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If you cannot find the answer to your question in this
user guide, please contact us:

Phone:903-871-2150
Normal Hours of Phone Support: 9 AN PM Central Time
Zone MondayFriday

Email:support@pedagogiync.com

Support email is monitored 7 days a week from 8 AM to 8 PM
We strive to respond to any email request within 24 hours


mailto:support@pedagogy-inc.com

Loggingn

How to Access the Pedagogy Education Portal
1 Open aweb browser and go Iitp://portal.pedagogyeducation.com
1 Enter your username andapsword
T Click “Log I n”
1 If this is your first time logging in, you will need to update ypassword and other fiormation

How to Update Your Information
1 Click‘My Informatiorf

Hello, Test.Murse ! Log off
l( P'u DI'A.GOGY' { fped . Uh . g*c‘)h ctional methods.

2arr

My Classes Manage Admin Membership Reports How To
MY INFORMATION

Cimportnmt Wessoge L%

Default Student Password

Your account has the default password. For security purposes, please change your account password.

1 Here you can edit your email address, password, and certificate information

MY INFORMATION

Personal Information Reset Password

Email Address: | test.nurse@test.com Mew Password:

m Verify Password:

Personal Certificate Information

Full Name (as it appears on your certificate) Facility Code (if applicable]

Test Murse 1234567489

1 Inthe“Personal Informatiohbox, enteryas r e mai | addr etesmvegaurd c | i ck
changes


http://portal.pedagogyeducation.com/

1 Inthe" Re B a&$ s wbox; ahter your new password, reenter the password to verify it, and
click“* Res et Rachange yaurdpdssword

1 Inthe“Personal Certificate Informatiérbox, enter younameas it should appear on your
certificate There is no need to entahe facility codeunless you are switching facilities

1 Next select your license type, enter your license number, select the state ant diak d

1 To edit alicense, clictke pencil beside that license

Licenses
License Type License Number State
m Licensed Practical/Vocational Murse - LPM/LYM 123456ABC TX

1 You may remove any of the licenses by clicktimgred“ X” button beside the
1 Now click’ S a,woesdve any changes

Classes and Testing

How to View Your Classes
1 Click‘My Classésin the menu

Manage Admin Membership Reports How To

1 For those healthcare providers taking education provided by an employer who has set an
education curriculunthe education summary is as follows:

Education Plan for Test Nurse

Pending Classes Completed Classes Archived

My Education Summary

Contact Howrs (in system) 0.00
Current Hours (based on plan) 0.00
Last Login 121272011

Mext Due Date (based on plan)

Pending Classes (Click to open class)

Class Name CEU MNext Action Due Date
CPR 2.00 Start Class
How To Pedagogy 0.00 Start Class
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o “My Educat i shows yuthencantagt hours in our system which is the
amount of continuing education hours you have completed with Pedagogy

o0 “ Cur r e ndre ekpeaed Isolrs you will receive based on theenireducation
plan set by your employer

o “Last Logihwill indicate the last time you logged into your dashboard

0 “Next Due Datewill inform you of the date you are expected to complete the next class
in your education plan

1 Toopen a class, click on thel&

Pending Classes (Click to open dass)

Class Name CEU Mext Action Due Date
CPR 2,00 Caontinue
Transfusion Therapy 4,00 Complete Test

1 The certificates drop down will allow you to print the certificates for the classes you have
completed

Certificates
How To Pedagogy [123456ABC) I~

9 Click the drop down, selectthe classand ¢lidRr i n't Certificate?”
9 Your certificate will open in a new window for you to print

- 3

UpEDAGOGY

Online Leaming Systems

Certificate of Successful Completion
Test Nurse

CoViteted D kO ) & ICIN O aw

How To Pedagogy

Tee Sow To Pecagagy”. This coume proskdes 53 CONEAS NOwIL.

Licarms Murter: 12MS0ASC
Orc Wednmacury, e 26, 2014
Conficus ate: 57y




T Next, selectte “ P e magsestap C

Education Plan for Test Nurse

My Education Summary Completed Classes Archived

Class Name CEU Paid Print Score Last Activity MNext Action
CPR 2.00 03/26/2014 Continue
Transfusion Therapy 4.00 7 7 03/26/2014 Complete Test

Of 0 OO e ERE 2o

9 This page will shovfihe class has been pdiar, if yourcertificate has been printed, if you
passedhe test your score, last date of activity, and the next action needed to complete the
class

T Nextclickthé’ Comp |l lasgtabd C

Education Plan for Test Nurse

My Education Summary Pending Classes Archived

Class Mame CEU Print Score Last Activity Completed  Expires
How To Pedagogy 0.00 00,00 03/26/2014 03/26/2014

How To Pedagogy 0.00 v, 100,00 03/26/2014 03/26/2014

OE B OO oo BEE 2o

9 Thissectionwill show you albf the classes you have completed

1 The"“Expire$ column will show you the date this class is no longer available in your education
plan

T Next clrchwved tabh e “ A

1 This page will show you any classes that you haveptaigd that are no longer available, or if
the class has passed its expiration date

1 “Expired means the class has passed the date that has been set for you to complete the class

How to Take a Class
1 Click‘My Classésin the main navigation menu at the tay the page



Manage Admin Membership Reports How To

i This page contains the list of classes thatamgentlyassigned to you
1 Select a class from your lisy clicking on the class title

Education Plan for Test Nurse

Pending Classes Completed Classes Archived

My Education Summary

Contact Hours (in system) 0.00
Current Hours (based on plan) 0.00
Last Login 121272011

Mext Due Date (based on plan)

Pending Classes (Click to open class)

Class Name CEU Mext Action Due Date
CPR 2.00 Start Class
How To Pedagogy 0.00 Start Class

O 0 D e BEE 4o

1 Select a chapter and begin reading

Chapter Listing

Changes in 2010

BLS/CPR for Adults — 1 Rescuer

2 —Rescuer CPR for an Adult
Automated External Defibrillator (AED)
BEL: And CPR Ages 1to Puberty
BL5/CPR for Infants

Advanced Airway CPR, Mouth-to-Mouth
Breaths, and Rescue Breathing

Choking

1 You may move between chapters by selecting a chapter ifi tleh a lp it ® thax todhe left
1 Each page can be read out loud to you by clickinge  “bé&tbnanytlie menu above

8



n 00:00 | 02:13

1 Clickplayand the page will be read to yotUihisfeatureis available on every class page
 TogotoanewpageclicktheNe x t ” o r buttoRsroepvessahe sght or left arrows on

your keyboard

Page10f6 | € PREV NEXT >

1 Your progress is displayed intheC| a s s Ihox to the leftaosnd with any availablactions
for your class

Class Progress

|
Page 2 of 40

Available Actions
= Print My Class

1 Here you may also switch to a printable version of the class if you purchasgdnt option
The print option displays course content onlytheut review or exam questions

1 Atthe end of each chapter are review questipasswer these questions to check your
understanding of the previous chapter

CPR for the Healthcare Professional
Changes in 2010

The new method used to complete the BLS sequence is

A CAP
B. ABC
® C.BAC
D. CAB

Incorrect
Click here to see the reference page for this question.

Page 6 of 6 € PREV NEXT =



1 If the question has been answea incorrectly a link to the reference page will be gibefow
the red “lncorrect?

1 You may go to the page and review the content for the correct answer, clickB@a c k t o Revi
Questior' link to return and answer the question correctly

1 While taking youclass you may notiaed highlighted words

cricoid pressure
| elow:
A technique to reduce the risk of
the aspiration of stomach contents
during induction aof general

-event gastric inflam  anesthesia nd
lz0 block ventilation anomay cause proorems Tor e pracement

e cricoid pressure

1 Hover the mouse on the word to view a short description

1 Click on the word to view a full description a new pagerad in some cases an image is
provided

1 If you find a problem within the class, click theR erpadroblem’ link at the top right of the

page

1 A pop up will appear where you may describe the problem

Report A Problem

Thank you for taking the time to report a problem. Broken images, broken links or content
issues are something we strive to correct in a timely manar. Please fill in a description of
the problem below and click "Submit” to let our staff know about what you have found. If
you have reached this page in error - click "Mevermind" to return to your page without
submitting a report.

An email address we can reply back to you (required])
test.nurse@test.cnm|

Problem description (required)

10



1 Click thé' S u b buitan to submit the problem, or click Ne v e r to adsentlte 'window
1 To select a different class, click theB a ¢ k lasse’ liMky C

How to take a Test

1 Select a class from yoliMy Classeslist,th e n ¢ | i ¢ k éstilmuttoh if theknavigMign T
menu at the top of the page

Take My Class Take My Test

1 The test is broken up into sectiorgach section corresponds to a chapter of the class. To
choose between the sections, click the name in‘thiest Sectiorisbox You may review how
much of the test you have completed, each section that is completedhavitt a check mark
next to it

Changes in 2010

BLS/CPR for Adults — 1 Rescuer

2 — Rescuer CPR for an Adult
Automated External Defibrillator (AED)
ELS And CPR Ages 1to Puberty
BLS/CPR for Infants

Advanced Airway CPR, Mouth-to-
Mouth Breaths, and Rescue Breathing

Choking

Denoctes all questions within a test
secticn have been answered. You may
update your answers at any time prior to
submitting your test for scoring.

1 Answer the question by selecting an answer chaicd clicking eithetSavé or “Save and
Continué

11



BLS/CPR for Adults — 1 Rescuer

When attempting to rescue an adult victim alone,it is advisable to leave the victim to activate the
emergency response and grab an AED prior to beginning CPR.

2 A True

E. False

m SAVE AND CONTINUE ==

1 “Savé will save your answer choice, and allow you to see the choice you have made

“Save and Contindevill save your anser choice and send you to the next question

1 You do not have to complete the test all at one tinfeu may read one chapter and then take
the corresponding test questions

1 You may return to the test at any tarby clicking thé T a k eestMbyttorilin the navigation

=

Take My Class Take My Test

T Yourtestprgr ess i s di s prbgaegsdak atithe top léftef tHe pages t P

|
4 of 34 Questions Answered
In Progress

Available Actions

1 Here you may see how many of the test questions you have ansvasree|l as your available

actions
9 After completing the test, click Su b mi t Mgygoring’e sutn dFeorr aSv ai | abl e act i
9 Your score will be shown above the available actions list

12



9 If you scored an 80% or above, clickth&v al uat e My
course evaluation must be completed before you can print your classicaie

Cl

ass

1 Answer the first five questiby ratingo n  a s ¢ a licknotimeeb my eXpdctatioris

“5. Far exceeded my expectatiohs

Scale

Did not meet my expectations
Somewhat met my expectations

Met my expectations

Somewhat exceeded my expectations
Far exceeded my expectations

L e L g —

* marks where an answer is required
Questions Rating

Class Content and Materials provided by Pedagogy * 1 p 3 4
Teaching Methodology and Structure * 1 2 3 4
Web 5ite and Class Delivery * 1 2 2 4
Specific Objectives Detailed in Curriculurm ™ 1 2 2 4
Ease of Use of Testing Interface * 1 2 2 4

1 Then complete the following questiohssed on your experience

Lhnowunoun Ln Ln

Please provide us any further input or suggestions to improve Pedagogy training

in these areas:

What did yeou like most about thic clazs?

What can we do to improve this class?

i

Would you recornmend us to an associate? Yes Mo

Would you like to give us permission to reproduce your comments about this class on the website. * fies No

These comments will be anonymous.

Submit |

1 When you are done, cliciSubmit

1 Youwilbetakehack to your test me n
Actions”

9 Your certificate will open in a new winddar you to print

=

1 Now you mayreview the questions yogot incorectb y ¢ | i
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Managing a Facility

How to Manage a Facility
I To manage facilities)ick“Managée

FACILITIES

My Classes

Admin

EDUCATION PLANS

Manage Your Facility Information
1 Here you can edit the facility name, address, d@tgite, postal code and contact information

Example Facility : Edit Facility

Membership

nenuhe m

Reports

How To

Facility Preferences Registered Classes Facility Staff Print Certificates

Facility Information

Facility Name* Accounting Code

Exarnple Facility ‘ AB123438C
Address Parent Corporation
‘ 1234 Main Address Line 2 Test Corperation
City State™ Postal Code
| Whitehouse Texas | 73791

Contacts

Primary Contact

Director of Mursing

Educator Contact

Facility Code
TKY20141102770

Administrative Contact

Sarah Admin

Susie Admin

John Educater

Sarah.Admin@test.com

SusieAdmin@test.com

John.Educator@test.com

T Be

F33=232323-23232323

sur e

F3I=233-232332

to cli

Manage Your Facility Preferences

T To

nf or mat

change

faci
i on”

c k

ity

3323-333-3232
“Save” save any changes
preferences, click on the

91 Facility preferences atudesthree choices:

14
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Example Facility : Edit Facility

Facility Information Registered Classes Facility Staff Print Certificates

Facility Preferences

Allow staff members to choose classes from the list of purchased classes
¥| Ernail Monthly Progress Report

¥ Automatically assign 'How to Pedagogy’ to new staff

o “All ow staff members to choose classes fron
A Wedo notrecommend turning this preferemcon, as it allows your studesito
assign themselves classes from your buckets without your approval
o “"Emaily MBmofpt ess Report?’
A This preference will enable a monthly email to be sent to you with an update on
the progress of all of the students in your facility
o “"Automatically assign ‘How to Pedagogy’' to
A This preference is currently enabled alhaccours regardless of your selection

1 Now activate any preference by checking the appropriate box, and clitk®a v e " abyo st or e
changes

al yI 38 | 2dzNJ ClI OAf A@le@isg ClaSa) 8§ SNBR / 2 d2NE S &
on

9 To view your current purchased classes and order new clasdes, ¢ k “Registered

Example Facility : Edit Facility

Facility Information Facility Preferences Facility Staff Print Certificates

Registered Classes

ORDER CLASSES
Class Name Purchased  Unused Mot Started In Progress Completed Turnover
Basics of [V Therapy wd 10 9 1 0 0 0 Manage Enrollment
Central Lines v2 5 4 1 0 0 0

Manage Enrollment

mn . um Pagesize: 2 courses found.

1 From this page you can manage the enrollment of your facility staff in each class, manage your
buckets of classes, and order new classes

15



1 The"“Turnovel column, signifies courses that have been started but the staff member no longer
works in your facility
1 Any courses in yodr U n u £atuchri are available to be assigned to your staff

o To assign a class, select t hektetheaighe and cl i
o On this page you may assign facility staff classes or remove unused classes
Basics of IV Therapy v4 : Manage Class Enrollment @ Backto Facility
Name Status Locked Source
|ﬂ| Jane Nurse Mot Assigned Unlocked
|ﬂ| John LastMame Mot Assigned Unlocked
|:|_;_| m Mancy Admin Mot Started Unlocked Facility

R L ——

o CIl i ¢ k iconhoeassigrralca s s 0 icon tomeenové thdt class from a staff
member
0 A class may not be removed from a staff member if it is locked
0 The satus of the class shows whether the staff member has completed the class, is in
progress of taking the class, or has not started the assigned class
o Click "“Back t o FdFKadility Manggemetitecreenet urn t o your
9 To order new classes for your fagilclickt h ©rder Classés but t on

Class Order Form @ select Facility
Facility Name Facility Code
Example Facility 1KY20141102770
Class Catalog Order Total: §50.00

Clysis - | Discount: $0.00

Your Price: £50.00

Ly 10 or more classes receives a 103

3 discount off the entire order.

Class Price Units
Delete  Ambulation and Preventing Falls §50.00 5

SUBMIT ORDER

16



T Select a class from the “Class Catalog” drop d

field, and click the *“Add to Order” button
1 The class name, price, and number of unites will be displayed below, anddiwetotal will be
updated

1 You may add as many classes to this list as you Ingegpeating the same steps

9 Orders with 10 or more classes will receive a 10% discount off the entire order, which will be
applied in the totals automatically

I Use the VCR butts to navigate through your order

1 To change how many classes are displayed per page, click&iye sizedrop down and select
a different number

1  When you have added all the classes to your order, check the order total, then clickhe b mi t
Order” button below the grid to place your ordelPedagogy receives notification of your order
and an invoie will be generated and emailed to you

Manage Your Facility Staficcounts
1 To manage facility staff,lick”Facility Staff

Example Facility : Edit Facility

Facility Information Facility Preferences Registered Classes Print Certificates

| Mew Facility Staff

APPLY FILTERS CLEAR FILTERS

Mame Verification Status License Mumber(s)
2 m Jehn LastName Verified 333555, 999883 Manage Classes
8 m Mancy Admin Verified 222888 Manage Classes
m Jane Nurse Verified Manage Classes

mn . nm Pagesize: 3 facility staff found.

1 Tofind a specific staff membenter a first name or a last name into the search bhod click

“Apply Filters”
M dickthe* X” biecsoinde t he st aff member’s name t o remo\
1 Tocreat a new st aff me mber , click “New Facility ¢

17



Jane Nurse : Edit Facility Staff @ Bsckto Facility Staff

Class Information Adrministration Information Accounting Information

User Information

User ID Member Since User Name

e i Core 4382 03/28/2014 JaneNurse

Jane ‘ Murse

Enabled CHANGE USER PASSWORD

#| (check to enable user)
*Use the top section to create users - enly first and last name are required

*User names cannot be edited - contact support to change a user name
mm *User names will be in the format first.last if available

*Default passwerd for new users is "password”

T BEnter the staffamsdfclrbBtkah8aVvas5ttoameeate t he
1 If you have their license number, enter the license type, number, and state below and click
“ A d. @His step is optional.

Y.

Student Information

Certificate Name Email Facility
Susie Murse Email Example Facility v
Licenses . ) o .
+ Use this area to edit student specific information
You have no licenses listed + Changing facility updates student dashboard
+ You can leave unknown information blank
- + Some items are automatically populated when a
Add License user is created
Type License Number State + ‘'Save' will save your changes
oy + ‘'Save and Mew' will save your changes and clear
bictifppleahle 7 M| m the form for the next user

* You will be able to add license types after a new
user is created.

T Be sure to click “Samttemtmakenbothamge$ theap
license information or facility so that it updates the system

1 Toeditorupdate astaffpassworcc | i ck t he “Change User Password
appear, eter the new password, and confirm €lick theé'Save but t on t o save the

Change Password

Use default password
¥ (uncheck this box to enter a password for the user)

New Password Confirm New Password

*Passwords are required to be a minimum of & characters in length.

Close

18



1 To make a staff member a facilitdani ni strator, click ond“ Admi ni st
check the box next to theiatility

Susie Nurse : Edit Facility Staff @ Back o Facility Staff

User/Student Information Class Information Accounting Information

Facility Administration

Mote: By checking the box, you are designating this person as a manager for the facility in our system.

Facility Name City State Contact Name Contact Phone

@ Example Facility Whitehouse TX Sarah Admin - 555

T I f the staff member needs to be granted an “Ap
“Accounting I nfor mat i otothe facéitpthestafimembersookld t he b o x
approve orders farApproval roles are for those facilities that require a second approval for
course orders that have been placed

Susie Nurse : Edit Facility Staff @ Back o Facility Staff

User/Student Information Class Information Administration Information

Facility Accounting Administration

Mote: By checking the box, you are allowing this persen to approve orders for the facility in our system for inveoicing.

Facility Name City State Contact Name Contact Phone

of Example Facility Whitehouse TX Sarah Admin 553-555-5555

OO B DO roesic BJR 1 faciities found.

Manage Staff Certificates
T Topi nt a PDF with certificates for multiple sta
on the facility menu

Example Facility : Edit Facility

Facility Infermation Facility Preferences Registered Classes Facility Staff

Print Certificates

Please put a check by the students you weould like to get certificates for, then click the "Download Selected Staff Certificates” button, You will download a zip file
containing a PDF document for each student selected, This PDF document will contain all of the students certificates, so it may be multiple pages.

Staff With Certificates

¥ John LastMame ¥/ Susie Nurse

DOWNLOAD SELECTED STAFF CERTIRICATES

1 Check the box next to the name of any staff member you would like to print certificates for

19



T Click “Downl oad Sel ewilltteddowioada et oCRDF filasfvaihc at e s ”
available certificatedor the staff members selected.arge file downloads may take a minute to
generate

Manage Facility Education Plans
9 Education fans offer a way for you or your corporation to mangger students and their
classes at the top level. You can select a set of classes that staff with particular license types will
all be assigned based on their license type
91 If your facility is part of aorporation that has established an education plandtbfacilities
these corporate templates will also be available
M Click on the “Education Pl ans” l ink bel ow the

My Classes Admin Membership Reports How To

FACILITIES EDUCATION PLAMNS

MANAGE FACILITIES

9 The actual education plan used to manage your classes is always created at the facility level
1 A simple fou step process is used to create, define, and save your plan in the system
1 To create a new education planjak“New Education Pldn

EDUCATION PLANS
Test Corporation : Current Education Plans @ nNew Education Plan
Education Plan Name Created Enabled Actions

1 Your facility will begre-filled in the“Select Facilitydrop down

20

y



Example Facility : Education Plan : Step 1 of 4 @ Bsackto Education Plans

Classes License Types Enforcement Preferences Assign Students

Plan Information

Select Facility Directions
Example Facility v
P Y Select Facility
. . If you manage multiple facilities, select a facility to assign your
Use Existing Corporate Plan (Optional) new education plan. Once defined, this plan can easily be copied
L and assigned to other facilities.

Use Existing Corporate Plan

You may use existing education plans from your parent

| LVM Education Plan corperation, or you may choose to create an education plan from
scratch,

Name of Education Plan

9 If you manage more than one faciligglectthe facility you are creating this plan for from the
“Sel ec tdropdowr menut y ”

1 If you want to use a corporate template as a starting point, select fronifthbs e EXxi st i ng
Corpor adropdowh an”

Use Existing Corporate Flan (Optional) _
ExampleCorp RN Education v

Using an existing corporate plan will Hoad the corprate plan into the following steps

Giveyour plan a name, for example “LVN Education
dick“Proceed to Step"20 continue to the next step

You can click “Save” at any time to save your

=A =4 =4 4 =

Step 2 is wheregu add classes to the plan

Example Facility : Education Plan : Step 2 of 4 @ Back to Education Plans

Plan Infermation License Types Enforcement Preferences Assign Students

LVN Education Plan - Classes Assigned

Directions

Add Classes
To add classes to your education plan, click the "Add Class

Click the button above to add classes for this plan

3

button to the left, select from the list of classes and click "Apply”.

Auto-Upgrade to New Class Versions?
Remove Classes

® Yes Mo To remove classes currently included in this education plan, click
the deleted (X) icon next to the class you wish to remove, and click
"OK" te cenfirm your cheice,

Auto-Upgrade to New Class Versions

Pedagegy classes are updated from time to time and new versions
are released, Select "Ves" if you would like to autematically
upgrade classes in this education plan to the new versions upen
release.

21



1 Every tass Pedagogy offers can be selected asqfaath education plan
1 You can define your list, and our system will let you know if you have enough classes in your
buckets to meet your needs or if you need to ordefills to meet your plan
T To add classes to yde9r putatngn cl i ck the “Add CI
A pop up will appear with a listing of all of the Pedagogy classes

=

Select a Class

Select Class Name

7 Acid-Base Insight Generator
ACS-Acute Corenary Syndrome
7 Current Concepts in Adult Pain Management
Current Concepts in Adult Pain Management for Administrators
7 Advanced Airway Management for Nursing
Advanced Stroke Management
Ambulation and Preventing Falls
[ Basics of Peripheral IV Therapy in Adults

Behavior Preblems and Workplace Vielence

Bleod and Body Fluid Spill Management

BB Wz::5. [PE roesice B 103 dasses found.

APPLY

Close

1 All classes are listed alphabetically and you may need to go to the next page to find a class

T Check the box next to all c¢classes you would I
T The classes you selected wild.l now be displayed
ADD CLASS(ES)
Class Name Date Added Available
E Acid Base 04/01/2014 0
E Adult Pain Mgmt 04/01/2014 0
B Advanced Airway Management 04/01/2014 0
m Basics of IV Therapy w4 04/01/2014 2

22



91 If you want to remove a class from a plan, click‘th&i¢on next to the class youigh to
remove,a pop up will appear task if you are sute c | iocokfimf OK”
1 T h evaitalde column will show how many classes you currently have in your bucket and
available to assign
9 If this number is O or less than the numh#rstaff you want erslled you will need tarder
more classeto refill your buckets
T The bottom of this-Upgempdireas oaMNewpCil ass” Xetrai on
1 Pedagogy reviews course content on a six month to one year basis lodasisionally upgrade
class versions to follow the most current standards of practice
T Select “Yes” if you would Iike all of the cl as
current version of the class (you will be able to select this dassdy class basis in a later step)

Auto-Upgrade to New Class Versions?

2 Yes Mo

T Once you have added all of the classes you nee
button
T Click the “Add License Type(s)” button to open

Example Facility : Education Plan : Step 3 of 4 @ B5ackto Education Plans

Plan Information Classes Enforcement Preferences Assign Students

LVN Education Plan - License Types Assigned

Directions

Add License Types
License Type To add license types to your education plan, click the "Add

m Licenzed Practical/Wocational Murse - LPM/LVM License T}-‘pn.a:s]" ‘I::uttcn to the left, select from the list of license
types and click "Apply".

Remove License Types

Auto-Assign Based on License Type? To remove license types currently included in this education plan,
s click the deleted (X]) icon next to the license type you wish to
Ves Mo remave, and click "OK" te confirm your choice.

Auto-Assign Based on License Type

Select "Ves" if you would like to automatically assign this
education plan, and the classes within it, to members of your staff
that hold these license types,

1 Check the box beside all licenseeyp you wi sh this plan to assign

T Once you have added all |l icense types, select
automatically assigned to any staff with these license types

f You may al so assign tShteafefducati on plan to * Al
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T Click “Proceed to Step 4" to move on

Step 4 will allow you to alter the how this plan is enforced

1 You will see a list displayed of each of the classes included in the plan, and the preferences can
be different for any of the classes

1 For example ifou require your staff to complete their Infection Control classes every six
months, but the rest of their classes every year, the settings can be changed accordingly

EDUCATION PLANS

=

Example Facility : Education Plan : Step 4 of 4

Plan Information Classes License Types Assign Students

LVN Education Plan - Enforcement Preferences

Class Mame Sequence Warning Alert  Duration MNew  Awailable
Days Days Version

Acid Base [~ |3 (0] [10] 365 v
Adult Pain Mgt n | 10 | 10 |355 "
Advanced Airway HIEI | 10 | 10 |355 v
Management

Basics of IV Therapy wd nlzl | 10 | 10 |355 o 8

=

=]

=]

Plan Status

*! Enahble Disable

f Theupanddownarses under “ S eouuoecimange therdel thabyour staff
completetheir classes in
T “Warning Days al | ows vy o ustudent hdsda cempleie theeclads o w  ma n
before they receive a warning email reminding them to complete their class
T “Alert Days” det eaysiherstaffsmemberehasowconiplete thealass before
an email is sent to the Facility Administrator notifying them that the class has not been
completed
T “Duration” i s where you can sel ect how often t
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1 For examm, if the facility staff in our example needed to complete Adult Pain Management
every 6 months, we would change the duration t
class archived, and a new class reloaded every six months

T The “ New Ve rlovsyontd seleghdnia daby-ciass basis if you would like the
class to auteupgrade to the most current version available

T “Avail able” is displaying the number of <cl asse
classes in the plan. If this numbkerO or less than the number of staff in your facility that you
will have assigned to this plan, you will needtder more classes

T To begin assigning your plan to staff, select
T You may a l anoplarisfhat havebbeoerhe outdated or need to be temporarily put on
hold
1 There is a key to the right of the page, that will have explanations of this page for your use
T Once you have selected all of your éoaitbnhor cement
of the page
T You will be brought to the “Assign Students” p

1 This page will load with any available staff that have the license type you selected for the plan

1 Youcan manually add andremove sfaff om t hi s p | aonr b“yX"u shoumtgh o rhse o'r+
clickon® Aut o Assi gn B a soassignaths plan tacad stadf ef this §cgnse’type

T Note: I f you click on * Autonothasesenoggh clddses ambp on L
up will appear to explain which classes, and how n@rgach class are missing

| &) Error X “

You do not have encugh in your buckets to assign all students,

Class: Acid Base Short: 4
Class: Adult Pain Mgmt Short: 4
Class: Advanced Airway Management Short: 4

To order more classes, Click Here

QK I

T Click the “Click Here" l'ink and you wil/ be br
For inbrmation on how to order classe€lick Here
1 Once you have completed your assignments, gaxi return to manage other education plans

by clicking on the “Back to Education Plans” b

. Back to Education Plans

=
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Reports

1 Pedagogy compiles all staff progress in all of their classes into easy to use reports
9 To access the reports page, klic o n

page

Reports in the main naviga

My Classes Manage Admin Membership How To

PROGRESS REPORT COMPLIANCE REPORT

f You can then c¢click on “Progress Report” or “Co
Progress Reports

T The “Progress Report” page wil/ di splay a 1i st

staff

PROGRESS REPORT

You can use the drop downs at the top of the grid to filter data according to class, facility, status, or student. You can also export to PDF or CSV by
clicking the buttons at the top right of grid.

Facility Class | All v | Status |All = | Student | All - |

Example Facility Basics of IV Therapy vd Mancy L. Murse Mot Started 0.00 -- Facility
Example Facility Basics of IV Therapy v4 Susie Murse Met Started 0.00 = Facility
Exarnple Facility Central Lines w2 Manecy L. Murse Mot Started 0.00 -- Facility
Example Facility Central Lines w2 Susie Nurse Mot Started 0.00 = Facility
Example Facility How To Pedagogy Jane Murse Mot Started 0.00 -- Other
Example Facility How To Pedagogy John LastMame Completed 00.00 0470172014 Other
Example Facility How To Pedagogy Mancy L. Murse Mot Started 0.00 -- Other
Example Facility How To Pedagogy Mancy L. Murse Mot Started Other
Example Facility How To Pedagogy Susie Murse Completed 0470172014 Other
LA |i| kM Page size: 20 9 items in 1 pages
f I'f you manage more than one facility, you can

staff from one facility at a time
f You can sort the report by class by wusing the
T “Status” refers to i ihprégtess,ocidcanspetedbpthestaft en st ar t
member
1 Youcansortthemort by c¢cl ass statudowby using the “Sta
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T For each class, it will show the student’ s nam
have completed the test, and éhlast date they accessed the class
T To view the progress for a specific student, ¢
by name
1 Use the VCR buttons at the bottom of the report to move between pages of the report
1 You can export this report tdifferent programs using the 3 buttons at the top right of the
report
0 The first button will download the report as an Excel file
0 The second button will download the report as a PDF file
0 The third button will download the report as a CSV file

Compliance Remrts

T To access a compliance report, click on the “C
T This page will allow you to track your staff’'s
for them
COMPLIANCE REPORT

Use the drop down at the top of the form to select an education plan and view the Compliance Report for that plan.
You can also export to PDF or CSV by clicking the buttons at the top right of grid.

Compliance Report

Select Education Plan | LWVMN Education Plan >
Drag a column header and drop it here to group by that column
| 8 & [
Name Date Assigned Date Completed Status Expires
Nancy Admin 04/01/2014 Start Class 03/01/2014
4| 4 |l| k| M Pagesize: 20 Titems in 1 pages

1 You can choose which education plan you woukl likt o vi ew t he report for
Education Pl an” drop down
9 This report allows you to add additional filters by dragging the group type to the bar at the top
of the report
1 For example, to group your report according to the staff member within thecation plan,
click on “Name” in the header, and drag it to
T You will see a down and up arrow appear next t
group by that column” box, drop the tothader t he
new header grouping
9 Click the up or down arrow next to the column headers to change if they are sortbeddn
from AZ or ZA
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COMPLIANCE REPORT

Use the drop down at the top of the form to select an education plan and view the Compliance Report for that plan.
You can also export to POF or CSV by clicking the buttons at the top right of grid.

Compliance Report

Select Education Plan | LVN Education Plan - |

MName « &

HERERE)

- Date Completed Status Expires

b

Name: Mancy Admin
04/01/2014 Start Class 05/01/2014

LR |l| kLM Page size: 20 1items in 1 pages

T

The compliance report will display the name of the student, the classes the student has been
assigned from theducation plan, the date the classes were assigned to the student, the date
they completed the classes, their current status for each class in the plan, and the date that the
class expires
You can export this report to different programs using the 3 bugtahthe top right of the
report

0 The first button will download the report as an Excel file

0 The second button will download the report as a PDF file

0 The third button will download the report as a CSV file

Additional Resources

Pedagogy offers many resourdes you or your staff. If at any time you have a question that is not
answered in our resource§ontact Usaind our staff will be more than happy to help.

Informational Resources

Toaccessanye dagogy’ s r es @webbdrewser ang geedagoay [E@ucaticand select
the campus that best fits your needs

The campuses we offer are:

=A =4 =4 4 -4 4

Main Campus
Acute Care Campus

Infusion Campus

Inservice and Compliance Campus

Long Term Care and Home Health Campus
Administrators Campus
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https://pedagogyeducation.com/
https://pedagogyeducation.com/main
https://pedagogyeducation.com/acutecare
https://pedagogyeducation.com/infusion
https://pedagogyeducation.com/inservice
https://pedagogyeducation.com/ltc
http://pedagogyeducation.com/Administrators-Campus/Home.aspx

Once you have | oaded the campus, <click dhetop he *“ Re
of the page.

Search Campus

4 PEDAGOGY - MAIN CAMPUS

f8in?

Campus Home Register for Classes Information Student Union Career Services CEGIRELIER  Class Catalog Go To Class

GENERAL INFUSION FALL PREVENTION RESPIRATORY

From this page a list of resources by category will be displayed, including printable reference posters,
and other information.

Pedagogy also offers current news and blog posts with additional information for your use in our
“Student Union” section.

How to Videos
There are

How To” videos .acTtesad dbd s ithheg ouowoTd’

Log into your dashbodr

Click on “How To” in the main navigation menu
Choose the category of your question in the drop down menu

A list of available videos will be displayed

Click on the name of a video you would like to watch, andviieo will load within your

dashboard page

= =4 =4 4 =4

My Classes Manage Admin Membership Reports

HOW TO VIDEOS

Playlist How To Create A New Facility Staff Member
Category:| Manage v u | e M

B
« How To Create A New Facility Staff MY CLASSES

IMember Current Registered Classes Register A New Class

* How To Manage A Facility
* How To Manage Facility Staff

* How To Reset User Password 08 B DR o B0 ‘,. m

* How To Manage Facility Education Plans

Furdhic A G
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