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Welcome to South Central Public Health Partnership’s student user’s manual to our learning manage-
ment system. A Learning Management System (LMS) provides the platform for an on-line learning
environment that enables the management, delivery and tracking of training courses for participants.
Our LMS is designed to serve as a training and education resource for public health workforce devel-
opment. The system allows users to register to our learning management system, look at our course

catalog, enroll in and take courses, and keep track of everything in their transcripts.

Currently all of our courses are offered on-line and are self-paced. These courses are all FREE due
to two cooperative agreements from the Centers for Disease Control and Prevention and the
Department of Health and Human Services. This document will guide you through the process for

using the learning management system and all its features.
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OPEN REGISTRATION

Open Registration is the process through which you create an account on our system. You will only
be required to go through this process once. Once you have an account on our system you will be
able to use this account to take all the courses offered in our system.

Below you will see the introductory page to our learning management system. There are a few things
you can do from this page.

* Log in to the learning management system (only for registered users)
» Review the courses that are currently being offered
» Register to the learning management system (for first time users)

NOTE: If you are already registered with us, you can use the user name and password that was
sent to you via e-mail. Skip to Page 5 in this manual to learn how to enroll in a course. If you do not
remember your account information you can use the Forgot your Password feature on this page to
retrieve your login information.

Step 1.
If you are registering for the first time, please
click the link that reads “CREATE NEW AC-
COUNT".

South Central Public Health Partnership & Help| 6 Login|8

Home Course Offerings My Learning

LMS » Login to the site

Returning to this web site? Is this your first time here?
Login here using your username and password Hi! For full access to courses you'll need to take a minute to
(Cookies must be enabled in your browser) @ create a new account for yourself on this web site.Here are
Your session has timed out. Please login again. the steps: L
Username John‘ 1. Fill out the New Account Form with your details.
Password ggeee 2. An automated email will be sent to your email address.

3. The LMS Administrator will approve your account within 1
Forgotten your username or password?

business day.
Yes, help me log in 4

. An approval email will be sent to your email address.

5. Now you can search for and enroll to the course you want

to participate in.

Create New Account

Talane THE UNIVERSITY OF
@ University I-BALABAMA AT BRMINGHAM

Contact Us | About Us




Step 2.
Fill out the form. All the fields in red are re-
quired fields.

Step 3.
Click the “CREATE MY NEW ACCOUNT” but-
ton when you are have finished entering your
information.

Congratulations. You have successfully regis-
tered to our learning management system.

Choose your username and password

Username®  John

Password® esese

Personal Information

Email Address™

Confirm Email
Address™

First Name*

Last Name*

[ Create my new account ] [ Cancel ] '

NOTE: After you submit the application, an automated e-mail will be sent to your e-mail address.
The LMS Administrator will approve your account within 1 business day. An approval e-mail will be
sent to your e-mail address. You will NOT be able to enroll to a course until after you receive the

‘approval e-mail.’

-]
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OPEN ENROLLMENT

Open enroliment is the process through which you self-enroll to a course at any time during which the
course is available. You will be able to start taking the course immediately after you enroll unless you
have just registered to the learning management system. If you just registered, the LMS Administrator
will need to approve you before you can enroll to any courses. This will happen within one business
day of your registration.

Below are instructions on how to enroll for a course. If you are already enrolled in a course and want
to start taking the course please skip to Page 8 in this manual.

NOTE: There are three main sections in this learning man- South Central Public Health Partner
agement system. They are found in the blue bar across the
top of the page. They are:

| Course Offerings | My Learning
Home — This is main page where you quickly access areas
in the system.

LMS » My Learning

Course Offerings — This is where you go to find courses that are currently being offered. This is also
where you would enroll into the specific courses you are interested in.

My Learning — The My Learning page contains all of the courses which you are currently enrolled to
and the date enrolled. You will also have option to withdraw from any enrolled courses.

Step 1.
If you are registering for the first time, please
click the link that reads “CREATE NEW AC-
COUNT".

South Central Public Health Partnership wetcome: wen [ I ET) LR

Home | Course Offerings | My Learning

My Learning

Certificate Programs Use this page to quickly access areas in the system.

My Profile

My Learning Alist of courses that you are currently enrolled in

Transcript Lists the results of all course previously taken through our LMS
Certificate Programs Enroll, manage and view certificate program information

My Profile Edit and view your personal information and password
Course Oﬁeringsl List all courses available with the ability to enroll to any course
User Manual Guide to help use register to course and common tasks

Help Contains FAQ and information to get help




Step 2.
Click on the name of the course category to South Central Public Health Partnership Wekome:
show the list of the courses for each one. You
can also use the “Search Courses” text button I R R i

found at the bottom of this page to find cours- TYLHT"i"g
ranscript ourse erings

eS . Certificate Programs
Iy Profile This is a complete list of our training courses. They are organized by

categories. Please click on the name of the course category to show the list
of the courses for each one. You can also use the "Search Courses” text

button found at the bottom of this page to find courses.

O‘Iiscellaneous

click on the "+" sign of the
Ogrote rrorism course category to show the

Ointerrorism

= Chemical Terrorism

list of the courses.

© Weapons of Mass Destruction

(Sea rch courses: Bioterrorism Search Box

Tulane THE UNIVERSITY OF
@ University L o BrNGHAM

Step 3.
Click on the course title of the course you are
interested in.

[* Communication

=] Diversity and Cultural Competency

The Intersection of Cultural Diversity, Health Policy Development and Policy Analysis

leersity Leadership: A Strategic Approach ;5 )

Managing Diversity Begins with You

Special Needs Populations in Disaster Response

Understanding and Responding to the Needs of Children After Large-Scale Disasters

+ Environmental Health

+ Epidemiology




Step 4.
Click on the “YES” button to enroll the course.
You can also click on the “NO” button to go

South Central Public Health Partnership

baCk tO the COU rse | ISt Home | Course Offerings | My Learning

My Learning
NAME The Intersection of Cultural Diversity

Transcript

e Frmems COURSE STARTS Open Enroliment

My Profile COURSE ENDS 7 weeks to complete from date of reg
LEVEL OF TRAINING Aware
CONTACTHOURS 3

A primary aim of this course is 1o pro
according to race/ethnicity and gend
racialfethnic groups are: African Ame
COURSE DESCRIPTION include men and women. The cultura
thinking about health policy analysis
introductory policy analysis concern

particularly racial minorities.

Attachments

‘ Additional Information

You are about to enroll to the course. Do you wish to continue?

Step 5.
After enrolling the course, you will receive an South Central Public Health Partnership
e-mail confirmation that you are enrolled to
the course. If this is the first course you have EE
registered for on our system, your registration e

Topic outline

is pending approval by the LMS Administrator.
You will receive an e-mail to the e-mail address
you provided within one business day. This

e-mail will confirm that you have successfully — iredeton o Ponts of Bspensing (F05)
been registered to the system and then you will coTmE ST SeenETener
COURSE ENDS 7 weeks o complete from date of registration
be able to enroll for courses. E— p—
CONTACT HOURS 5
TO take the Course, yOU need tO C“Ck On the This course will familiarize POD workers and public
"LAUNCH COURSE” button, which will be in-  comcxsarmn i ———.
trOdUCGd |n the neXt SeCtlon also be discussed in this course. Finally, there will be a g
Congratulations! You have successfully com- Tulane
g y 0 LR B 7. — Tyt ey

pleted the process of enrolling to a course.
Once you have received the confirmation
e-mail, please go to the My Learning section
and view your Current Enrollments. Here you
will see the courses in which you are currently
enrolled.




TAKING A COURSE

To take a course on the learning management system, you must be a registered user and have en-
rolled to a course. If you have not yet registered or enrolled to a course, please refer to the other sec-
tions in this manual, Open Registration (Page 3) and/or Open Enroliment (Page 5).

Each course in the learning management system has the same look and feel. Therefore, once you
have taken one course, all the others follow the same pattern. This next section will show you how to
navigate through a course.

NOTE: To receive a certificate of completion for a course, you must take the quiz and receive a
score of 70% or higher. You only get one chance per enroliment to take the quiz. Therefore, if you
don’t pass the first time, you will have to re-enroll in the course

Step 1.
After logging into the system using your user South Central Public Health Partnership
name and password, click on “MY LEARNING”
link on the top to access your Current Enroll-
ments page. The My Learning page contains
all of the courses which you are currently en-
rolled to and the date enrolled.

L
Home | Course Offerings | My Learning

LMS » My Learning

My Learning

Step 2.
To start or resume a course, click on the
“Launch Course” button next to a specific
course. To cancel your enrollment to a course,
click on the trash can next to the course from
which you would like to withdraw. Once you
complete a course it is removed from your My
Learning page and added to your Transcript

page.

Date Enrolled

The Intersection of Cultural Diversity, Health Policy Development B Launch Course
09/17/10 Intri ion to Points of Di ing (POD) B Launch Course
09/16/10 Mass Casualty Medical Command B Launch Course

08/31/10 Implementing the National Strategy for Pandemic Influenza P Launch Course

09117110




NOTE: In “MY LEARNING” section, you will see the enrollment dates of each course. Unless oth-
erwise noted, you will have 7 weeks to complete a course once you have enrolled to it. If you don’t
finish the course before the 7 weeks, your enrollment will be marked as “No Show”.

Step 3.
Clink on the “CLICK TO ENTER” link to launch
the course.

South Central Public Health Partnership weeore wen EIEZE

Home | Course Offerings | My Learning

Introduction to Points of Dispensing (POD)

Click to Enter

File Edit View Higtory Bookmarks Tools Help

- C XK B [ﬂ'h http://premood|edL.southcentralpartnership.org/moodlevl /mod player.phpiz=5
NOTE: Please pay attent|on to the Pop_up 8 Mast\lisiled| 171 Overview of my courses @ 15U - PAWS (Personal ... 71 My_Courses: DEMO [l SaintsReport Commun
Blocker in your browser. You need to enable Ewu —_—

pop-up windows from this site to launch your —Sauth-CentralPublic-Health-Partnership”

courses.

Home | Course Offerings | My Learning




Step 4.
You will see the introduction screen for the course you selected. As mentioned earlier, all of the
courses on this learning management system are organized in the same way.

The buttons on the left hand side are used for navigating between sections of the course. These
buttons are on every page so you can always get back to the main page of any particular section.
The next few steps in this manual will describe each of the buttons and what you can see or do
from each of the sections.

(] http//premoodiedl south hip.org/moodiev] file.php/87/ rm/58/a00%index.html

- | Introduction to Points of Dispensing

&S
i‘ﬂ\

elcome! This course is composed of 9 madules and should take approximately
hours to complete. You have 7 weeks to finish this course. This course is self-
ced; therefore you can regulate the speed at which you complete the course
Introduction ease follow the steps below to complete this course

I/
\

)T
N

1. Click on the Course Info button on the left to view the syllabus and
additional information
. Click on the Content hutton when you are readly to start
Take the Pretest
. Viewthe modules
Click on the Quiz button to take a multiple choice quiz which test your
comprehension of the course material
. Ifyou receive a 70% ar higher on the quiz, a certificate of completion will be
Content available to download in your transcript. f you receive lower than 70% you
can re-enrall to the course and take the course again

Instructor

@ b wbs

a technical problem occurs, you can contact your state's representative for
ch support or contact the program supporter at trdirect@tulane.edu
Survey

you have general guestions please send an email to the above address

SN s o duction to Poinis of Dispensing |
Don II
Navigation Panel Content Area

NOTE: After launching the course, if you get stuck on a white screen
with three dots, follow the directions below:

1. Go to your _Control Panel and delete your current installation of Java ()
(a coffee cup icon) P—

2. Go to http://www.java.com/en and download this version of Java
3. Install Java on your computer (or you may need to get your IT de-
partment to do this)

4. Restart your computer

5. Try to access the course again.

Java

10



Step 5.

Use of the buttons in the Navigation Panel:

Introduction

Course Info

This screen gives you a brief introduction to the course. It also
provides you with an e-mail address to contact if you are experi-
encing any problems with the course.

When you click on the Course Info button, you can view the
course description, titles of modules or parts of the course, the
course objectives, information about any applicable CEU’s and
any available resources.

When you click on the Instructor button, you will be able to read a
short biography on the instructor(s).

When you click on the Content button, you will find the link for all
the lectures or other course documents for the course.

NOTE: Some courses require you to take a pretest before you can
access the lectures.

After you have viewed all the lectures and completed all the as-
signments for the course, you can click on the Quiz button, to
take a multiple choice quiz. Remember, you must receive a 70%
or higher to receive a certificate of completion. You only have
one chance per enrollment to take the quiz so make sure you are
ready before you begin.

Click on this button to take the course satisfaction survey. This is
an anonymous survey that we use to help improve our courses.
You feedback is very important to us.

11



Step 6.

As mentioned on the previous page, the course lectures can be viewed by clicking on the Content
button. Most content pages will look similar to the page below.
You will have links to connect to the lectures as well as links to course documents (if applicable).

Once you are on the content page, click on the arrow(s) to start the lecture.

Content

TPrint out this page! Use checliboxes to leep irach of the lectures you have
viewad, The marks yow make on this psge will not save once you feave the coursel

Heomn
| Introduction

lick on the lin

en i you want to look at in advance of the lecture, please
_ﬁERGENCV RESPONSE GUIDEBOOK .

Y
D ]

ITOTAL COURSE LECTUREA/IDEO TIME: 45 minutes I

inutes) =

Practice-based Scenarios for Recognition, Detection and
Exposure Assessment of Chemical Terrorist Agents

Moz [ s
@ Content1 - Mozilla Firef —
|| hitp://premoodiedl. p. diev1 ffile.php/LL/r 1m/189/a00%indexhtml 73]

dule 3: Practice-bafed scenario 1
minutes)
dule 4: Practice-b:

Step 7

F Start playing lectures

Click on the blue text link to open course
document

The lectures are presented on software called Tegrity. If you have pop-up blocker, you might see
this window. Just try clicking where it says ‘try clicking here.’ If nothing happens when you click this
link, try holding down the “CTRL” button on your keyboard again click the word ‘here’.

- ——
@ Morzilla Firefox - - o — E@Iﬂ
File Edit View History Bookmarks Tools Help
e :
- 7y (@ hitp://tegrity.caeph.tulane,edu/tegrity/SCCPHP/017/017 1a/Class/Defaulthtm 5 | |[=- ging Al
J 3 http://tegrity.cae.../Class/Default.htm | - | A

windows from this server.

Your Tegrity session should begin shortly. If it does not, try clicklng here

If you are using a pop-up blocker please consider allowing pop-up

Done

12



If Tegrity opens fine, you will see the window below:

e
==

'ﬁ bt ! Pty o mgpdct e ad i i TOCPHF 00 7 9007 _L 6 Tl i b PWichi e 12 TTEZ 22214 |

Module 1

Sogrean g for Cremical Teronel Agants
Armg 2. Vinourela, Sol
K0g

Calrg
I dru cler
Sesslen duraion:

(FTAYIRE by TRy s nna 1 30110

If you are a first time user, please click

: the link that reads, “First time user?” to
Click here est that you have the appropriate system
' requirements.

FIrst time usery

If you have viewed a lecture before on
our learning management system, please
lick on the connection speed that you
wish to view the lecture.

13



Step 8.

Below is the screen you will see when the lecture has started. There are several things you can do

in this screen.

@ Module 1 - Amy E. Vinturella, ScD - Windows Internet Explorer =
-

— e — Y — -

| 0 http://tegrity.caeph.tulane.edu/tegrity/SCCPHP/017/017_1a/Class/Sun.htm?Watchid=1284776253214

Practice-based scenarios
for exposure assessment
of chemical terrorist agents

Amy E. Vinturella, ScD
Tulane School of Public Health and Tropical Medicine
South Central Center of Public Health Preparedness

i e —

= Tulane
University

Done

& Internet | Protectedlﬂode: On
=

The pull-down list The “INDEX” button The “PLAY/PAUSE” The “PRINT” button
allows you to skip to lead you to the index button allows you to allows you to print
specific point in the page of the Power- review the lecture on out the PowerPoint
lecture Point lecture. your own pace. slides.

14



Step 9.
Once you have viewed all the lectures and
completed all the course documents, it is time
to take the quiz. If you receive a 70% or higher,
a certificate of completion will be linked to the
course on the ‘Transcript” page of ‘My Learn-
ing’. If you receive less than 70%, you will have
to enroll in the course again and re-take the
quiz.

Step 9.
After you finish the quiz, you will be taken to
the survey page. This page will tell you whether
you passed or failed the quiz. You will also
have the opportunity to click on the survey link
and take an anonymous course satisfaction
survey. We use the feedback from this survey
to continue to improve our courses. Your feed-
back is very valuable to us.

Congratulations! You have successfully navi-
gated/completed a course on the learning
management system.

— - -
@ Quiz - Moxilla Firefox ' [ESEIEE=
|| hitp//premoodledl southcentralpartnership.org/moodle] file php/11/moddata/sconm/189/al0lindexhtr 1 7

Quiz

Practice-based Scenarios for Recognition,
Detection and Exposure Assessment L

X ‘I

To obtain a certificate of completion for taking this training |'|
course please click on the link below to take a quiz on the
material just covered. You must receive a 70% or higher to pass

this course.

Introduction

Course Info

WARNING: You can only take the quiz one time per registration
Please don'f starf the quiz until you are sure you are ready. Thank
you and good luck!

Instructor

Content

// Start the Quiz

Survey

Practice based S ios for Recognition, D ion and
A of Chemical Terrorist Agents

P

(= [ il

http://premoodlell.southcentralpartnership.org/moodlevl/file.php/11/moddata/scorm/189/a00lindex.htrr 17

X

@ survey Page - Moxzilla Firefox v

FINAL STEP - Course Survey

Please help us improve this training course by clicking
the link below to access the satisfaction survey. Your
response to this questionnaire will be critical to
conducting evaluation research on the effectiveness of
this training course. Thank you.

Introduction
Course Info

Instructor

Content Take Course Survey

Survey

Practice-based S ios for Recognition, D ion and
A of Chemical Terrorist Agents

15



CERTIFICATE PROGRAM

The Certificate Program is a process where you will complete a series of courses in a particular
subject or focus area resulting in a completion certificate. Just as you would enroll for a course in
“Open Enroliment”, you can register for any certificate programs being offered. The difference being
that instead of having just one course added to your list of open enrollments, you will now have a list
of several courses that must be completed. Also like in “Open Enrollment”, you will be able to start
taking the courses immediately after you enroll in the program unless you have just registered to the
LMS. If you just registered, the LMS Administrator will need to approve you before you can enroll to
any courses or programs. This will happen within one business day of your registration.

NOTE: In order to complete a certificate program, you must pass all of the courses in the cur-
riculum with a score of 70% or greater. If you should fail one of the courses, it will be marked on
the transcript of the program, but you will not receive a certificate until you pass all of the courses.
Therefore, if you do fail a course, you must re-register for it as if you were taking it alone in the
‘Course Offerings’. For the steps to re-register please refer to the previous chapter entitled, ‘OPEN
ENROLLMENT".

Below are the instructions on how to enroll for a certificate program.

The first page that you are directed to after logging in to LMS is the My Learning page seen below.
If you are currently enrolled in any courses, you will see them listed here. For more information on
actually completing the courses in the certificate program, please refer back to the previous section,
‘Taking A Course,’ starting on Page 8.

Step 1.
If you want to enroll in a certificate program, (@ South Central Public Health Partnership - Mozila Frefox (= o g
click on “Certificate Programs” found on the left e s
hand side of the screen, just below “Transcript.” B - C 5 b T rrmemondan coucempsrernip oy mos

£ Most Visited | T Overview of my course;|e LSU - PAWS (Personal ... | T My_Courses:

J 1711 South Central Public Health Partners... | -+

South Central Public Health Partnership

Home | Course Offerings | My Learning

My Learning

Transeript Certificate Programs

Certificate Programs h

My Profile

16



Step 2.
Once you click on “Certificate Programs,” you will be taken to the page that will list all Certificate
Programs that you are currently enrolled in. If you have not yet enrolled in any programs, none will
be listed, as is shown in the screen below. To enroll in a program, first click, “View Available Certifi-
cate Programs.”

- —
@) Certificate Programs - Mogzilla Firefox — - . -_ r LR . — - — . EIEM
File Edit View History Bookmarks Tools Help
@ 7 M c - Q | T http://premoodled] southcentralpartnership.org/moadlevl /blocks/ certificate_programslist/indesx. php?listtype= certifi f:f '| | ~ Bing p|
&) Most Visited | 01 Overview of my courses e L5U - PAWS (Personal ... 11 My_Courses: DEMO|H SaintsReport Commun... => FootPrints Legin I

| 1 Certificate Programs [+ B
South Central Public Health Partnership weicome: wen IR R *

Home | Course Offerings | My Learning
LMS » Certificate Programs

My Learning

Transcript Certificate Programs

Certificate Programs

m

The South Central Public Health Partnership (SCPHP) is pleased to make available some online certificate programs in public health on
My Profile our Learning Management System (LMS). Each certificate is composed of a series of approximately 5 online courses. A participant in the
program will receive a ceriificate upon successful completion of a concentration of courses about a specific subject in emergency
preparedness. Certificates of completion will be mailed to individuals based on the address listed in the SCPHP LMS. Enrollees in the
certificate program are advised to check their address under "My Profile”. It should be noted that at this time the certificate will have no

academic standing. The certificate program is being initiated as a way to help the workforce focus on areas in which they require further

study. This structured training will prove helpful in both planning for and responding to public health disasters at the state and local level.

Mot Enrolled to any Certificates please click below to view list of available certificate programs

( View all Available Certificates

=

http://fwww.saintsreport.com/forums/index.php

Step 3.
How the LMS certificate program is set up, you must first enroll in the program by clicking the “EN-
ROLL” button. You'll need to officially enroll to a program to receive the overall certificate.

Certificate Programs

First Responder Preparedness Certificate Program m

17



Step 4.
Click on the “YES” button to confirm your citifi-
cate program enrollment.

Once you have added the program, you will
have to individually enroll yourself into the
separate classes that are required for comple-
tion of the program.

Step 5.

Now that you have enrolled in the overall
certificate program, you must enroll in the
individual courses that the program’s curricu-
lum requires. On the Certificate Program page
under “My Learning” you will see the program
that you have enrolled in. Click on the title of
the program and you will be taken to the page
that lists all of the program’s required courses.

Step 6.

Click on each of the enroll buttons enroll in
each of the courses that the certificate pro-
gram requires. After you are enrolled into each
course, the “LAUNCH COURSE” button ap-
pears for you to take the course.

Certificate Programs

South Central Public Health Partnership

Home | Course Offerings

| My Learning

Are you sure want to enroll to the certificate?

Yes

09117110 First Responder Preparedness Certificate Program In Progress o

Launch Course

First Responder Preparedness Certificate Program

preparedness.

This certificate program covers subjects in communication, field exercises, handling chemical agents an@biological response

Contact Hours

Implementing the National Strategy for Pandemic Influenza Incomplete

Bioterrorism: The Public Health Threat 6 Mot Enrolled m
Crisis Communication for Hospital Administrators 2 Mot Enrolled m
Planning and Execution for Disaster Response 6 Mot Enrolled m
The Core Elements of Project Management in Public Health 2 Mot Enrolled m

18



NOTE: You only have 7 weeks to complete a course before it gets marked as a “No Show”. A good
idea is to enroll to one course and complete it before enrolling to the next one. Also, the courses for
any certificate program do not have to be completed in a specific order.

Step 7.
From this point forward, you complete the courses just as you did under “Open Enroliment.” In
order to successfully complete each course, you must score a 70% or above on the quiz. You
must pass each course listed in the program in order to complete the overall certificate program.
Therefore if you fail one course, you must retake the course, but to re-enroll in it, you can’t enroll
through the certificate program as you did above. The reason is the certificate program will maintain
a separate transcript for just the courses of the program. To re-enroll in a failed course, you must
go to “Course Offerings,” search for the course, and enroll as you did in the earlier section, titled
“Open Enroliment.” Even though you are not re-enrolling through the certificate program screen,
if you pass the course it will still count towards your overall program completion. Once you have
completed the Certificate Program, a certificate of completion will be mailed to you within a couple
of weeks.

NOTE: Certificates of completion will be mailed to individuals based on the address listed in the
SCPHP Learning Management System. Enrollees in the certificate program are advised to check
their address under profile.

If you have any additional questions, please send an e-mail to the LMS Administrator trdirect@tulane.edu
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