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RSS Coordinator User Role Instructions

Log In
h 2 AHN/Highmark Employee Login & Visitor Login (% Register ™
Cme-a n -Org "’ (I course... B
% AHN
¢ | | | nome
C h rome |S th e CME HOME ‘ CALENDAR COURSES RSS CATALOG MY ACCOUNT ~ | RESOURCES - | EXHIBITOR PORTAL

recommended
browser

CONTINUING MEDICAL EDUCATION AT ALLEGHENY HEALTH NETWORK

Allegheny Health Network Continuing Medical Education is approved to provide certified CME activities recognized by hospital

IGHMARK
HEALTH

All internal employees will use AHN email
& password

(<firstinitial+first7oflasthname>@ahn.org)

Sign in with your organizational account

< aknoch@ahn.org ,

Password
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RSS Coordinator User Role Instructions
User Profile and Mobile Number

Ashley Knoch &My occount (9Logout ™
e — ™
indl @ course.. B |[PROFILE FOR ASHLEY KNOCH
n g m l VIEW EDIT ASSIGN CREDITS BOOKMARKS COURSE CREDIT LOG DELET
E{HlBlTUH PDHT]G'L FHM ["NNEHS Account Bio m Disclosure Mohile Twitter accounts
MY ACCOUNT Complete
profile
information and
dd o]
VIEW EDIT ASSIGN CREDITS BOOKMARKS COURSE CREDIT LOG DELETED CREDIT MY ACTIVITIES ORDERS . nu::ge: <
Account Bio Profile Disclosure Twitter accounts
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RSS Coordinator User Role Instructions
Navigate to Series

- l L TL= I'"Ladil

You can CMEHOME ~ CALENDAR | COURSES ‘ RSSCATALOG | MY ACCOUNT - | RESOURGES - | EXHIBITOR PORTAL
search for a Horie
series within

the RSS
Catalog tab SERIES

TITLE

Title + Location Date

Acute Care Surgery Grand Rounds 05/14/2019 to 12/31/2019
AHN EMM Journal Club 05/15/2019 to 12/18/2019
AHNCI Breast Cancer Program Tumor Board 05/14/2019 to 12/31/2019
AHNCI Lymphoma Tumor Board 05/17/2019 to 12/27/2019
Allegheny Valley Hospital Tumor Board 05/15/2019 to 12/25/2019
AP Quuality and Safety Conference 06/05/2019 to 12/04/2019
APP Grand Rounds 07/17/2019 to 12/31/2019
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RSS Coordinator User Role Instructions
Create Sessions

ACUTE CARE SURGERY GRAND ROUNDS

VIEW  EDIT  FEATURES ~ GROUP  CLDNE

FEATURES
SERIES DATE:
Haome Tuesday, May 14, 2019 - 8:00am to Tuesday, December 31, 2019 - 9:00am
Sessions
ADD CONTENT
Sessian @ SESSIONS
ADMIN Session Date
Edit Series tast 06/13/2019 - 1:44pm ta 5:44pm
Features
Members

Group dashboard
Group report

Complete all

required
fields

Create Session

Home [ Session

Title & descrption *
Time & place *
Course settings
Credit settings

Publishing

x® M
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RSS Coordinator User Role Instructions

Adding Credit Type

In credit settings, add AMA PRA » ABMS MOC Il (nactive)
(MD, DO,PA, CRNP) and
Attendance (other healthcare) + ABMS MOC IV (Inaciive)
credit value.

» ACPE Pharmacy (Inactive)

For social worker credit, select
APA and add credit value.

ACt|Ve * AMA PRA Gategory 1 Credii™ {Active | Increments: 3.00 | Min® 0.00 | Max: 1.00)

#  Active

Varlable credit

1hr =1 credit

0.00 000 Max

rements

Expiration type

Nong L4

+ ANCC (Inactive)
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RSS Coordinator User Role Instructions

Evaluation

Attendance

o Enabled

%AHN e ‘mms &+ « Visible in outiing

+ Completion required

CME HOME RES CATALOG MY ACCOUNT - RESOURCES - CXHIBITOR PORTAL
« Vigw instance

Home » Adult Advonced Life Support Couwrse » ols rss test

In dropdown

ALS RSS TEST _
Credit box, scroll and
VIEW (1011 EMHDUIMERTS FACHNT IRFSE BEFORTS REFEAT THIS SESSION CADKE ) Enablec‘ Select Webform’
+ o g

FATURES  sus e « Visible in outline click Add Object
Hame CuxCcaL

s Completion reguired

SESSIDN DATE:
ADD CONTENT Manday, june 17, 2048 - 10:20am 1a Tussday, December 31, 2018 - 11:200m
Sessian Enroliments ore closed. /
| - select object - v Add object

> outline Revert

*Eval required for ALL Grand Rounds Sessions
*Eval for all other courses should be added QUATERLY
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RSS Coordinator User Role Instructions
Evaluation

Attendance
« Enahled
+ + Visible in outline
« Completion required
= Wiew instance

Credit

« Enahled
« Visible in outline

« Completion required

Webform

+ Enabled
+ « Vizible in outline
« Completion required
* Save course to edit object

Altendance
Couse Signup

Credit

Courae Credit

Webform
Course Webform

Settings

Settings

Click on Settings

4
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RSS Coordinator User Role Instructions

Evaluation

In the Title box,
type-in

Evaluation

Course object settings Then click on
T i o S Tl TR e Gt

Settings for Webform

Updste
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RSS Coordinator User Role Instructions

Evaluation

Settings for Webform

Title & description
Bungs for course object content.

Altendance
Click on Use template ?

Type Evaluation; as you type, our .

templates will populate. Based on your
type of course, select either:

RSS Quarterly Eval (M&M, Tumor P
Board, Case Conf, Journal Club)
Or Evaluation

Anendance
Course Spng

Credit
Course Croat

‘Waobform
Course Wabform

Settings 2 Live Conference and GR Eval Template *
@ ¥ Use template P .
WWebfi _ _ + .
sl Click on Update and Save outline .
Content :
GCceay RSS Quaterly Eval (M&M, Tumor Board, Case Conferenc, Journal Club) Altendance
- L Ol - Add abjsct v Enabled
Delete
% o Visible in outline
Create node + Completion required
s Mewinstance
Selecting a node type will automatically create this node and link it to this course object.
Webform T Evaluation
o Enabled
- - . Visible in outline
Ll Use existing title Completion required
Use the referenced content's fitle as this course object's fitle. After you save outline it instance
¥ Private drag Evaluation View instance
This content will not be available to users who are not enrolled in this course. section to be above Edit guestions
Credit section
Update Credit

&+ * Enabled

« Vizible in outline

« Completion reguirecd

t‘éfp Allegheny Health Network
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RSS Coordinator User Role Instructions

Evaluation

In Course Outline,
Click on Settings

Check completion
required

Update

Settings for Credit

Title & description ¥ Enabled
| Enabled course objects will become part]
Settings

¥ Visible in outline
o

Credit R 110t visible will not be
e O completioMgequired
Users must complel required ohjects.
Delete
Updlate
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RSS Coordinator User Role Instructions
Confirmation Email

# Send confirmation
Confirmation email is defaulted to

a generic, global response. To Confirmation email
make edits to the response in Email sent to user upon signup. Supported string substitutions: %node_title, %node_ur, %node_start

your session: the "cancel own signups” permission), and any tokens in the Replacement tokens list
Click on Enrollments Dear [user:profile-profile-field-first-name] [user:profile-profile-field-last-name],

Settings Thank you for registering for “[node:title]", an educational activity developed by [site:name].
Scroll to Confirmation Email

Update text box

» Replacement tokens

If you have an evaluation associated with a session and want to add a direct link to the
evaluation, copy and paste the URL of the session after the defaulted message.
Example:

*kk I
“Dear [user:profile-profile:field-first-name] [user:profile-profile:field-last-name], Please note that this only

Thank you for registering for “[node:title],” an educational activity developed by updates the response email,
[site:name]. NOT the reply text.

Link to evaluation:

@ Allegheny Health Network


https://cme.ahn.org/sv-lung-and-pleural-tumor-board/content/sv-lung-and-pleural-tumor-board-53

RSS Coordinator User Role Instructions

Repeating Sessions

Click on Repeat this

CME HOME RSS CATALOG MY ACCOUNT RESQOURCES EXHIBITOR PORTAL

ACUTE CARE SURGERY GRAND ROUNDS

VIEW  EDIT  FEATURES ~ GROUP  CLODRE

Group dashboard
Group report

o
’:::‘ AH N Find o

FEATURES
SERIES DATE:
Hame Tuesdoy, Moy 14,2019 - 8:00am to Tuesday, December 31, 2019 - 9:00am
Sessions
ADD CONTENT
Session SESSIONS
ADMIN Session Date
Edit Series 06/13/2019 - 1:44pm to 5:44pm
Features
Members

INFORMATION LOCATIONS
Find o Doctor

PRIVACY 8 PATIENT RIGHTS

Allegheny General Hospital Motice of Privacy Practices

Patients & Visitors Allegheny Valley Hospital GDPR

Al

% AHN

RSS CATALOG generate for each

CMEHOME

Haome » Acute Core Surgery Grand Ro)

TEST

Yiew Eom

FEATURES

Home

Session

Session

Enter all dates based

on hOW Often they bsulkows & Myoocount (Plogout W
occur — a different Find o course Q]

text-in code will nOome

session

ENROLLMERTS ~ FACULTY  ~ COURSE DUTLINE ~ COURSE REFDRIS  REVISIONS

START DATE
Thursdoy, June 13, 2019 - 1:44pm 10 5:44pm

REPEATS
Weekly "
REPEATS

Every 1 weeks

REPEAT DN

Sim Mun Tue Wed @ Tha EFd Sat

STOP REPEATING
w After  # OCCUITENCES

DATE

On

« EXCLUDE WEEKENDS

«f? Allegheny Health Network




RSS Coordinator User Role Instructions

SMS attendance

Send SMS
attendance code
to attendees

before and/or at
each session

beulkows &My account (3logout W

% AHN S

fiome

CMOHOME ~ RSSCATALOG ~ MYACCOUNT - RCSOURCLS - EXIBITOR PORTAL

Hame » Acute Core Surgery Grond Reunds » test

TEST

VIEW  EDIT ENROLIMENTS  FACULTY  COURSEOUTUNE  COURSE REFORTS ~ REVISIONS ~ REFEAT THIS SESSIDN  CLONE

FEATURES
Hame LOWELIE
Sessians
SESSIUN DATE:
ADD CONTENT Thursday, June 13, 2018 - 1:44pm 10 5:44pm
Sessian Enrallments are closed.
ADMIN
o senes Ethos CE SMS number:
Ff_.:;r:rlfl::rhbml" (412) 30 1_99 19
Group repart

q‘?p Allegheny Health Network



RSS Coordinator User Role Instructions
Enroll Participants

Click on Search and Enroll

Search by First and Last Name

Home | EthosCE Test RSS Series 1

Enrolimi.nts  Faculty Course outine  Course reporis

Search and enroll ~ Waitlist ~ Settings  Import

test

Enroliments

User: E-mail

/ iew Ede
VIEW  EDIT @ ENROLIMENTS WFACULTY  COURSEDUTLNE  COURSE REPORTS  REPEAT THIS SESSION  CLONE
Administer

FEATURES SHS CODE tes t
Home YEKPEM =
Sessions

SESSION DATE:
ADD CONTENT Tuesday, June 18, 2019 - 2:05pm to 3:05pm
Session 1.00 Attendance Username

Enrollments are closed.
ADMIN
Edit Series
Feotures Sradong
kembers
Group dashboard

Imported records

Enroll User

Repeat this

Signug ***you can only enroll a user that
has an account created in the

system

First name

Mark user not a

10f 1 enrallments

Username User: E-mail First name

Operations

Ruemove eqrofiment Edit enrolimsnt Iark wser not standsed Ivodify fialds Send e.mail
Username E-mail St name Last name Enroliment created
o aknach Aghliry Kngh DE20/2019 - 2:40pm

After you enroll user, click
on Administer

select user

Mark user attended

row selected (rese]

Enreliment started

Enraliment ends

0620019 - 3:40pm

Attended Type

Atendad Course signup

@ Allegheny Health Network




RSS Coordinator User Role Instructions
Extend Text-in Timeframe

Click on your session

Enrollments
Settings
SMS

Change “3” to extend
timeframe

RSS TEST

VIEW EDIT ENROLLMENTS Home / RSS Test / Rss Test / Enrolments

r - Search and enroll Waitlist  Seffings  Import Imported records
»
SS |1es

Home / RSS Test / Rss Test / Setlings

Enroliments are

Closed ¥

Send signups to
Ernail addregegal

& notification of new signups will be sent. Leave blank for no notifications

N’

~ SMS

Qpen attendance 0 hours 0 minutes  before ¥ start date

hours ' 0 minutes  after ¥ start date

k Close attendance | 2
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RSS Coordinator User Role Instructions

Award Credit

‘ ~ Attendance
. i - I To add, edit or delete this credit type update the appropriate fields below.
Action Click the "COURSE REPORTS" tab.
© No change Click “Award credits” link.
bbb sl :::t';:::”'eted @® Awardiupdate this credit type Check the checkbox next to the
e Apply ,
e () Delete this credit type |ea.'mer S .name- _
(— Click “Edit awarded credit.”
— Credits Click the credit type that needs to be
T 10 modified or revoked.
o ok Select “Award/update this credit type”
Date awarded to mpdlfy credit, or select “_Delete this
credit type” to revoke credit.
Eateumafzmg Enter in credit number in the Credits
erations o field to update credit amount.
=TT Change the credit type via the
“Change any X credit to” dropdown.
Time Click “Next.”
Mg User Eirst  Last
D g Shemns neme  pame SO Eg. 11.08am Click “Confirm.”
478 Tré.n:ng ! aknoch Ashiey Knochi@dHMN ORG  Ashley Kngch Evaluation
Change any Attendance credit to
| Attendance v |

q‘?p Allegheny Health Network



RSS Coordinator User Role Instructions
Transcripts

Formal Course Transcript

A My account (@Log out W

Q
nome

Ashley Knoch

Find c course...

My Account

My Activities

Select either:
Completed activities
or Session credit

MY ACCOUNT

VIEW  EDIT  ASSIGN CREDITS ~ BOOKMARKS  COURSECREDITLOG ~ DELETED CREDIT  FACULTY
ASHLEY.KNOCH@AHN.ORG

PROFILE ~ BID  DISCLOSURE

COMPLETED ACTIVITIES

m CREDITS ~ BOCKMARKS  COURSECREDITLOG ~ DELETED CREDIT  FACULTY WY ACTIVITIES  ORDERS

RSS Credit Transcript

Ashley Knoch &My account (Logout W

Q
1> inleg

Find o course...

MY ACCOUNT

VIEW  EDIT  ASSIGN CREDITS ~ BOOKMARKS ~ COURSECREDITLOG ~ DELETED CREDIT  FACULTY @
ASHLEY.KNOCH@AHN.ORG
PROFILE ~ BIO  DISCLOSURE
TOTAL SESSION CREDIT
VEW  EDIT  ASSIGN CREDITS HJDD'.'MHS LOG  DELETED CREDIT  FACULTY MY ACTIVITIES  ORDERS
Completed activities | Pending cctivitics ey el =xterral credits

DATE COMPLETED
START DATE
E.g.0H1L201a

END DATE
Eg. 0112019

@ Allegheny Health Network



RSS Coordinator User Role Instructions
Assign Faculty Form

.

VIEW  EDIT  EMROLLMEN FACULTY ~ COWRSE OUTLIKE ~ COURSE REPORTS ~ REPEAT THIS SESSION  CLONE _I_ES_I_
FEATURES SHIS CODE
Hame YEKPEM ——
S VIEW EDTE ENIS  FACULTY  COURSEOUTLINE ~ COURSE REPORTS
ADD CONTENT Tuesdoy, June 18, 2019 - 2:05pm to 3:05pm
Session 1.00 Attendance Add faculty aJ All forms

Enrallments ore closed.
ADMIN
Edit Series
Features
g;ﬁgiﬁshbom FEM-UR[S To assign a form to a faculty member, search for faculty by
Group report Home not yet have an account, you can invite them to create an a

Sessions address in the "Email” field below

ADD CONTENT USER

Enter the user's name and select it when it appears in a drop-down lig

Session
ADMIN EMAIL

) ) Enter an email for users who do not yet exist.
Edit Series ’
Members

Group report
FACULTY ROLE

[ Cnmmittes memher

t‘:f:* Allegheny Health Network



RSS Coordinator User Role Instructions
Assign Faculty Form

Complete the form

Click on Send Form

View £ ENROLLMENTS  FACULIY  COURSEDUILINE  COURSE REFDRIS  REFEAD THIS SESSION

To ossign © formn 1o o feculty member, seerch for foculty by nome in the "User” fiekd below. If the foculty does
not yet hove on account, you con mate them to aeote on account and ossign the form by entenng on smoil
oddress in the "Email” fizlkd below

ADD CONTENT U0

Session

dawn list

ADMIN

Edit Senes
Features
Membars

Group doshboard  EAQULY ROLE
Group repert

1o do not yet exst

Committee member

EF FEVIEWET

@ Planner
Speoker

FORM TYPE
Canfict of Interest Resaltion Farm

2 Discloswe and Spe

kir Agreement Form
4 Disclosure Form

3 Presentation reguast form

Specker Agresment Form

PUBLISHED

t‘:f:* Allegheny Health Network
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