

e Wiki Admin role — will allow the user to create or modify wiki content for any website
in Texas Tech.

o User role — is the default role for every user that does not require special
permissions.

Note: Area is required only to users that will have an Administrator or a Power
User Role. Depending on the area selected some extra features will appear so be
careful when assigning an area.

2) To manage/edit a user’s role, go to Administration dropdown and click Manage
Users.

= TTUHSC EL PASO B2 My Dashboard

¥ Courses ¥ B Mass Requirements ¥ B2 Reports v X Tools v | & Administration ~ | B4 Resources ~ @& Contact v

Manage Users _
& ON-SITE TRAINING CALENDAR Manage External Users -
= View list of available on-site training
prev Nt OCTOBER 2023
Sun Mon Tue Wed Thu Fri Sat
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3) This will take you to the Manage User screen.

ZUser Search 27 User Profile

4) To search for a user, click on the User Search bar on the left side of the screen.

2 User Search

=

a) Next, you will need to type in the name or eRaider of the individual you are searching
for. A dropdown menu will populate where you can select the individual by clicking

on their name.

s User Search a= User Prof

Name Email Address Department

5) When you click on the individual’s name, their information and role will populate on the
right side in the User Profile section.
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_ Updsted By: esosamar / Last Update Date: 5/19/2023 2:06:11 PM
2= User Profile e 9 d

@D Active
eRaider * Email
First Name Last Name
RNumber User Sub-Type
Employee
" Roles
* User Type
Internal >
* Departments

% Institutional Compliance Offc Elp

Area

Select One

& Save

6) Click on the Roles section. There will be a dropdown menu of all of the available roles.
To change a role for the user, click on role needed. The roles selected will appear in this
section (in dark red).

* Roles

% Administrator

Administrator

I

Committee

PowerlUser

User

uso

7) Click on Departments section to change the department. There will be a dropdown
menu of all available departments. Click on department needed.

* Departments
x Institutional Compliance Offc Elp ‘
Infermation Services Elp i

Institutional Compliance Offc Elp
Internal Medicine Elp Genl
Interprofessional Education El Paso

IT Adm Sves ELP

Kumar Start Up |

8) Click on Area to assign the user a specific area. A dropdown box will appear with the
available options.
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Area

Select One

Select One -
Compliance
Finance

,| Human Resources

IT

9) Once you have selected the new role(s), department and area that apply, click on the

& Save

button at the bottom of the User Profile section.

10) Next, scroll down the page in the User Logs section. You will see a history of the user’s
roles, training that has been assigned, as well as any changes that have been made.

& User Logs

Show

Search:
10 v
entries
~ Created By = ~ Created Date ~ ~ Log Type ~ ~ log ~
2023/05/19 14:06:11 ManageUser Role changed to: Administrator
2023/04/20 09:44:28 ManageUser Area Type Changed fron™A to: Compliance
2023/04/20 09:44:28 ManageUser Role ch|
Role changed to: Administrator
2023/04/20 09:44:09 ManageUser Area Ty
2023/04/20 09:44:09 ManageUser Role changed to: User
2023/03/14 14:35:54 UserCourseExam Training has been completed successfully
2023/03/14 14:28:25 UserCourseExam Number of attempts: 1
2023/03/14 14:02:46 UserCourseExam File Title IX El Paso Training.pdf downloaded by user
SYSTEM 2023/03/06 14:20:52 Userlog New course assignment: Title IX. Sexual Misconduct. and Clery Act
SYSTEM 2023/02/23 11:02:43 UserLog INew course assignment: FERPA TTUHSC ELP l

Showing 1to 10 of 30 entries

[New course assignment: FERPA TTUHSC ELP ]
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ADMINISTRATION - MANAGE EXTERNAL USERS

This function will allow you to add an external user (such as staffing agency employees,
volunteers, or future faculty that are in the onboarding process), assign courses to the user, and
merge the user with an existing TTUHSC EP eRaider account.

Note: The person creating the profile will need to be provided with detailed user information
(user full name, personal email, department and trainings that need to be assigned).

1) Go to the Administration dropdown and click Manage External Users.

; TTUHSC EL PASO L My Dashboard

I

® Courses ~ B Mass Requirements v B2 Reports v X Tools v | & Administration v | 4 Resources v & Contact v

Manage Users

2 ON-SITE TRAINING CALENDAR Manage External Users _ —
= View list of available on-site training
Prev Next OCTOB ER 2023 month List

Sun Mon Tue Wed Thu Fri Sat

2) Next, you will see the External Users screen.

External Users i

& Add External User

External Users

@™ o T T

3) In the External Users page, you will have the following options: Add External User,
View, Edit, or Merge.

. +& Add External User
4) To add an external user, click on the button.

5) This will take you to the Add External User page. Fill out the required information fields
in the section at the top of the screen.

Note: Required fields are identified by an asterisk (*).
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I Add External User
{

* First Name

| o * Last Name ° Department

| Course Assignments @

:

Expiration Date

Showing 0 to 0 of 0 entries Previous  Next

a) Active — This will make the user active/inactive. Make sure the toggle button is blue.

b) Email — Enter the personal email that the user provided or an email the user has
access to.

c) First Name — Enter the user’s full first name.

d) Last Name — Enter the user’s full last name.

e) Department — Scroll down in the dropdown field to select the correct department.
f) Notes — Enter the staffing agency or any relevant notes that pertain to this user.

6) Next, you will go to the Course Assignments section at the bottom of the screen. Fill
out the required fields.
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Course Assignments @

:

a) Start Date — Enter the date the course is being assigned.

b) Due on days — Enter the number of days the course will be available to the user.
c) Expiration Date — This date will self-populate based on the Due on days.

d) Course — Click on the dropdown menu and select the course you need to assign.

+ Add Course

7) Once you have completed the required fields, click on the button.
8) If multiple courses need to be assigned, follow steps #6 and #7.

9) When you have finished adding the external user’s information and assigning the
course(s), click Save.

10) Once you click on the Save button, you will see the following pop-up notification:
a) Click Cancel to stay on Add External User screen.

b) Click Yes to proceed.

Are you sure you want to create the
external user?

Remember that the courses can be assigned later and once
everything is ready you can send the notification email

o BE
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11) Once you click Yes you will see a pop-up notification confirming the user profile has
been created and trainings assigned.

/

External user has been saved!

12) If you click on the button in the External Users screen, this will take you to the
View External User screen. This screen will display the user’s information as well as all
courses that have been assigned to that user.

View External User

External User Details

Created
Last Update By: SelfRegistration / Last Update Date: 5/24/20.
Name: Active: True
Email:
Departments
Information Services Elp
Assigned Courses
Search
| Strt Expiration Dueon
Course Date Date days Completed Locked Canceled Actions
Preparing for Intemal Research Audits 4/14/2003  6/13/2023 60 No No No
Box Training 4047203 6/13/2023 60 Yes No No ® Cotibone
Showing 110 6 of 6 entries
Log
Search
Log Changed By Changed Date |)
sent SYSTEM 5/24/2023

Showing 1to 4 of 4 entries

13) In the Assigned Courses section, you will have the option to Cancel a training
assignment, unlock a training, or print a Certificate of Completion for the user.
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Assigned Courses

1 Start Expiration Due on
Course Date Date days Completed Locked Canceled Actions
Preparing for intemal Research Audits 4/14/2023 6/13/2023 60 No No No h
Box Training 4/14/2023  6/13/2023 €0 Yes No No h
Laboratory Safety Essentials 414/2033  6/13/20233 €0 No Yes Ne h

14) The Cancel option will allow you to cancel a training for the user. Please note that the
training can only be canceled if the user has not completed the course.

a) If you click on the Cancel button in the Actions column you will see the following
pop-up notification:

Are you sure you want to cancel this
course?

o

b) Click Yes to cancel the course, or click Cancel to go back to the View External User
screen.

15) The Unlock option will allow you to unlock a training for the user. Please note that the
training can only be unlocked if the user has used all the available attempts.

a) Next, a pop-up box will appear. Type the reason you are unlocking the user. Click
Cancel to go back to the View External User screen. Click Yes to proceed.

o Make sure you enter a brief note before confirming Yes.

Do you want to unlock the training?

Include a Reason

[wmng unlocked per user request. LA ]__[Training unlocked per user request. LA
JC)

4

- R
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16) The Certificate option will allow you to print a Certificate of Completion for the user.

a) When you click on this button you will see the following screen:

CERTIFICATE OF COMPLETION

Is hereby granted to

For successfully completing the course

Box Training

4/14/2023

Signature Date

b) Click on the Print button at the top right side of the page to print the certificate or
save it as a PDF.

17) To go back to the External Users screen, click on the X at the top right side of the page.

View External User

External User Details

Active: True

Departments

Assigned Courses

18) If you click on the m button in the External Users screen, this will take you to
the Modify External User screen. In this screen, you can inactivate the user, update
their name or department, or add any additional notes.
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Modify External User

Course Assignment Notes:

* To Unlock, Cancel, or View the User Certificate of Completion use View Action B

« If you want to assign a new course to the user, use the following tool Assign cours

* First Name

Department

Course Assignments @

se to external users
utton

19) Once you have made all necessary edits, click on the

button.

20) To go back to the External Users screen, click on the X at the top right side of the

page.
Maodify External User
* Email

* Last Name

Notes

= First Name

Department

@D Active

X

-

21) The person who created the external user’s profile will need to monitor the external

user(s) periodically to determine when to merge the external account with the new

TTUHSC EP eRaider account. If you click on the button you will see the Merge

External User screen.
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Merge External User | *
@

External User Merge With User

ZuUser Search

Name: Active: True

Eraider: N/A Full Name: N/A
Email

Rnumber: N/A Email: /A
Departments

Assigned Courses.

Assigned Courses

22) Click on the User Search box and type the user's Name/eRaider you want to merge.
This will populate the user’s information.

a) Once you have selected the desired user you will see the message below:

Merge With User

2o User Search

<k

& Success:

User is ready to be merged!

b) Click on the Merge Users button to merge the external user with the existing
TTUHSC EP eRaider account.

Merge With User

ZaUser Search

5

7 Success:

User is ready to be merged!

Eraider: Full Name:

Rnumber: Email:

Departments
, & Merge Users
Institutional Compliance Offc Elp
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RESOURCES — COURSE LIBRARY

This function will allow the user to see and download the training content without having to
retake the course.

1) To go to the Couse Library, click on the Resources dropdown at the top of the page
and click on Course Library.

Ll:‘_i:__ TTUHSC EL pASO 5 My Dashboard

® Courses v B Mass Requirements v & Reports v X Tools v & Administration v ; Contact v
Course Library b
& ON-SITE TRAINING CALENDAR S -
= View list of available on-site training
Prev Next OCTOBER 2023 month List
Sun Mon Tue Wed Thu Fri Sat

2) This will take you to the Course Content Library screen. In this page, you will able to
see all the trainings that have been uploaded.

Course Content Library

Course Content Library

»
. g
§ H

a) Click on the button to view the content for your desired training(s).

3) Next, you will see the Course Content page which allows you to see the details for that
training.

a) You can also download the Course Files for that course.
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PCI DSS - Payment Card Industry, Data Security Standard

Course Details

Alternate Title

5 - Paymen

Course Description

1 ovarview of Payment Card Industry Data Security Standards

) and payment card processing pobcies

ding of PCI-DSS requirements and payment ¢

ocessing poficies and procedures.

Outline

Course Files

Download File

PCI DSS - Payment Card Industry, Data Security Standard

File Descripti
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RESOURCES — WikI How To

This feature will allow the user to see instructional videos, images or documents on different
functions within the Tech Training application.

Note: Functions available vary depending on the user’s role.

1) Go to the Resources dropdown at the top of the page and click on Wiki How To.

7 TTUHSCELPASO 55 wyomwouns

® Courses ¥ M Mass Requirements v B2 Reports ¥ X Tools v & Administration v

& Contact «~

Course Library

3 ON-SITE TRAINING CALENDAR i o 1o f— -
= View list of available on-site training
Prev  Next OCTOBER 2023 month List

Sun Mon Tue Wed Thu Fri Sat

2) This will take you to the Wiki How To page. In the Tech Training — How to section you
can see the instructional videos, documents, and images on various topics.

Wiki How To

Tech Training - How to

Mass Requirement

Wiki Admi
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3) To see a specific section, click on the View button next to the name of the desired
topic. This will display the content for that section.

Content View
Example using a Video

W Wiki Details w Wiki Content

i Wi EXAMPLE VIDEO 1

ate: 8/29/2023 371630 PM

ate Date: 9/26/2023 112945 AW

Video unavailable
Watch on YouTube
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CONTACT — COURSE CONTACT LIST

This function will assist the user when an individual has been locked out of a training. This
feature includes a list with the contact information for the owners of the trainings.

1) Go to the Contact dropdown at the top of the page and click on Course Contact List.

"4 TTUHSCEL PASO 25 wyashbonra

r

® Courses ¥ B Mass Requirements ¥ & Reports ¥ X Tools v & Administration ~ R4 Resources v

Course Contact List _
1 ON-SITE TRAINING CALENDAR )
i= View list of available on-site training
Prev Next OCTOBER 2023 month List
Sun Mon Tue Wed Thu Fri Sat

ol 12 13 14

2) This will take you to the Course Contact List screen where you can see the list of all
the trainings, the name of the owner, phone number and email.

ICourse Contact List

Excel | Copy | PDF
c

;;;;;;;

Page | 150 Back to Top



COMMITTEE ROLE — FUNCTIONS

COURSES — NEW COURSE

1) To create a course, go to the Courses dropdown from the left-hand corner and click on
New Course.

= My Dashboard

® Courses B Mass Requirements v & Reports ¥ X Tools ¥ & Administration ~ % Approval ¥ M4 Resources ¥ @& Contact v
New Course
View Courses CALENDAR -
Assign Course by Eraider
Assign Course to External Users = View list of available on-site training
# On-site Course >

Prev Next JANUARY 2024 month List
Sun Mon Tue Wed Thu Fri Sat

2) You will be directed to the New Course Wizard screen. First step is the Course
Configuration tab.

a) Fillin the required fields. Note: Required fields are identified by an asterisk (*).

¢ Under Departments, you can choose all departments or choose a specific
department.

¢ For External URL, use this only if course will have an external source attached.

(For example, utilizing YouTube videos or external sites outside of TTUHSC EP
website.

b) Assure the Course is Active and Certificate on Completion toggle buttons under
Configuration settings are blue. This will make them active.

= TTUHSC EL PASO

New Course Wizard

£ Course Detatis s Course i e % Course Questions 8 Request Farm

Course Configuration
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c) Once the information is completed, click on the button to proceed.

3) You will be directed to the next tab, Course Details. See below:
a) Fillin the required fields. Note: Required fields are identified by an asterisk (*).

b) Then click on the button to proceed.
e Course Description — enter a short description of the course.
¢ Objectives — outline the goals for the user upon the completion of this course.
¢ Outline — enter a general description of the course content and instructions.

¢ Lockout Message — enter contact information of person that can unlock the
training for user.

New Course Wizard

2 Course Configuration [ Course Details [3 Course Files B Course Questions [3 Request Form = Finish

Course Details

€ Return Next step >
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4) Under Course Files tab, you will be able to upload the desired files. There is no limit to
the number of files you wish to upload.

a) Fillin the required fields. Note: Required fields are identified by an asterisk (*).

b) Ensure the Required toggle button at the bottom left hand corner of the page is blue.
This will make downloading the course files a requirement.

T Course Configuration £ Course Details [3 Course Files B, Course Questions B Request Fo

Course Files

Course File Notes:

Required

@ Upload File

Files Uploaded

5) Once the files have been uploaded, click Upload Files.

a) A pop-up box will appear. Click OK.

/

File uploaded

File Health Law Article has been saved

6) You may continue uploading additional files. If you are finished, click on the
button to proceed.

7) You will be directed to Course Questions tab. This is a two-step process.
a) First, answer 1. If a test is required, check the Requires test? checkbox.
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Course Questions

Configuration Settings

€ Return Next step >

8) Next, you will need to fill in the following fields:

a) Number of Attempts — this field determines how many times the user is allowed to
take the test before being locked out.

b) Number of Questions — this field will determine how many questions the user will
receive each time the test is taken.

c) Number of Correct Answers — this field will determine the number of questions that
must be answered correctly to pass the test.

d) You will have the option to choose Random Questions. It is recommended that you
select Random Questions so that the user receives a new shuffled set of questions
when retaking a test. If you don’t choose Random Questions, the questions will
appear in the same order each time the user initiates the test.

9) When the information has been entered in Step 1, click on Save and continue button at
the bottom of the screen. Then click on .
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Configuration Settings

10) Next, you will be directed to the 2. - Add Questions step.
a) Click on Add New Question button to start adding questions.

1. Test required B s . *+ Add New Question
Questions Added

11) This will take you to the section below. Fill out the fields.

a) Answer Type — There are two types of answers: single or multiple. Choose single if
question only has one correct answer. Choose multiple if question has more than
one correct answer.

b) Question — The questions can be typed in, or you can cut and paste the questions
from a word document. DO NOT start a question with a number or a letter if you
chose the Random Questions.

o Example: 1. Who is the President? or a. Who is the President?

c) Objective — This section may be left blank or you may add an objective. This is not a
required field.

d) Media Content — This section may be left blank if external URLs are not needed.
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Add New Question

AR AN

Media

Answers

12) Next, go to the Answer section:
a) Type the first possible answer in the Answer field (you can also cut and paste the
answers from a word document). If this is the correct answer, make sure to click on
the Correct Answer check box.

b) Ifitis not the correct answer, click on the +Add Answer box to continue adding
possible answers. DO NOT start an answer with a number or a letter.

e Example: 1. True or a. True

Add New Question

Media

No Media Content
Answers 1

13) Once iou have entered all of the corresponding options for the questions, click on the

button at the bottom of your screen.

14) When iou have successfully added the questions and answers and clicked on the

button, the following pop-up notification will appear:

Note: You will start seeing the questions you added under the Questions Added
section.
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/

Course question has been updated

15) Repeat steps 10 - 14 to continue adding questions.
16) Verify that everything is correct before proceeding to the next step.
a) If you need to make changes, click on Modify Question.

b) You can Activate/lnactivate a question. For example, inactivate a question that was
submitted in error or was a duplicate entry.

Question 5 Testing application?

Answers
[(acte] Ves (Correct Answer)
ify Question

17) Once everything is correct, click on at the bottom of the page.

18) Next, you will be directed to the Request Form tab. This is the Training Request Form
screen. All fields need to be filled in.

TTUHSC EL PASO B vy Cashbom

Training Request Form
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¢ Submission Date — Enter date when training is submitted.

o Requesting Department — Enter department that owns the training.

e Lesson Name — Enter full name of the course.

¢ Name of Individual Submitting This Form — Enter your full name and title.
e Lesson Duration — Enter the time it takes for user to complete the training.
e Summation of Lesson — Enter brief summary of training.

¢ Requirement for Training — (TJC, state statute, department requirement). Provide
Citation if the requirement is statute or TJC.

e Target Department — Enter all office workers, clinical staff, everyone, etc.

e Lesson Frequency — Determine if training will be assigned one time, annually, bi-
annually, etc.

o Assignment Month — Enter the date the course is going to be assigned to users.
e Approval from the individual in your chain of command that reports to the Dean

of the President is required. Did you obtain their approval? Please list the name of
this individual.

19) Once this form is completed, click on at the bottom of the page.
20) The final step in the New Course Wizard is the Finish tab.

a) Inthe Finish tab, you will have one of two options: Save for later or Submit for
approval.

4s v W Reports v X

New Course Wizard

© Couse Contgrsion 2 Course Deals 0 Couse s R Do B

Finish

21) When you click the option, you will see the following pop-up box:

a) If you are ready to submit the course, click Yes to submit for approval.

Note: If you need to back to the Finish tab, click Cancel.
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?

L]

Do you want to submit for approval?

Once you send for approval you won't be able to make any
change until the course is either approved or denied

b) Once you click Yes, you will see the pop-up screen below confirming the course has
been submitted for approval:

/

Course has been submitted for
approval!

22) If you click on the Save for later option, you will see the pop-up box below. Click Yes to
confirm. Note: To go back to the Finish tab, click Cancel.

?

Do you want to save and approve
later?

You can still do modifications to this course later. but
course cannot be assigned to users yet.

a) When you click Yes, you will see the following pop-up box stating the training has been
saved:

/

Course has been saved!
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23) If you need to go back to a course that has been saved, click on the Courses—> View
Courses section to locate the training. The status under the Actions column will change
to Manage. Click on the Manage button to open the training.

Courses

o
o
o T
CaEm
e

B 88 B B

24) You will be directed to the Course Configuration screen. From here, you can click on
any one of the tabs to modify/update the information.

o If you modify/update information in one of the tabs, make sure to click on the Save
button at the bottom of the page.

25) Once you have modified/updated the information, go to the Course Status tab and click
on Submit for Approval.

Next Steps

26) When you click on Submit for Approval, you will see the pop-up screen below. You
may choose to submit the course by selecting Yes, or choose Cancel to go back to the
New Course Wizard screen.

27) If you choose Yes, you will get another pop-up box indicating that the course has been
submitted.
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Do you want to submit for approval?

Once you send for approval you won't be able to make any
change until the course is either approved or denied

2

28) Once a course has been submitted for approval, an automated email will be sent to the
Committee members.

29) When the course has been approved/denied by a Committee member, you will receive
an automated notification via email.

e Example for when course has been approved:

From: no-reply@ttuhsc.edu <no-reply@ttuhsc.edu>
Sent: Saturday, December 31, 2022 8:31 AM

To:

Subject: New course approval update

Dear @FullName(@):

The Course 2023 _CME HIPAA and Privacy Training has been Approved
Approved By:

Approved Date: 12/31/2022

Comments:

approve

e Example for when course has been denied:

N no-reply@ttuhsc.edu
MNew course approval update
T @
@ £ there are problems with how this message is displayed, click here to view it in 8 web browser.

bear

The Course Testing12 has been Denied

Approved By:
Approved Date: 3/30/2023
Comments:

Denied for testing purposes,

If you have any questions regarding the course approval process, please contact the committee for more details.

30) If the course is denied and changes need to be made, go to the Courses tab at the top-

left side of the page. Click on the View Courses section, look for the course and click on
View button.
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a) Inthe Course View section, you can see the status of the course. If denied,

Committee members will indicate the reason for denial under the Approved
Comment section.

Course View

Approval Step: Approved Approved By: Approved Date: 1/13/2023 4:22 PM

Approved Comment:

approve yearly course

Course Configuration -
Course Type: ACME Year: 2023

Title

2023 Conflict of Interest

31) If changes need to be made, you can go to the Manage button on the right.

 Manage

Courses

32) Once you have made all necessary edits, you may go to the Course Status tab and

resubmit the course for approval. (The course will be rerouted to the Committee for
approval.)

I Course Configuration 8 Course Details T3 Course Files ¥ Course Questions B Request Form

Next Steps
Approved Type:

Approved By: Approved Date:

Approval Comments:

You can complete the course and send it for approval

“ « Submit for approval

Note: The training owner will need to resubmit course each year for Committee approval.
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COURSES - VIEW COURSES

1) To review courses, click on the Courses dropdown menu then click on View Courses.

Lef TTUHSC EL PASO R My Dashboard

B Mass Requirements ~ B8 Reports ¥ X Tools ¥ & Administration ~ *g Approval ¥ B Resources ¥ @ Contact v

New Course

View Courses MENDAR -

Assign Course by Eraider

Assign Course to External Users = View list of available on-site training
# On-site Course >
Prev Next JANUARY 2024 List
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5 6

2) In the View Courses section, you will see a list of all the courses that have been
submitted and their Status.

Show| 10 v entries

ﬂuurse Title \ Approval Status Status Area Course Role
What is iRIS and How Do | get an Account? Approved [ Active | Compliance Standard
Human Trafficking Policy and Awareness Approved [ Active ] Compliance Standard
Test Pending [Inaciive | Compliance Standard
Contract and Procurement Training Incomplete [ Active ] Compliance Standard
Training Requirements for Clinical Research Personnel Approved = Compliance Standard
Cash Fund Training Approved [ Active ] Compliance Standard
Cash Fund Training Incomplete = Compliance Standard
2023 Conflict of Interest Approved [active | Compliance Standard
2023 General Compliance Training Approved [ Active | Compliance Standard

Qz: Ethics and Standards of Conduct / Approved ['Active ] Compliance Standard

—

Showing 1610 170 of 188 entries

3) The following are the Course Approval Status Descriptions:

Course Approval Status Description X

Incomplete  The course has not been configured completely
Pending  The course was saved for later but can still be medified
Completed  The course was submitted for approval
Approved  The course was approved by the committee

Denied  The course was denied by the committee

Close
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4) You can also View, Manage or go to the Wizard option for the course.

Courses

Search:

Status Area Course Role Created by CreatedDate  ~ Actions

a) If you click the View option, you will be able to see a full description for the course
when you submitted it.

b) If you click the Wizard option, you will be able to update/correct anything from the
course. This option will be available when the status is incomplete.

c) If you click the Manage option, you will be able to update/correct anything from the
course. This option will be available when the course has been submitted and if
denied, you will use this option.

5) When the course has been approved/denied by a Committee member, you will receive
an automated email notification.

From: no-reply@ttuhsc.edu <no-reply@ttuhsc.edu>
sent: Saturday, December 31, 2022 8:31 AM

To:

Subject: New course approval update

Dear @FullName@:

The Course 2023_CME HIPAA and Privacy Training has been Approved
Approved By:

Approved Date: 12/31/2022

Comments:

approve

Page | 164 Back to Top



COURSES — AssIGN COURSE BY ERAIDER

1) To assign a course by eRaider, click on the Courses dropdown section, located on top
of the page, then click on Assign Course by eRaider.

47 TTUHSCELPASO 5 wypusooncs

B Mass Requirements v & Reports v X Tools v & Administration v % Approval v W Resources ¥ @& Contact v~

New Course

View Courses CALENDAR —

Assign Course by Eraider _

Assign Course to External Users = View list of available on-site training
d On-site Course >
Prev. Next JANUARY 2024 month List
Sun Mon Tue Wed Thu Fri Sat
2 3 3

2) This will take you to the Assign Course by eRaider page.

Assign Course by Eraider

* List of Eraiders

Final count of quick training users: 0

3) Inthe Search by eRaider list section, you can enter each eRaider individually
(separated by commas). After you have entered all eRaiders that require training, click
on Add eRaiders box at the bottom of the page.

Assign Course by Eraider

Search by eraider list (separated by comma)

Johndoe

& Add Eraiders RS

4) If you do not know the eRaiders for the individuals that require training, you can look up
the individual in the Search User box.

Page | 165 Back to Top



Assign Course by Eraider

—— +2 Add Eraiders

5) When you use the User Search box, a pop-up window will appear. In this section you

can search by name, r number or department. You will have a dropdown list of names
to choose from.

Search user

& User Search (Name, Rnumber, Department)

Email Address Department

Institutional Compliance Offc Elp

6) When you select the individual’s name a pop-up screen will appear, after that, their
eRaider will be added to the List of eRaiders section.

py :
List of Eraiders Search user results
Show| 10 v entries Eraider: idded to the list Search:
Eraider T Actions
Showing 1o 10f 1 entries Previous o Next

Final count of quick training users: 0

7) After making the selection of the users, click on the button. This will give you a
count of the users that will have the course assigned.

o If you click on the Preview List button, you will see a list of the users that have been
selected.
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* List of Eraiders

Showing 11a 1af 1 entrles

& Lookup @ Preview List

DO NOT FORGET TO
CLICK THIS BUTTON

[ Final count of quick training users: 1 ]

8) Scroll down and fill out the required fields. Note: Required fields are identified by an
asterisk (*). When you finish, click on Complete.

Final count of quick training users: 1

Srief description of course

" Start date * End date * Due on days

=] 03/20/2024 o &0 Number of days until the course will become due to users

9) Next, a pop-up window will appear.
a) Click Cancel to stay on Assign Course by Eraider section.

b) Click Yes to proceed.

?

Are you sure you want to force the
training to the users from the list?
You won't be able to make any changes. The training will

be assigned to the eve y already completed it
befo

B

10) A pop-up notification will appear to confirm your submission.

/

Training assignment complete!
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COURSES — AsSIGN COURSE TO EXTERNAL USERS

1) To assign a course to an external user, click on Courses dropdown section, located on
top of the page, then click on Assign Course to External Users.

Note: Remember, this is feature is only available for an existing external user. If the
external user hasn’t been created, refer to the Manage External Users section.

= TTUHSC EL PASO 28 My Dashboard

B Mass Requirements v B8 Reports ~ X Tools ~¥ & Administration v *s Approval ~ R Resources ¥ @& Contact v~

New Course
View Courses CALENDAR B
Assign Course by Eraider
Assign Course to External Users _ = View list of available on-site tra ning
# On-site Course >
Prev Next JANUARY 2024 month List
Sun Mon Tue Wed Thu Fri Sat

2) This will take you to the Assign Course to External Users page.
Note: This option will allow you to search by email, last name or first name only.

Assign Course to External Users

Assign Course to External Users

2 External User Search

e—— |

List of Extemnal Users

[ = oo SR

3) Next, type the name or email of the external user in designated field. A list of names will
appear in a dropdown box. Click on the name of the individual.
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& External User Search
3
Full Name Email Address

=

4) This will add the name to the List of External Users. Fill out the required fields.
Note: Required fields are identified by an asterisk (*).

List of External Users

* Start Date * Due on Days * Explration Date
a

5) Inthe Courses dropdown box, you will have a list of trainings that can be assigned.
Select the required course.

2023 Ethics and Standards of Conduct

2023 General Compliance Training

2023_CME HIPAA and Privacy Training

2023_Students HIPAA and Privacy Training

Basic Informed Consent Training

Basics of Clinicaltrials.gov

Basics of Conducting a Retrospective Chart Review Study

Basics of Data Collection and Data Management

Basics of Data Collection and Data Management for Retrospective Chart Reviews
Box Training

Building a Regulatory Binder

Cash Fund Training

Competency for Reporting Abuse and Neglect for Ob/Gyn Staff Only
Compressed Gas Safety

Contract and Procurement Training

Creating and Maintaining Data Collection Forms

DOT Regulated Medical Waste Training

Endowment Training

FERPA

[ 2023 Conflict of Interest ]

6) You can change the Start Date, Expiration Date and Due on Days.

Note: if you change the Due on Days, the Expiration Date will be updated automatically.
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Before

After

on Days * Expiration Date

07/11/72023 o 30 08/10/2023

7) Next, click on the button.

8) A pop-up message will appear stating that the courses have been assigned to the users.
Note: If the course has already been assigned, a red pop-up notification will state this. If
multiple trainings will be assigned to an individual, repeat steps 5-7.

Validation Results X

«# The course is ready to be assigned to all users. ‘

Show| 50 v |entries Search:

Email Log

Ready to assign

Showing 1to 10of 1 entries Previous ’ Next

B Sa
9) Next, click on the button at the bottom of the page.

10) A pop-up box will ask you if you are sure to continue. Click Yes to continue and Cancel
to go back.

?

.

Are you sure you want to continue
with the course assignment?

- JIES)

11) To verify that you have successfully assigned the training(s), go to Manage External
Users and click on View. For more information on this, please refer to the
ADMINISTRATION — Manage External Users section.
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COURSES — CREATE ON-SITE COURSE

This feature will allow the user to create a course outline for individuals to register for a live,
WebEXx or online training session. Individuals will be able to self-enroll via the Tech Training
application calendar.

Note: This feature will only be available for PowerUser, Administrator, and Committee roles.

1) To create an On-Site Course, click on the Courses dropdown - On-Site Course >
then click on Create On-Site Course. You will see the following screen:

E'-_ TTUH§Q1EL PALSCJ) L] My Dashboard

B Mass Requirements ¥ B2 Reports ¥ X Tools ¥ 2 Administration v *s Approval ~ W4 Resources ~ @& Contact v

New Course

View Courses CALENDAR -
Assign Course by Eraider
Assign Course to External Users = View list of available on-site traini g
I 4 On-site Course 2 I Create On-Site Course
VUARY 2024
Schedule On-Site Course
Sun Mon  On-site Calendar Wed Thu Fri Sat

2) You will be directed to the Create New On-Site Course screen. Fill out the required
fields. Note: Required fields are identified by an asterisk (7).

a) Title — Enter your desired title.

e Alternate Title — This field can be left blank or you can type in the same as the
Title.

b) Course Owner — Type the name of the person presenting the training.
c) Departments — Choose the departments that will be able to see the course.

d) Course Year — Select the current year.

[Create New On-Site Course]

-0

666

3) Next, scroll down the page and in the Course Settings section:
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a) Leave the Course is Active toggle button blue if you want everybody to see the
course. If disabled, only the individuals with Administrator and PowerUser role will be
able to see the course.

b) Leave the Certificate on completion toggle button blue so the users can download
the certificate after passing the training.

Course Settings

() Course is Active ‘) Certificate on completion

4) In the Course Details section, fill out the required fields. Note: Required fields are
identified by an asterisk ().

a) Course Description — enter a short description of the course.
b) Objectives — outline the goals for the user upon the completion of this course.

c) Outline — enter a general description of the course content and instructions.

5) Click on the button to continue.

6) A pop-up will appear, click Yes if you are ready to save the course. Note: If you need to
back to the Create New On-Site Course screen, click Cancel.

Do you want to save the on-site
course?

B Ea

7) Once you click Yes, you will see the pop-up screen below confirming the course has
been saved.

/

On site course has been saved!
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COURSES — SCHEDULE ON-SITE COURSE

This feature will allow users to set a time and place for the On-Site courses created.

1) To set a time and place for your course, click on the Courses dropdown > On-Site
Course - then click on Schedule On-Site Course.

7"—_ TTUHSC EL pASO - My Dashboard

B Mass Requirements ~ B Reports ¥ X Tools v & Administration ~ %*g Approval ~ W Resources v (& Contact v

New Course

View Courses CALENDAR
Assign Course by Eraider
Assign Course to External Users = View list of available on-site training
I # On-site Course 2 I Create On-Site Course
Prev  Next month  List
Schedule On-Site Course
Sun Mon  On-Site Calendar Wed Thu Fri Sat
Z 3 5 [

2) You will be directed to the Schedule On-Site Training screen.

[ Schedule On-Site Training]

s * Sefect Bulding = Select oom
Other L.
e Dat " Max Amount of Attan dees
023 a
Training Details
Pre
Training Tit
*Trab
Fermat Teol: Table e
» B 1 U S s 2t Paragragh EETIE |22 EvEvAvevI H QO UoaBELLSN M

a) Select Course — In the dropdown field, select the training you created.

b) Select Area — This field will automatically populate with your department.
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c) Select Building — In the dropdown field, select the building that the training will be
scheduled at for users to attend. If your desired building is not listed, select the
Other option. Once the building is selected, you will be able to select the room.

o Select Room — In the dropdown field, select the room number.

e Other Location — If you choose the Other option in the Select Building field,
type your desired building and room number.

I Schedule On-Site Training ]

o €
2] o 4

3) Scroll down and fill in the following fields.
a) Schedule Date — Select the date and time of the training session.
b) Training Duration — Indicate the length of time, in minutes, the training will take.

c) Max Amount of Attendees — Indicate the maximum amount of people that can
attend the training session.

* Schedule Date o
* Training Duration (Minutes) o
* Max Amount of Attendees o

4) Next, go down the page and in the Training Details section, fill out the required fields.

Note: Required fields are identified by an asterisk (*).
a) Presenter — Name of the person who is presenting the training.
b) Training Title — Type the name of the course you created.

c) Training Instructions — Indicate what the users are going to do in the training
session or if they will need to log in to web-based training.
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Training Details

vVAYL-L H O DHeoe HELZSA G T K

5) When you are ready, click on the button.

6) A pop-up will appear, click Yes if you are ready to save the course. Note: If you need to
back to the Schedule On-Site Training screen, click Cancel.

?

Do you want to schedule the on-site
training?

[~ 1S

7) Once you click Yes, you will see the pop-up screen below confirming the On-Site
training has been saved.

/

On site training has been Saved!
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COURSES — ON-SITE CALENDAR

This feature will allow the user to modify/update the On-Site Training details such as the
course, the area, location, duration, training instructions, etc.

1) To see the On-Site Calendar, click on the Courses dropdown - On-Site Course >
then click on On-Site Calendar.

4% TTUHSCELPASO % wyomssens

B Mass Requirements v B2 Reports v X Tools ¥ & Administration v % Approval ~ W Resources v @& Contact v

New Course
View Courses CALENDAR B
Assign Course by Eraider
Assign Course to External Users = View list of available on-site training
[ @ On-site Course > Create On-Site Course
T—— ) _ UARY 2024 E
Schedule On-Site Course
Sun Mon ~ On-Site Calendar m Thu Fri Sat
1 z 3 4 5 6

2) You will be directed to the On-Site Calendar. The available courses will appear in the
calendar.

a) If you want to see the details for that course, click on the name of the course.

On-Site Calendar

Assigned Area: Compliance

OCTOBER 2023

Mor ve wed w o

10a Test

@

3) Next, you will see the Event View screen. In this page you will be able to see all details
for that course.
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Assigned Area: Compliance
Training Details

Training Title

Presenter: Max Compliance

Schedule Date: S

Training Duratio

Training Instructions

Course Details

Title

Alternate Title

Owmer

External URL

Objectives

@

Status: Active

& nodity [EEEEEE

t? Modi
4) To modify/update the information for the course, click on the button at the

bottom of the page.

5) You will be directed to the Re-schedule On-Site Training page. You can

change/update the building, location, date, duration, and number of attendees,

presenter, title, and instructions.

Note: Do not forget to click on Save Training if you change/update any information. You

can also cancel the training if desired.
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Re-schedule On-Site Training Toeh Training Admin 2 Courses 2 e schedule On-Site Training

{ Re-schedule On-Site Training

1
Selsct G
st
*Select Area * Select Building Selact Room
Other
Tesining w Max Amount of Attandess
] & 10
Training Details
“Pra
et Formst Tools Table el
9 | B I ¥ 5| sansceit 12pt “  Paragraph vEEEE EE EvErAveYL H 09 Teos B2 LSRG T T
1 Test1
2 Tost2
3 Test3

[ Save Training & Cancel Training J

113

a) To see the list of attendees, click on the Total Attendees List link at the top of the page.
You will see the following list:

Attendees List >

© Attendance Notes: X

By clicking yes the user wil get a record of having completed this training successfully

Excel ‘ Copy ‘ PDF Search:
Eraider 1 User Name Email Enrolled Date Attended? Log
10/12/2023 QB Yes N/A
Showing 1to 1of 1 entries Previous o Next

Note: If the training has ended, you can no longer make changes to the training.

b) At this point, the presenter can confirm attendance by modifying the Yes toggle button in
the Attended? Column.
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MASS REQUIREMENT - CREATE A MASS REQUIREMENT

1) To assign a Mass requirement, click on the Mass Requirements dropdown at the top of
the page, then click on Create Mass Requirement.

H% My Dashboard

nis ~ |& Reports ~ X Tools ¥ & Administration ~ *s Approval ~ W Resources ~ @ Contact ~

Create Mass Requirement _

& ON-S iy o Requirements  DAR B
= View list of available on-site training
Prev Next JANUARY 2024 month List
Sun Mon Tue Wed Thu Fri Sat

Create Mass Requirement och Training Adinin > Mass Requirernant. > Craata Mss Roquiman

Mass requirement configuration

Select one of the following:

OB Search by employee:

okup | I8 Preview List

Final count of mass requirement users: 0

3) To use the Search by employees option:

a) In the Applies to dropdown menu, you will be able to select All Employees,
Existing employees only or New employees only.

e The All Employees option will allow you to select all employees.

Page | 179 Back to Top



® Courses v B Mass Requirements v &8 Reports v

Mass requirement configuration

Select one of the following:

@ scarch by employees

@ Notes:

- If*All employees" is selected all other parameters will be ignored

- I “All employees" is selected new and current employees will be searched

* Applies to

b) If you select Existing employees only or New employees only, you will have the
option to choose All Staff or All Faculty. You may select both options at the same
time, if needed.

@D Ssearch by employees

@ Notes:

- If "All employees” is selected all other parameters will be ignored

- If "All employees” is selected new and current employees will be searched

* Applies to

Existing employees only v

Select one or more (Optional)

All staff All Faculty

c) If you select Existing employees only or New employees only:

¢ You will have the option to select the department under the Select a department
dropdown box and the positions under the Select a position dropdown box.
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Select one or more (Optional)

All Staff All Faculty

Employee targeting (Optional)

Select a department —

ins

Institutional
Compliance Offc Elp

L1

Select a position _

senior of

Senior Safety Officer Senior Office Assistant

4) To use the Search by students option:

a) Inthe Applies to dropdown section you will have 3 options: All Students, Existing
students only and New students only.

¢ The All Students option will allow you to select all students.

@D search by students

@ MNotes:

- If "All students" is selected all other parameters will be ignored

- If "All students" is selected new and current employees will be searched

* Applies to

All Students

All Students

Existing students only
New students only

b) If you select Existing Students only or New students only:

¢ You will have the option to select any college / program. Click on the desired
college / program under the Select a college and Select a program dropdown
boxes.
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Student targeting (Optional)

Selecta college sfffmmm—

Grad School Biomed - Gayle Greve Hunt SON
El Paso El Paso

Paul L Foster SOM in El
Paso -

School of Dental
Medicine

Select a program s —

GE DM

GN
MD

rd
UN

5) After making the selection of the users, click on the button. This will
give you a count of the users that will be assigned to the mass requirement.
If you click on the Preview List button, you will see a list of the users that will be
assigned to the mass requirement.

@ Preview List

DO NOT FORGET TO
CLICK THIS BUTTON  Final count of mass requirement users: 1936

6) Next, you will scroll down to the bottom portion of the Mass requirement configuration.

«# Submit for approval

a) The Courses section will have a dropdown menu where you can select the course
you need.
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7)

8)

* Courses:

2023 Conflict of Interest

2023 Conflict of Interest

2023 Ethics and Standards of Conduct

2023 General Compliance Training

_CME HIPAA and Privacy Training

2023_Students HIPAA and Privacy Training

Basic Informed Consent Training

Basics of Clinicaltrials.gov

Basics of Conducting a Retrospective Chart Review Study

Basics of Data Collection and Data Management

Basics of Data Collection and Data Management for Retrospective Chart Reviews
Box Training

Building a Regulatory Binder

Cash Fund Training

Competency for Reporting Abuse and Neglect for Ob/Gyn Staff Only
Creating and Maintaining Data Collection Forms

Endowment Training

FERPA

FERPA TTUHSC ELP

Human Trafficking Policy and Awareness

Informed Consent Process Do's and Don'ts

b) Enter a brief description in this section:

* Description Brief description of mass requirement

c) Start date — Enter the current date.

Note: The selected users will be assigned the training immediately after the Mass
Requirement has been approved by a Committee member.

d) End date — Enter the last day of the current calendar year. This ensures that the
course remains active for the calendar year. (Remember, each calendar year you will
be required to upload the course and obtain Committee approval.)

e) Due on days — Enter the number of days the users have to complete the course.

* Start date *End date * Due on days

03/31/2023 [=] mm/dd/yyyy [=] 60

Once you have entered all the required fields, click on the button at
the bottom of the page.

You will see the following pop-up:

a) If you are ready to submit the mass requirement, click Yes to submit for approval.

Note: If you need to back to the Finish tab, click Cancel.
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?

L]

Do you want to submit mass
requirement for approval?

Once you send the mass requirement approval you won't
be able to make any change

B

9) If you click Yes, you will see the following notification:

/

Mass requirement has been submitted
for approval!

10) The Mass Requirement will need to be approved by the Committee before the
training is assigned.

11) To check on the Mass Requirement approval status, refer to the Mass Requirement
Report.

12) One the Mass Requirement has been approved by the Committee, the users will
receive an email notification stating the training has been assigned.

S Reply G Reply Al 5

| wea 329202 15 M

Institutional TEST Env SQL Alerts <DoNotReply@ttuhsc.edu>
I New Training Assigned
o W

0 T™his message was sent with High importance
New Tech Training assignment.
Dear: you are required to complete the following training: 2023 Conflict of Interest

You need to complete this course by May 28, 2023

This course requires:

The lesson 15 designed to provide the learner with a working knowledge of; financlal conflicts of interest, conflicts of i ble vendor rel. hips and
how to disclose a conflict of interest or a conflict of commitment.

You can sign into the TTUHSC Tech Training site and complete the course.

Do not reply to this email. This is an automated notification, which 1s unable to receive replies. For ding this orif vou 155ULS VIEWINE
files, please contact IT Customer Support at 915-215-4111
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MASS REQUIREMENT — VIEW MASS REQUIREMENT

1) To check the status of a mass requirement, go to the Mass Requirement dropdown and
click on View Mass requirements.

[0} =
=8 My Dashboard

¥ Courses v | B Mass Requirements v |&8 Reports ¥ X Tools v 2\ Administration v % Approval ¥ R Resources v @& Contact v

Create Mass Requirement

m ON-S View Mass Requirements “ B

i= View list of available on-site training
prev N OCTOBER 2023
Sun Mon Tue Wed Thu Fri Sat
3 6

2) This will take you to the Mass Requirement List where you can check the status of the
assignment in the Approval Status column.

Mass Requirement List

Approval Status Canceled A Created by Created Date Actions
Approved o cyperaza 2023/02/08 1410
Appr o 023/02/07 1434
Approved o Standard frmaya 2023/02/07 1424
@ e 2 63
Approved o a ayper
h F Approved o
TSTEDGAR TEST QUICK TRAINING Approved o safet Quick-Taining  esosamar
s Basi Approved o
Approved o pi Standard
for research and irs purpose Basic Informed Consent Training Approved o cyperaza 2023/01/24 1522
——/

a) Click on the top right side of the page to see the Approval Status Descriptions.

Mass Requirement Approval Status Description X

Completed  The mass requirement was submitted for approval
Approved  The mass requirement was approved by the committee

Denied  The mass requirement was denied by the committee

Close

3) In the Actions column, you can select View, Log or Cancel buttons.
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Mass Requirement List

a) If you click on the View button, you will be able to look at detailed information
entered in the Mass Requirement.

Mass Requirement View

Approval Step: Approved Approved By Approved Date: 5/1

Comments

Mass Requirement Configuration

Course title
Mass Requirement Description

Area: Safety Service Created by

Amount of impacted users: 2056

b) The Log button will show you the Course Log. This section will display the history of
the Mass Assignment.

Course Log X
Changod
Log Type Log By Changed Dats
[ b Approved b 1 ' A 1

c) The button will delete the mass requirement.
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REPORTS — MY COURSES

1) To check your profile and course status, click on Reports dropdown section, located on
top of the page, then click on My Courses.

T
=ll My Dashboard

P Courses v B Mass Requirements v | B8 Reports v | X Tools ¥ & Administration ¥ *s Approval ¥ W4 Resources v @ Contact v

My Courses S —
2 ON-SITE TRAINING CALl ., ... -
& Compliance >
© Safety Services > = View list of available on-site training
Prev  Next JANUARY 2024 month List
Sun Mon Tue Wed Thu Fri Sat
4 3 5 13

2) Next, you will see the following page. In this page you will find your personal information
such as the User Profile and the User Trainings.

2 Search
Course status Eraider:
User name:
User type: Inte

Email:

BT

JEEAAA'
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a) Under the Details button, you can get detailed information of the trainings you have
been assigned. You can also Download a certificate of completion.

Training View

Current Status: Completed

Download certificate of completion

Training My training details

Course Assigned Date: 3/24/2023

NESOP1 Accident Prevention

Due Date: 4/23/2023

Year: 2024 Attempie: T Download certificate of completion
Recurring: One time Final Grade:

Requires Test: Yos Completed Date: 4/3/2023

Number of questions on Quiz: 10

Number of correct questions on Quiz: &

Completed Passed Correct Answers

My Exams
Start Date Completed Completed Date
o 1372023
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REPORTS — VIEW USERS

1) To search for users, click on Reports dropdown section, located on top of the page,
then click on View Users.

] My Dashboard

P Courses ¥ B Mass Requirements v | B8 Reports v | X Tools ~ & Administration ~ %g Approval ¥ &% Resources ¥ @& Contact v
My Courses

B ON-SITE TRAINING CALI .., ... sgffmmmme -

i Compliance >
O Safety Services > = View list of available on-site training
Prev MNext JANUARY 2024 month List
Sun Mon Tue Wed Thu Fri Sat
2 3 4 5 (3

2) Next, you will find the View User Report page.
View User Report —
ZUser Search 2= User Profile

User does not exists!

[ User Courses

Course Title Completed Locked Credit Assigned Date | DueDate Actions

Shawing 0 1 0 of D entries

3) Inthe User Search section, you will be able to search for a specific user with their
eRaider, first name and/or last name. A list of names will populate in a dropdown box.
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27 User Profile

< | Liliana

Name Email Address Department

mpletec

4) Select the name of the individual. The following page will display the User Profile and
the User Courses.

ZUser Search ¥ User Profile
Eraider Email
Rnumber User Type
User Name User Subtype  Em

[ User Courses

5) If you click on the Details button, it will direct you to the View User Course Details
page.
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[ User Courses
Show | 10 v entries

Course Title

NESOP1 Accident Prevention
Title IX, Sexual Misconduct, and Clery Act
FERPA TTUHSC ELP

2023 General Compliance Training

2023 Con

ict of Interest

2023 Ethics and Standards of Conduct

2023_CME HIPAA and Privacy Training

NESOP? Site-Specific Training

Showing 1to 8 of 8 entries

Completed

Yes

Locked

No

Credit

No

Assigned Date

2023/03/24

2023/01/17

2023/01/12

2023/01/05

@ Details

2023/04/2-

2023/04/17

2023/04/13

2023/04/12

2023/01/04

Search;

Actions

2 Manage

Previous ° Next

a) In this page you can see a detailed description of the trainings and exams the user

has completed.

Current Status: Completed |

Training

Course

NESOP

Current Status: Completed

Assigned Date

Year: 2023

Recurring: One time

Requires Test: Yes

Number of questions on Quiz: 10

Number of correct questions on Quiz: 8

My Exams

Start Date

6) If you click on Manage, it will direct you to the Manage User Course page.

[ User Courses
Show 10 v |entries

Course Title

NESOP1 Accident Prevention
Title IX, Sexual Misconduct, and Clery Act
FERPA TTUHSC ELP

2023 General Compliance Training

2023 Conflict of Interest

2023 Ethics and Standards of Conduct
2023_CME HIPAA and Privacy Training

NESOP2 Site-Specific Training

Showing 1to 8 of 8 entries
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Finish Later

Completed

Yes

Yes

No

Locked

No

No

Credit

No

No

Due Date: 4/23/2023

Attempts: 1

Final Grade:

Completed Date: 4/3/2023

Completed Date

Assigned Date i

[> Manage

Due Date

2023/01/17

2023/01/13

2023/01/05

2023/01/04

2023/04/17

2023/04/13

2023/04/12

2023/04/05

2023/01/04

My training details

Correct Answors

Search:

M Detals | 1 Manage |

Previous ° Next

Grade
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a) Under the Actions section, you will have two options, first you can Enable/Cancel
Training and second, you can give credit to an individual by clicking on the Credit
Training button.

Current Status: Completed

Training B Actions -
Course
g »
Enable/Cancel Training [ i eeec—
Year: 2023
Currently: Active
Recurring: Recurring
Assigned Date: 1/17/2023

Due Date: 4/17/2023
Credit Training e

Attempts: 1

Number of questions on Quiz: 10 Currently: Not Credited

Number of correct questions required to pass the Quiz: 8

7) Enable/Cancel Training: If you click on this section a pop-up screen will appear. You
will have to give the reason you want to cancel the training. After you are finish, click
Yes.

Do you want to Enable/Cancel the
training?

Include a Reason

—ae

8) Credit Training: If you click on this section a pop-up message will appear. You will have
to include a reason you want to give credit for the training. After you are finish, click Yes.
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?

Do you want to Credit/Un-credit the
training?

Include a Reason

User completed Conflict of Interest Training via
MediaSpace on 1/19/23. LA

— @

Note: Use the following template when including the reason; User completed (name of
training) via MediaSpace or Canvas Catalog on (date). (Initials)”

a) Once you click on Yes, you will see the following pop-up natification.

/

Training has been credited!

9) Next, under the User Course section you can verify if the credit was successfully
applied to the training. Check for a Yes under the Completed section.

) User Courses

Show| 10 ~  entries

H
Course Title Completed Locked Credit Assigned Date
2023 General Compliance Training Yes No No 2023/01/17
2023 Conflict of Interest Yes No MNo 2023/01/13
2023 Ethics and Standards of Conduct Yas No No 202370112
2023_CME HIPAA and Privacy Training es No No 2023/01/05
Q

10) Unlock User: This option will display if the user has used all their attempts and has not
successfully passed the test, or if the user ran out of time. Click Unlock.
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N3nage User Course

Current Status: Locked

Training = Actions

Enable/Cancel Training C1

Currently: Active

Raquires Test: Yes

| &' Unlock ‘

Assigned Date: 1/5/2023

Due Dater 4/5/2023

Credit Training &1

Attempts: 3

Namber of questions on Quiz: 1 Currerty: Not Cradtited

Numbeer of correct questions required to pass the Quiz: 10

Unlock User &3

a) Next, a pop-up box will appear. Type the reason you are unlocking the user. Click
Cancel, if you made a mistake. Click Yes when you are ready.

e Make sure you enter a brief message before confirming Yes.

?

.

Do you want to unlock the training?
Include a Reason

4-3-2023 per user request. LL‘J

b) After you have clicked Yes, a pop-up notification will appear to confirm. You can go
back to the View User Report to make sure the user was unlocked.

/

Training has been unlocked!
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REPORTS — COMPLIANCE USER TRAININGS REPORT

The User Training Report will yield training completion information for all active users in Tech
Training. The report includes the following fields: id, training, r number, eRaider, full name,
email, termination date, start date, due date, course active, completed, credited, locked,
attempts, grade, completed date, department, college, and position.

1) To pull a User Training Report, click on the Reports dropdown - Compliance - then
click on User Trainings Report. You will see the following screen:

‘oz TTUHSC EL PASO L R —

Al

P Courses v B Mass Requirements v | B Reports v | X Tools » & Administration ~ %g Approval ¥ R Resources v & Contact ~

2 ON-SITE TRAINING CALI

View User:
| £ Compliance . I User Trainings Report h

st of available on-site training

B Safety Services > Mass Requirements Report

Prev MNext O CTO | month List

External User Trainings Report

Sun Mon Tue Wed Thu Fri Sat

2) You will be redirected to the screen below. In the Search Criteria section, you will need
to fill out the following fields:

¥ Courses v B Mass Requirements v & Reports v

User Training Report

B Search Criteria

Eraider o Date Range o

01/01/2023 - 05/03/2023

Training

Select a course

Training Status Q

O Al Completed Credited Locked Due

a) eRaider — Enter the individual’s eRaider. If you need to pull a report for all users,
leave this field blank.
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B Search Criteria

Eraider

b) Date Range — Click on this section to select the specific date range you need. Once
you have selected the correct dates, click on the Apply button.

Date Range

[ 01/01/2023 - DS.-"D3.-"2C'23| ]

< Jan 2023 Feb 2023 >

5

Mo Tu We Th Fr Sa Su Mo Tu

n 2 3 4 5 6 7 5 6 7 E] 9 10 N
3 9 10 M 12 13 14 12 13 14 15 16 17 18
| 15 16 17 18 19 20 21 19 20 21 22 23 24 25

22 23 24 25 26 27 28 26 27 28
29 30 AH

0101202 - e 23

c) Training — Click on the Training field to select a course. There will be a dropdown
list of all of the courses that have been created. To see the report for all trainings,
leave this field as Select a course.

Training

Select a course

. Select a course

. 2023 Conflict of Interest
2023 Ethics and Standards of Conduct
2023 General Compliance Training

2023_CME HIPAA and Privacy Training

2023 Students HIPAA and Privacy Training

d) Training Status — in this section, select the type of status you need in the report. If
you would like to see a report for all trainings, click on the radio button All.

Training Status

O Aan Completed Credited Locked Due
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3) Once you have completed all the fields, click on the button.

4) When you click Search, the report will populate in the Results section at the bottom of
the screen.

2 Results

Completed Credited Llocked  Attempts  Grade

5) To download the report as an Excel document or a PDF, click on the section underneath
Results. You may also use the Copy function to copy the information in the report and
paste in on a different document.

F2 Results

Excel Copy PDF

6) Once you have downloaded your report, save the User Training Report to your desired
location.
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REPORTS — COMPLIANCE MASS REQUIREMENTS REPORT

The Mass Requirements Report will yield training course information for all course that have
been uploaded into Tech Training. The report includes the following fields: course title, created
by, created date, course approval status start date, expiration date, MR description, MR
approval status, approved by, approved date and approved comment.

1) To pull a Mass Requirements Report, click on the Reports dropdown - Compliance
- then click on Mass Requirements Report.

== TTUHSC EL 5 My Dashboard

Al

¥ Courses v B Mass Requirements v | B Reports v | X Tools v &% Administration v * Approval ¥ W4 Resources v & Contact v

My Courses

| & Compliance 2 I User Trainings Report

2 ON-SITE TRAINING CALI

site training

© Safety Services > Mass Requirements Report
Mew Tech Training Users Report
Prev  Next 0 CTO | month List
External User Trainings Report
Sun Mon Tue Wed Thu Fri Sat

2) When you click on Mass Requirement Report you will see the screen below. In the
Search Criteria section, you will need to fill out the following fields:

TECH TRAINING TESTING ENVIRONMENT

Mass Requirement Report

[ Search Criteria

Dato Range e
Training o
Select a course

F2 Results

Excel | Copy | PDF

a) Date Range — Click on this field to select the specific date range you need. Once
you have selected the correct dates, click on the Apply button.
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Date Range

[ 01/01/2023 - 05/03/202 5| ]

< Jan 2023 Feb 2023 >

Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr 3a

1 2 3 4

- 2 3 4 5 i) T 5 6 7 8 9 0 M

8 9 0 11 12 13 14 12 13 14 15 16 17 18

{ 1% 16 17 18 19 20 21 19 20 21 22 23 24 25

22 23 24 25 26 27T 28 26 27 28
29 30 AN

o101202 - i 223

b) Training — you will need to select a course in the Training field dropdown. If you
need to pull a report that shows all training courses, you may leave this field as
Select a course.

Training
Select a course

Select a course

2023 Conflict of Interest
2023 Ethics and Standards of Conduct
2023 General Compliance Training

2023_CME HIPAA and Privacy Training

2023 Students HIPAA and Privacy Training

3) Once you have completed all of the required fields, click on the button.

4) When you click Search, you will see the report in the Results section at the bottom of
the screen.

E3 Results
Excel | Copy ‘ PDF Search:
Course MR
Created Created Approval Start Expiration Approval Approved Approved
CourseTite By Date Status Date Date MR Description Status by Date Approved Comment
2023 Conflict 01/11/2023  Approved 01/24/2023 01242024 for research and iRIS purpose Approved 01/24/2023 Committee has already approved the
of Interest training. Assigned training for individual
is approved. yac
2023 Conflict 01/11/2023  Approved 03/29/2023  03/29/2024 This is for testing purposes. Denied 03/30/2023 Testing. Not approved. Look at your
of Interest course information. yac
2023 Conflict 01/11/2023  Approved 03/31/2023  03/31/2024 This is for testing purposes. Approved 04/13/2023 Testing approval yac
of Interest
2023 Conflict 01/11/2023  Approved 017242023 027242023 2023 Conflict of Interest Approved 0172472023 This is approved. Committee has
of Interest approved this course. AF
2023 Conflict 01/11/2023  Approved 01/24/2023 027242023 2023 Conflict of Interest Approved 0172472023 This is approved. Committee has
of Interest approved this course. AF
2023 Conflict 01/11/2023  Approved 01/13/2023  12/31/2023 €Ol training is required by policy 10.50, Approved 01/13/2023 Approve yearly course
of Interest Regents’ Rules chapter 3.1 and Texas
Government Code 572
2023 Conflict 01/11/2023  Approved 03/29/2023  03/29/2024 This s for testing purposes. Approved 03/29/2023 Force Mass Requirement
of Interest
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5) To download the report as an Excel document or a PDF, click on the section underneath
Results. You may also use the Copy function to copy the information in the report and
paste in on a different document.

2 Results

Excel Copy PDF

6) Once you have downloaded your report, make sure to save the Mass Requirement
Report to your desired location.
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REPORTS — COMPLIANCE NEW TECH TRAINING USERS REPORT

The New Tech Training Users Report is utilized to check how many persons have been hired
by date range.

1) To pull a New Tech Training Users Report, click on the Reports dropdown -
Compliance - then click on New Tech Training Users Report.

T TUHSC EL = -+ My Dashboard

¥ Courses v B Mass Requirements v| B Reports v | X Tools v & Administration ~¥ % Approval v ®f Resources v @& Contact v

My Courses

2 ON-SITE TRAINING CALI ., . -

ers

l i Compliance > I User Trainings Report

O Safety Services > Mass Requirements Report ailable SR
New Tech Training Users Report _
JANU,
External User Trainings Report
Sun Mon Tue Wed Thu Fri Sat
3 6

2) When you click on New Tech Training Users Report you will see the screen below. In
the Search Criteria section, you will need to fill out the following fields:

& Search Criteria

Date Range e

04/23/2023 - 05/23/2023

User Type o

0 Al Employees Students

a) Date Range — Click on this field to select the specific date range you need. Once
you have selected the correct dates, click on the Apply button.
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Date Range

01/01/2023 - 05/03/2023] ]

< >

1 2 3 4

n 2 3 4 5 g 7 5 6 7 8 9 10 1
8 g 10 11 12 13 14 12 13 14 15 18 A7 18

( 1B 1©® 17 18 19 20 2 19 20 21 22 23 24 25

22 23 24 25 26 27 28 26 27 28

01012023 - e (223

b) User Type — If you want to see a specific User Type, select either All, Employees or
Students.

User Type

O Al Employees Students
3) Once you have completed all of the required fields, click on the button.

4) When you click Search, you will see the report in the Results section at the bottom of
the screen.

£ Results

5) To download the report as an Excel document or a PDF, click on the section underneath
Results. You may also use the Copy function to copy the information in the report and
paste in on a different document.

2 Results

Excel Copy PDF
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REPORTS — COMPLIANCE EXTERNAL USER TRAININGS REPORT

The External User Trainings Report will show the user the training information for the External
Users.

1) To download the External Users Training Report, go to the Reports tab at the top of the
page > Compliance and click on External User Trainings Report.

% TTUHSC EL PASO == My Dashboard

® Courses ¥ B Mass Requirements v| B Reports v | X Tools v & Administration v *g Approval v ®4 Resources ¥ & Contact v

& ON-SITE TRAINING CALI

| # Compliance 4 I User Trainings Report

B safety Services > Mass Requirements Report available on-site training
New Tech Training Users Report
Prev Next J A N U} month List
External User Trainings Report _
Sun Mon Tue Wed Thu Fri Sat
3 &

2) This will take you to the External User Training Report page.

[2 search Criteria

Emal Date Range

F3 Results

3) In the Search Criteria section, fill out the following fields:

a) Email — Enter the individual’s personal email. If you need to pull a report for all
users, leave this field blank.

b) Date Range — Select the desired date range.
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c) Training — Click on the Training field to select a course. There will be a dropdown
list of all of the courses that have been created. To see the report for all trainings,
leave this field as Select a course.

d) Training Status — in this section, select the type of status you need in the report. If
you would like to see a report for all trainings, keep the radio button All.

& Search Criteria

-

4) After you have filled out all the fields, click on the button.

5) The Results section will populate with all the External User Trainings information. Click
on the Excel, PDF or Copy option to download or save the report.

2 Results
Excel | Copy | PDF

Excel Copy PDF ]

zzzzzzz
Completed Credited Locked
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REPORTS — SAFETY SERVICES COMPLIANCE REPORT

For more information on Safety Services content, please contact the Safety Services
department at safetyserviceselp@ttuhsc.edu or call 915-215-4823.

1) Go to the Reports dropdown, click Safety Services and go to Safety Services
Compliance Report.

i My Dashboard

HJ; TTUHSC EL PASO

nter

¥ Courses ¥ B Mass Requirements v | B Reports ~ | X Tools v &\ Administration ~ %g Approval ~ 8 Resources ¥ @ Contact v

My Courses

& ON-SITE TRAINING CALI

View Users

& Compliance >
Safety Services Compliance Report
Prev Next JANUARY 2024 maonth List
Sun Mon Tue Wed Thu Fri Sat
z 3 4 5 3
2) Next, you will see the Safety Services Compliance Report screen.
[SafetyServicesCumplianceRepon ] Teckraining Adn > Reports > Safety Services Compliance Report

B3 Safety Services Compliance

Excel | Copy | PDF o Search: 0

Department 1 Usos) Total Employees Total Completed NESOP 1 NESOP 2 Compliant
Number of Percentage Percentage Percentage
Number of Employees of of of
Employees who Employees Employees Employees
I completed who have who have who have
prestesoarEr e trainings completed completed been
training. training. compliant.

a) In this section, you will have the option to export the document into Excel or PDF or
Copy the document.

b) You have the Search bar where you can look up a department by its name.
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TOOLS — DUPLICATE COURSE

The Duplicate Couse feature assists in creating a course by replicating a previously approved
course. The user will not need to recreate it; however, the course will require committee
approval once submitted.

1) Go to the Tools dropdown at the top of the page and click on Duplicate Course.

; TTUHSC EL p SO -] My Dashboard

P Courses v B Mass Requirements v B2 Reports ~ & Administration v *s Approval ¥ W4 Resources ~ @& Contact v
Duplicate Course wfffE——

2 ON-SITE TRAINING CALENDAR -

Force Mass Requirement by Eraider

= View list of available on-site training
Prev Next OCTOBER 2023 month List

Sun Mon Tue Wed Thu Fri Sat

2) This will take you to the Duplicate Course Tool screen. A list of Courses will appear.
a) Look for the one training you want to duplicate and click on Duplicate.

b) You can click on View to see the details of the course.

Puplicate Course Tool| Tech Training Admin

@ Approval Status Description

Courses

2150 1504341 m © Duptcsts

I

3) Next, the following pop-up box will appear:
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?

Are you sure you want to duplicate
this course?

The course will be d
modify course scri

it
~ I

eda 1 will be redirected to
edia on't be duplicated.

a) To go back to the Duplicate Course Tool screen click Cancel.

b) If you want to proceed click Yes. You will see the following pop-up natification:

/

Course has been duplicated correctly

4) Next, you will see the Course Management screen. Follow the steps under the Create
a Course section Add.

5) Start making the changes for the duplicate course. You can click on the tabs to
continue.

Course Mansgement .G

Current Status: Pending

Course Configuration

‘Configuration settings

B Save Configuration
Note: Do not forget to click on the button after completing each
section.
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6) Once you are at the Course Status tab and you are finished making changes, click on
the Submit for approval button.

12 Course Configuration (3 Course Details [ Course Files B, Course Questions & Request Form

Next Steps

Approved Type:
anding

Approved By Approved Date:
NA A

Approval Comments:

NA

You can complete the course and send it for approval

& Submit for approval

7) A pop-up box will appear.
a) Click Cancel if you want to stay on Course Management screen.

b) Click Yes if you are ready to submit for approval.

L]
Do you want to submit for approval?
Once you send for a | yo 't be able to make any
change until the is ei pproved or denied

[~ N

8) A pop-up box will appear confirming that the course was submitted for approval.

/

Course has been submitted for
approval!
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TOOLS — FORCE MASS REQUIREMENT BY ERAIDER

1) Go to the Tools dropdown and click Force Mass Requirement by eRaider.

Note: This feature will assign/reassign the training course to the users selected even if
the user has already completed the training.

4 TTUHSC EL PASO B by Dastbourd

Texas Tech Univer

¥ Courses ¥ B Mass Requirements v &8 Reports v & Administration ~ %s Approval ¥ W4 Resources ¥ @ Contact v

Duplicate Course

Force Mass Requirement by Eraider _

2 ON-SITE TRAINING CALENDAR

Prev  Next JANUARY 2024 month List

Sun Mon Tue Wed Thu Fri Sat

2) This will take you to the Force Mass Requirement by eRaider screen.

3) Under the Mass Requirement Configuration section, in the Search by eRaider list
box, type the individual(s) eRaider(s). Then press the button.

a) If you do not know the eRaider, click on Search User button and type the
individual(s) name(s). This field will populate a list of names. Click on the desired
name(s).

Mass Requirement Configuration s

[ Search
2 User Search (Name, Rnumber, Department)

Name Email Address
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4) Next, click on the button. This will indicate the number of individuals that will
have the training assigned. It also activates the request.

5) Scroll down and fill out the required fields. Note: Required fields are identified by an
asterisk (*). When you finish, click on Submit for approval.

Final count of mass requirement users: 1

Brief description of mass requirement

o /2024 a #0  Number of days until the course will become due to users

@
6) Next, a pop-up window will appear.
a) Click Cancel to stay on Mass Requirement Configuration section.

b) Click Yes to proceed.

?

Are you sure you want to force the
training to the users from the list?

You won't be able to make any changes. The training will
be assigned to the evel y already completed it
befo

= M

c) When you click Yes, a pop-up notification will appear to confirm your submission.

/

Mass requirement has been submitted
for approval!
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ADMINISTRATION — MANAGE USERS

1) Inthe Tech Training application, some users will be assigned a different User Type
depending on their department, role, and job duties:

¢ Administrator role — user will have full access to all of the functions. The
administrator will be able to modify the role for any user.

¢ Committee role — user will be able to review/approve new training courses and
mass requirements.

o Only the Administrator and Committee roles can be selected together.

e Power User role — will only let user create courses only for the selected
departments.

e Wiki Admin role — will allow the user to create or modify wiki content for any website
in Texas Tech.

o User role — is the default role for every user that does not require special
permissions.

Note: Area is required only to users that will have an Administrator or a Power User
Role. Depending on the area selected some extra features will appear so be careful
when assigning an area.

2) To manage/edit a user’s role, go to the Administration dropdown and click Manage

Users.
L O L] My Dashboard
P Courses v B Mass Requirements ~ B8 Reports ~ X Tools v | 2 Administration ~ [#s Approval ~ WY Resources ~ @& Contact v
Manage Users _

2 ON-SITE TRAINING CALENDAR -

Manage External Users

I
T
a
=]
-
=
o

on-site training

Prev Next JANUARY 2024 month List

Sun Mon Tue Wed Thu Fri Sat

3) This will take you to the Manage User screen.
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2aUser Search &= User Profile

42 Reports

Role Notes:

Area Notes.

4) To search for a user, click on the User Search bar on the left side of the screen.

2 User Search

b

a) Next, you will need to type in the name or eRaider of the individual you are searching
for. A dropdown menu will populate where you can select the individual by clicking

on their name.

2o User Search &= User Prof

Name Email Address Department

5) When you click on the individual’'s name, their information and role will be populated on
the right side in the User Profile section.
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- Updated By: esosamar / Last Update Date: 5/19/2023 2:06:11 PM
2= User Profile o 4 g

@D Active

eRaider * Email
First Name Last Name

RMumber User Sub-Type
Employee

* Roles

* User Type

Internal it

* Departments

x Institutional Compliance Offc Elp
Area

Select One x:

& Save

6) Click on the Roles section. There will be a dropdown menu of all of the available roles.
To add a role for the user, click on role needed. The roles selected will appear in this
section (in dark red).

* Roles

x Administrator |

Administrator

Committee

Powerlser

User

uso

7) Click on Departments section to change the department. There will be a dropdown
menu of all available departments. Click on department needed.

* Departments

x Institutional Compliance Offc Elp |
Information Services Elp q

Institutional Compliance Offc Elp
Internal Medicine Elp Genl
Interprofessional Education El Paso
IT Adm Svcs ELP

Kumar Start Up

8) Click on Area to assign the user a specific area. A dropdown box will appear with the
available options.
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Area

Select One

Select One
Compliance
Finance

Human Resources

T

Other

9) Once you have selected the new role(s), department and area that apply, click on the

& Save

button at the bottom of the User Profile section.

10) Next, scroll down the page in the User Logs section. You will see a history of the user’s
roles, training that has been assigned, as well as any changes that have been made.

Show
0 v

entries
 Created By ~
esosamar
esosamar
esosamar
esosamar

esosamar

liliaagu

lilizagu

lilizagu

SYSTEM

SYSTEM

= Created Date ~

2023/05/19 14:06:11

2023/04/20 09:44:28

2023/04/20 09:44:28

2023/04/20 09:44:09

2023/04/20 09:44:09

2023/03/14 14:35:54

2023/03/14 14:28:25

2023/03/14 14:02:46

2023/03/06 14:20:52

2023/02/23 11:05:43

Showing 1to 10 of 30 entries
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~ Log Type ~
ManageUser
ManageUser
ManageUser
ManageUser
ManageUser
UserCourseExam
UserCourseExam
UserCourseExam
Userlog

Userlog

- log ~

Role changed to: Administrator

Area Type Changed fron™A to: Compliance

Role ch

Area Ty]

[Role changed to: Administrator ]

Role changed to: User
Training has been completed successfully

Number of attempts: 1

File Title IX El Paso Training.pdf downloaded by user

New course assignment: Title I, Sexual Misconduct, and Clery Act

[New course assignment: FERPA TTUHSC ELP

[New course assignment: FERPA TTUHSC ELP
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ADMINISTRATION — MANAGE EXTERNAL USERS

This function will allow you to add an external user (such as staffing agency employees,
volunteers, or future faculty that are in the onboarding process), assign courses to the user, and
merge the user with an existing TTUHSC EP eRaider account.

Note: The person creating the profile will need to be provided with detailed user information
(user full name, personal email, department and trainings that need to be assigned).

1) Go to the Administration dropdown and click Manage External Users.

; TTUHSC EL PASO L My Dashboard

I

® Courses ~ B Mass Requirements v B2 Reports v X Tools v | & Administration v | 4 Resources v & Contact v

Manage Users

2 ON-SITE TRAINING CALENDAR Manage External Users _ —
= View list of available on-site training
Prev Next OCTOB ER 2023 month List

Sun Mon Tue Wed Thu Fri Sat

2) Next, you will see the External Users screen.

External Users i

& Add External User

External Users

@™ o T T

3) Inthe External Users page, you will have the following options: Add External User,
View, Edit, or Merge.

. +& Add External User
4) To add an external user, click on the button.

5) This will take you to the Add External User page. Fill out the required information fields
in the section at the top of the screen.

Note: Required fields are identified by an asterisk (*).
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I Add External User
{

* First Name

| o * Last Name ° Department

| Course Assignments @

:

Expiration Date

Showing 0 to 0 of 0 entries Previous  Next

a) Active — This will make the user active/inactive. Make sure the toggle button is blue.

b) Email — Enter the personal email that the user provided or an email the user has
access to.

c) First Name — Enter the user’s full first name.

d) Last Name — Enter the user’s full last name.

e) Department — Scroll down in the dropdown field to select the correct department.
f) Notes — Enter the staffing agency or any relevant notes that pertain to this user.

6) Next, you will go to the Course Assignments section at the bottom of the screen. Fill
out the required fields.
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Course Assignments @

:

a) Start Date — Enter the date the course is being assigned.

b) Due on days — Enter the number of days the course will be available to the user.
c) Expiration Date — This date will self-populate based on the Due on days.

d) Course — Click on the dropdown menu and select the course you need to assign.

4+ Add Course

7) Once you have completed the required fields, click on the button.
8) If multiple courses need to be assigned, follow steps #6 and #7.

9) When you have finished adding the external user’s information and assigning the
course(s), click Save.

10) Once you click on the Save button, you will see the following pop-up notification:
a) Click Cancel to stay on Add External User screen.

b) Click Yes to proceed.

Are you sure you want to create the
external user?

Remember that the courses can be assigned later and ence
everything is ready you can send the notification email

©O BEo
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11) Once you click Yes you will see a pop-up notification confirming the user profile has
been created and trainings assigned.

/

External user has been saved!

12) If you click on the button in the External Users screen, this will take you to the
View External User screen. This screen will display the user’s information as well as all
courses that have been assigned to that user.

View External User

External User Details

Created
Last Update By: SelfRegistration / Last Update Date: 5/24/20.
Name: Active: True
Email:
Departments
Information Services Elp
Assigned Courses
Search
| Strt Expiration Dueon
Course Date Date days Completed Locked Canceled Actions
Preparing for Intemal Research Audits 4/14/2003  6/13/2023 60 No No No
Box Training 4047203 6/13/2023 60 Yes No No ® Cotibone
Showing 110 6 of 6 entries
Log
Search
Log Changed By Changed Date |)
sent SYSTEM 5/24/2023

Showing 1to 4 of 4 entries

13) In the Assigned Courses section, you will have the option to Cancel a training
assignment, unlock a training, or print a Certificate of Completion for the user.
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Assigned Courses

1 Start Expiration Due on
Course Date Date days Completed Locked Canceled Actions
Preparing for intemal Research Audits 4/14/2023 6/13/2023 60 No No No h
Box Training 4/14/2023  6/13/2023 €0 Yes No No h
Laboratory Safety Essentials 414/2033  6/13/20233 €0 No Yes Ne h

14) The Cancel option will allow you to cancel a training for the user. Please note that the
training can only be canceled if the user has not completed the course.

a) If you click on the Cancel button in the Actions column you will see the following
pop-up notification:

Are you sure you want to cancel this
course?

o

b) Click Yes to cancel the course, or click Cancel to go back to the View External User
screen.

15) The Unlock option will allow you to unlock a training for the user. Please note that the
training can only be unlocked if the user has used all the available attempts.

a) Next, a pop-up box will appear. Type the reason you are unlocking the user. Click
Cancel to go back to the View External User screen. Click Yes to proceed.

o Make sure you enter a brief note before confirming Yes.

Do you want to unlock the training?

Include a Reason

[wmng unlocked per user request. LA ]__[Training unlocked per user request. LA
JC)

4

- R
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16) The Certificate option will allow you to print a Certificate of Completion for the user.

a) When you click on this button you will see the following screen:

CERTIFICATE OF COMPLETION

Is hereby granted to

For successfully completing the course

Box Training

4/14/2023

Signature Date

b) Click on the Print button at the top right side of the page to print the certificate or
save it as a PDF.

17) To go back to the External Users screen, click on the X at the top right side of the page.

View External User

External User Details

Name: Keyur Naik Active: True

Email: hnfellow@hdofs.com

Departments

Assigned Courses

18) If you click on the button in the External Users screen, this will take you to
the Modify External User screen. In this screen, you can inactivate the user, update
their name or department, or add any additional notes.
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Modify External User

* First Name

ot \
*LastName S — Deparient

Course Assignments @

Course Assignment Notes:

* If you want to assign a new course to the user, use

following tool Assign course to exteral users
* To Unlock, Cancel, or View the User Certificate of Completion use View Action Button

19) Once you have made all necessary edits, click on the

button.

20) To go back to the External Users screen, click on the X at the top right side of the

page.
Modify External User

* Email
* Last Name

Notes

* First Name

Department

@D Active

x

-

21) The person who created the external user’s profile will need to monitor the external
user(s) periodically to determine when to merge the external account with the new

TTUHSC EP eRaider account. If you click on the button you will see the Merge

External User screen.
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Merge External User | *
@

External User Merge With User

ZuUser Search

Name: Active: True

Eraider: N/A Full Name: N/A
Email

Rnumber: N/A Email: /A
Departments

Assigned Courses.

Assigned Courses

22) Click on the User Search box and type the user's Name/eRaider you want to merge.
This will populate the user’s information.

a) Once you have selected the desired user you will see the message below:

Merge With User

2o User Search

<k

& Success:

User is ready to be merged!

b) Click on the Merge Users button to merge the external user with the existing
TTUHSC EP eRaider account.

Merge With User

ZaUser Search

5

7 Success:

User is ready to be merged!

Eraider: Full Name:

Rnumber: Email:

Departments
, & Merge Users
Institutional Compliance Offc Elp
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APPROVAL — APPROVE COURSE

As a Committee Member, you will be responsible for approving the training courses that are
created in Tech Training.

Note: The training courses only require approval from one Committee member. If a training
course has already been approved by a Committee member, no further action is required.

1) When a user submits a new training course, you will receive an email notification
prompting you to review and approve the course. To access the course, click on the
Tech Training Website link at the bottom of the email.

Thu 2/9/2023 11:14 AM
no-reply@ttuhsc.edu
MNew course is ready for approval
To

0 If there are preblems with how this message is displayed, click here te view it in a web browser,

Action ltems

Dear Committee:

The Course Research Misconduct has been submitted for vour approval
Created By:

Created Date: 2/9/2023

Please log i to the Tech Training Website for mor details. -<ie

2) When you are logged into Tech Training, you will also receive a notification at the top
right corner of the screen. To view your natifications, click on the bell icon.

ings @ B

3) To view the course, go to Approval > Approve Course at the top of the page.
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B2 My Dashboard

Acprove Couse S—

Approve Mass Requirement - a

rev s NOVEMBER 2023 momn s

Sun Men Tue Wed Thu Fri

4) When you click on Approve Course, you will be taken to the Courses screen. To
review the course that has been submitted click on the View icon in the Actions column.

5+ TTUHSC EL PASO

P Courses v B Ma: ents v @ Reports v X Tools v & Administiation v % Approval v Wiki Administration v a# Resources v (B Contact v

surses to be approved

@ Approval Status Description

Courses

Showing 1to 1of 1 entries

5) The View function will show you the Course Configuration, Course Details, Course

Files, Course Questions and the Course Request Form. Review the information
submitted.

6) Once you are ready to approve/deny the course, click on the “X” at the top right side of
the screen to go back to the Courses page.

7) Inthe Courses page, click on the Approve button in the Actions column.

Courses
Show| 10 v |entries Sea
Course Title Approval Status Status Area Created by Created Date Actions
Subrecipient Monitoring Completed = Other ecasas 2023/10/1812:33 * D view

Showing 1t 1 of 1 entries

8) Next, you will see the following pop-up screen:
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a) Click on the Return button if you are not ready to approve/deny the course.

Approve/Deny Course X
Appray ng the Course will allow users 10 Create Mass requirements

Course Title:

Subrecipient Monitoring

Created by

Cther

Created Date:

Comments

9) Before approving/denying a course, enter a comment in the Comments section then
click on either Approve/Deny.

Comments

a) Example for course approval comment: “This course is approved 01/20/2023. AF”

b) If you are denying the course, indicate the specific reason. This will assist the
individual that created the course in making any necessary changes/edits.

10) Once you click on Approve you will see the following notification:

?

.

Are you sure you want to approve the
course?

— B3
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a) Click Yes to approve the course. To return to the Approve/Deny Course screen,
click Cancel.

11) To verify that the course was successfully approved, you can go back to the View
Courses section to view the course status.

l Courses
Search
s satus atus

area CourseRole Greaeaty Created oae Actons
— St ayuzon 223
Compiiance 2023/02/09 1245 n\n-_w cmanage
2208 1157 [aver | orier |
QuieTaing a0t

a) Below are the course approval status descriptions:

Incomplete  The course has not been configured completely
Pending The course was saved for later but can still be modified
Completed  The course was submitted for approval
Approved  The course was approved by the committee

Denied The course was denied by the committee

12) The Approved Status for the course you have reviewed should say “Approved”:

Courses
Shew| 10 | entries
Course Tith Approval Status Status 2
PCI D55 yment C ndustry, Data Security Standard Approved [ active | Compliance
Select Agent - Permizzible Limits Incomplats =3 Safety Services
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APPROVAL — APPROVE MASS REQUIREMENTS

A Mass Requirement is a training that is assigned to a large group of individuals. As a
Committee Member, you will be responsible for approving the Mass Requirements that are
assigned in Tech Training.

Note: The Mass Requirements only require approval from one Committee member. If a Mass
Requirement has already been approved by a Committee member, no further action is required.

1) When a user submits a Mass Requirement, you will receive an email notification
prompting you to review and approve the Mass Requirement.

a) To access the Mass Requirement, click on the Tech Training Website link at the
bottom of the email.

Eﬂf_ Reply @_ Reply All Eﬂi) Forward
no-reply@ttuhsc.edu 1= 1/24/2023
New mass requirement is ready for approval

© 17 there are problems with how this message is displayed, lick here to view it in a web browser, “

Action [tems + Get more add-ins

Dear Committee:

The mass requirement 2023 General Compliance Training has been submitted for your approval
Created By:

Created Date: 1/24/2023

Please log in to the Tech Training Website for more details.

2) Once you are logged into Tech Training, you will also receive a notification at the top
right corner of the screen. To view your notifications, click on the bell icon.

ings @ -

3) To review the Mass Requirement, go to the Approval dropdown at the top of the screen
then click on Approve Mass Requirements.
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’H|: TUHSC EL PASO | My Dashboard

T e
® Courses v B Mass Requirements v &8 Reports X Tools v 2. Administration ~ % Approval v W Wiki Administration v RY Resources v @ Contact v

Approve Course

2 ON-SITE TRAINING CALENDAR Approve Mass Reauirement h -

ew list of available on-site train ng

Prev N DECEMBER 2023

Sun Mon Tue Wed Thu Fri Sat

4) Next, you will be taken to the Mass Requirements screen:

@ Approval Status

Course Title Approval Status Canceled? Created by Created Date Actions.

5) To review the Mass Requirement, click on the View button in the Actions column.

a) When you click View, you will be able to see the Mass Requirement Configuration,
the Amount of impacted users (users the training will be assigned to) and the User
Search Criteria Configuration.

Mass requirement View

Approval Step: Completed Approved By: N/A Approved Date: N/A
Comments

Mass Requirement Configuration s 8
Course title

Mass Requir

Area: C

Created by:

Course Role: Standar: Created date: 12/15/2023 10:09:50 AM

Start date: 1

End date: 12/31/2024

Amount of impacted users: 1010 i —5:—=c

User Search Criteria Configuration s

Student Search Criteria
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7)

9)

Once you have reviewed all of the details for the Mass Requirement and are ready to
approve, go back to the Mass Requirements screen and click on the Approve button in
the Actions column.

Mass Requirements

Approval Status Canceled? Created by Created Date Actions

Completed o oeze 2022/12/15 10:09 & view h
Previous o Next

You will see the following pop-up:

I Approve/Deny mass requirement X I
| ]

Approving the mass requirement will send notification to all users that a new course has been assig
o them.

Title:

2024_HIPAA and Privacy Training

Mass requirement description:

N 2024_HIPAA and Privacy Training | |

Created by:

B Created Date: | |

2023/12/1510:09

Comments

a) If you are denying the Mass Requirement, make sure you include the specific
reason in the comments. This will assist the individual that created the Mass
Requirement in making any necessary changes/edits.

Before clicking on the Approve button, enter a comment for the individual that has
submitted the Mass Requirement.

a) Example Comment: “Mass Requirement is approved. The training course has been
approved by the Committee. 01/21/23 AF”

Note: The selected users will be assigned the training immediately after the Mass
Requirement has been approved by a Committee member.

Next click on the Approve this Mass Requirement button. Need to add snippet here
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10) To verify that the Mass Requirement was successfully approved, you can go back to the
Mass Requirements at the top of the screen, then click on View Mass Requirements.

': TTUHSC EL pASO L My Dashboard

B Courses ~ B Mass Reguirements ~ Reports ~ X Tools ~ 2 Administration ~ % Approval ~ W Wiki Adm

List of mass requiremi  Create Mass Requirement

View Mass Requirements h

11) In the Mass Requirement List screen, you will be able to verify the status of the Mass
Requirement under the Approval Status Column.

Mass Requirement List i

Show 10 v |entries Search:

Mass Requirement t Approval Course Created Created
Type Course Title Status Canceled? Area Role by Date Actions
2023_CME HIPAA and 2023_CME HIPAA and Privacy Training  Approved o Compliance  Standard 2023/01/05 B View
Privacy Training 16:33

=log
2023_Students HIPAA 2023_Students HIPAA and Privacy Approved o Compliance  Standard 2023/01/05 B View
and Privacy Training Training 15:43

=log

b) Below are the Mass Requirement Approval Status Descriptions:

Mass Requirement Approval Status Description X

Completed  The mass requirement was submitted for approval
Approved  The mass requirement was approved by the committee

Denied  The mass requirement was denied by the committee

12) The Approved Status for the Mass Requirement you have reviewed and approved
should say “Approved.

Mass Requirement List

Show | 10 v~ |entries

Mass Requirement Approval Course Created Created
Type Course Title Stalus, Canceled? Area Role by Date Actions
2023_CME HIPAA and 2023_CME HIPAA and Privacy Training Approved [ o | Compliance Standard 2023/01/05 B View
Privacy Training 16:33

= Log
2023_Students HIPAA 2023_Students HIPAA and Privacy Approved [ 1o ] Compliance Standard 2023/01/05 B view
and Privacy Training Training 15:43

i= Log
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RESOURCES — COURSE LIBRARY

This function will allow the user to see and download the training content without having to
retake the course.

1) To go to the Couse Library, click on the Resources dropdown at the top of the page
and click on Course Library.

GF TTUHSCELPASO 55 wyoucbons

¥ Courses ¥ B Mass Requirements v BE Reports v X Tools ¥ & Administration ~ ® Approval v@ Contact v~
Course Library _

2 ON-SITE TRAINING CALENDAR 7

Wiki How To
= View list of available on-site training
Prev  Next JANUARY 2024 month  List
Sun Mon Tue Wed Thu Fri Sat
3 6

2) This will take you to the Course Content Library screen. In this page, you will able to
see all the trainings that have been uploaded.

Course Content Library

Course Content Library

Actions

a) Click on the button to view the content for your desired training(s).
3) Next, you will see the Course Content page which allows you to see the details for that
training.

a) You can also download the Course Files for that course.
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PCI DSS - Payment Card Industry, Data Security Standard
Course Details

Alternate Title

PCI DSS - Payment Card

Course Description

This course provides an o

Objectives

) and payment card processing pelices and procedures

nan understanding of FCI-DSS requirements sn

ard processing poficies and proced:

Qutline

ssing Payment Cards

utions.

Course Files

PCI DSS - Payment Card Industry, Data Security Standard

Fila Description:

2 Download File
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RESOURCES — WikI How To

This feature will allow the user to see instructional videos, images or documents on different
functions within the Tech Training application.

Note: Functions available vary depending on the user’s role.

1) Go to the Resources dropdown at the top of the page and click on Wiki How To.

= My Dashboard

P Courses ~ B Mass Requirements « EE Reports v X Tools ~ 2 Administration ~ *s Approval vLZ Contact v

Course Library

2 ON-SITE TRAINING CALENDAR Wik How o Si—
= View list of available on-site training
Prev  Next JANUARY 2024 month List
Sun Mon Tue Wed Thu Fri Sat
2 3 6

2) This will take you to the Wiki How To page. In the Tech Training — How to section you
can see the instructional videos, documents, and images on various topics.

Wiki How To lech Training Admin 3 Wiki How To

Tech Training - How to

Courses

"
i

"
i

vi

Wiki Administration

How o create a new

@
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3) To see a specific section, click on the View button next to the name of the desired topic.
This will display the content for that section.

Content View

W Wiki Details
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Example using a Video

W Wiki Content

EXAMPLE VIDEO 1

Video unavailable
Watch on YouTube
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CONTACT — COURSE CONTACT LIST

This function will assist the user when an individual has been locked out of a training. This
feature includes a list with the contact information for the owners of the trainings.

1) Go to the Contact dropdown at the top of the page and click on Course Contact List.

_: TUHSC EL PASO L My Dashboard

¥ Courses ~ B Mass Requirements ~ B2 Reports ¥ X Tools + & Administration v ®s Approval ~ W Resources ~ | @ Contact v

Course Contact List h
2 ON-SITE TRAINING CALENDAR -
= View list of available on-site training
Prev. Next JANUARY 2024 month List
Sun Meon Tue Wed Thu Fri Sat
2 3 5 3

2) This will take you to the Course Contact List screen where you can see the list of all
the trainings, the name of the owner, phone number and email.

Course Contact List fech Training Admin > Contact > Course Contact Lis

Excel | Copy | PDF

T Owner Phone Number Email

Basics of Data Collection and Data Management

ata Collection and Data Management for Retrospective Chart Reviews
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