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PROPRIETARY NOTICE
The material contained in this document is proprietary to iTacit Inc.

No part of this document may be reproduced or used by third parties without the
written permission of iTacit Inc.

www.iTacit.com

(This document was last revised on August 15, 2017)
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Introduction

Welcome to your Training Site powered by iTacit. This guide is designed to walk you through
common Set-Up and Maintenance activities in your top left-hand Menu.

For more information regarding regular Dashboard Tools and activities, please refer to the
Welcome iCourse for Employees or Managers, assigned to you in your “My Training” dashboard
tool and available in the Training Catalog.

Infrastructure Requirements

To provide a great customer experience, iTacit has some basic technology requirements and
recommendations for people using it. We do our best to provide support for popular computers,
laptops, tablets, and smartphones, using popular browsers.

If you have any issues with your device or browser, check our recommendations below, or
contact your iTacit representative or the helpdesk@itacit.com team.

Internet Browsers

e Microsoft Internet Explorer (IE) 9 (or newer)
Mozilla Firefox 4 (or newer)

Safari 5.1 (or newer)

Google Chrome 10 (and above)

Plug-Ins

e Adobe Acrobat Reader

Adobe Flash (Supported Media File type)

Adobe Flash support has progressively declined in recent years making it incompatible with
most popular and modern browsers. Flash players are currently not supported for iOS and
Android devices on all modern browser versions.

It is still possible to consume flash-based media on desktops and laptops primarily using
Chrome. If using Internet Explorer, an IE8 compatibility mode is currently enforced in iTacit in
order to enable compatibility.

iTacit recommends avoiding the consumption of flash based media going forward due to the
diminishing level of support.
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Media Recommendations

Looking to spice up your training courses with Media? Sending an attachment to a message to simplify
your

Communication? Great! For best results in image quality and playback, please take a look at the
guidelines below:

Images: Packaged Courses:

Formats JPG and .PNG Formats:
Resolution 72 dpi
| SizeRecommendations (inpixels) ___ EEECIENCE
Optimum Maximum e SCORM1.2
Employee Avatars (headshots) 64x64 256x256 e SCORM 2004
Logos for Training Courses, News 256x256  512x512 e Tin Can
Articles
Images for course content 512x512  1024x768
Images for course content (which 800x600 19201080 HTML formats can alsg be usgd to.
may be zoomed to full-screen import course content into the iTacit

Video: iCnliree area

Format .MP4, MOV, and .GIF

Codec (plug-ins) H.264, AAC

Maximum 1280 x 720 (720p)

dimension 720p is the recommended maximum size. If full screen video playback of a video is

not anticipated, then a size should be considered.
File Size Video files exceeding 20 MB should be assessed to see if they can be shortened.

Video Length Should be limited to 2 minutes or less, to prevent excessive file sizes.
Can your video be chunked/broken into chapters or sections? Learners will also
benefit!

Processing Video is bandwidth-intensive. Videos should be processed through a compression
utility (such as Vimeo, YouTube or similar), to ensure that it is as lightweight as
possible. Direct upload of raw-captured video should be avoided.

Attachments:

Format PDF Document Files (Optimal)

iTacit allows the uploading of other document types. Document types, other and Adobe Acrobat, require
the existence of software on the viewing device that is capable of opening the uploaded document type.
For example, if you upload a Microsoft Word (.doc) document, the viewing user must have Microsoft Word
installed on their device to view that document.

| Maximum Size Recommendations (in MB)

My Messages 10 MB due to mail server processing
iCourse Reference Documents, Training Catalog Item 20MB
Documents, Employee Documents
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TRAINING & EDUCATION - Set-Up

Create an iCourse

iCourses are a great way to deliver online training through iTacit. Course material can be
developed to include existing PowerPoint documents, policies, reference material, audio and

video.

1. Select Menu > Training & Education > iCourses.

2. In the iCourses screen select New.

a. Enter a Title for the iCourse.
b. Setthe Passing Grade (%).

c. Place a checkmark in the box by Allow Course Completion to ensure employees

are able to complete the course.

d. Place a checkmark in the box by Active to ensure the course is available for use.
e. Choose a predetermined permission group by selecting the dropdown option by

Permissions.

i. To set permissions without a predetermined permission group select

Change.

1. Search for the desired Group, Business Unit, Job Classification

and/or Role.

2. Select Add to be add your selection to the desired section.
3. Select Who does this include? to view the names of employees
included in the desired section.

4. Select Done.
3. Select Apply.

3 Mew = Delete

Ja

y:
*Title:
Body Mechanics In-service 2014-15
Reference Code:
Passing Grade (%)
Show Title on each page:
Custom C55: ||
Allow Course Completion: ‘ﬂ-:{E__]
|§—;—._ Active:

Permissions: | Clinical Services

Who can edit this Course?

ﬁ?ﬂ COR Clinical Services Director EC

Apply Cancel Done Upload ‘Validate URLs

Change...

Who does this include?

iTacit Quick Reference Guide — Training Module

We're all about people. M
They are one of your greatest assets.



Page |8

. If you accidentally add the wrong group(s) to a permission section, highlight the group
$¥  and select Remove.
Create a New Page in your iCourse
Add new content to your course by creating a new page (section/page) or sub-component.

4. In your open iCourse, select New > Page.

a. Enter aTitle for the page.

b. Place a checkmark in the box by Online to ensure the section is displayed when
taking the iCourse. (To inactivate this section, remove the checkmark).

c. Place a checkmark in the box by Mandatory Visit if this section is required when
taking the iCourse.

V Place a checkmark in the box by Show sub-components on initial display, if the
section has sub-components they will be visible when previewing the iCourse.

W Place a checkmark in the box by Show when previewing this iCourse, to display this
section when an employee previews the iCourse from the Training Catalog.

Com
Properties
4 ) New - Delete Apply Cancel Dane
pyoreal 5F
[Body Mechanics *
Subject Matter Expert:
X | w
|?L___________ Online: [V _____lua
Mandatory Visit: [
Show sub-components on intial display: [ éa
Show when previewing this iCourse: [

5. Select Apply.

6. In the Content section enter the desired text for this section of the iCourse.

7. In the Reference Material section attach any associated reference material such as links or
documents. Place a checkmark in the box by Mandatory to ensure the reference material is
reviewed when taking the iCourse.
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8. Using the Table of Contents panel on the side, create a sub-component by selecting the
desired component, then select New > Page. The sub-component will appear below the

original.

a. Enter aTitle for the page.
b. Place a checkmark in the box by Online to ensure the section is displayed when

taking the iCourse.
c. Place a checkmark in the box by Mandatory Visit if this section is required when

taking the iCourse.

< Place a checkmark in the box by Show sub-components on initial display, if the
W section has sub-components they will be visible when previewing the iCourse.

Y) Place a checkmark in the box by Show when previewing this iCourse, to display this
section when an employee previews the iCourse from the Training Catalog.

E|Elody Mechanics In-service 20... - S_L
B
Body Mechanics 4 » MNew = Delete Apply Cancel Done
Disclaimer m
Learning Objectives ___:::_Ja I
“?I “Title: —=
Introduction p Risk Factor One]
-
~ )
E|5 Risk Factors Subject Matter Expert:
K v
Risk Factor One |’EL Online: ___:_JIE]
Good Posture Mandatory Visit:
itti Show sub-components on initial display: [ M
Sitting Posture p play 0
5 Body Mechanics Principles Show when previewing this iCourse:

9. Select Apply to save.

We're all about people. m
iTacit Quick Reference Guide — Training Module They are one of your greatest assets.



Page |10

Upload Content in your iCourse

Add file content to your course by uploading Word, PowerPoint, or PDF documents to your
course.

1. Inyour open iCourse, select New > Upload Content.

EEludy Mechanics

Learning Objectives 4| » @ English ~ New = Delete Apply Cancel Done Upload Validate URLs
Introduction Page
*Title
Upload Content
5 Risk Factors Body Mechanics (‘)

L\

Good Posture Reference Code:

Sitting Posture Passing Grade (%): 70
5 Body Mechanics Principles Show Title on each page:
Did You Know? Custom CSS: LANA
Allow Course Completion

Active

Permissions: Xl

Stretching
Proper Planning

Lifting Change...

Working at Ground Level ‘Who can edit this Course?

Standing
Open - Access restrictions have not been applied

Pushing vs. Pulling
‘Who can place this Course into a Training Item?
Repetitive Movements

Sitting Open - Access restrictions have not been applied
Safety
Congratulations!

Body Mechanics Quiz

Insert the Title for the content to be uploaded.

3. Click to browse for the file on your computer OR Drag and drop the file from the location on
your computer.
a. Confirm that that file uploaded by checking the File Name field.
4. Click Apply to save the changes.

=lBoay Mechanics = —
v =

Learning Objectives 4/ b @En;hsh - New =~ Delete Apply Cancel Done

Introduction y
= >
5 Risk Factors =
*Title:
Good Posture Body Mechanics Presentation| (‘}

Sitting Posture Subject Matter Expert:

5 Body Mechanics Principles online: >
Did You Know? Mandatory Visit
Stretching Show sub-components on initial display:
Proper Planning Show when previewing this iCourse:

Lifting Upload Content
Working at Ground Level

Standing

Repetitive Movements
Sitting

Safety
Congratulations!
Body Mechanics Quiz

Body Mechanics Presentation

Drop a file here to upload it
3

Pushing vs. Pulling or

Click to browse...

File Name:
Bod

Mechanics.pptx

iTacit Quick Reference Guide — Training Module
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5. Select the Preview tab to view the content in the Document Viewer as a preview. (See the
next page for preview)

EBudy Mechanics m
Learning Objectives Body Mechanics Presentation
Introduction
5 Risk Factors
Good Posture
Sitting Posture Introduction
5 Body Mechanics Principles
Did You Know?
stretening This in-service provides an overview of proper body mechanics and will
Proper Planning help you understand strategies to reduce your risk for injury.
Litting Body Mechanics is the relationship between posture and the way you
Working at Ground Level move. When you think about this relationship, it is involved in
standing everything you do throughout the day.
Pushing vs. Pulling Knowledge of proper body mechanics can help you do your job with less

physical stress and protect you from injury. Body mechanics-related
injuries are generally soft tissue injuries and are one of the greatest time
loss injuries in the health care industry.

Repetitive Movements
sitting

Safety
Congratulations!
Body Mechanics Quiz

Body Mechanics Presentation

+ 3 Pwge 3 of4 — | + Automatic

Create a Quiz in your iCourse

6. With your iCourse open, select the title of the course and select New > Questionnaires.

Enter Title of the quiz.

Enter Instructions for taking the quiz (if applicable).

Enter a Passing Grade.

Enter the Max. Number of Attempts.

Place a checkmark in the box by Online to ensure the quiz is displayed when taking
the iCourse.

Place a checkmark in the box by Mandatory Visit if the quiz is required when taking
the iCourse.

g. Place a checkmark in the box by Shuffle the order of questions to enable the
feature so each time an employee takes the quiz, the questions will be shuffled to
appear in a new order.

®o0 T

-
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Elsody Mechanics [ Propercs |
, -
Learning Objectives 4(» |.ﬁ a @Ergli;r- - New = Delete Apply Cancel Done
Introduction = - A \ p
Body Mechanic & \[
5 Risk Factors = Body Mechanics Ouw:l_J 6.b @
i 1 —
Good Posture Questions Instructions: —~
If your job is B 7 VU S Paragraph ~ FontFamily ~ FontSizes ~ A ~ A ~
Sitting Posture - —
Sody mecha X he B E = 66 RN MEO T~
5 Body Mechanics Principles m~ | — L B X, x Q @ ] ::
Risk factors ...
Did You Know?
Correct stan
Strefching
Proper siting
Proper Planning
One of the 5
Lifting
The main ca...
Working at Ground Level
It is importan J 6.1 f
Standing [r— ‘J 8.c /,’f‘\j ,.4J 5.d
When lifing I 6o i / P
Pushing vs. Pulling - Passing Grade (%) 70 _Félative Weight 100| Max. Number of Attempts 3
When workin
Repetitive Movements Online Mandatory Visit Show when previewing this iCourse: Shuffle the order of questions: [ —__,
Knes injuries.... B.
Sitting When determining the final grade for this course, always use the: \T 9
When possib. © testwith the highest score
Safety @ mostrecent test score
Injuries that ~ —
Congratulations! Review [7.a ' / 7.b ' 7.¢c
Practicing pr A /l\:]
Body Mechanics Quiz Enable User Review Cn Review Show Correct Answers On Review Show Incorrect Answers
If you are x

Body Mechanics Presentation

7. In the Review section:

a. Place a checkmark in the box by Enable User Review to enable users to review the
quiz.

b. Place a checkmark in the box by On Review Show Correct Answers, to display the
correct answers to the questions when reviewing the quiz.

c. Place a checkmark in the box by On Review Show Incorrect Answers to display the
incorrect answer that was chosen.

8. Select Apply.
9. Create a new section in your quiz by selecting the title of the quiz. Select New > Section.

a. Enter the Title of the section.

10. Add a question to the quiz section. Select the desired section on the left-hand table of
contents, then select New > Question.

Enter the Question in the text box provided.

Select the dropdown arrow to select the desired question type.

Place a checkmark in the box by Answer required to make the question mandatory.

Place a checkmark in the box by Always ask this question to ensure the question is
asked even during retakes.

e. Place a checkmark in the box by Shuffle the order of answers to enable the feature
so each time an employee sees this question the answers will appear in a new order.

coow
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[=IBody Mechanics &K

Learning Objectives 4/ p @ English ~ New ~ Delete Apply Cancel Done
Introduction
=lBody Mechanic \’ 12 I
5 Risk Factors
= questions 1 Question: 10.a

Good Posture B J U A~ &M

If your job is ... S
Sitting Posture

Body mecha | your job is highly physical and requires you to lift or move a large amount of weight, you are atincreased risk for injury
5 Body Mechanics Principles

Risk factors

Did You Know?
Correct stan..

Stretching
Proper sitting
Proper Planning
One of the 5 ...
Lifting
The main ca | 10.b
Working at Ground Level /_
It s importan
Standing Wultiple Choice ~ | Shuffie the order of answers: [T f‘J 10.e |
When lifting, - 7_,
Pushing vs. Pulling Answer required; — 10.¢c
‘When workin
Repetitive Movements Always ask this guestion: [7]  This gquestion is included in the random guestion pool
Knee injuries S
Sitting 10.d
When possib.. Answer Options
Safety ‘ 11.b
Injuries that
Congratulations! 7 Answer
Practicing pr. £
Body Mechanics Quiz True Yes
If you are ex..
Body Mechanics Presentation @
False 0 No

11. Enter the Answer Options.

Select New.

Enter the Answer option.

Enter the answer’s Value.

Place a checkmark by the correct answer to the question in the Correct Answer
column.

coow

12. Select Apply to save your quiz and iCourse.

Set up a Randomized Quiz in your iCourse

13. In your iCourse, select the title of the quiz and select the Sections tab.

a. Setthe Relative Weight for each section.

b. Enter the number of required questions for each quiz in the Answer Required (# to
ask) column.

c. Enter the number of optional questions for each quiz in the Answer Optional (# to
ask) column.

We're all about people. M
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Body Mechanics
¥ Properties —
Learning Objectives 4/|» L‘B (@ Engiish  ~ New =~ s U ancel Done
4 -
Introduction A N e
[=IBody Mechanic Titie 1
5 Risk Factors Body Mechanics Quiz @ ‘ 14
Questions . .
Good Posture Instructions:
If your jobis ... Paragraph ~ FontFamily ~ FontSizes ~ | A ~ A ~
Sitting Posture —
Body mecha.. i 1 P RN o (O
5 Body Mechanics Principles . — X, X = | n2
Risk factors 2 ~ B Qen|s|x
Did You Know?
Correctstan
Stretching
Proper sitting. .
Proper Planning
Onecfthe s .
Lifting
The main ca g
Working at Ground Level [13.a [13.p [13.¢
Itis importan R — .
Standing " \ \ \
When ifting, .. ¥ I\' \
Pushing vs. Pullin z
. o When work \"‘qeeihhttl;i)r Answer  Answer Answer Answer
{¥hen workin.. Title ‘eg(h Required  Required Optional Optional
Repetitive Movements secti # in pool Ztoask 2 in pool #toask
Knee injuries 2
Sittin
4 Questions 1.000 2 2 o

When possib.
Safety

Injuries that ...
Congratulations!

Practicing pr..
Body Mechanics Quiz

If you are ex
Body Mechanics Presentation

randomly select ten (10).

If you have required questions in the pool, you can randomly select from these questions
to display in a quiz. Example: From the pool of fourteen (14) required questions,

No checkmark in the Always ask this question box will add the question to a pool of

guestions.

If you have optional questions in the pool, you can randomly select from these questions
to display in a quiz. Example: From the pool optional five (5) questions, randomly select

two (2).

If your quiz is one large section, your question pool will be one general pool of questions.
However if your quiz is separated into a number of sections, your question pools will also

be separated into sections.

Example of Relative Weight: Comprehension quiz set section has a relative weight of
100% and Course feedback section has a relative weight of 0%. The percentage can
be altered to various options such as 80% / 20%. When scoring is completed, the
relative weight is used to determine the employee’s overall score for the quiz.

14. Select Done to save your quiz and associated iCourse.

Understand Scoring in a Quiz

The two gquestion types that are scored in iTacit are multiple choice and multiple
select. A multiple choice question is scored out of the highest possible score (highest
weighted response option), and a multiple select question is scored out of the total possible

score (all response options added together).

1) Basic scoring example:

Example Multiple Choice: Response options — Yes = 5; No = 0 — the total possible score

is5

iTacit Quick Reference Guide — Training Module
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Example Multiple Select: Response options — Yes = 5; No = 5 — the total possible score

is 10
Answer Options
MNew Edit Delete
Answer Value Correct Answer
True 0 Na
False 5| | Yes

2) An example for a question with 3 response options:

Example Multiple Choice: Beginner = 0; Intermediate = 10; Advanced = 15 — the total
possible score of the question is 15.

Example Multiple Select: Beginner = 0O; Intermediate = 10; Advanced = 25 — the total
possible score of the question is 35.

Answer Options
New Edit Delete
Answer Value Correct Answer
Beginner 0 No
Intermediate 10 No
Advanced 15 Yes

3) If you have a negative weight, this will lower the score.
Example Multiple Choice: Yes = 0; N = -5; the total possible score is 0

Example Multiple Select: Beginner = -10; Intermediate = 10; Advanced = 15 — the total
possible score of the question is 15

Answer Options
MNew Edit Delete
Answer Value Correct Answer
Beginner 10 No
Intermediate 10 No
Advanced 15 Yes

Upload a Packaged / SCORM Course

Course materials from other training content vendors can quickly be uploaded to iTacit, provided
they are in an compatible format.

1. Select Menu > Training & Education > Packaged Courses

2. In the Packaged Courses screen select New.

We're all about people. m
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Enter a Title for the packaged course.
Enter a Description if applicable.
Enter a Reference Code if applicable.
Choose a predetermined permission group by selecting the dropdown option by
Permissions.
i. To set permissions without a predetermined permission group select

aoop

Change.
1. Search for the desired Group, Business Unit, Job Classification
and/or Role.

2. Select Add to be add your selection to the desired section.
3. Select Who does this include? to view the names of employees
included in the desired section.
4. Select Done.
e. Select Apply.

{ 4 G}Euglish - Upload Previe New Delete Apply Cancel Done
m [T P
= Course Upload Histol
*Title: | Age Specific Care G' 2 2
Description: | Age Specific Care G. Version Uploaded On

Reference Code
X v

Permissions:

‘Who can edit this course?

Open - Access restrictions have not been applied

‘Who can place this course into a Training Item?

Open - Access restrictions have not been applied

3. Select Upload. (See image on next page)

Select Browse to attach the desired course.

Select the desired Upload Option.

Select Upload.

Select Yes to confirm you would like to continue. Wait for the course to load.
Select OK to confirm the course was successfully uploaded.

Select Yes to activating the course.

~0o0oTw

If employees are currently taking the existing course, they will lose all progress and will
have to retake the course using the new version.
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@ English - Upload He Delete Appl Ca Done
m Content Upload ﬁ X
“Title: | Age Specific Care ipload
Description: | Age Specific Care Title: Lelozded O
File to Upload Browse.
Reference Code: Upload Options:
@ Create a new version and distribute to employees who have not started the
Activi course
Create a new version and distribute to employees who have not started the
Permissions: course as well as employees who are currentl ng the course
Who can edit this course?
X
Who can place this course into a Trai ‘You have chosen to create a new version and distribute it to employees who have not yet started the
course.
Are you sure you would like to continue? /E
No
4/|» (@ Engish - Upload Preview New Delete Apply Cancel Done

*Title: | Age Specific Care @ Ermnea Wl Uy

Descripion: | Age Spedifc Care e Version Uploaded On
0 29 May, 2017
Reference Code: E
Active:
Permissions: X |
Change...

Who can edit this course?

Open - Access restrictions have not been applied

Who can place this course into a Training Item?

Open - Access restrictions have not been applied

5. Select Done.

p

The most recent modification to the Packaged Course will be date stamped in the
section Last Updated On.

We're all about people.
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Create a Training Catalog Item

Training Catalog Items are set up for each online course (iCourses and Packaged Courses)
offered through iTacit to specify who can see and access these items through the Training
Catalog. They are also set up for common in-service or external training you wish to manage
and track in iTacit.

1. Select Menu > Training & Education > Training Catalog Setup.
2. Inthe Training Catalog Setup screen select New.

a. Enter the Name of the training item.
b. Select the Link to Course to associate your training item to an iCourse or
Packaged Course.
Select the Available From and To dates.
You can also configure your training item to:
i. Temporarily Hide
ii. Launch iCourse after Enroliment
iii. Enable Self-Enroliment
iv. Enable Manager to Enroll Team
v. Allow Auto-Completion
vi. Display Sessions in Catalog
vii. Enable ‘Like’ Feature
e. Select Upload to add a logo to the news article.
f. Choose a predetermined permission group by selecting the dropdown option by
Permissions.

a0

3. Select Apply to save.

4| Messages @ Engish - New Delete Action = Apply Dene
*Name: | Memaory Care (Part 1) - Cause & Effect @ Enrolment Fee
Code Launch iCourse after Enrollment: Course has a fee: []
Linkto Course: | Memory Care (Part 1) - Cause & Effect Sl Enable Selt-Enroliment Fee Information
*Available From: |19 Aug 2016 [ To ] g Enable Manager to Enroll Team ﬁ
TemporarilyAide: [7] Browse Training Catalog

Logo g Sl Display Sessions in Catalog: [7]

Enable 'Like’ Feature:
*For best resultsi
1. Ensure that your logo image is square (ie. has the same height and

width) Completion Moabile
2. Keep yourimage sizes small (ie. no larger than 512x512 pixels)

3. If yourimage has a white background, consider making it transparent
4. Use the populsr PNG or JPG formats for your images.

Allow Auto-Completion Course is mobile-ready’

Permissions X

Search Keywords
Change.
New Delete
‘Who can edit this training item?
*Keyword

Open - Access restrictions have nat been applied

‘Who is this training item targeted to?

Open - Access restrictions have nat been applied

‘Who can manage employee transcripts for this training item?

Open - Access restrictions have nat been applied

4. In the Outline section:

We're all about people. M
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a. The Summary Outline is the brief description that employees will see when they
view the training item in the Training Catalog.

b. The Detailed Outline is the detailed description of the training item. This description

will be visible when the training item is selected from the Training Catalog.

Messages @ Engish ~ New Delete Action ~ Apply Done

Standard Outline Text:

22 o
Summary Outline:

Paragaph v B 7 U A~ & x, X i ln X B H & » & o H
Dementia changes the way people process information, communicate, and behave. As a caregiver you need to have a good understanding of what causes these changes and
how best to respond

Detailed Outline: #

Parag,aph + B 7 U A~ & x, X L = EE = — B\~
D B P R h X ©& B &  FontFamily v FontSizes v & < 2
Studies suggest that at least 30% up to as many as 70% of the elders that live in Long-Term and

Assisted Living facilities have some form of dementia or symptoms of Alzheimer’s Disease

Dementia changes the way people process information, communicate, and behave. As a caregiver
you need to have a good understanding of what causes these changes and how best to respond

behavior.

« To foster understanding, sensitivity and respect for the dementia resident thereby improving their quality of
life as well as the caregivers work experience.
« Provide a basic understanding of how dementia and Alzheimer's disease affects cognition and alters

« Build caregiver understanding of the causes of memory loss, cognitive deficits, altered mental states and
common behaviors.
« Motivate staff to be independent problem solvers by increasing their knowledge base related to interpreting

and racnandinn ta hahaviare and nravidina aveallanca in cuetamar caniica

5. Select Apply to save.

6. You can add additional information in the remaining sections:

a. Topics & Types — set relevant search criteria so the training item may be found
during a search.

b. Instructions — enter special enroliment instructions or completion instructions.

c. Documents — attach any applicable documents. These will be visible to employees
when viewing the training catalog item.

d. Credits — add the credit type and number of credits that may be awarded.

e. Sessions — set time and dates for one or more training sessions.

f. Administration — assign an individual as an administrator for the training item.

g. Notifications — set up message notifications to be sent by iTacit.

h. Surveys — add a survey for course participants to complete.

We're all about people. M
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Publish a Training Catalog Item to the Banner
Publish a Training Catalog Item to the banner to catch the employee attention, advertise new
courses, and prompt action in completing important courses.

1. Select Menu > Training & Education > Training Catalog Setup.

2. Inthe Training Catalog Setup screen, search for the desired Training Catalog Item.

3. In the Banner section:

a. Enter the From and To dates
b. Select the desired format
c. Enter the Content to be displayed in the banner.
d. Select Preview to view how the news article will display.
4P Messages @Enghsh - New Delete Action - Apply Dene

New Delete Apply Cancel

1Jun 2017 -2 Jun 2017
Display from |4 yyn 2017 @ to |2Jun2017 @ Select the display format to use in the content banner  Preview...
Displgyar 10/ seconds before rotating to next banner © w
] ———— No Image
Content = .
@

pr— | Image on Left

ma

| —_— ) Image on Right
Image
(with titte and details overlaid if available)
Select an image to use in the content banner &
Upload Clear

e. Select Apply.

We're all about people. M
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Set Up a Certificate for a Training Catalog ltem
Each Training Catalog Item has the ability to provide a unique certificate for staff.

1. Select Menu > Training & Education > Training Catalog Setup.

2. Inthe Training Catalog Setup screen, search for the desired Training Catalog Item.

3. In the Certificate section:

Place a checkmark in the box Allow Certificate Printing.
Select the Completion Certificate to associate with the training item.
Select Preview to view how the certificate will display.
Select the associated permission to allow certificate printing:
i. Allow Employee to Print Certificate: employees will be able to print
certificate from My Training.

oo op

ii. Allow Certificate in Team Training: managers will be able to print certificate

from My Team Training.
e. Enter the desired Optional Certificate Text.

y Training administrators will have access to print a certificate via Transcript Manager.

4. Select Done to save.

Messages

Allow Certificate Printing:

Completion Certificate:
iTacit Default Certificate

-

Preview

Allow Employee to Print Certificate

Allow Certificate in Team Trainin@

Optional Certificate Text:

lo

Optional text to appear on certificate C‘)
Optional Text Line 2
Optional text line 2 @
Optional Text Line 3:
Optional textline 3 @

(@ Engiish - New Delete Action = Apply

Done

o

We're all about people.
They are one of your greatest assets.

iTacit Quick Reference Guide — Training Module




Certificate Preview:

Page |22

This is to certify that: ‘
Travers, Jason (Fred)

321 King Street Employee Address
Westminister, BC TiIK 7W3

Has completed
Memory Care (Part 1) - Cause & Effect

Optional text to appear on certificate
Optional text line

iTacit Healthcare Course ID: NC1
Date: 5Apr2017

Accomplishment

Optional text line 3 Optional Text

Credits: Mental Health / Dementia: 1

We're all about people.
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Create a New Training Certificate

1. Select Menu > Training & Education > Configuration > Certificate Library >
Certificates.

2. In the Certificates screen select New.

Description:

a. Enter a Name of the certificate.
b. Enter a Description if applicable.
c. Select the dropdown option by Certificate to upload the .pdf file from the Certificate
Library > Media Library.
d. Place a checkmark by Use Corporate Logo to use your corporate logo that is in
iTacit to appear on the certificate.
e. Select the dropdown option by Certificate Logo to select a logo to appear on the
certificate.
f. Enter text into the Assertion section that you wish to appear on the certificate.
g. Enter text into the Accomplishment section that you wish to appear on the
certificate.
h. Place a checkmark in the Default box to make this certificate appear first in the
lookup section.
i. Select Preview to view the certificate.
Search @ Englsh ~ New Delete Apply Cancel D%
Default Certificate - Defau\lce:;:z::‘t;tl\ Mo - E \3
FCS My Trainer myTrainer_CertificateofCom...  No !‘:I'::‘ebera“"ce”‘"cate )
@

FCS myTrainer

iTacit Default Certificate

FCS myTrainer Completion No iTacit Default Certificate
Certificate
*Certificate

Default Cerlificate Yes Default Certificate @|x |~

Previewr..
Use Corporate Logo.
o

Certificate Logo:

iTacit Logo.png @ x>
Assertion:
This is to certify that: @
Accomplishment:
Has completed @
Default
a
Permissions:
x|
Change...

Who can edit this certificate?

Open - Access restrictions have not been applied

Who can use this certificate?

Open - Access restrictions have not been applied

3. Select

iTacit Quick Reference Guide — Training Module

Done to save.
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The Media Library

All audio, video, and image files for your Training Catalog Items are stored in the Media Library,
so they may be shared and used in multiple documents.

1. Select Menu > Training & Education > Media Library.

Create a new media library item:

2. In the Media Browser screen:

a. Enter a Description for the item.

b. Place a checkmark in the box by Shared to ensure your media item is available for
use by others.

c. Select Browse to search for the media file you would like to upload.

3. Select Apply.

Keywords

Used In

5_FACENECKMUSCLES.]

after contact

‘

AP - Physical warning
signs

¥

7

AP - Zero Tolerance

a

4.MP3

2

.

Abuse Prev -
Employees Must

‘

AP - Financial Abuse

‘

AP - Resident abuse
prev

Shared

Yes

a

4.MP3

H

Abuse Prev - What is
Abuse

p

'

Aplus

H

AP - resident to
resident

H

Assessing Pain

=
=

beattheblerch.png

E

binders

-

a

4.MP3

E

afinal message

7

.

AP - neglect warning
signs.

‘

AP - sexual abuse
warning signs

7

'

At risk of chocking

beattheblerch.png

H

blood

4»

Continuum of
care for your team.

Used In...

*Description:
Banner Image

*File Name:
ITACIT_BANNER_TEMPLATE_V3.PNG
Subject

Topic:

Objective:

Author:

Asset Notes:
Sharedﬁ
Permissions:

Who can edit this media asset?

Open - Access restrictions have not been applied

Download New Delste Apply Cancel

\&

Drop a file here to upload it

or

Click to browse... D

X v

Change...

View an existing media library item:

4. In the Media Browser screen:

a. Enter Keywords to search for the desired media library item.
b. Select Search.
c. Select the item to display its details on the right side of the screen.

We're all about people.
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To modify the details of a media item, select it from the list and make your changes on
the right side of the screen.

Search 4/ p Download Mew Delete Apply Cancel

Keywords Shared
Yes 7

Used In

S

Drop a file here to upload it

a
a
a

or
4(1).M

2

4.MP3 4MP3 4MF3 Continuum of
care for your team.

Click to browse...

!

5_FACENECKMUSCLES ] Abuse Prev - Abuse Prev - What is a final message Used In...ﬂ
Employees Must Abuse *Description:

Banner Image|

)
e,
.
u
u

Ve 2

‘
E
.

*File Name:
ITACIT_BAMNER_TEMPLATE_V3.PNG

after contact AP - Financial Abuse A plus AP - neglect warning
signs Subject
¥ % [ ¥
e
AP - Physical waming AP - Resident abuse AP - resident to AP - sexual abuse Objective:
signs. prev resident warning signs
Author:

7

E
H
E
.

AP - Zero Tolerance area rug Assessing Pain At risk of chocking Asset Notes

r 1 r 1
¥ A
J
‘ | Shared:
Bacteria Banner Image beattheblerch.png beattheblerch.png
Permissions.
X v
12 ¥, v, ”,
it this medi ?
bed bills binders blood ahicoaiediCth Ead itz

Open - Access restrictions have not been applied

5. Select Apply.

Create a Session

You can create sessions, manage enrollment, and track attendance for in-services and external
training using the Session Manager. Before following the steps below, be sure your in-service or
external course is set up in a corresponding Training Catalog Item.

1. Select Menu > Training & Education > Training Catalog Set-Up

Create a Session:
2. In the Session tab, select New:

Enter a Session Name.

Enter Start and End dates.

Enter Session Location if applicable.
Enter Session Size if applicable.

coow

3. Select Apply.

We're all about people.
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4|/» Messages (@ Engish - New Apply Done

m Participants | Stand-by List = Withdrawn  Surveys

Additional Information
“Training Catalogue Item:  Choking Prevention LI

Session Name: | Spring Session @
&*Stan 3 Apr2017 [ “End: |3 Apr2017 (]

Enroliment Deadline: 30 Mar 2017 G|

Begins: 08:30 v Ends: 16:00 et
Fee

Aflantic Standard Time 7
Duration hours Session has a fee: []

. B Fee Information
Session Location

Click here to copy the location information from a template

Area X v
Building: @
Room 6] Session Size Session Languages
Street @ Minimum # of Participants 5 English
City: @ Maximum # of Participants 15 [7] Frangais
Province/State: X v Provider / Facilitator
PostaliZip Code: Erovider “ |x |v|
This session will display as follows: ——

Spring Session
08:30to 16:00
3 Apr 2017

We're all about people.
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Create a Knowledge Program

A Knowledge Program is a group of training requirements assigned to employees to be
completed within a specified timeframe. These may be set up to complete once all training
requirements have been met, such as an Orientation Program, or may be scheduled to recur to
provide staff with mandatory yearly training requirements. Automated notifications may also be
sent to employees and managers to notify them of knowledge program status changes or
upcoming due dates.

1. Select Menu > Training & Education > Knowledge Programs Setup.

2. In the Knowledge Programs Setup screen select New.

a. Enter a Name for the Knowledge Program.
b. Enter an Abbreviation.
c. Choose a predetermined permission group by selecting the dropdown arrow beside
Permissions.
Or
Select Change to set permissions without a predetermined permission group.
i. Search for the desired Group, Business Unit, Job Classification and/or
Role.
ii. Select Add to be add your selection to the desired section.
iii. Select Who does this include? to view the names of employees included in
the desired section.
iv. Select Done.

3. Select Apply.

(|| » @ Engish - New Delete Action  ~ Apply Done
:
*Name: |Recreation/\Wellness Knowledge Program @ Motes:
*Abbreviation: | RWKP @
Permissions \B R !
Active \3
Change...
Who can edit this knowledge program?
Open - Access restrictions have not been applied
Who is this knowledge program targeted to?
Open - Access restrictions have not been applied
Who can manage employee information for this knowledge program?

Open - Access restrictions have not been applied

V To inactivate a Knowledge Program, remove the checkmark by Active.

We're all about people. m
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4. Select the Training Requirements tab:

a. Inthe Training Item section select New.
i. Select the desired training items to associate.
b. Inthe Credit Type section select New.
i. Select the desired credit type to associate if applicable.

& (& Engish - New Delete Action = Apply Done
DG
a bl New Delete Action ~ Apply New Delste
F Training Cataleg Hidden Credit Type Required Credits
[F] Behavior Management No
[F] Bioterrorism No
[F] Bloodborne Pathogens No
[F] Body Mechanics No

To remove a Training Item or Credit Type, place a checkmark beside the item. Select
Delete.

<~ When adding additional Training Requirements to an existing Knowledge Program

o select Action > Propagate Changes after adding the new training requirement to
ensure employees currently enrolled in the Knowledge Program are enrolled in the new
training requirement.

5. Select Apply.

We're all about people. m
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6. Select the Program Schedule tab:

a. Setthe Duration of the knowledge program.
b. Setthe Initial Expected Completion.
c. Setthe Recurrence to automatically re-enroll employees.
d. Setthe Automatic Enrollment to enroll employees on their role start date.
e. Setthe Notification Messages to be sent to employees.
4 b MHew Delete Action - Apply Dene
[—— __—— @ |?'/
Duration _:_.I a .
(&) The program ends v | from the start of the program.

@ The program ends on | March 31st [ of each year.

(Z) The program ends when the employee has completed all the program requirements.

Initial Expected Completion ‘_4:;[9

The employse is expaectad to complete the program within Days v | of initially starting the program.

Recurrence ’;,{a

[] Cnce the program ends, automatically re-enroll the employee in the program
Recurrence Expected Completion

The employss is expectad to complete the program within Days ~ | of the program recurrence starting.

Automatic Enrollment ‘41‘9

[] Automatically enroll employee on position start date.

Notification Messages %a

[T] Send a program starting message days after the start of the program.
[] Send a reminder message days befors the expactad completion date.

[T] Send a past dus message ifthe employee did not complete the program by the expected completion date.

Send a reminder message 2| days before the program ends.
Subject: | Recreation/Wellness Knowledge Program - Reminder

Message: |Justa reminder that you have 2 days left to complete the Recreation/\Wellness
Knowledge Program.

7. Select Done.

We're all about people.
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TRAINING & EDUCATION - Standard Use

Assign Training through the Training Catalog

The easiest way to enroll an employee in online training is through the Training Catalog. Using
the Enroll Team Members button once you have selected a particular training item, managers
can assign the item to a portion of or to their entire team.

1. Select the Training Catalog.

2. Search for and select the course you wish to enroll employees, using search criteria on the
side.

Body Mechanics # ! Contacts

Course Summary Preview iCourse Enroll Me

. Enroll Team Members
Body Mechanics

Attachments

R No documents to display.
This inservice provides an overview of proper body mechanics and will help you understand strategies to reduce your risk for

injury.

Body Mechanics is the relationship between posture and the way you move. When you think about this relationship, it is
involved in everything you do throughout the day.

Knowledge of proper body mechanics can help you do your job with less physical stress and protect you from injury. Body
Mechanics-related injuries are generally soft tissue injuries and are one of the greatest time loss injuries in the healthcare
industry.

This is infarmation about our privacy policy.

3. Select Enroll my Team. (See image on next page)

a. Click Select employees

b. Use the Employee Lookup window to choose the employees, roles, business units,
job classifications, or groups you wish to enroll.

Click Add to include those chosen to the Total Recipients list.

Click Done.

Qo

We're all about people. M
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Body Mechanics

1 Choose the employees you would like to enroll in this course

= ediately after|  gearch by... /
—r»i@ Name; L3N y/ 4
Role Registered Nurse; X v -
Job Classification: X |~
Remove
Business Unit X ¥
Group: X v
Or Choose...
My Direct Reports
My Direct and Indirect Reports

Elm Va 1t
(34
2 specify a due date |‘|r:qu||f:@
: =
Due /4
Employse Lookup 3¢ *
_ =
3¢

Total Recipients: 2
ic E
ﬁ" Registered Nurse
»

Who does this include?

ElmValley
Communities

4. Select a Due Date, if necessary.
5. Click Enroll Now.

Assign Training using the Transcript Manager

In iTacit, training records are called transcripts. In the Transcript Manager you can create new
transcripts which allows you to assign training or record previously completed training.

1. Select Menu > Training & Education > Transcript Manager.

Enroll a Single Employee OR Multiple Employees:

2. In the Transcript Manager screen select New > Create Transcript (Note: A Create

Transcript tab will appear.)

a. Click Select Course to choose the course to enroll employees (Course Lookup

window will appear).

b. Click Select Employees to choose a single employee or a group of employees
(Employee Lookup window will appear). Selected employees will appear in the Total

employees to enroll box.

c. Select the Status of the transcript to be created. If employees are being enrolled,

select Enrolled.

&

Completed in this case.

iTacit Quick Reference Guide — Training Module

Enter the Due date, Description, and Notes details if applicable. Never enter in an End
date unless you are recording training that has been completed. Set the status to

We're all about people.
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3. Select Create Transcript(s).

Total employees to enroll: 7
1 Select the course
’ Registered Nurse

Select course

Body Mechanics

2 Choose the employee 5
—
Selact employess

f
3 set the status — 2.c
*Status: ’/——”Rjasnn

v v

Notes:

4 Enter the dates

Starts: Ends: Due
G|

5 Enter the results

Grade: Passing Grade:! Current Progress: Authorization Code:
% % %

6 Enter any additional details

Description:

Notes:

7 Createthetranscnpt(s)) 3
»

~— To create a record or transcript for courses being taken outside of iTacit, enter the
¥ training item title in the Course section. If you will regularly be tracking this outside
course, consider creating a Training Catalog Item.

_ A confirmation pop up will appear informing you that you will receive an email
notification once all employees have been enrolled in the transcripts.

We're all about people. M
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Manage Training Records through the Transcript Manager

All training records (of enrollment, progress, completion, and withdrawal) can be created and
managed using the Transcript Manager. This includes online training, in-services, and outside
training not completed through iTacit.

Create Transcripts for In-Service or Outside Training

1. Inthe Transcript Manager screen select New > Create External Transcript(s).

a. Enter the training item title in the Course Name section.

If you will regularly be tracking this outside course, consider creating a Training
Catalog Item.

b. Click Select Employees to choose a single employee or a group of employees
(Employee Lookup window will appear). Selected employees will appear in the Total
employees to enroll box.

c. Setthe desired status. If this is a future transcript, set to Enrolled. If this a transcript
for a course already finished, set to Completed.

W'j Enter the Starts / Ends dates to indicate when the course was completed. Add a
description of the training provider and any other applicable details.

2. Select Done.

2 Create Transcript{s) Cancel
Total employees to enroll- 11
1 Enter the course name
ﬁy Licensed Practical Nurse EIm Valley Communities
*Course Name: 4 g
Understanding Dementia ﬁ', Licensed Practical Nurse Elm Valley Communities
»
2 Choose the emplnyses J 1b .
ﬁ' Licensed Practical Nurse Elm Valley Communities
Select employees /;“ l ,’
/ Registered Nurse Elm Valley Communities
3 settne status L\,’p < g
“status Reason: 1\” Registered Nurse Elm Valley Communities
Enrolled ~ ~ »
Motes 1\’ Registered Nurse Elm Valley Communities
»
ﬁy Registered Nurse EIm Valley Communities
»
Registered Nurse Elm Valley Communities
4 Enter the dates ﬁrp 9 4
Starts: Ends: Due: ﬁ' Registered Practical Nurse Elm Valley Communities
30 Nov 2016 |3 O O P

5 Enter the results

Grade Passing Grade Current Progress: Authorization Code:

6 Enter any additional details

Description.
In-service education|

Notes:

7 create the transnript%

Create Transcript(s)

We're all about people. M
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A confirmation pop up will appear informing you that you will receive an email notification
once all employees have been enrolled in the transcripts.

We're all about people. M
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Update a Transcript
Modify records in the Transcript Manager to indicate a change in status.

1. Select Menu > Training & Education > Transcript Manager.

2. Inthe Transcript Manager screen, search for the transcripts you would like to edit filtering by
course, job classification or business unit, status, or date.

a. Place a checkmark by the desired transcript(s).
b. Select Action > then choose your desired action.
i. Approve Enrollment — Change an Enroliment Requested Status to Enrolled
ii. Complete — Mark a course as being Completed
iii. Complete (unsuccessful) — Mark a course as failed.
iv. Withdraw — Withdraw the employee from the course.
c. The associated confirmation window will appear.
i. Enter areason for the change if applicable.

d. Select Ok.
@\\\ (="
- Saarch Employee Co Session Starts Ends l_b-r/ Status
7 /™ Afonso Documentation/C g Rules 03 Mar 2014 Enrollec
Course as- ; rse, H
Documentation/Charting Rul ak T %
Session F m At Enralle
- - ? ,‘2} You have chosen to authorize the completion of this course, for the selected - o
a Al C | participants(s)
Refine my search to specific: If you would like to enter a reason for this change, please do so below (optional):
Job Classification Enrolled
v
Business Unit
=
Emplayse Enrolled
v
“
Status
v
Start (from - to) & SHEEE
al
End (from - to) Authorization Code (if applicable):
As of (from - to) ‘d i . o
‘_J-l\:.__
Ok Cancel
Type =
v

, To manually update transcripts, select Edit instead of selecting Action in step b and
5") update each profile individually. Use the Next/Previous buttons to navigate from transcript
to transcript.

We're all about people. m
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Transcripts

3. iTacit allows you to assign the same grade to many transcripts at once. In the Transcript
Manager screen, search for the transcripts you would like to edit filtering by course, job
classification or business unit, status, or date.

coow

Place a checkmark by the desired transcripts.

Select Action > Bulk Edit.

Enter the Passing Grade and/or Grade for each selected transcript.
Select Apply.

a

Course

Age-Specific Care

Session

Job Classification
Business Unit
Employse

Status

Status Reason
Status s of (from - to)
Start (from - to)
End (from - to)
Due (from - to)
Type

Topic

Credit Type

Has 2 transcript document

Refine my search to specific:

7 Employes Courss/Session Starts Ends Dus Status E%:;r Sta
7l ﬁ Estey, Elizabeth Age-Specific Care 25 Jan 2014 Enrolled 2
g
v Jackson, Terry Age-Specific Care 30 Nov 2015 Enrolled
v
- Fl Age-Specific Care 20 Aug 2014 Enrolled 2
Transcript Manager - Bulk Edit ®
v 2014 03 Sep 2014 Enrolled 2
e B Apply Cancel
¥ @ n :E;e)aton‘ Gary o Grade 74 2014 Enrolled :
= : : Passing Grade 70
! Westlor 2014 Enrolled 2
ﬁ B Starts [} 1
v AN
B Ends (]
+| [ 2014 Enrolled 4
Due: |30 Apr 2015 (|
Fl 2014 03 Sep 2014 Enrolled 2
"l 2014 Enrolled
V! 2014 Enrolled 2
v
i Age-Specific Care 20 Aug 2014 Enrolled
=
b4 Fl Age-Specific Care 20 Aug 2014 Enrolled 2

We're all about people. M
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Manage Failed Transcripts

If an employee has failed a course, Completed (unsuccessfully), they can take the course again
by re-enrolling from the Training Catalog or you can re-assign the course to them. You cannot
“reset” a transcript by changing its status. If you wish to erase the record of an employee failing
the course, you will need to delete the associated transcript for that course. Leaving the failed
course on record will simply show that the employee took the course twice to meet the
requirements.

1. Select Menu > Training & Education > Transcript Manager.

2. In the Transcript Manager screen search for the transcripts.

a. Place a checkmark by the desired transcripts.

3. Select Delete.

4. Select Yes.
[2_1 - Ed - De it -
N tart 3 gEn

Course R

Diocumentation/Charting Rul >

Session

Refine my search to specific:

Job Classification

Business Unit

Employes

Status

Completed (unsuccessful »

Start (from - to)

C » You will need to create new transcript or ask the employee(s) to re-enroll through the
Training Catalog so the employee(s) can retake the course.

We're all about people. m
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Print a Training Certificate

There are multiple methods to printing certificates.

Transcript Manager:

1. Select Menu > Training & Education > Transcript Manager.

2. In the Transcript Manager screen search for the desired transcript.

a. Place a checkmark by the desired transcripts.

3. Select Action > Print Certificate(s)

Page |38

New ~

Search Employee Course/Session Starts Ends Due

Search for Course or Session Daoust, Wanda Alzheimer's Disease 03 Mar2017 03 Mar 2017
Housekesping Aids,
Course Cedar View Long Tam Care
Alzheimer's Disease L3N .
\ icole Alzheimer's Disease 03 Mar 2017 03 Mar 2017

[T] Show employees who do NOT have sger

this course Lang Tem Care
Session
(Al X

Employee search options:
Job Classification

(Al X

Business Unit

(Al X
Employee

(A X
Active

Yes w7

Advanced search options:
Status
Completed X v

Status Reason
(Al X

Status as of (from - to)
O

Start (from - to)

Edit
Status.

Completed

Complated

Delete

Action -

Rea  Approve Enrollment

Complete

Complete (unsuccessful)
Withdraw

Send Message

Row count

Export

Export as Cross Tab

Export Packaged Course Data
Print Certificate(s)

Bulk Edit

4. The Print Certificate(s) window displays, select the Print icon.

Print Certificate(s

This is to certify that:

Hurn, Curtis

Has completed

Alzheimer's Disease and Other Dementias
Care Course

Por—e—f

=)

A

5

Centre for Excellence NS « ) \

Employee Profile:

iTacit Quick Reference Guide — Training Module
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5. Select Menu > Employees > Employee.

6. In the Employees screen search for the desired employee.

Click directly on the employee.
Navigate to the Transcript tab.

Click directly on the desired transcript.
Select Print Certificate

coow

4//» __— | Print Certificate Delete Apply Done
Eiey
Little, Kristi No L 1 Displ
Personal Care Aide, Star-Lite Village Employee Since: 1.Jan, 2013 No -anguages lo Display
L—=1
Course Duration
Body Mechanics E,’ Starts: Ends: Due:
8.Jan 2013 3| |10 Dec 2014 O ]
Current Status Performance
*Status: Reason Grade: Passing Grade: Current Progress
Completed v " % 70 o %
Notes Autharization Code
Details
Description: Notes:

7. Follow step 4 above to print certificate.

We're all about people. M
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Manage a Session

You can manage enrollment and track attendance for in-services and external training using the Session
Manager. Before following the steps below, set up your in-service or external course as a Training
Catalog Item and create a New Session.

1. Select Menu > Training & Education > Session Manager.

2. In the Session Manager screen, search for the session you would like to modify filtering by
course or date. Select the Session.

Manage Enroliment:
3. Select the Participants tab.

Select Action > Enroll Participant(s).

Search for and select the desire employee(s).

An Enrollment Confirmation window will appear, click OK.
Select Search to view all enrolled participants.

coow

Messages @ Engish - New Delete Apply Done

oo

Searcn Edt Deite  |[__acton -]

[} Employee Status Reason As of Enroll Participant{s)
B Corbeil, Caroline Enrolled 25 Jg Mave to Another Session
) Weiness Manage Employess I Can See =

Eagle Ridge Heatthcars (ER) Move to Stand-by List

search Select Cancel

O ) cow sywan Name Employest T 18Jan 2017 | Complete
4 Cetary Aide
=" Eagle Ridge Healhcare (ER) paoust Complete (unsuccessful)
Role Business Unit Job Classification
. A ] [ ] [ v Nithdran
] [J§™ Desciteaux, Gabriel 18Jan2017 | Withdraw
R cook Must have all roles selected above [7] Mustbe in all business units selected above [] Must have all job classifications selected above [
S Eige midge Hesthears (ER) Send Message
More search options >>
" T 18 Jan 2047 | Tnclude in exsting messages
Y Dietician Name Default Role Belongs to Business Unit Start Date.
- Esgle Ridgs Healtheare (ER) Row count

aoust, Wanda Housekeeping Ontario ~ Corporate Ofiice 1Jan2013 Laundry N
- Export
] Jordan, Cindy 18 Jan 2017 =
“5)| Dietary Aice.
|

Szgie Ridge Healthears (E7)

(=] n Knowlan, Karla 25 Jun 2015
=l DiectorofCare
i Esgle Ridge Healthcare (ER)
[ Leblanc,Gilles 18 Jan 2017

Cook

B 305 ridge Heskncars ER)

(=] ﬁ Marks‘John 18 Jan 2017

Coal
4% Eegle Ridge Heskhcare (ER)

(=]  Omstead, d D 25 Jun 2015
Envianmenta

onmentsl Manager,
4. Eags Ridne Hesthears (E7)

4. To move an employee from the Participants list to Stand-by List or Withdrawn sections,
place a checkmark by the desired employee(s).

a. Select Action > Move to Stand-by List.
b. Enter a reason for the change if applicable.
c. Select Ok.

Or
d. Select Action > Withdraw.

Enter a reason for the change if applicable.
Select Ok.

bl 0]
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O

(]

(]

(]

//
g Arbuckle, Peter

Food Senices - Fredernicton

- Belford, Penny
Arborstone Enhanced Care (AEC), Halifa

€ Smithers, Nathan

"hl—a"n tton Mursing Care Unit

Hurn, Curtis

Bayside Health Management Office

e

i
@
14

a4

Search

Employss

x, NS

MNew Dielete Apply Dene
Edit Delete Action -
Status Enroll Participant(s)
Enrolled Mowe to Ancther Session
E‘L — Move to Stand-by List
|J__._
Enrolled Complete
Complete {unsuccessful )
i Withdraw
Enra[f‘_r—f'."
Send Message
Include in existing messages
Enrolled
Row count
Export
Print Certificate(s

5. To move an employee from either the Stand-by List or Withdrawn sections to the
Participants section, place a checkmark by the desired employee.

a. Select Action > Enroll.

Arbuckle, Peter
Chef, Food Semvices

Food Semices - Fredernicton

Messages

Search

Employes

Mew

Edit

—e

Delete

Apphy Done

Delete Action -
Enroll

Move to Ancther Session
Move to Stand-by List

Send Message

Row count

Export

Include in existing messages

6. To move an employee to another session, place a checkmark by the desired employee(s)
within the preferred section.

a. Select Action > Move to Another Session.
b. Select the desired session in the Move To Another Session pop up window.

7. Toindicate that an employee has completed the session, place a checkmark by the desired
employee(s) in the Participants list.

a. Select Action > Complete.

8. Select Done to save session changes.

iTacit Quick Reference Guide — Training Module
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Report on Employee Training Progress

Employee progress can be monitored and reported upon using the Team Training tool or using
the Transcript Manager. Information collected through these tools can then be exported to an
Excel Spreadsheet to create reports.

Export Transcript Information from the Transcript Manager

1. Select Menu > Training & Education > Transcript Manager.

2. Selecting Search in the Transcript Manager screen will display all transcripts related to
employee training.

For specific training records, filter your results by desired criteria:

o Course o Business Unit or Job
o Status Classification
o Date o Etc.

a. Place a checkmark by the desired transcripts you wish to include in your report.
3. Select Action > Export.
a. Place a checkmark beside the information you want to include from Values to

Export list provided.

Some clients prefer to include all available values in the export, then to sort,
w manipulate, and delete extra information in Excel afterwards.

You may find it easiest to export just the following recommended values:

o Display Name (or First and o Start and End Dates
Last) o Status
o Employee Role o Grade

o Course (and Course Alias if for
a course not delivered through
iTacit)
b. Select Download Exported Values.
c. A confirmation window will display, select Yes.

We're all about people. m
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New Edit Delete Action -
— ﬁ Employee CourseSession Starts Ends Due Status Rea  Approve Enrollment
Search for Course or Session Blanchette, William (Bill) Active Adult Learning 25 Jun 2015 24 May 2016  Enrolled Complete
Oczupatonal Therspist,
Course EE FETE G ) Complete (unsuccessful)
Active Adult Leaming w
Boissonneault, Oceane Active Adult Learning 25 Jun 2015 24 May 2016  Enrolled Withdraw
[F] Show employees wha do NOT have Pl Prysotenpist
this course Eagle Ridge Healthcars (ER) Send Message
Session
) == Bordeleau, Rachelle 2015 24 May 2016 Enrolled Row count
A Housskeeping. Select Values to Export | Dovmioad Exported Values || Close
Eagle Ridge Heskthcare (ER Export
Employee search options: Value
Job Classification Bouchard, Emily . h2015 24Jun2015  In Progress Export as Cross Tab
All) %] Ragistered Nurss, [C] Employee #
Al Ezgle Ridge Hesthears (ER) Export Packaged Course Data
Business Unit Last Name
Print Certificat
(Al e Bourgeois, Eve 2015 24May 2016 Enrolled vint Certificate(s)
Housekeeping. T
Employee Eage Rags Hestthears (ER) First Name D
(Al Xl
Acti Budaker, Amanda [C] Display Name 2015 24 May 2016 Enrolled 2
Ve Registersd Nurse,
Yes d Eagle Ridge Heslthcare (ER|
[ GoesBy
Advanced search options: @ Bélanger, Simon 2015 24 May 2016  In Progress 2
Food Senices Manager,
Status i 2 £age Rdge Hestthcars (ER) [E] UserName -
(Al x|
Status Reason Cookson, Mona [0 E-mail Address 2016 29Dec2017 Enrolled 2
Al oo LS Trcining Coordinator,
) Esge e Heatthesr= (ER | o oo pons
Status as of (from - to)
= (] Corbeil, Caroline 2015 24 May 2016 Enrolled 2
= Weliness Manager, [F] Work Phone
Start (from - to) Esgle Ridge Healthcare (ER| -
=
End (from - to) 9 Coté, Sylvain Active Adult Learning 25Jun2015 18Jan2017 24May2016 Completed 1
T Dietary Aide,
(] (] WS Esgle Ridge Heslthcare (ER)
Due (from - to)
= = 9 Cote, Sylvain Active Adult Leaming 18 Jan 2017 Enrolled 1
T Cietary Aide,
Type WS Eagle Ridge Healtheare (ER)
(Al 7
Daoust, Wanda Active Adult Leamning 03 Mar2017 03 Mar2017 Completed C
Topic Housekeeping Aide,
Al = Cedar View Long Term Care

d. Your export is downloaded to your computer. If you are not prompted to open the file,
you should be able to access it in your Downloads folder.

Example:

A 8 C D H o P w
1 Employee # Last Name First Name Display Name ployee Job Ci ployee Active Course Provider
2 4374 Bbvfsohtxhjyvb Grissn Bbvfsohtxhjyvb, Grissn Occupational Therapist Y Body Mechanics In-service 2014-15 Self-directed
3 4374 Bbvfsohtxhjyvb Grissn f jyvb, Grissn  Occ | Therapist Y Choking Prevention in-service 2013-14 Self-directed
4 4374 Bbvfsohtxhjyvb Grissn Bbvfsohtxhjyvb, Grissn Occupational Therapist Y Emergency Plan In-service 2013-14 Self-directed
5 4374 Bbvfsohtxhjyvb Grissn Bbvfsohtxhjyvb, Grissn Occupational Therapist Y Fire Safety General In-service 2013-14 Centre for Excellence NS 1
6 4374 Bbvfsohtxhjyvb Grissn Bbvfsohtxhjyvb, Grissn Occupational Therapist Y Fire Safety Workplace Specific In-Service 2012-13 Facility Designate |
7 4374 Bbvfsohtxhjyvb Grissn Bbvfsohtxhjyvb, Grissn Occupational Therapist Y Fire Safety Workplace Specific In-Service 2013-14 Facility Designate |

o

The columns of information in Excel can easily be rearranged, sorted, and paired down
to meet your reporting needs. For example, you could sort based on Status to see those

who have completed a course, have not started (Enrolled), or are In Progress.
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Export Information as a Cross Tab Report

Exporting to a Cross Tab Report in Excel provides the ability to look at training records grouped
by employee. The spreadsheet shows all employees in your search, as well as their training
progress in each course.

4. Select Menu > Training & Education > Transcript Manager.

5. Selecting Search in the Transcript Manager screen will display all transcripts results.

To gather specific information, filter your results by Employee, Job Classification, or
Business Unit, or Date.

a. Place a checkmark by the desired transcripts you wish to export for your report.

6. Select Action > Export as Cross Tab.
,/ New - Edit Delete Aclion  ~

Search Employee Course/Session Starts Ends Due Status ~ Rea  Approve Enrollment
Search for Course or Session Dil=qger, Simon Choking Prevention - Spring Session 07 Jan 2013 08 Jan 2013 Completed Complete
N Benices Manager,
Course - Ridge Heslthcare (ER) Complete (unsuccessful)
(All} LINA
=, Johnson, Norm Food Safaty (DO NOT USE) 25Jun 2015 18Jan 2017 24 May2016 Completed Withdrave
Show employees who do NOT have 5 Diatician,
this course '~ Eagle Ridge Healthcare (ER) Send Message
Session Row count
(Al e ﬁ Marks, John Active Adult Learning 25Jun2015 18Jan 2017 24 May 2016 Completed
&  Cook
4".  Eagle Ridge Heslthcare (ER) Export
Employee search options:
Job Classification ﬂ Marks, John Customer Service and Standards of Conduct 25Jun 2015 18Jan2017 24 May 2016 Completed ErE Y
(All) X |~ B B g Heatiheare (2R Export Packaged Course Data
Business Unit Print Certificate(s)
(21 Selections..) Xl Drost, Emily Fire Safety (DO NOT USE) 07 Jan 2015 25 Jun 2015 Completed -
Housekeeping, .
Employes Eagie Ridge Heattneare (ER) Bulk Edit
(All) LIS
Act Woods, Ricky Skin and Wound Care 07 Jan 2013 31 Dec2016 Completed C
ctive uman Resources Coordinator
Yes v Victoria Glen Long Term Care
Advanced search options: Stewart, Melissa Infection Prevention / Hand Washing 01 Feb 2017 01 Feb 2017 Completed C
Status IMS [
Cadar View Lang Term Care
(Ally X v

7. Your export is downloaded to your computer. If you are not prompted to open the file, you
should be able to access it in your Downloads folder.

Example:

A B C D E
1 Employee Role AODA Staff Training Choking Prevention Fall Prevention
2 Employee 1 Cook I, (Scarborough) Dietary, (Scarborough) Dietary Enrolled Enrolled
3 Employee 2 Cook |, (Scarborough) Dietary, (Scarborough) Dietary Completed (100% - Passed) Completed (95% - Passed)
4 Employee 3 Cook II, (Scarborough) Dietary, (Scarborough) Dietary Enrolled Enrolled
5 Employee4 Cook II, (Scarborough) Dietary, (Scarborough) Dietary Completed (100% - Passed) Completed (90% - Passed) Completed (91% - Passed)

. This Excel spreadsheet that has a row for each employee, with the columns as the

H) course results. You can see if the employee has Completed the course, is In Progress,
or is Enrolled. If the cell is empty, it means that the employee has not been assigned that
specific course.

We're all about people. M
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Track Employee Progress Using the Team Training Tool

Managers can view their team’s training progress directly on the dashboard through Team
Training. This tool also allows managers to send messages (if subscribed), print certificates,
and export information to Excel for reporting purposes.

1. Select Team Training on your dashboard.

2. Set the activity period. Use the Month and Year drop-downs to specify the beginning of the
activity period. Then, select the timeframe for which you want to see results.

3. Enter the course title, or choose the drop-down option to select a course.

Or
Enter an employee, job classification, business unit, or select one using the drop-down
option.

4. Select the Search button to see a graphical display of your employees’ progress.

Home | Team Training Activity *
Tremblay, Jean-Paul

Team Training Activity Tremblay, Jean-Paul
for employees reporting to ==Y General Manager,

| Eagle Ridge Refirement Residence Reports

Direct
change.

Search
[ ®Enroliment Requested ~ ® Enrolled @ In Progress @ Withdraw Requested @ Credit Requested @ Complete @ Credit Rejected ~ ® Withdrawn @ All Other @ Not Enrolled }
Training activity beginni

May ~/|2015 |+

for |3 |v||Month(s) v
For the course
Active Adult Learning

X v

] Show employees who do NOT
have this course

[E] My indirect reports Classroom Based Training

All employees | can see
@ that do net report to me

Refine my search to specific: Customer Service and
Job Classification Standards of Conduct
X v

Business Unit
X v

Employee Fall Prevention
X v

Status
X v

Status Reason

x|v Fire Safety

e/Session

Graphical View

5. For a detailed view of the data in this graph, choose the List View tab at the bottom of the
screen. This will show you the individual employee data.

We're all about people.
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Action =

) Employee Course/Session Status Reason Progress As of Browse Training Catalog
=] Bélanger, Simon Active Adult Learning In Progress. 25 Jun 2015 Send Message

Foed Services Manager, 25 Jun, 2015 -

Eagle Ridge Rewemem Residence RoW count
(=] Corbeil, Caroline Active Adult Learning Enrolled 25 Jun 2015 Export

L\fest\le?nd Programs Manager, 25 Jun, 2015 -

Eagle Ridge Retirement Residence Export as Cross Tab
] n Knowlan, Karla Active Adult Learning In Progress 25 Jun 2015 T ES)

Director of Care. 25 Jun, 2015 -

Eagle Ridge Refirement Residence
I} r\ Olmstead, David Active Adult Learning Enrolled 25 Jun 2015

¥ Environmental Manager, 25 Jun, 2015 -

Eagle Ridge Retirement Residence

Pelletier, Taryn Active Adult Learning Enrolled 25 Jun 2015
Executive Assistant 25 Jun, 2015 -
Eagle Ridge Retirement Residence

@

)} - Samson, George Active Adult Learning Enrolled 25 Jun 2015
S‘ Maintenance Manager. 25 Jun, 2015 -
Eagle Ridge Retirement Residence
=} Bélanger, Simon Choking Prevention - Classroom Based Enrolled 25 Jun 2015
Food Services Manager, Training
Eagle Ridge Retrement Residence Choking Prevention Session 1 20 Jul, 2015 -
21 Jul, 2015
(=} Corbeil, Caroline Choking Prevention - Classroom Based Enrolled 25 Jun 2015
~2)  Lifestyle and Programs Manager Training
' Eagle Ridge Retrement Residence Choking Prevention Session 120 Jul, 2015 -
21 Jul, 2015
] m Knowlan, Karla Choking Prevention - Classroom Based Enrolled 25 Jun 2015 .

6. The Action button allows you to send messages (if subscribed), print certificates, and export
information to Excel for reporting purposes.

Reports Using the Team Training Tool
In the Team Training tool, you can Export your data to Excel.

Select Action - Export to create an Excel spreadsheet containing all training records displayed
in your Team Training search results.

1. To export training information, the first step is to select the records to export.
a. To select all records, choose the top checkbox.

b. To choose specific records, select the checkboxes beside each individual training
record.

2. Choose Action — Export
Some clients prefer to include all available values in the export, then to sort, manipulate,

9% and delete extra information in Excel afterwards. You may find it easiest to export just the
following recommended values:

i. Display Name iv.  Start and End Dates
i. Employee Role v. Status
iii. Course (and Course Alias if for a vi. Grade

course not delivered through iTacit)
3. Select the Download Exported Values button.

We’'re all about people m
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4. Your export is downloaded to your computer. If you are not prompted to open the file, you
should be able to access it in your Downloads folder.

Example:
(4] A | 8 [ e ] [} | H | ) I P | w

1 Employee # Last Name First Name Display Name Employee Job Classification Employee Active Course Provider

2 4374 Bbvfsohtxhjyvb Grissn Bbvfsohtxhjyvb, Grissn Occupational Therapist Y Body Mechanics In-service 2014-15 Self-directed

3 4374 Bbvfsohtxhjyvb Grissn Bbvfsohtxhjyvb, Grissn Occupational Therapist Y Choking Prevention In-service 2013-14 Self-directed

4 4374 Bbvfsohtxhjyvb Grissn Bbvfsohtxhjyvb, Grissn Occupational Therapist Y Emergency Plan In-service 2013-14 Self-directed

5 4374 Bbvfsohtxhjyvb Grissn Bbvfsohtxhjyvb, Grissn Occupational Therapist Y Fire Safety General In-service 2013-14 Centre for Excellence NS 1
6 4374 Bbvfsohtxhjyvb Grissn Bbvfsohtxhjyvb, Grissn Occupational Therapist Y Fire Safety Workplace Specific In-Service 2012-13 Facility Designate

7 4374 Bbvfsohtxhjyvb Grissn Bbvfsohtxhjyvb, Grissn Occupational Therapist Y Fire Safety Workplace Specific In-Service 2013-14 Facility Designate

The columns of information in Excel can easily be rearranged, sorted, and paired down to
meet your reporting needs. For example, you could sort based on Status to see those who
have completed a course, have not started (Enrolled), or are In Progress.

Select Action — Export as Cross Tab to create an Excel spreadsheet containing all training
records grouped by employee. This document will show all employees in your search results, as
well as their training progress in each course.

s) 1. To export training information, the first step is to select the records to export.
a. To select all records, choose the highest checkbox.

b. To choose specific records, select the checkboxes for each individual training
record.

2. Choose Action — Export as Cross Tab

Selecting this option will automatically download the export to your computer. If you are not
prompted to open the file, you should be able to access it in your Downloads folder.

Example:
A B c D [ E
1 Employee Role AODA Staff Training Choking Prevention Fall Prevention
2 Employee 1 Cook 1, (Scarborough) Dietary, (Scarborough) Dietary Enrolled Enrolled
3 |[Employee 2 Cook |, (Scarborough) Dietary, (Scarborough) Dietary Completed (100% - Passed) Completed (95% - Passed)
4 Employee 3 Cook II, (Scarborough) Dietary, (Scarborough) Dietary Enrolled Enrolled
5 Employeed Cook II, (Scarborough) Dietary, (Scarborough) Dietary Completed (100% - Passed) Completed (90% - Passed) Completed (91% - Passed)

This Excel spreadsheet that has a row for each employee, with the columns as the
. courseresults. You can see if the employee has Completed the course, is In Progress,

or is Enrolled. If the cell is empty, it means that the employee has not been assigned that
specific course.

We're all about people.
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KNOWLEDGE PROGRAMS - Standard Use
Assign a Knowledge Program

When creating a new Knowledge Program, it must be initially assigned to all existing employees

in iTacit that are part of your Target Group. This is done through the Knowledge Program

Manager. After this initial assignment, iTacit will automatically enroll employees if this option has

been selected.

1. Select Menu > Training & Education > Knowledge Program Manager.
Assign a Knowledge Program to One Employee:

2. In the Knowledge Program Manager screen select New > Knowledge Program.
Search for and select the desired employee.

Enter a Start date.
Select the dropdown option by Current Status to set the desired status.

aoow

3. Select Apply.

Select the dropdown option by Knowledge Program to select the desired item.

- ’EL
Smithers, Nathan ) l—r
- . . . . . . . ' R . No Languages to Display

'y Homecare Murse Co-ordinator, Hamilton Nursing Care Unit, Hamilton Nursing Care Unit Employee Since: 1 Aug, 2014
() o
"Knowledge | 4nnal Fire & Safety Knowledge Program X|v Status Information
Program:
|'EL=__ *Start: | 11 Feb 2015 3 End: = *Current Status: | Enrolled
Expected I Notes:

Completion:
Notes:
Criginal Start Date:

Apply Done

—

of the Knowledge Program will be displayed.

We're all about people.
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4 | 4 MNew Delete Apply Done
Smithers, Nathan NoL to Disl
_:_‘ Homecare Nurse Co-ordinator, Hamilton Nursing Care Unit, Hamilton Nursing Care Unit Employee Since: 1 Aug, 2014 o Languages o Lispiay
“Knowledge [ a5 Fire & Safety Knowledge Program Status Information
Program:
*Start |11 Feb 2015 4 End: = *Current Status: Enrolled XKoo
Expected & ASOF |11 Feb 2015 222 PM Atlantic Standard Time
Completion: Notes:
Notes:

Criginal Start Date:

Training Requirements

Search Edit Action -
[RED Training Item Status Progress Credits Credits Credits
] Course Cradit Type Reguired Received Remaining
|} " Basic Life Support for Health Care Providers Enrollment
- Renewal (CPR) Requested [F] CPR Demonstration 1.00 0.00 1.00
[l [ﬂ" CPR Demanstration Enrolled [ Emergency Plan 1.00 0.00 1.00
[[] Fire Safety (General) 1.00 0.00 1.00

4. Select Done.

Assign a Knowledge Program to Multiple Employees:

5. In the Knowledge Program Manager screen select New > Multiple Knowledge Programs.
a. Select the dropdown option by Knowledge Program to select the desired item.
b. Select Add in the Create knowledge programs for section
c. Search for and select the desire employee(s).

6. Select Done.

7. A Success window will display, select OK.

Create Multiple Knowledge Programs 6= Done
Enter the knowledge program details and then add who should be enrolled in the program. /a r
Ko Create knowledge programs for: Add
Knowledae | annya) Fire & Safety Knowledge Program X |
Program:
B ide C
*Start: [11 Feb 2015 [ End: & ayside Community :f
Expected
Completion: &s| Bayside Food Service Management Office
Notes:

Bayside Maintenance Management Office

Bayside Nurse Management Cffice
Current Status

*Current Status: | Enrolled X v Bayside Health Management Office

Motes:

Report on Employee Knowledge Program Progress

We're all about people.
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Employee progress can be monitored and reported upon using the Team Knowledge Programs
tool or using the Knowledge Program Manager. Information collected through these tools can
then be exported to an Excel Spreadsheet to create reports.

Export Knowledge Program Information from the Knowledge Program Manager
1. Select Menu > Training & Education > Knowledge Program Manager.

2. Selecting Search in the Knowledge Program Manager screen will display all program
information related to employee training.

For specific training records, filter your results by desired criteria:

o Knowledge Program o Business Unit or Job
o Status Classification
o Date o Etc.

a. Place a checkmark by the desired information you wish to include in your report.
3. Select Action > Export.
a. Place a checkmark beside the information you want to include in the Values to

Export list provided.

, Some clients prefer to include all available values in the export, then to sort,
» manipulate, and delete extra information in Excel afterwards.

You may find it easiest to export just the following recommended values:

o Display Name (or First and o Start and End Dates
Last) o Status
o Employee Role o Grade

o Knowledge Program

b. Select Download Exported Values.
c. A confirmation window will display, select Yes.

— MNew - Edit Delete Action -
2l
—— ] Starts Ends | Enroll Participant(s)
Select Values to Export Download Exported Values Close
Aﬂ:% o e - 240012012 240ct201 Complete
Course » Ther :;? Complete (unsuccessful)
Documentation/Charting Rul | X | v ||z [] Employee # h_J
Session 2.a i 7 A 03Mar2014 09Fepzp R
xT ':\ MDSI'E: Last Name a €
le..‘ send Messags
(MO \\HJS—
Refine my search to specific: First Name ij Row count
Job Classification Aiken| 27 .Jan 2014 27 Jan 207
3w X \;{Md [] Display Name ) BT
u 7
Business Unit F Goess |Ek/ Export as Cross Tab
ilas - A(I:dEwC - 06 Nov2012 DEMNov20  puk Edit
Employse 2 -
== Cedi [C] E-mail Address Print Cartificate(s)
l Trur
Status [F] Employee City
v Ash, 28 May 2013 09 Oct2013  Completed
Start (from - ta) EEFCF [F] Employee Provi/State
O | Halif| !
End (fram - o) [F] Employee Job Classification .
) =) Atkin 23Jun 2013 09Feb2015 Enrolled
L EMB Commumg Cars ASSISTEnT,
As of (from - ta) . Embassy Hall (EMB), Quispamsis, NB
|

We're all about people. m
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. \
A B C D E G H I J K L
1 |Employee#  LastName FirstName Display Name  Employee Job Classification Employee Active Knowledge Program Knowledge Program Status Start End Expected Completion Credits Requ
2 4374 Samson  George Samson, George Maintenance Y Orientation / Yearly Training  Enrolled 25-Jun-15 24-Jun-16 24-May-16
3 4375 Pelletier  Taryn Pelletier, Taryn ~ Admin Assistant ¥ Orientation / Yearly Training In Progress 25-Jun-15 24-Jun-16 24-May-16
4 4378 Olmstead David Olmstead, David Laundry Manager ¥ Orientation / Yearly Training In Progress 25-Jun-15 24-Jun-16 24-May-16
5 4379 Knowlan  Karla Knowlan, Karla  Director of Care ¥ Orientation / Yearly Training In Progress 25-Jun-15 24-Jun-16 24-May-16
6 4380 Corbeil  Caroline  Corbeil, Caroline Lifestyle and Programs Manager ¥ Orientation / Yearly Training In Progress 25-Jun-15 24-Jun-16 24-May-16
7 4381 Bélanger  Simon Bélanger, Simon Food Services Manager ¥ QOrientation / Yearly Training In Progress 25-Jun-15 24-Jun-16 24-May-16
8
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d. Your export is downloaded to your computer. If you are not prompted to open the file,

you should be able to access it in your Downloads folder.

) The columns of information in Excel can easily be rearranged, sorted, and paired down
to meet your reporting needs. For example, you could sort based on Status to see those
who have completed a knowledge program, have not started (Enrolled), or are In

Progress.

Track Employee Progress Using the Team Knowledge Programs Tool

Managers can view their team’s knowledge program progress directly on the dashboard through
Team Knowledge Programs. This tool also allows managers to send messages (if subscribed)
and export information to Excel for reporting purposes.

1. Select Team Knowledge Programs on your dashboard.

2. Set the training activity period. Use the Month and Year drop downs to specify the beginning
of the activity period. Then select the time frame for which you want to see results.

3. Enter the knowledge program title, or choose the drop-down arrow to select.

Or

Enter an employee, job classification, business unit, or select one using the drop-down

option.

4. Select the Search button to see a graphical display of your employees’ progress.

iTacit Quick Reference
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Jean-Paul

Team Knowledge Programs
for employees reporting to a Gener

Search

Knowledge program activity
beginning
May w2015 v 0 10 20 30 a0 50 &0 70 80 90 100

® Envolled @ InProgress @ Past Due Not Complsted ~ ® Completed ~ ® Withdrawn @ Not Enrolled @ All Other

tor 3 || |Monthis) v
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Refine my search to specific:
Job Classification
% v

Knowledgg Program

Business Unit
X v

Employee
% v

Knowledge Program Status
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5. For a detailed view of the data in this graph, choose the List View tab at the bottom of the
screen. This will show you the individual employee data.

Action =
Knavedge Program Leme el Sttt End Expected Completion B
Row count.
Orientation / Yearly Training ~ In Progress 250un, 2016 24Jun 2016 24May, 2016
Expart
s Orientation / Yearly Training ~ In Progress 250,205 240n2016  24May, 2016
] Orientation / Yearly Training ~ In Progress 250,215 240un 2006 24May, 2016
O @y Cimswad David Orientation / Yearly Training ~ In Progress 250un 2015 24Jun 2016 24May, 2016
| Erronmental Wanager,
45 Eagls Ridgs Resrament Residence
] a Pelletier, Taryn Orientation / Yearty Traning  In Progress 2502015 24un 2016 24May, 2016
Exec
Eag
[} - San , George Orientation / Yearly Training Enralled 25 Jun, 2015 24 Jun, 2016 24 May, 2016
a Wainterance Manager
Eage Rdge Redrament Residence

6. The Action button allows you to send messages (if subscribed), export information to Excel
for reporting purposes, and complete a row count.

Generate a Report Using the Team Knowledge Programs Tool
In the Team Knowledge Programs tool, you can Export your data to Excel.

Select Action - Export to create an Excel spreadsheet containing all training records displayed
in your Team Knowledge Program search results.

1. To export knowledge program information, the first step is to select the records to export.
a. To select all records, choose the top checkbox.

b. To choose specific records, select the checkboxes beside each individual record.

2. Choose Action — Export
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Some clients prefer to include all available values in the export, then to sort, manipulate,
and delete extra information in Excel afterwards. You may find it easiest to export just
the following recommended values:

vii.  Display Name x.  Start and End Dates
vii.  Employee Role xi.  Status
ix.  Knowledge Program xii.  Expected Completion

Select the Download Exported Values button.
Your export is downloaded to your computer. If you are not prompted to open the file, you
should be able to access it in your Downloads.

Example:

A B c ] E F G H 1 J K L

1 [Employee#  LastName FirstName Display Name Job Classificati ployee Active Program Knowledge Program Status _ Start End Expected Completion Credits Requ
2 4374 Samson  George  Samson, George Maintenance ¥ Orientation / Yearly Training Enrolled 25-Jun-15 24-Jun-16 24-May-16

3 4375 Pelletier  Taryn Pelletier, Taryn  Admin Assistant ¥ Orientation / Yearly Training  In Progress 25-Jun-15 24-Jun-16 24-May-16

1 4378 Olmstead David Olmstead, David Laundry Manager \ Orientation / Yearly Training  In Progress 25-Jun-15 24-Jun-16 24-May-16

5 4379 Knowlan  Karla Knowlan, Karla  Director of Care A Orientation / Yearly Training  In Progress 25-Jun-15 24-Jun-16 24-May-16

6 4380 Corbeil  Caroline  Corbeil, Caroline Lifestyle and Programs Manager ¥ Orientation / Yearly Training  In Progress 25-Jun-15 24-Jun-16 24-May-16

7 4381 Bélanger  Simon Bélanger, Simon  Food Services Manager ¥ Orientation / Yearly Training  In Progress 25-Jun-15 24-Jun-16 24-May-16

El
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