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About This Handbook

This handbook is intended for users of MRC-TRAIN. This document covers all basic information needed
to effectively use MRC-TRAIN and manage your online learning. If you have any questions regarding the
contents of this document, or if this document does not answer any additional questions you might have,
contact the MRC-TRAIN Support Desk (mrcsupport@train.org) your Unit Coordinator, MRC-TRAIN
Administrator, PHF, or KMi (see “Getting Support” for contact information).

New material for the 3.2 release of the handbook is located on pages:

e 17 (Approval Codes)
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TRAIN Basics

List Menus

On various pages throughout the site, you will encounter left hand side menus. The plus sign (+) to the
left of a list item indicates that it is an upper level category; clicking it will reveal subcategories beneath.

The minus sign (-) indicates that there are no subcategories.
Resmmces Categories:

B BioterrorismiEmengency
Readiness Resources

B COPHE Sustainabilty

Understanding Groups

X i i . Frogram
The key to understanding TRAIN is understanding the simple group B colorad Division of Fire
. . Safety
structure that controls membership. Everyone enrolled in TRAIN belongs B olorado Reglanal Egls
to at least one group. With each group membership comes access to B Colorado Regional
Flanners

different resources including Announcements, Discussion Boards,

. - Administrative List Menu
Resources, and Courses as assigned by an administrator.

The group structure illustrated below shows three levels, with units below regions, divided by each state
in that region. A user enrolled in Agawam MRC, for example, will be able to see announcements for
Agawam MRC, Massachusetts, and Region | (within the MRC group structure). That same user would not

be able to see announcements for other Regions or MRC units.

NOTE: Volunteers choosing to join another affiliate TRAIN group (in addition to their MRC group)

will also be able to similarly view announcements for that affiliate.

Group Structure
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Basic Information about Your Account

How to Create Your Own Account
1. Go to the MRC-TRAIN site.

) ) Member Login
2. Click on Create Account, which appears underneath Laal ,
ogin Mame:
the login box on the left hand side of the page.
3. You will first need to agree to the TRAIN policies. Each Fassword:
policy is an active link that leads to more information
detailing the specific policy. You must agree with these [ Login
policies before you may proceed with registration. Eoraot Your Password?
4. Fill out all the necessary information on the subsequent Select Location:
pages. Required fields are indicated with a red asterisk __ Select Location — B
(*). Do not hit the Back button at any time during the
i ) [ Create Account
registration process.

5. Answer the secret question at the bottom of the page Creating a New Account
with an easily-recallable, one-word answer. In the
event that you forget your password, you will be asked to answer this question as a security
measure during the password retrieval process. Please take this step seriously. Click Next when
finished.

6. If you would like to get e-mail updates about TRAIN in the future, click the Notification checkbox.
If you are registering on the National site, you will first be asked to choose your affiliate, in this
case, the Medical Reserve Corps (MRC).

8. On the resulting page, you will be asked to select the affiliate group that you belong to. In this
case, you will be asked to select the region, followed by the state, and finally the approved MRC
unit. If you have any questions about which group you should select, contact your local MRC-
TRAIN coordinator. You can always update and change your group assignment at a later date.

a. If you select multiple groups of the same category, you will have to choose which group is
your primary group. This choice will be presented automatically upon login or account
creation. The system is designed to provide only the necessary groups for primary
selection. If you have questions about which group is your primary groups, contact your
local MRC-TRAIN coordinator primary group information can be changed at any time.

9. On the resulting page, you will be asked to provide your location, job role and additional
professional information. Please select up to 3 professional roles that best match your job
description. Some roles may require you to select a specialization from the adjacent drop down
menu. If you select Other, please type your specialization in the space provided. Click Next when
finished.
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a. If you select multiple professional roles of the same category, you will have to choose

which professional role is your primary role. This choice will be presented automatically

upon login or account creation. The system is designed to provide only the necessary

professional roles for primary selection. If you have questions about which role is your

primary professional role, please contact your local MRC-TRAIN coordinator; primary

professional role information can be changed at any time.

10. On the resulting page, please select the 3 settings that best fit your work environment. Click Next

when finished.

11. On the resulting page, additional demographic information will be requested. This information is

not required for registration. Click Continue to finish registering for MRC-TRAIN. You are now

free to enter the site.

Note: Some affiliates may require additional information to be entered during the

registration process. If you have any questions about registration information that is not

covered here, please contact your local MRC-TRAIN coordinator or the MRC Support Desk.

“My Learning Record”

1. Your personal course registrations, certificates, and
general TRAIN history are all managed through the My
Learning Record interface.

2. Your My Learning Record contains the following links:
My Learning, My Training Plan, Transcript, Certificates,
Course Archives, My Account.

3. To access any of these categories, simply click the

category name.

“My Learning”

j’ My Learning Record

® Iy Learning

® Iy Training Plan
® Transcript

® Certificates

® Course Archive
® Ly Account

The My Learning Record Tab

Your My Learning contains all of your active Course Registrations. Each Course Registration will be

displayed by:
1. The Name of the Course.
2. The Status of the Course.

3. A Management link for the course.

MRC-TRAIN



sa Search Discussion Boards Resources Halg Core Conl

s Click on course title to access a course
w If you want to set a course as completed, archived, withdraw from @ course or change

credit type please click on L

n I you want 1o add scheduled session 1o your personal calendar please click on

Basic Ernargency Preparedness for All Public Heallh Workers - (n Prograss) fM]
COHAN Collaborator Level Training = (In Progress) (™
Animal Bites and Rabigs - (In Progress) i

The Status of each course in My Learning depends on a humber of factors. For example, a course might

require you to get approval for a course or take a Pre-Assessment. In either of these cases your Status

will be Approval Pending or Pre-Assessment Pending, respectively. Once you have met any

registration requirements and have been placed into the Class Roster, your course Status will be In

Progress until the course has been completed.

From the My Learning screen you are also able to add Course Session information to your Personal

Calendar by clicking the Calendar Icon next to the Course Name.

The Management link allows you to update your progress for each course in your My Learning. To

manage a particular course, simply click the M icon to the right of the Course Name. The Course

Registration Management screen allows you to:

1.
2.

View your Registration Status.
View, and update if necessary, your selected Credit Type.
a. Inorderto change your Credit Type, simply select the credit type you wish to apply to the
course from the Credit Type dropdown, and click Update.
Mark your course as Completed.
a. Simply click the Completed button to complete your course. This will move the course
into your Transcript where a Course Provider will be able to verify your completion.
Move the course into your Archive.
a. Simply click the Archive button to move the course into your Archive.
Withdraw from the course.
a. Simply click the Withdraw button to withdraw from the course. Remember to do this any
time you are not able to attend a course, as there could be waitlisted users who could

then attend.
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Course Registration Management

‘You have registered for a course:
Animal Bites and Rabies

Registration Status:  In Progress
Chosen Credit Type:  CEWCE: 0.05

I you would like to change credit type please select  --Select- a and click
To mark this course as "Completed” please click

To mark this course as "Archived” please click | Archive |

To withdran yoursell from this course please click
Back

Course Registration Management

“My Training Plan”
The My Training Plan section contains all of your Training Plans. A Training Plan is a group of courses

that have been identified by an administrator — you must complete all courses in order to complete the
Training Plan.

Training Plans can be assigned to you directly by your local MRC-TRAIN coordinator or you can sign up
for a Training Plan through the Course Search.

My Training Plan ]

T = acced Manually T = Aded By Administrator #° = Manage course registration

Tipz Tosort by any column, dlick the column heading. Or use default ardar
Tips You must register for @ach course wilhin the training plan by diciang on he lile.

Il Target Completion
| Course Tite Format b Status e

| Completion dale
e oo |
PHF 101
o _PHF Demonstation Course (required)  Web-Dased Training - Seit- - Not Stanted
Shudy
Advanced FHF Knowledge
F ] Advanced Test Course (required} Wab-based Training - - Completed S212007
Facilitatad
Fequired SHS Courses
T TheStrategic National Stockpile (required)  VWebsteamidrchived Webcast - ot Stared
M The Strategic Mational Stockpile Program Websteamiarchived Webcast - Mot Staned
(required)
M werkingIn 2 POD (required) Web-baged Training - Sel- - ot Started

Shudy
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The graphic above illustrates:

1. Training Plans you have added to your own account through the Course Search are identified by
the “person” graphic. You can remove these plans from your list at any time.

2. Training Plans added to your account by an Administrator are identified by the “person with an
‘A graphic. These plans can NOT be removed from your account and you must complete the
Training Plan by the Target Completion Date to receive credit.

3. The Target Completion Date can be set or edited unless it has been established by an
administrator.

4. You must still open and register for each individual course (by clicking the course name) to
continue through the plan. Having a Training Plan assigned to your account does not
automatically register you for each course.

5. Training Plan Administrators are able to monitor your progress through the plan — be sure to meet
your Target Completion dates!

“Transcript”

The Transcript contains all of your Registered Course Records, as well as any Non-TRAIN Courses that

you wish to enter into your account.

e o
.
Chok o courae B jovisw course detaits
Pre.Assessmen Final
Scone SCors
On-Sitn -
o E - WK Fisidl Awarena R 1 | - Clagsroom f
BCE Ik Faslg 41 s || WODS  Barig J—— P, ik & iR _R_
warkehig
’ . Wipl-hiiad —
COHAN &rminisfrator Lesvel Training | Fewitws | 472005 A Training - Sakk P, M MR R |
ghudy
- S -
[ 1 " Clagsroom f
810 - |orone R 1
a- Ipnere et | 12006 M v on [ ik A R
wrEnig
o Sl B i 1 S8 TS A = ‘Wiet-hidad 1 —
;,‘:_'_'_":f.';'_.'li o panagamant Iystem (NIMEL A% | [Faviews | w1472005 4 UZ00%  Training - Sub [ ":""ﬂf"'* ik 1
B o shudy
: o WET-Dada] =
Orientabion 1o Pudiic Health Aewitw® | &N32005% &1 32004 Trinng - Satt P, Tk # iR _R_
shudy
Qn-Siln -
YWt " b b R ™ Clagsroom f
ribng "Essy-lo-Read s | ANE005 A e PR, iR iR _R
warkehig
5 . Marnova coums frors Tupnpt
. B Foare Coeh b Sk § ELAH & TH) di ey (8t S EE Wi h bl By v i ) THT e g vl o LT 0 o e 8 e e i e iy
Horn-TRAIN Courses [LAdd_|
Chckon course S o view course recand
(R . . Crvfing -
Mo TRAR Tasl WEd00s WA 00S Soriesmc PR, CEWCE S0
Bl

For each TRAIN Course in your Transcript you are given the following information:

1.

Course Name

a. Click the Course Name to view the Course Information page

MRC-TRAIN User Handbook v3.1 (01/09/2008) 9



10

b. If any Accreditations have been assigned to the course, they will be displayed here as
well.
Reviews
a. Click the Reviews button to enter a review and read other reviews.
Registered
a. This is the date you registered for the course.
Completed
a. Thisis the date you completed the course.
Format
a. This is the format in which the course was presented.
Pre-Assessment Score
a. If the course required you to take a Pre-Assessment, your score will be displayed here.
b. To review your Pre-Assessment answers, click the Status link (Passed, Failed, or
Pending).
Final Score —or— Post-Assessment Score
a. If the course required you to take a Post-Assessment, your score will be displayed here.
b. To review your Post-Assessment answers, click the Status link (Passed, Failed, or
Pending).
Credit
a. A Course Provider or Manager must verify your attendance once you have marked your
course as completed. Once your attendance has been verified, the checkbox will be
Checked.
Withdrawn
a. If you have Withdrawn from a course, it will still be displayed in your Transcript with a
Checked checkbox in the Withdrawn column, and N/A for the Completion date.

MRC-TRAIN



Adding Non-TRAIN Courses

TRAIN allows you to enter course P Non-TRAIN Course Details

information on courses that you might have remmean

'lﬂl‘ii

completed outside of TRAIN in order to help S —
you better manage and keep track of your Comp =
complete learning record. In order to add a m“:r"': L
Non-TRAIN course to your Transcript: .
1. Click the Add button to the right of c':m
the Non-TRAIN Courses header. c:; "
2. On the resulting page, fill in each ,Nﬂ_,: S

Aot

field — remember, fields marked with

Comaxt H\’NIH’I“

a red asterisk (*) are required. ComactPhone: |
3. When you have finished entering -

the course information, click Save. Veritied:
4. The course will now be displayed in -

your transcript under Non-TRAIN ]
Non-TRAIN Course Information
Courses.
5. Non-TRAIN courses must still be verified by an administrator. Once an administrator has verified

the information, you will not be able to make changes to the entry.

Adding TRAIN Courses you Have Already Completed
If there is a course within TRAIN that you have completed you are able to add the course to your
Transcript without having to register for and re-take the course through TRAIN. In order to add a TRAIN
course to your Transcript:
1. Click the Add TrainingFinder Course button to the right of the Transcript header.
2. Select the Course Name from the list of courses in the TrainingFinder Course dropdown and
click Next.
3. Enter your Completion Date and your Completion Score (if applicable) in either points or
percentage.
Click Finish.
The course will now be displayed in your Transcript along with any other TRAIN Courses you

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

“Certificates”

Some courses on TRAIN offer Certificates upon completion or verified completion of the course. Any
certificate you earn through TRAIN will be stored in your Certificates page. Certificates have now been

adjusted to include two different types, automatic and manual. Automatic certificates will appear on your

MRC-TRAIN User Handbook v3.1 (01/09/2008) 11



certificate page as soon as the course is completed. Manual certificates will not appear on your certificate
page until after the appropriate TRAIN administrator has verified your completion of the course. If you

have any questions about what kind of certificate any given course might have, please contact the course

provider or listed course contact.

Click on course tHe 1o vew carificata

Courss Registered Complibed Type Eomst
TRAIN Web-baked Hat
12005 ANAR005 | Cerdficabe of Teaining - Selt & Forailable
ARendanie aludy
TRAIN
TRUAIN Adeninietrator Teaining: W Wb amiiachied Mol
ol Toanaumos 4132005 cemnesteor T SRR * milavie
FiLll Afendance

To view a certificate, simply click the Course Title. The Certificates list also provides you with the
following course information:
1. Registered: the day you registered for the course
Completed: the day you completed the course.
Type: the type of certificate earned.
Format: the format in which the course was presented.

Score: your score, if applicable.

o g~ w N

Credit: any earned credits by completing the course.

“Course Archive”

Your Course Archive is a repository for any courses that you have chosen to stop taking or courses that

you have requested registration for and had your registration request declined.

If you wish to re-activate any course you have chosen to archive, simply click the Resume button and it

will be moved back into your My Learning.

“My Account”

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

modify and update your account settings at any time.

Updating your Personal Information:
1. Click My Account.
2. You will be presented with your My Account information, with your personal information being
contained on the Details tab.
3. Edit or update any text field. Here is also where you are able to modify or update your password

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

12 MRC-TRAIN



4. When you have finished your changes, click Save.

Updating your Group Assighment:

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

1.
2.
3.

Click My Account.

Click the Groups tab.

Your current grouping assignment will be displayed in bold. To edit your assignment (for
example, you have moved, change positions, etc.) click the Edit button at the top of the page.
MRC-TRAIN will guide you through the process of selecting your new group assignment. The first
step is to select your affiliate, in this case, the Medical Reserve Corps (MRC). Once your affiliate
is chosen, click Next and MRC-TRAIN will then allow you to select from the affiliate groups in
either Simple or Advanced mode.

In Simple mode select an option from each presented drop-down menu. Some drop-down lists
will require you to make a selection, while others will allow you to continue without making a
selection. Do not place yourself into group where you do not belong. Make your group selections

carefully.

Simple vs Achvanoced

D 2 [F Chio D

Select Regon Salect Agency

Silee ! Regian
Okio Deparbrment of Health
Okao Hormeeland F{u-;;l.'llr I:?ugll;ns

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

a. If you select multiple groups of the same category, you will have to choose which group is
your primary group. This choice will be presented automatically upon login or account
creation. The system is designed to provide only the necessary groups for primary
selection. If you have questions about which groups is your primary group, contact your
local MRC-TRAIN administrator; primary group information can be changed at any time.

Click Next to continue.
State Affiliates: Members of the Medical Reserve Corps can belong to a State-Affiliate TRAIN

site as well as the MRC-TRAIN site (www.mrc.train.orq). If you are registering on a state affiliate

site or the national site, TRAIN will now ask you if you are a member of the Medical Reserve
Corps. If so, check “Yes” and TRAIN will present a list of approved units within your state. Select

the appropriate unit and click Next to continue.

MRC-TRAIN User Handbook v3.1 (01/09/2008) 13



a. If you are editing your MRC account this page will instead ask you if you also
belong to a State Affiliate. If so, choose “Yes” and TRAIN will guide you through
the process of selecting a state-group.

b. If you do not see your MRC Unit within the drop-down list you will need to contact
the MRC-TRAIN Support Desk (mrcsupport@train.org).

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

changes to your selection or click Cancel to cancel all of your selections.

Updating your “My Profile”
If, at any point in time, you wish to add, modify or remove certain aspects of your user profile, simply:
1. Click My Account.
2. Click the My Profile tab.
By default, you will be presented with the list of Professional Role attributes. To select another
list of user attributes (including Work Settings and Demographic information), simply select the
category from the User Attributes Category drop-down menu. The screen will refresh
automatically.

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

4. Make any updates or changes needed, and click Save and Back to finalize your changes.

Search Options

How to Search for Courses

» Browse 'Connecticut’

1. Click on the Course Search tab, located in the Navigation Tab > Browse Al
P By Course D
bar. » By Subject

» By Audience

> By Competency

» By Format

» By Credit Type

P By Course Provider
> By Date

» By Distance

P By Accreditation

» By Certificate

» Keyword Search

2. On the resulting page, select the appropriate criteria for your
search from the menu that appears on the left hand side of the
page, or select Search or Browse by clicking the appropriate icon
in the body of the page.

3. Next, either select your search variables from the list or enter your

14

search query in the field provided. You may select multiple
variables by holding down the Control key while making your
selection.

Depending on the search option chosen, you will be asked to input

various forms of search criteria. Once you have entered your

» By Training plan

b Advanced Search

p Saved Search Criteria

Search Options List Menu

MRC-TRAIN
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search criteria, click Search and the screen will refresh with the search results

Note: If you belong to more than one affiliate grouping, the “Browse Medical Reserve

Corps (MRC)” option will display courses belonging to all of your affiliate groups.

How to Save Search Criteria

1. If you would like to save your search criteria in order to easily run the same search at a later date,
simply click the Save Criteria button located next to the Search button at the bottom of various
search option screens or at the top or bottom of the search results page.

2. You will then be prompted to give your search a name, and decide if you would like to be notified
via e-mail when new courses that match your search criteria are entered into TRAIN.

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

To run the search again, click the name of the search criteria.

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

6. To delete a search, simply click the blue ‘x’ icon next to search

Note: “Advanced Search” allows you to combine several criteria in one search. For your
convenience, you can also save sets of criteria for future searches by clicking the

appropriate button on the “Advanced Search” page.

How to Register for a Course
S ’
1. Log on to MRC-TRAIN. 0&

2. Locate your desired course either by using the method outlined in

L “Cost Associated” and
How to Search for Courses or by clicking on Course Search, “Credit Offered” Icons

followed by Browse All to look through the list of courses.

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

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

course.

MRC-TRAIN User Handbook v3.1 (01/09/2008) 15
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The Course Details screen will present you with four tabs: Course Details, Contacts, Registration,
and Reviews.

Course Details: this tab will display all of the basic information about the course, including
format, cost, description, target audience, skill level, and more.

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

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

guide you through any remaining requirements.
Course Details Contacts Ragisiration Revigws

Select Credit Type:  Contacl Hours (as a cradil tped

Thiss conim i coiden o dpuin s wlditicaal @ @gisteation and on & fes oulside of TRAIML Click on
Tl "Riqgister” bimton to add s course 1o Wy Lianing® aimd paoceed 1o the comse [ Gio bo Step 2 of Regisiration J
proviilen's websiie,

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

Select Cradit Type: | -Seleck-

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

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

In order to view the details of a particular session, simply click the Details button for the session.

You will be presented with all information available for the session, including the seats available,

the registration deadline, days the session takes place (i.e. a ‘schedule’) as well time and location
of each schedule. Click Back to return to the Course Registration Tab

In order to register for a particular session, simply click the Register button for the desired

session (or the Step 2 button where required).

Waitlist Registration

MRC-TRAIN



Some courses on TRAIN offer Waitlist registration after the session has reached maximum
capacity. To add yourself to the waitlist of a full session, simply click the Add to Waitlist button.
The course will be added to your My Learning. If a seat opens up, everyone on the waitlist will be
notified via e-mail. At that point you should go to the Course Management screen and register for
the available seat, if it is still available. You will NOT be automatically enrolled.

Approval Codes

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

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

How to Take Assessments and Evaluations

Taking Assessments

1. Pre-Assessments: Assessments are always mandatory. Therefore, when you register
for a course that has a pre-assessment, you must complete the assessment before you
are considered registered and In Progress.

2. There are a number of
. . Basic Emergency Preparedness for All Public Heallh Workers - {In Progress)
locations where you will be
COHAM Collaborator Level Training - (In Prograss)
instructed to complete the
Animal Bites and Rabies - (In Progress)

Pre-Assessment: .
KMl test course - (Pre-Assessment Pending)

a. Onthe course Registration tab.

P There are pending assessments!

In your My Learning.

c. On the home page, above the My Learning | My Learming Record
Record. o

® Transcript

F Cerificates

B Course Archive
B kv Account

K.MI test course
Course Defails Contacts Registration Reviews

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

Azsessment
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3.

In order to launch the Pre-Assessment, you must click the Assessment button, which is
located both on the Registration tab (shown above) and in the Course Registration
Management. Once clicked, the Assessment will open in a new window. Click the Start
Assessment button to begin the test.

You have a limited number of attempts to complete the assessment. An attempt begins
once you have clicked the Start Assessment button, and ends when you have answered
the last question. If for some reason you are unable to complete the assessment and
need to return to TRAIN and click the Start Assessment button again, you will begin
your 2" attempt. Contact the Course Provider if you have any questions concerning the
number of attempts for your pre-assessment.

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

Answer each question to the best of your

knowledge and click Next to proceed to the next Assessment Statistics
: . Your Score: 100 point
guestion. Upon completion of the Assessment, oUr Seore: i
Minimal Passing Score: A paints
you will be given a score if the assessment has a Total Questions: 5
Correct Answers: 2040% )

point value, or a Pending status. If you receive

Pending, an Administrator will review your

assessment and manually pass or fail you.

Once the Pre-Assessment has been completed, the registration is considered complete
and your registration status is moved to In Progress.

If at any time you wish to review

You have registered for & course:

your Pre-Assessment test you can KMl test course

do so simply by going to the Registration Status: In Progress

Pre-assessment result: 1 Test Assessment for KMi Courses (Passed)

Course Management screen while

Pre-Assessment Link in “My Learning”

the course is In Progress, or to Pre-Assessment and Post-Assessment Links in “Transcript”

the I ranscript once t 1€ course
e-Assessment . .
Final Score | Credit | Verified

Score

has been Completed.

brast fon
Lo tspointsPending | MBS A [R]
bebaged
On the Course Management "Tq&,.sﬁ MiA MG A R]
U
screen, simply click the name of t-basad
1ing = S| 100 points Passed Fassod I, @
the Assessment to open and staey
b-haged
review. On the Transcript, click ing- 6ok NiA 10052 nia [R]
=i
the Status name (pending, b-based
_ ing - Sl N NS A (R]
passed, or failed) to open and stuoy
review.
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1. Post-Assessments: Any Post-Assessment must be completed before the course status
can be changed to Completed and the course moved to your Transcript. Once you have
gone to the Course Management screen and clicked Complete you will be prompted to

take the Post-Assessment.
EMItest course

locations where you will be Registration Status: Post-Assessment Pending

2. There are a number of

Pre-assessment resuit: 0 Test Assessment for K Courses (Passed)

instructed to complete the

. Before completing the course you must pass 'KMi Test Course Post ASsessiment” assessinent.
Post-Assessment: pleting : '

To start the assessment immediately click | Assessmeant

a. Immediately after _ .
|_Back |

clicking Completed

on the Course

F There are pending assessiments!
Registration
| My Learning Record
Management screen. - i i
b. Inyour My Learning. b My Lnaming
c. On the home page, » Transcript
b he M P Cerificates
above the My B Courge Archive
Learning Record. * bty Account

3. Inorder to launch the Post-Assessment, you must click the Assessment button, which is
located both on the Registration tab (shown above) and in the Course Registration
Management. Once clicked, the Assessment will open in a new window. Click the Start
Assessment button to begin the test.

4. You have a limited number of Attempts to complete the assessment. An attempt begins
once you have clicked the Start Assessment button, and ends when you have answered
the last question. If for some reason you are unable to complete the assessment and
need to return to TRAIN and click the Start Assessment button again, you will begin
your 2" attempt. Contact the Course Provider if you have any questions concerning the

number of attempts for your post-assessment.

Due to the limit placed on some assessments, some Course Providers will provide a
Practice Post-Assessment, which behaves exactly as the final post-assessment. If a
Practice Post-Assessment is available to you, you may launch and take the test as many
times as you wish in order to test your connectivity and become familiar with the process

before starting your first attempt on the real Post-Assessment.
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5. Certain Assessments will also place a time limit on the test. You will be able to complete

the assessment if you exceed the time limit, but the Course Provider will take this into
account when grading your Assessment.

You will then answer each question to the best of your knowledge and click Next to
proceed to the next question. Upon completion of the Assessment, you will be given their
score if the assessment has a point value, or a Pending status. If you receive Pending,

an Administrator will review your assessment and manually pass or fail you.

Some Course Providers will allow an Open Book post-assessment for online courses.
This allows you to launch the online course for reference until the post-assessment is
completed.

Once the Post-Assessment has been completed, the course is considered Complete,
your registration status is moved to Completed, and the course is moved into your
Transcript.

If at any tlme yOU WISh to Pre-Assessment .
Final Score

Score

review your Post-

;;:aﬂ}nm 15 poins Pending | MR& MR [R]
Assessment test you can do i
rIage
so simply by going to the '"I‘L'Ii'df“‘* A HiA - MiA (R]
Transcript once the course b-based R
aing«Selk| 100 points Passed | Passed | |BUW [E
has been Completed. On 5':"’ -
b base
. . 100 paints
the Transcript, click the “Tf&,lsm N 2 e [R]
Status name (pending, b-based
P g ing - Self i Mis S N [R]
passed, or failed) to open <N

and review.

Taking Evaluations
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1.
2.

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

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

considered complete and moved into your Transcript.

There are a number of locations

where you will be instructed to

Basic Emergency Preparedness for All Public Health Workers - {In Pron

complete an Evaluation: COHAN Collaborator Level Training - (In Progress)
a. Onthe Course Registration Animal Bites and Rabies - (In Progress)
Tab.

b.

kM test course - (Completed), but an evaluation is pending
In your My Learning.
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c. Onthe home page, above the My Learning Record.

® There are pending evaluations!
,:rhlyl_eanhu Record
4. If an Evaluation is not mandatory, the course will be moved
P hity Leaming

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

* Cerificates
B Coursa Archive

Transcript. You will also be reminded of the evaluation with the BNy Acequnt

evaluation at any time by clicking the Evaluation name from your

Pending Evaluations link on the home page.
How to Launch a Course for which you are already Registered

1. Log onto MRC-TRAIN.
2. From the Home page, click My Learning from the My

f My Learning Record

Learning Record box located on the right hand side of » Iy Learning
5 -
the page. My Training Plan
P Transcript
3. Onthe resulting page, you will see a listing of all courses » Certificates
P Course Archive

for which you are currently registered.
& My Account

To launch a course, click on its title.

To change the status of any of the courses you are

registered for, click the M icon next to a course

title (see the My Learning section for more

TpnEEE) .M_

information).

Courses for which you are already registered

How to Post a Review of a Course
1. Logonto MRC-TRAIN.

2. Locate your desired course using the steps outlined in How to Search for Courses above. If you
would like to review a course that you are currently enrolled in, you may do so from the
Transcript page located in the My Learning Record box on the right hand side of the TRAIN
homepage.

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

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

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

my name on the review” box.

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

Home Course Search Discussion Boands Rizsiu
1. Logonto MRC-TRAIN. Calegories: : :
_ | @ Beronsm
2. Click the Resources tab, located in the B Smallpox AT R

B Competency Resources

# CDC Report { pdf)

Navigation Tab bar.
On the resulting page, you have several
options:
a. To locate a resource, choose from the
categories listed in the menu on the left

hand side of the page or use the

Bl Course Evaluation Tools
Bl General
Bl Meeds Assessment

Hisnword Search

| A1l Categaries I |

 Document Mame
s Description
& Both

Bialogical and Chemical Terramzm:
Sirategic Plan for Freparedness and Response
Fecommendations of the COC Strategic

Flanning Warkgroup

SDCME PRIMER OM BIOTERRORISM

The San Diego County Medical Society is please
understand the physician’s role in a blological or
attack We are the careqivers for the community
care, reassurance and counseling, you must hav
Diirty Bomib { .doc)

Learmn rore about the fallout of this deadly weap

Harnaland Sacoribe ¢ dned

Search Documents by Keyword
function. Resources Page

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

c. To add a resource:

i. Click on the Add Resource button.

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

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

iv. To create a link to a website, make sure the URL to Browse button is selected
and type the address of the website in the field provided.

v. Click Save to finish adding the resource.

How to Use the Discussion Boards
1. Logonto MRC-TRAIN.

Training Suppeort q Herw Thread
2. Click the Discussion Boards tab,
= 5 Straaming Video Helpil! Herman Belkin Mabraska 05M 2003 1601
located in the Navigation Tab bar. =g Now Cowrseout of Denwer o .

3. Onthe resulting page, you have Discussion Threads

several options:
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a. To view different Discussion Topics, choose Streaming Video Help
from the list of topics available in the menu on Author:
the left hand side of the page. Date: 313/2003

Ive gola 2 hour pregentation that | need to ¢

b. To view different Discussion Topics, choose benelits of Raal Media ve. Windows Media s

from the list of topics available in the menu on

the left hand side of the page. LReply J | Backlo Threads |

c. To view areply to a message, click the ‘+ icon Reading and Replying to Messages
next to the thread title. Or, click the blue arrow
located in the top right hand corner of the message while viewing the message. This
allows you to move freely back and forth through the replies.

d. Toreply to a message:

i. Click the Reply button while viewing the message.

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

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

e. To expand a discussion, click on the plus sign (+) next to the discussion thread. An
expanded discussion thread will feature both the initial message and any replies.

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

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

Spotlight Links

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

you have any questions about the links, contact either PHF or your local MRC-TRAIN Administrator.

Upcoming Events

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

page. This is a good way of finding upcoming courses that are available to you.
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How to Request the Role of Course Provider

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

1.

a > 0D

Log on to your TRAIN site.

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

A new form will open at the bottom of the page. Fill it in as completely as possible and click Save.
Your request will be reviewed by the Administrator in charge of Course Provider Approvals for

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

What to Do if You Forget Your Password

24

Go to MRC-TRAIN Login page.

Click on the Forgot your password? link, below the Login button.

You will be asked to enter your login name and then answer the

secret question which you previously established when registering

with TRAIN.

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

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

If you continue to have problems, contact your local MRC-TRAIN Coordinator, or

mrcsupport@train.org.
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Getting Support

Contacting MRC-TRAIN for Technical and Non-Technical Support
There are three individuals you can contact when encountering any difficulty within MRC-TRAIN.
1. Your local MRC-TRAIN Coordinator
a. This will be your unit coordinator. Contact information can often be found under Affiliate
Contacts under Contacts in the Help tab.
2. The MRC-TRAIN Support Desk
a. llya Plotkin is the TRAIN Program Assistant at the Public Health Foundation and is
responsible for assisting MRC-TRAIN. He can be reached at 202-218-4426 or via emalil
at mrcsupport@train.org.
3. The National MRC-TRAIN Administrator at the Office of the Civilian Volunteer Medical Reserve

Corps
a. Sam Schaffzin is the National MRC-TRAIN Administrator and can be emailed via

Samuel.Schaffzin@hhs.qgov.
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