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1. Reset your password by selecting the link. 2. Create a password unique to you.
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3. Adding an office - if your account does not have any offices, please reach out to
HTerry@compliancetrainingpartners.com to make sure your offices are not already in the system. Add
new offices if instructed to do so.

4. If your offices are already in the system, so are your trainees. If they are not in the system then add new
trainees by selecting “Trainees” from the left-hand navigation bar and then “New Trainee”.

Ty m m s b

5. Manually enter trainees by completing all fields and then click “Add New Trainee”

Username (requined] | |

Email required) | |
First Name | |
Last Name | |
Cffice | i Sedgct an office — o |
Passwiord . Shie padsiatnd

Send User Motification W1 Send the riew user an email aboul thes socsurd,

Add Mew Trasee
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6. ...or import trainees using the Excel Sheet Template.

Upload Mew Traimees via Spreadsheet

Otfica best oéfice 2 - 126 Main Street
Upload Shesst Mo fiki chasen
Exprmple Sheet Templabs

4 A | B c | D

1 |First Name Last Name Email

2 |John Doe iohndoesdfasdisdi@example com |
3 |Jane Doe  janedossasdasdasddfsafi@example com |
e
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Ordering Online Training

7. From your Dashboard, select “Order Online Training”.

& Order Online Training

(V] Compliance Dashboard

®* Registered Courses

8. Select a training date and office. Check box “Is this order for specific trainees?” if the order is to be
assigned to specific trainees. In the trainee field select the name(s) of those who need training.

Order #101868 details

General

Trairurg dales

[ 2021-06-17

Office:

| Test office 1 - 123 £im 5t

[¥] 15 this order for spacific trainees?

Trainges:

[l = Jane Doe | | » John Smith | | = John Doe | |

Quantity of tems neads to match nurber of trainees
Crnail address to sand order and aocess codes to

l email@example.com
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9. Select “Add Items” then “Add Products”.

Add product(s) Cancel ‘

Add temi(s)

Order actions

10. Select the course and click “Add”. Change the quantity to match the number of trainees selected. *Note

that only 1 course may be ordered when assigning a course to specified trainees.

1. Complete the email field with the email address of the person receiving the order. Trainees selected will
receive an email stating they have been assigned training. Then click on “Create” to complete your order.

A3 produc s | Cars o5 %
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12. The assigned trainees will receive the email below.

COMPLIANCE

Yamm TRAINING
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Helle, Julie
“You have been assigned o take the courss Compli — Online 0EHA and 1C Dental 2021
Plezss sian in Lo begin yown raining.

Ips: eompliancel raininanarners. cor

E2021 Compliance Training Partners

Ordering Online Training

“My Orders” — These are snapshots of all orders placed. Selecting the “Eye” icon will show you a glimpse of
the order details

Chrder B9850

Agditional Onder Details

“My Offices” — View your office location(s) and its associated trainees.

| Bulk achiong || Apply | | All dates

E My Offices i

"] Test office 1—123 Ekm 5t

| test office 2 - 126 Main Stiect

| Test offlce 3 - 20793 Farmington Rd

| Test office 4 - 111 Elm Street
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“Training Test Performance” — View all completed training and certificates.

£ Training Test Performance
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Trainee Certificates

- INDIVIDUAL CEU TRANSCRIPT
CE Certificate Sexual Harassment 2021

Sexual Harassment Certificate 2021

A live interactive presentation

Provider Mumber 217685 - 2 CEUs Awarded

Fegistrant's Name: Betty White
Iffice: Test office 3

sourse Mame: Sexual Harassment in the Healthcare Workplace

“Compliance Dashboard” - This is a report of your offices’ compliance.

@ compliance Dashboard

1. Select the office.

Offices

Test office 1 - 123 Elm St

test office 2 — 126 Main Street

Test office 3 — 20793 Farmington Rd
Test office 4 — 111 Elm Street

Offices
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2. Complete in-office infection control audits.

Weekly Eyewash Check Maonthly Fire Extinguisher Check
- " Last Check [ata: M2 1-02-23 (00l H Last Check Gates 2002 7-101-240 00k
i ahearez & hssiret St @
ED =l -
Weekly Spore Test of Autoclaves Quarterly Dental Unit Water Testing
. e Last Chedk [ate: M2 1-01-29 S0 Mk bep Last Check Dates 202 7-03-02 Ok0EN)
e alvarez o re abyarer @

3. View all audit checklists completed from the app or an employee’s dashboard.

Latest Compliance Checklist Submissions

C5HA Compliance Audit Checklist HIPAA Compliance Audit Checklist

e subirnissiony Mo subinissions

Detailed Infection Control Audit Checklist

B o compliam
B I cornpliznce

Lizer Kifie Shovtier
Dlaket ardany 45, 024

397 B3 In Comnpliance
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4. View all trainee’s performance in one place.

User Courses

Bty White System Courses
Omiling Seea Harassment CE 2021 Completect 2021-01-27 182705
Compli - Oriline OSHA and |C Dental 2021 Nat complete
Comgli - Orline HINAA Dentsl 7021 Mot comgplete
WAKDR GEHA and Infecton Cantrel 2020 Mot comgplete

manually Entered Trainings

CPR submitted on 20210108 000000
Pain Mansgementsubmitted on 2021-01-28 00:00:00

Julie shaffer System Courses
Hane

Meanually Entered Trainings
None

Miranda Andreas System Courses
Compli - Orine HIRAA Dental 2021 Comgpletedt 2021-01-27 1
Online Seuusal Harassment CE 2021 Completed: 2021-01-27 1,

Campli ~ Orline CAL O5HA and 1€ Dental 3021 Mot comglete
manually Entered Trainings
CPR submitted on 2020-11-23 0O:0G00

Michelle Stame Systeim Conifses
Campli - Orine D5HA and IC Dental 2021 Kat complete
Compli - Crine HIPAA Dental 2021 Mot complete
Manually Entered Trainings
Mane

Compli - Orine QSHA and |C Dental 2021 Completed: 2021-01-27 18:31:34
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