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Manage Classes

1. Hover over Training, Assigned Training. Click on Manage Classes.

Dept Info Training Attendance  Reports Status
Assigned Training Manage Classes

Adhoc Training Assign Classes
Manage Courses

Re-order Website

Manage CBTs

Search Lessons
myoyaaeg List Quarterly Trng

2. The current quarter is displayed. If you need to change the quarter, use the drop down menu to
select a new quarter.

Claz= Statuz Lezzonz Aszzigned Attended Complete Copy/Move Clear Delete
No guarterly training entered

At the right of the screen, click on the blue plus sign to add a new class.

A pop up window will appear. Enter the title of the class. Click Create Class.
Choose the option to edit the new class.

Use the drop down arrows to customize your class accordingly.

o v kW

Update Class Details Assign Lessons

Cat E Medical Syste -

Details | Bullets | Dates | ategory | Emergency Medical Systems x|
Topic CBT -

CBT 425 Respiratory Emergencies |
CBT 432 Chest Pain

CBT 434 Cardiovascular Emergencies

CBT 435 Abdominal Pain J
CBT 442 Stroke

Paperwork IYes 'l Signoff All -
Mandatory  |Yes = Month ISeptemberj
Status Open =\l Schedule IQuarterI 'l !
. = Y ‘CBT 443 Alterad Mental States
CBT 445 Head & Spine x|

|No assigned lessons
Add Lessons |4—

Lesson

7. Next, assign lesson(s) to the class. Choose a Category, Topic, and Lesson.
NOTE: a class can have more than one lesson. Hold down the Ctrl key to select multiple lessons.
8. Click Add Lessons. The assigned lesson(s) will now appear on the left side of the screen.
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9. To change the default hours of a lesson, click on the current hours displayed. A popup window
will appear. Enter the new hours and click Save Update. You can also delete the lesson by
clicking on the red ‘X'.

| Included Lessons (2 hrs)

5=

Update Quarterly Training on the Training Website:

10. The top three buttons allow you to update the class details on your Training Website. These
details will be displayed on the Quarterly Training class list.

Update Class Details Assign Lessons
Details | Bullets | Dates Category | =
Topic | |
Paperwork IYes 'l Signoff All - 1.1 Booster tank, pre-connect ﬂ
1.10 Standpipe Forward
Mandatory |Yes v| Month ISeptemberj 1.11 Standpipe Reverse
Lesson 1.12 Deck Gun
Status Open =|f Schedule |Quarterl 'l 1.13 Monitor Forward
Y 1.74 Monitor Reverse
Included Lessons (2 hrs) 1.15 Sprinkler Forward |
_ 200 [Lecture [ B E—

11. Click on the Details button.

12. The title is already displayed. Enter the appropriate class information in the remaining fields.
13. Click Save Chgs.

14. Click the red arrow button to go back to the previous screen.

Title |CBT 443 Altered Mental States
Save Chgs

Descl'ipﬁoll Paramedics will provide CBT as scheduled by the ﬂ

ITraining Division. Complete the online course and

exam prior to paramedic interaction. ﬂ
Calendar Tag ICBT 443 Applies to IAII EMTs
Default Location I Station 4 'l
Default Instructor IAndam. Audrey 'l
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15. Click on the Bullets button. There are five ways to add a bullet to a class description. You may
also choose not to add a bullet at all.

16. Please see the Adding Bullets user guide for detailed instructions.

17. After all bullets are added, click on the red arrow button to go back to the previous screen.

’ BasicBuIIet] ’ WebsiteLinI-c] [ Local Document ] [ Web Documents ] [ Add Lessans ]

‘ No description bullets have been entered for this class ‘

18. Click on the Dates button.
19. Enter the Date, Time and Units. Click Save New Date.
20. The class date and assignment will appear on the left side of the screen.

| Date [ Shift | Day | Time | TUnits |Del Date [03/27/10
[9/16/2010 | A-Shift | Thursday |0930-1200 [E65. A64.B61 | B | Time [0S307200
(91232010 | B-Shift | Thursday | 0930-1200 [E63.E64. A65 | B | uits F A s

A

e e Save New Date |

21. To change the date, time or units, hover over the entry until the hand symbol is visible. Click on
the entry. A popup window will appear. Enter the new information and click Save Update.
22. Click the red arrow button to go back to the previous screen.

Year IZOI{}' Quarter |3rdquarter 'l [
Leszzonz

Clazz Statuz Aszipned Attended Complete Caopy/Move Clear Delate
CBT 443 Altered Mental States a 1 0 0 0 e 7]

23. Here, you will see the classes entered. The Status is green, which means the class is open. Click
on the green button to change the status to closed or design mode.

24. If you need to update a class, click on the class title.

25. You can also delete a class by clicking on the red ‘X’. NOTE: once personnel have been assigned
to a class, you will no longer be able to delete the class.

26. To add another class, click the blue plus sign and follow the directions above.
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27. Lastly, be sure to view your Department’s Training Website to see the new class listed under

Quarterly Training.
Fire and E.M.S. FireTime
. e e e e _Soliware
Training Division v208 2062010
e
Home Links Contacts Calendar

Third Quarter
Training

Assigned Training for Third Quarter

En=haae g CPBT 443 Altered Mental States

ANEMTs Class Links
] Description: Parsmedics will provide CBT as scheduled by the Training Division. Complete the online course and exam prior to
Second Quarter Pumdfmm“m i ’ : F # CBT 443 Altered Mental States

+ Complete the online exam click hers

| Shift | Date [ Time [ Units
o — [ Ashit | 9162010 | 0930-1200 | E65. A64.B6l

| csmit | 9202010 | 0930-1200 | E65.A64.B61

[ Bshit | 9232010 | 0930-1200 | E63.E64 A6S




