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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 through 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 email. Skip to Page 6 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. (Create a
help topic on this)

STEP1
If you are registering for the first time, please click the link that reads Register With Us

2 South Central Public Health Partnerships - LMS - Microsoft Internet Explorer [Z||E\E|
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STEP 2
Fill out the form. All the fields in red are required fields.

@)STEP 3

Click the <Submit> button when you are have finished entering your information. From
here you will be taken to a second screen to fill out. When you finish the second page,
click the <Submit> button.

W ] http:/fims.southcentralpartnership.org/scphp?ssp=/common/login/page1.sabaftsessionKey=68704. .. |Z||E|E|
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Once you successfully complete your registration, you will see the screen below.
You will immediately be logged into LMS and the My Learning page will open.

Your registration is pending approval by the LMS Administrator. You will be notified when you can register for courses,

You will hear back from us within one business day.

-~ NOTE: If you receive an error that says “Duplicate Values” this means you
already have an account in our system. Please contact trdirect@tulane.edu to get your
username and have your password reset.

G....

Congratulations. You have successfully registered to our learning management system.
This page describes the different sections you will find while using the LMS.

NOTE: You will automatically receive an email when you register. At that point
you still need to wait to be approved by the LMS Administrator who will send you a
second approval email. When you receive this second approval email, you will then be
able to enroll to the courses.
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South Central Public Health Partnershi
|| course offerings | profile |

- Gurrent Encollments Below is a table which describes different elements you will find while using the South

o Emeee Central Public Health Partnership Learning Management System (LMS)

Main Sections

{Found in blue bar Sections found under  Description of functionality of
across the top of the specific tabs each tab
page)

CLURRENT When lg,n:u click on the Iinkjthat
ENROLLMENTS reads ‘Current Enrollments’ you

will see the courses in which you
MY LEARMING
TRANSCRIPT

are currently enrolled.
COURSE

When you click on the link that
reads ‘Transcript’ you will see the
status of the current courses in
which you are enrolled, If you
have taken a quiz for any of your
courses, this is where you will be
ahle to view your results.

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

This is where yvou will find your
personal information such as waour

PROFILE NSA address, job title, phone number,
etc. You can update this
information any time.

OFFERINGS




OPEN ENROLLMENT

Open enrollment 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.

Once you have logged in, there are several things you can do in the system. This section
will show you how you can enroll to take a course.

The first page that you are directed to after logging in is the My Learning page seen
below. If you are currently enrolled in any courses, you will see them listed here. If you
are already enrolled in a course and want to start taking the course please skip to Page 11
in this manual.

~~ NOTE: There are three main sections in this learning management system. They

are found in the blue bar across the top of the page. They are:

» My Learning — There are three links on the left hand side of this page, Current
Enrollments, Transcript, and Certificate Program. When you click on the link that
reads ‘Current Enrollments’ you will see the courses in which you are currently
enrolled. When you click on the link that reads ‘Transcript” you will see the
courses that you have already completed and your results. You can also download
a copy of your certificate of completion for courses that you have completed
successfully. When you click on the link that reads ‘Certificate Program’ you will
see the programs that you are working in. Certificate Programs are discussed in a
later chapter, starting on page 20.

» 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.

» Profile — This is where you will find your personal information such as your
address, job title, phone number, etc. You can update this information any time.

I ! South Central Public Health Fartnershiﬁ By Learming
Course Offerings

Current Enrollments

- Current Enrollments
= Transcript
= Certificate Program

Mo Results Found,



G....

If you want to enroll in a course, click on “Course Offerings” found on the blue tab
across the top of the page.

13outh Central Public Health Par'tnershiﬁ B Loaring @
| Course Offerings | Profile
o

A

" CGurrent Enrollments
- Current Enrollments

= Transcript

Mo Results Found,

...

Click on button on the left hand side of the screen that reads, <Search Courses> if you
want to see all the courses that are currently available. If you want to look for a specific
course, you can enter information into the title field.

South Central Public Health Partnershi Rotess My Learning |
m_*

-~
Course Offerings =

Enter or select your criteria and click Search.Click on the Search button to see all the courses currently being offered. You do
not have to add any information in the “Title” field,

L

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

o

NOTE: You can scroll down the page to see more courses.

South Central Public Health Partnershi Relecs My Loing v

My tearning | | profile |
Search Results: 3 found 2

Register to the course by clicking on the Course Title and then pressing "Enrall" button on course details page.

. B8 &
understanding

e ErtEme Understanding Emergency Public Health Risk Communication: Partners & Preparedness beyond the Public  ©pen Enrellment
Health System

) ) ) Open Envollment
Understanding Emergency Public Health Risk Communication: Resources & Relationsh pen Enrofiment

Understanding Emergency Public Health Risk Communication: Yworking with & Through The Mass Media To @pen Enrellment
Beach The Public

Click on Course Title

1 Tulane THE UNIVERSITY OF
@ University LM, o A BeviNGHAM

About | Contact Us

|
e

=]

STEP 4
Click on the <Enroll> button to enroll in the course.

South Central Public Health Partnershi rote
h@*

Course Details i

Understanding Emergency Public Health Risk Communication: Working With & Through The Mass Media
To Reach The Public

Name :

Course starts: Open Enrollment Course Rating: "°* Awailable

7 weeks to complete from date of
Course ends: . .
registration

Instructor Rating : Mot Available

Level of Training = Mot Available Format Rating :Hot Available
more options
Contact Hours : 3 CEU Offered :
guurﬂ} . Upon completion of this course, the learner will be able to describe the communication rolefs) in emergency
escription

response; identify limits to his or her own knowledge, skill, and/or authority and identify key system resources
for referring matters that exceed those limits; recognize unusual events that might indicate a crisis and

describe appropriate action; apply creative problem salving to unusual health risk communication challenges B
within functional responsibilities; and evaluate effectiveness of all health risk communication actions taken,

Attachments

Attachment Name Attachment Type

Mo Resultz Found,

&
|

) GET.

[
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After clicking on the <Enroll> button you will be taken to the screen Confirm Your
Request. Here you need to enter your password that you use to log into the learning
management system. After entering your password, click on the <Submit> button.

NOTE: If you do not want to enroll in the course, you can click on the trash can to
delete it from your list.

Confirm Your Request

Cloze
Enter Your
Tour use e :

' eamt Password
Your password: || | h [:/ij-
* [raquired]

Understanding Ernergency Public Health Risk Communication @ Working With &

Through The Mass Media To Reach The Public Drew Nelson @

Courses Requested

Tulane THE UNIVERSITY OF
University LB ALABAMA AT BRMINGHAM

Ahout | Contact Us

10
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After clicking the submit button, you will be taken to a Confirmation screen that confirms
you have successfully enrolled in the course. You will receive an email confirmation that
you are enrolled to the course. If this is the first course you have registered for on our
system, your registration is pending approval by the LMS Administrator. You will
receive an email to the email address you provided within one business day. This email

will confirm that you have successfully been registered to the system and then you will
be able to enroll for courses.

Confirmation

Status: Ope— Confirmed

Requested coursefcaurses are added to your current enrallments,

To view enrollments dick here CIUMTENE EnrOHmentS

...

Congratulations! You have successfully completed the process of enrolling to a course.
Once you have received the confirmation email, please go to the My Learning section

and view your Current Enrollments. Here you will see the courses in which you are
currently enrolled.

South Central Public Health Partnershi Rotass M Learting |
[ course offerings | profile |
.
= Current Enrollments
= Transcript
- Certificate Program +32 &
P S T

e Understanding Emergency Public Health Risk Communication: Warking With & Through The = Launch Course
Mszs Media To Reach The Public

The next section of this document will discuss how to take a course in the learning
management system.

11
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TAKING A COURSE
To take a course on the learning management system, you must be a registered user
and have enrolled to a course. If you have not yet registered or enrolled to a course,
please refer to the other sections in this manual, Open Registration (Page 3) and/or Open
Enrollment (Page 6).

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 grade of 70% or higher. You only get one chance per enrollment to take the
quiz. Therefore, if you don’t pass the first time, you will have to re-enroll in the course.

...

After logging into the system using your user name and password, you will be taken to
your Current Enrollments page found under the My Learning section of the learning
management system. Here you will see any courses in which you are currently enrolled
and how many days you have remaining to take a particular course. Unless otherwise
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 enroliment will be marked as “No
Show”,

NOTE: If you see this message below after logging in, please go to the profile

setin and Updete you informtion

' Our database indicates that your personal information is incomplete. To update yvour information please go ko Profile
E tab,
Following fields are incomplete:
Date of Eirth

12
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‘ Course Offerings | Profile k
R
Current Enrollments Q

B &

T T AT ||

Understanding Ernergency Public Health Risk Cormrnunication: Working With & Through The b‘ Launch Course

%Mass Madia To Reach The Public A

Course in which you
are currently enrolled

STEP 2
Click on the <Launch Course> button to start/resume the course

My Learning le_

‘ Course Offerings | Profile k
L
GCurrent Enrollments uJ

8 &

GContent

1724708 Understanding Ernergency Public Health Risk Communicstion: Working With & Through The
Mass Media To Resch The Public

STEP 3
Click on the link that reads, ‘Click here to launch the course”

Table of Contents:Managing Diversity Begins with You B ® @

Choose an item and click to start,

T020 Managing Diversity

ick here to launch course

13
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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)
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 department to
do this)
4. Restart your computer
5. Try to access the course again.
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.

%?fr Managing Diversity Begins X
"6 with You

WWelcome to Managing Diversity Begins with You presented by the South
Central Public Health Training Center.

Introduction The course involves both a lecture presentation and a course warkbook with
exercises. The instructor uses this workbook throughout the lecture so it is
important to print this out before beginning. The workbook can be found in the
Content section of this course.

This course was developed and presented by William "Marty" Martin, PsyD,
MPH, WA, SPHR.

Yfou can navigate through this course by using the buttons on the left of your
SCrEEn.

Wwhen you are ready to view the Presentation, click the m

button and select the lecture.

If & technical problem occurs, you can contact your state's representative
for tech support or contact the program supporter at trdirecti@tulane. edu
If you hawe general questions please send an email to trdirect@tulane. edu

§00000 ¢

Survey
Managing Diversity Begins with You

14
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: > This screen gives you a brief introduction to the course. It also
Introduction provides you with an email address to contact if you are
experiencing any problems with the course.

» When you click on the Course Info button, you can view the
Course Info 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

Content 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
assignments 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.

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

15
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@.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 X

Print out this pagel Use checkboxes to Keop track of the loctres yvou have
viewed, The mmarks ol make o this pace will not save once ol leave the coursel

@E > odule 1: Introduction and background
(14 rminutes)

Start lecture ) o -
p | Module 2: Chemical-specific recognition

and detection strategies (17 minutes)

i Moduwle 3, the instructor provides a link to the Emergency Response
Guidebook in g pdf format. YOU DO NOT HAVE TO PRINT THIS QUT. it is
& 374 page document. You will he ahle to pause the video and look at the
document. However, if you want to look at in advance of the lecture, please

lick on the link:
cliett on e inF. -~ EMERGENCY RESPONSE GUIDEBOOK ™ <l
Click to open

Introduction

Course Info

— [ » | Module3: Practice-based scenario 1 course
Content (12 minutes] document
— | Module 4: Fractice-based scenario 2
(8 minutes)

TOTAL COURSE LECTURE/VIDEO TIME: 45 minutes

Survey

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

16
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The lectures are presented on software called Tegrity. If you have pop-up blocker, you
might see this window '

File Edit View Favorites Tools  Help :,

Do - ©  [H B G| P Frreors @ 2% @ - LJE

Address |:§| http: fftegrity . casph. bulane. eduftegrity [ SCCPHP001 /001 _1afClass/Default. htrn V| Go

‘JUSt try CIICkIng Where It Google - ~| @ searchweb ~ 2 3129 blocked 4 options
says ‘try clicking here.’

Tour Tegrity session should begin shortly. Ifit does not, try clicking here

Ifyvou are using a pop-up blecker please consider allowing pop-up windows from this server.

If nothing happens when
you click this link, try
holding down the Ctrl
button on your keyboard
and again click the word
‘here’.

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

"2 htip:/hegrity.caeph.tulane.edu - Understanding Emergency Pubhic Health Risk Communication 1 - - Microsoft Internet Explorer |- || || X
A Understanding Emergency Public Health Risk
tra W™
cen Cop> Communication 1
Instructor: Mancykay Sullivan Wessman, MPH

Session duration:  23:11

e
First time user?

Click here

(Powered by Tegrity version 6.0 2569)

&1 hoolet Weblndate started B Internet

If you are a first time user, please click the link that reads, “First time user?” to test that
you have the appropriate system requirements.

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

17
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Below is the screen you will see when the lecture has started. There are several things
you can do in this screen.

A http:fftegrity.caeph.tulane.edu - Understanding Emergency Public Health Risk Communication 1 - - Microsoft Internet Explorer

Undarstanding Emergency Public Haalth Risk Communication

Resources and Relationships
~ Within the Public Health System

;00 - 00:55 Understanding Emergency Public - '

PowerPoint Filc skip _tg
SCCPHP website p:i’r’":‘i’r"f't%e NancyKay Suliivan Wessman, mrH
lecture
Course One
Moduiz One of Thres
look at index

of Start’/pause print
powerpoints lecture powerpoint

q....

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 Learning’. If you receive less than 70%,
you will have to enroll in the course again and re-take the quiz.

Quiz X]

Understanding Emergency Public Health
Risk Communication: Working With &
Through the Mass Media to Reach the Public

To obtain a cerificate of complation for taking this training course
please click on the link below to take a quiz on the material. You
must receive a 7T0% or higher to pass this course

FPlease don't start the quiz watil you are sure you are ready, Thank
you and good fuck!

// Start the Quiz

Survey Understanding Emergency Public Health Risk
Communication: Working With & Through the
Mass Media to Reach the Public

Instructor WARNING: You can only taie the quiz ane time per registration.

18
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@STEP 8

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 feedback is very valuable to us.

X

S

@

- FINAL STEP - Course Survey

ol

4 Flease help us improve this training course by clicking
Introduction the link below to access the satisfaction survey. Your
response to this guestionnaire will be critical to
conducting evaluation research on the effectiveness of

Course Info this training course. Thank you.

Instructor

Content Take Course Surve

SUI"’JEY Understanding Emergency Public Health Risk
Communication: Working With & Through the
Mass Media to Reach the Public

¢....

Congratulations! You have successfully navigated/completed a course on the learning
management system.

19
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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 Enrollment”, 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 curriculum 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 12.

STEP1
If you want to enroll in a certificate program, click on “Certificate Programs” found on
the left hand side of the screen, just below “Transcript.”

South Centril Public Health Partnershi

|| course offerings
Current Enrollments

= Current Enroll
= Transcript

= Certificate Programs

20
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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 Certificate Programs.”

South Central Public Health Partnershi B\, Loarning
M*

Certificate Program

= Current Enrollments

= Transcript
T Assigned by Acavired On

Mo Results Found,

Click on "Wiew Awvailable Certificates" to view list of available certificate programs.

- View Available Certificate Program

¢

STEP 3

How the LMS certificate program is set up, you must first enroll in the program by
clicking on the “+” adding the program to your enrolled programs. Once you have added
the program, you will have to individually enroll yourself into the separate classes that
are required for completion of the program.

South Central Public Health Partnershi motess| My Learming
*

Search Results: 1 found

Click on the certificste narne to view its details or click on the plus sign to add it to your personal list of Cartificate Programs.

certification Name &

Tulane THE UNIVERSITY OF
@ University LM o s B RINGHAM

Ahout | Contact Us
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STEP 4

Now that you have enrolled in the overall certificate program, you must enroll in the
individual courses that the program’s curriculum 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.

South Central Public Health F'ar’tnershiﬁ Rotes:| My Lsarning |
Cnurse Offerings m

~
Certificate Program =
- Current Enrollments

+=5 &
HRPreEr=es View Details E

Click on "view available Certificates" to view list of available certificate programs.

View Available Certificate Program

¢

STEPS

Once you have clicked on the title of the program, you will be taken to the page that is
displayed below. It is from this page that you must enroll in each of the courses that the
certificate program requires. To do this click on each of the enroll buttons. On the screen
below the first course has been added already to show you what will appear once you
have successfully enrolled into one of the courses.

South Central Public Health Partnershi Rotezs| My Leaming
*

Certificate Program

= Current Enrollments

Certificate Program

= Transcript First Responder Preparedress
Description: launch any
enrolled
Certificate Status: Shows the courses from
Acquired On: status of each the program
course inthe hap

program

Tite Ac

Biological Response Preparedness for Emergency Medical Services Incomplete P Launch Course

Communication @ap: Linking First Responders and First Receivers Hot EnrDHe“ Enroll
i i itati i i

- g

Mot Enrolled Enraoll
Practice-based $cenarios for Recognition, Detection and Exposure Assessment of Chermica 1 Mot Enrolled Enroll
Terrorist Agents
Fecognition snd Safe Handling of Chermical Terroris + Agents Hot Enrolled Enroll

22


http://www.apte.com/clipart/clipart/misc/misc_arrow2.gif
http://www.apte.com/clipart/clipart/misc/misc_arrow2.gif

¢

STEP 6

Just like you had to confirm your enrollment into the course in the section “Open
Enrollment,” you have to enter you password to confirm your enrollment. Once you have
typed your password, click on submit and the course will be added to your “Current
Enrollment” under “My Learning.” You may either start this course or you may continue
to enroll in the other courses that the program requires.
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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.
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STEP 7

From this point forward, you complete the courses just as you did under “Open
Enrollment.” 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
Enrollment.” 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.

-~ NOTE: If you have any additional questions, please send an email to the LMS
Administrator trdirect@tulane.edu

24


http://www.apte.com/clipart/clipart/misc/misc_arrow2.gif
mailto:trdirect@tulane.edu

