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Student Overview of the HealthStream Learning
Center

The HealthStream Learning Center (HLC) is an electronic learning system designed to streamline your
education experience. You'll be able to conveniently complete your assignments and elective learning.
Since the HLC is securely delivered via the Internet, it offers flexibility in where you participate in your e-
learning exercises and access your transcript.

After you log into the HealthStream Learning Center as a student you will be able to:

e Complete courses, equivalents, and curricula

e View your transcript (document of your completed learning)

e Print a certificate for your completed learning

e Review learning details

e Browse and enroll in elective learning and register for classes

e Maintain your licensure information (if applicable)

e Learn about selected medical devices (if available through your facility)

Student (Employee) Responsibilities

As an HLC student, you will be responsible for logging into the system on a regular basis (once a month)
and completing learning in compliance with your facility’s education requirements. This online Help
system will aid you in understanding how to use the HLC and its student features. You can read this
guide online or print a hard copy for your reference.

In addition to the online help system, we offer a Show Me How module, which presents the HLC
features in a multimedia format.

Navigating the HLC

Throughout the HLC you will see special function buttons (Save, Update, Pause, Next, Exit, Logout).
Whenever you make changes or choose to exit the system, BE SURE to use the special function buttons
as opposed to clicking the X in the upper right-hand corner of the page. Using the special function
buttons ensures that your work is saved to the system.
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Using the HLC Browser Check

If you experience problems navigating the HLC or if the system is not running as expected, contact your
HLC support service. Your support representative may ask that you perform a system check on the
computer you are using to help determine the cause of the problem.

To perform a system check

1. Access the following link: http://www.healthstream.com/browsercheck. The HLC browser
check window appears.

HealthStream
Browser Check

i

Thank you for checking your browser settings! We believe this will assist you in having a great experience with

our product. If you are having any problems and you show a deficiency indicated by an 4 on any of
the recommended standards, please contact your internal technical support group or HealthStream Customer
Service.

Please Mote: If JavaScript is disabled, many of your items may render as a @

Status

@ Student meets the recommended system requirements

@ Administrator meets the recommended system requirements

Status Item Description Recommended Your System
{2  Intemet Browser MS Internet Explorer 5.5 or above  IE 8.0
&  Operating System Microsoft Windows 2000 or above  Microsoft Windows Vista
{2  Popup Blocking Disabled Disabled
2  Cookies Enabled Enabled
€  JavaScript Enabled Enabled
€3 Student Connectivity 128Kb/s (16 KB/s) or above Too fast to detect
(»  Administrator Connectivity™ 240Kb/s (30 KB/s) or above Too fast to detect
{?  Screen Resolution 1024 X 768 pixels 1280 X 800 pixels
@ Macromedia Flash 7.5.1 or above Wersion 10 (Version 10,0,12,36)
{»  Adobe Acrobat Reader* 6.0 or above Installed (Version 8.1.3)
*System and Department Administrators only Bun Test Again
Close this Window

2. Note features marked with a red X, as this indicates items for which the computer does not meet
minimum requirements for the HLC to function properly.

3. Report all red X items to your HealthStream support service.

Note: The browser check may also be accessed by clicking the Check System Requirements link
(if available) on the My Profile page of the HLC student login.

Show Me How Module

The Show Me How student tutorial covers all the key topics of the HLC, complete with animated graphics
and spoken instructions. This tutorial is available from any page inside the HLC. You may stop, move
forward, reverse or restart as you choose.

show me

HOW

Updated: August 2011 2



HLC Student User Guide Student Overview of the HealthStream Learning Center

Accessing Online Help

Tip: To access the online Help, press Alt+H on your computer keyboard or click the Help link at the
upper-right corner of the page.

Mar 23 2009 11:49 AM CT

— G5ttt ) Heb

The Online Help system is context-sensitive. Depending on where Help is accessed in the system, a full
Help page will display, including the left-hand navigation tree and all Help functions, or the single
context-sensitive article, and a Show link.

-
Show

Student Overview of the HealthStream Learning
Center

The HealthStream Learning Center’™ (also called the HLC) is an electronic learning system designed to

streamline your education experience. You'll be able to conveniently complete your assignments and
elective courses. Since the HLC is securely delivered via the Internet, it offers flexibility in where you
participate in your e-learming exercises and access your transcript.

After you log into the HealthStream Learning Center as a student you will be able to:

Complete courses, tests and evaluations

View your transcript (document of your completed courses)

Print 3 certificate for your completed courses

Review assigned course details

Browse and enroll in elective courses and register for classes

L

You may expand the Help from a single topic to the full Help system by clicking the Show link at the top-
left of the topic to reveal the Help navigation tree and additional functionality.

~_/Contents || = \'a = = - Search - =3 {:
& 2

|7 Student Overview ~| Student Overview of the

7" show Me How Module H
P Accensing Onlne ik HealthStream Learning Center
|7 Using Online Help
|7 Logging In The HealthStream Learning Center™ (also called the HLC) is an
|7 Logging Out electronic learning system designed to streamline your education
|7 Menu Bar experience. You'll be able to conveniently complete your assignments
? Site Map and elective courses. Since the HLC is securely delivered via the
|7 Text Sizing Internet, it offers flexibility in where you participate in your e-
|7 Keyboard Shortcuts learning exercises and access your transcript.

|7 Searching for Courses from the Catalod
|?" My Courses Screen

? Taking & Course

|7 viewing the Course Details

|7 viewing the Course Overview

After you log into the HealthStream Learning Center as a student
you will be able to:

« Complete courses, tests and evaluations

|7 My Transcript Screen « \iew your transcript {document of your completed courses)
7 viewing and Printing a Transcript | . .
7 Viewing and Printing a Certificate ] + Print a certificate for your completed courses

< 2 s Review assianed course details

The five main areas/features of this help system are:

e Contents
e Index

e Search

e Clossary
e Print
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Contents

The Contents tab presents the online Help system grouped in a series of books in an outline format.
Clicking a book opens it to reveal all topics it contains. Clicking a topic displays it in the right-hand panel
of the Help system. Clicking a book again will close it in order to collapse all of the topics back into the
book.

Index

The Index tab contains a list of clickable keywords. Clicking a keyword displays all topics that contain
the selected keyword. You may also search for a keyword by typing it into the Type in the keyword to
find field (or typing a portion of the keyword). As you type, the closest matching keyword is highlighted.
Clicking a topic displays it in the right-hand panel of the Help system.

Search

The Search tab enables entering search terms into the Type in the word(s) to search for field and
pressing Enter. A list of matching topics appears beneath the Search field. Clicking a topic displays it in
the right-hand panel of the Help system.

Glossary

The Glossary tab contains a list of words, each accompanied by the definition. Clicking a word displays
its definition at the bottom of the glossary panel.

Print

The Print tab enables printing the current topic that is displayed in the Help system. Click the Print tab to
bring up the Print window, where you can specify your printer settings.

Note: In addition to printing the current topic within this online Help system, a printable user guide is
also available. The printable user guide contains page images, a table of contents, and index.
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Logging into the HLC

The HealthStream Learning Center is a highly secure website. You must have a user ID and password to
access the system.

Note: If you have student access to another institution within your organization, you will be prompted to
select one institution to log into.

1. Access the HLC in one of the following ways:

e Open Internet Explorer and type the web address (also called a URL) provided by your
administrator (for example: www.healthstream.com/hlc/FacilityName).

e You may have an HLC icon on your PC desktop or your institution's intranet. If so, double-click
the HLC icon.

The Login page appears.

Sign In

User ID Healthstream

Password

Login

Password reminder Forgot your password?

2. Inthe User ID box, enter your user ID (provided by your administrator).

3. In the Password box, enter your password (provided by your administrator). Passwords are case-
sensitive.

Note: If you have forgotten your password, enter your user ID and click Password Reminder (if
available). If you have forgotten your user ID or password, contact your administrator.

3. Click Login. Your My Learning page appears unless you have more than one role within the system
that share the same user ID and password (see Login Options below).

Note: Your administrator may create a Highlights page that will appear on login. The Highlights
page is a messaging tool allowing administrators to communicate important information to you. To
exit the Highlights page, click the Continue button in the lower right-hand corner or click the My
Learning tab at the top of the page.

Updated: August 2011 5
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Login Options

You may have more than one role in the HLC, both of which use the same user ID and password for
access. When logging in, you will be presented with the Select Affiliation page and will choose which
role you wish to log into. After completing HLC activities in one role, you may wish to switch to the other

role.
To switch access between roles

1. Click the Role name (Student or Administrator) link to the right of your name and institution.

HEALTHSTREAM LEARNING CENTER - STUDENT

Jane Doe | Leftwich Medical Center | Student ‘_
My Transcript | Catalog | HospitalDirect®

The Select Affiliation page appears.
HealthStream

-

@ Select Affiliation

i@ Administrator
@ 2007LMCold - Leftwich Medical Center

2 Student/Manager
0 2007LMCold - Leftwich Medical Center

[T Make this my default selection on this computer.

I Proceed with Login I

2. Click Administrator or Student/Manager beside the desired institution.

3. Click the Make this my default selection on this computer check box for your choice to be
remembered on the computer you are on.

4. Click Proceed with Login to log in as either a student or administrator, depending on which
selection you made in step 2.
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HLC Student User Guide Student Overview of the HealthStream Learning Center

Resetting Passwords

If available, you may also reset your password. If the password reset feature as described below is not
available to you, contact your administrator to reset your password.

To reset your password

1. Click the Forgot Your Password? link on the login screen. The Password Reset page appears.

To reset your password, please enter your user ID or email address.

Password Reset
User ID

OR

Email Address

Submit

Note: This link will only appear if the password reset feature is available to you via your
administrator.
2. Enter either the user ID or email address for your account.

3. Click Submit. The HLC emails a confirmation of the password reset request to the email address on
file for your account. This email includes instructions and a link to complete the password reset
process.

Note: You must have a unique email address on file in order to receive the email. If your account
does not have an email address on file, or if the submitted email address is associated with more
than one account, an error message will display. Contact your administrator for assistance.

Click the link provided in the email. The Reset Your Password page appears.

In the New Password box, enter a new password.

In the Confirm New Password box, enter the new password again.

Click Submit. A success message will display if your new password meets the rules set for
passwords at your organization.

8. Click Login Now. You are returned to the HLC log in page, where you can enter the user ID and
new password.

No o s
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Logging Out of the HLC

Click LOG OUT on the right-hand side of the menu bar when you wish to exit the system.

Mar 23 2009 11:49 AM CT

Ed 5ite Map 3 Help

If you do not exit, the system will automatically log you out after a period of time, as determined by your
administrator.

If you are a student at more than one institution and have the same user ID and password for each role,
or you are a student and an administrator with a single user ID and password, you can return to the
Select Affiliation page. Click the Student link that appears after your name and institution. The Select
Affiliation page will appear and you may select another institution or role.

WealthStream

@ Select Affiliation

i@ Administrator
@ 2007LMCold - Leftwich Medical Center

2 Student/Manager
0 2007LMCold - Leftwich Medical Center

[T Make this my default selection on this computer.

Proceed with Login

Menu Bar

The menu bar of the HLC is divided into five main tabs:

e My Learning - Access current course assignments, enrollments, and electives as well as class
information.

e My Transcript - View a complete history of all learning completions.

e Catalog - Find courses or curricula via title, keyword search, or categories.

e HospitalDirect - Review medical device and pharmaceutical product training (if activated at your
facility).

e My Profile -Change your name, password, time zone, discipline and license information used for
awarding credits.

In addition you will see a Site Map link, the Help icon, and a LOG OUT button in the menu bar. The
Site Map provides quick access to each tab.

Updated: August 2011 8
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Site Map

Tip: You may use Alt-8 to access the Site Map via your computer keyboard.

geﬂhh Stream

HospitalDirect®
My Transcript My Profile

Catalog Mansoe vor personal addisss & phone iormat

The Site Map for students describes each of the tabs and provides quick access to each tab. The Site Map
is accessible by clicking the Site Map icon on the right side of the menu bar. The Site Map icon is
available throughout the HLC.

Mar 23 2009 11:49 AM CT

_t Ed 5ite Map OHE":,

Text Sizing

To resize the displayed text in the HLC, from the Internet Explorer menu bar click View > Text Size and
select the desired text size from the list of available size options.

Toolbars b
Quick Tabs Ctrl+Q

Explorer Bars 3

GoTe 3
Step Esc
Refresh F5

Zoom
Teut Size Largest
Encoding
Style

Caret Browsing F7 Smaller

Larger

* v v v

@ Medium

Smallest
Source

Security Report

International Website Address

Webpage Privacy Pelicy...

Full 5creen F11
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Keyboard Shortcuts

The HLC has been designed to support keyboard shortcuts. Use the following keyboard shortcuts to
access different areas of the HLC.

Area of the HLC Keyboard Shortcut Description

My Learning Alt+A Access the My Learning tab.

My Transcript Alt+T View completed learning.

Catalog Alt+C Go to the catalog to search for elective learning.

Hospital Direct Alt+D Access HospitalDirect for courses on devices and other medical
technology.

My Profile Alt+1 Manage profile information and preferences.

Services Alt+V Accesses additional HealthStream products and services.

Highlight Alt+G Show Highlight greeting for both students and administrators.

Site Map Alt+8 Site map containing links to all HLC features. (The 8 is the same as *,
which is used as the Site Map icon.)

Help Alt+H Access the online Help system.

Updated: August 2011 10
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My Learning Page

Tip: You may use Alt+A to access the My Learning page via your computer keyboard.

The My Learning page contains a list of assigned and elective learning opportunities. The My Learning
page provides you with information about the education you are required to complete or have elected to
take.

lealthStream

ey

ﬂ' Assigned Learning

Marme

a Elective Learning

Personal Protective Equpment

[ Workptace Safery Courss

E Upcoming Classes
Start Date & Time Class Nadee:

BOTE: f you drop a class, you will remain emrolled In the cowrse (unless you also wn-enroll from the course).

"\ Choose a Class
=1

Duse Dt
D4/30009

Enrolled By
S
Sl

Status

408 1:67 M-

* LOG OUT

"
1 5ee Hap €3 e

Status.
Assigned

“All assignments are due at midnight, Eastern Time.

Status.
Hot Vet Started

Hiot Yex Started

ot Vet STarted

:
| [ cick betow to register for o dass.

Course Name & Learning Acthvity

The My Learning page is divided into the following sections:

Assigned Learning
Elective Learning
Upcoming Classes
Choose a Class

Institution-specific Assigned Learning

Each section is described below.

Updated: August 2011
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Assigned Learning

This section contains learning that your administrator requires you to complete within a certain
timeframe. The Assigned Learning section displays the following information.

Learning icon and name

These are hyperlinked so that you can review details and begin the learning opportunity.
Due Date

The date on which all elements of the learning are to be completed.

Note: All assigned learning is due on the designated due date (11:59 PM Eastern) regardless of your
location’s time zone.

Status
The following indicate the status of the learning:

e Assigned - You have been assigned the learning but have not yet clicked the name link.
e Not Yet Started - You have clicked the name link but have not begun any of the learning elements.
e In Progress - You have begun one of the elements within the learning opportunity.

Elective Learning

This section contains learning for which you have self-registered or have been enrolled in by an
administrator through class registration. The Elective Learning section displays:

Learning icon and name
These are hyperlinked so that you can review details and begin the learning opportunity.
Enrolled By

This indicates how you were enrolled in the learning opportunity: either Self, if you selected the learning
from the Catalog tab, or Administrator, if an administrator enrolled you in the learning through class
registration.

Status
The following indicate the status of the learning:

e Not Yet Started - You have clicked the name link but have not begun any of the learning elements.
e In Progress - You have begun one of the elements within the learning opportunity.

Updated: August 2011 12
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Upcoming Classes

This section shows all existing class sessions on or after today's date for which you are registered. The
Upcoming Classes section displays:

Start Date & Time

The start date and time of the class.

Class Name

The name of the class.

Session

The number of sessions included in the class.
Status

Indicates if you are Registered or Waitlisted.
Options

Includes links to class details.

Choose a Class

This section provides a list of classes within courses that you are currently enrolled in, but have not yet
registered for. The Choose a Class section displays the course and learning activity name.

Institution-Specific Assigned Learning

This section appears only if you work at more than one institution. You may be required to complete one
or more learning opportunities for a specific institution. If so, they will appear here. Simply click the name
of the institution under the /nstitution column to switch to the other location and complete the learning.

Tip: The same learning opportunity name may appear under Assigned Learning and Institution-
Specific Assigned Learning. Completing the learning under the institution-specific assignment may
satisfy both learning assignments (depending on how the assignments were created).
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Completing a Course

Courses within the HLC include one or more learning activities, in any combination. Learning activities
include:

e Online content

e Tests

e Evaluations

e Classroom activities

e Document attachments

e Website links

e Virtual classes (if applicable)

Learning activities within a course may require sequential completion (in a pre-determined order) or be
completed in the sequence you choose, depending on how the course was designed. If sequential order
is required, you will be able to access learning activities only in the prescribed order as you complete
each.

If a course includes a classroom activity, you may be registered for a specific class by an administrator,
or you may be able to choose the class you wish to attend. If you are registered for a specific class, you
will automatically be enrolled in the course and must complete all learning activities within that course.
The course will appear under Elective Learning on your My Learning page.

Note: Classes may include more than one session. To meet class requirements, you must attend all class
sessions.

Some courses may be created to include a test-out opportunity. A test-out can occur with a test or
classroom activity in which you meet a minimum passing score. Reaching the minimum passing score for
this type of learning activity will immediately pass the course and you will not be required to complete
additional learning activities.

Once you have successfully completed all of the learning activities within an HLC course, the course is
completed and will be removed from your My Learning page. The course completion will immediately
appear on your My Transcript page.

If an assigned course includes a Pass Required learning activity, and you fail to meet the passing
requirements, you will be un-enrolled and re-enrolled in the course and will have to repeat all course
learning activities. If you elected to take the course or were registered for a class by an administrator,
the course will be removed from the Elective Learning area of your My Learning page.

To begin a course, click a course name from the My Learning tab to display the Course Details page,
which includes the list of learning activities.
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HLC Student User Guide

My Learning Page

Completing an Equivalent

An equivalent is a group of courses that are equal to each other for purposes of establishing completion
of an assignment. When an equivalent is assigned, you can choose the course you wish to complete to
fulfill the assignment. Equivalents can also appear as part of a curriculum (see Completing a Curriculum

in this document).

To complete an equivalent

1. Onyour My Learning page, click the equivalent name. The Equivalent Details page appears,

including a list of equivalent courses.

geahh tream
Fpu—

oy
[ ot T cason | otaovec | oy eote (PR

Equivalent Detalls

Workplace Safety

Description:

This workpiace safety equiaient Contans thee courses.

To sehect fick the £ For more infs o, chck the Course Information fik,

= [Mworkplace Safety Course
& [C)Back Safety

# [IGeneral Hospital Safety

Logend:
Moviee @ren () cstsnen [Rowwesm [Poowse & ewandiar = cotacserar

Note: If you have qualifying completions for any course in the equivalent, one of those will be

automatically applied to the equivalent and appear as Completed on the Equivalent Details page.

Tip: If you have an assignment of a course on your My Learning page that also appears separately

within an equivalent, completing the course in the equivalent first may fulfill the assignment of the

other course automatically.

Updated: August 2011
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My Learning Page

2. To preview the contents of a course, expand the course by clicking the + symbol that appears to the
left of the course icon and name. The list of learning activities appears.
%_enhh_tream

b Doa | Hadhiuim Mades My 213993 441 e £

[ arerot | ot | osotamwects | v prorse [ o

Equivalent Detalls

Description:

This workpiace safity equivaient contains three courses.

To select ik the € For more infe jon, ciick the Course Information link,
= [CIWorkplace Safety Course Evell
Safety Course Evaluation
T safety Orientation
@ Workplace Safity Test
C§ Safoty Classroom

#  [IBack Safety el

» [SGeneral Hospital Safety Enveil

Legend:
Povice @t 1 Evsoton [ awocn [oosse 6 Busindlt 5 Cobouetit

Workplace Safety & e equakes

* LOG OUT

520 Map 0 Hel

3. For detailed information about a course, including a description, learning objectives, available CE
credit and more, click Course Information. A modal (secondary) window appears within the

course’s information.

Course Information - Back Safety

Course Information e

Back Safety 1 /More Info . Close
Estimated Course Length: 30 minutes -

Description

This courses provides the student with information regarding the prevalence and cost of back
pain and injurv amona workers in the US as well as risk factors for back iniurv and safe

Learning Objectives

After completion of this activity, the participant should be able to: Identify health care workers
at highest risk for back injury. Recal the primary risk factors for back injury. Understand basic
function and structure of the spine. Apply alternatives to physical lifting and transferring. List
and apply preventive measures in order to avoid self-injury.

m

4. Click the X in the upper right-hand corner of the window to close it. The Equivalent Details page

appears.
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5. Complete the course (see Completing a Course in this document). Once you have completed the

course, the equivalent will be removed from your My Learning page...

germh tream
Sp—

ro
| Myt | | Hospitatwects | My pootie EECEEEEES

ﬁ Assigned Learning

Hame Duse Date status
OO0 1n Brogress

[Blemergency Room Ruies
[ tussing Directives
A warkphos Sty
[ mack: Safery
“All assignments are due at midnight, Eastern Time.

ﬁ Elective Learning

Mame: Enroled By Status
[ Confed Space Entry Sel Hiot Vet Started
o a3 el WOt Yet Started
w28 < In Progress

3 Upcoming Classes
Start Date & Time Clarss Nadiee Sesshon Status Options
= ] 6152000 B:00 AM CT ',_‘;" J u:m”“ iy 1001 Regetened

WOTE: To drop a class, chok Class Schedule. I you drop a class you will remain enrolied In the course - wikess you also un-enroll from the course.
21 Choose a Class
L=

Course Name & Learning Acthity

Legend:
A oo (g comeim hEcuaten: [Toouse @ Bpand st = Colpse Lst

) sttt s 1 gt el

["Cotion | sptatoeects | 1y protie EEETE

ahr'lnmxr'ul 4 PO
Completions: May. 22, 2009 - May. 21, 2010 =

This screen lists the leaming you have completed. Click the name to review the material or view your certificate. To start or continue a course, dick the My Learning tab.

Date Range: Last 12Msnthe = Oty From: B theough: M [oe
TOTALS FOR ROBERT DOE
comLETIONS ESTRMATIO Tou
30
Name Est. Times Completion Date
ik Salety 30 05311000

* Estimated Time stated in hours:minutes format

Legend:
[ceusa
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Returning to the course if you do not complete it

To return to the course if you do not complete it

My Learning Page

1. Onyour My Learning page, click the equivalent name. The Equivalent Details page appears.

lealthStream
CEEE

[ ——

Extrated Course Lergh: 80 mruies

Course Learning Activities

You are enroled In this course. Cick the “Course Overvien” ik above (0 review the course description, learming cbjectives, and o avalible CE credt prioe £o beginning the kearming activiies
below. (For CE Credt Information, scrod down,)

Status Score Last Accessed

Not Yet Started

Continuing Education Credit Information

vou qualfy, update your professional icense nformation by cickang the “Mantan Discpines and Licenses™ ink beiow (F avalabie) of by contacting your adminstrater,

Legend:
*Required for Course Complation
Test

* LOG OUT

[ oo [coson | otaocis | v ot [T R

) Course Detals -
@ Emergency Room Rules g i Crverven fak Unsovol @ EXE Couess

The s bekow shows the CF credi for which you qually, based upon your professonal icense nformation in the system. If there & another cred Bed on the Cousse Gverview screen far which

2. Click the course name to resume the course.

ddealthStream

7} Course Detals e
%0’ Workplace Safety Course B ooy BY et G tan cove

Extmated Course Lengh: 240 mrutes

. Register for each dlass by dicking on the dass name once It is und
n enrolled f you dick "

1 [you may need to comphete other earmi
n-enrall” above, you will be dropped from sl

Course Learning Activities

‘You are enrolied in this course. Clck the "Course Ovenview” Ink above to review the course description, earming objectves, and al avalshie CE cradit prioe o beginfing the lsarning actviies
beiow. {Foe CE Credit Information, scrol down. )

Learning Acthity Additional Information Status Seore Last Accessed
Sty Course Exsiuston Mot Yet Sarted

) sty Overtation Prevey Class Sehede Not Regetered

Gw Not Yet Started

% ety Cassrooms Preview Class Schedue Not Regestered

Continuing Education Credit Information

The It b shoves the CE crede for which you qualfy, based upon your professonal kcense information in the system. I there i snother credt lsted on the Course Cverview screen for which
o quusify, updiate your profesmnnsl koerse nformation by cickng the “Mantain Dscpines and Licenssi™ Ink beiow (f avalsbis) of by contactng your adminstrator

egend:
#Required for Course Completion
[ L —

* LOG OUT

[hinawecin | o oot LT o O
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Un-enrolling from the course and enrolling in another equivalent course

option

To un-enroll from the course and enroll in another equivalent course option

1. Onyour My Learning page, click the equivalent name. The Equivalent Details page appears.

gecmh Stream
o

[ Cataon | rospabrects | proie E

This workplace safety erquvaient contans thise course.
Chck Ccourse name to continue the course, or dick Un-enroll to choose another course.
s [IWorkplace Safety Couree Un-snecil
Safety Course Evaluation
i safoty Orientation
& Workplace Safety Test
) safety Classroom
[ Back Safety
«  [M)General Hospital Safety

Lo
MRowe @ren { tvoisson [ouawcon [Poorse = Boodiin = cotaosetot

Equbsalent Detals e
L] Workplace Safety o Bt Equivaen
Description:

2. Click Un-enroll to the right of the course name. A confirmation prompt appears.

Note: If you are registered for a class in the course from which you are un-enrolling, you will be

dropped from the class.

3. Click OK. The Enroll button is now available for all course options.

4. Click Course Information for each course to determine which course you wish to take.

5. Click Enroll for the course you wish to complete.
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Viewing the Equivalent Details Page from Your My Learning Page

Click the equivalent name from your My Learning page to access the Equivalent Details page. From
within a curriculum, click the Enroll button for an equivalent with a status of Not Yet Started, or click

the equivalent name if the status is In Progress.

The Equivalent Details page is shown below.

geahh tream
—

Equivalent Detals R
Workplace Safety & [xi Equivaler
Description:

This workpiace safety equivaient contans three courses.

To select ek the ¢ For more information, cck the Course Information fk,
& [MIWorkplace Safety Course Envcd
% [JBack Safety L
» [MGeneral Hospital Safety Eorh

Legend;

DRerioe @t 1y Estaaon (Rcharosn [Jemre @ ewine S entosetas

vl sarcfa comsbbnhil dutd 11 47

[ ot [ crson | nosptaeccts | o proe ROt Dstisn O

The Equivalent Details page includes the following sections:

e Equivalent description

e List of courses within the equivalent, including the Enroll button and a link to the Course
Information window. For a course with a status of In Progress, the Un-enroll button appears, as

show below.

geahh tream

[ arerot | ot | osotamwects | v prorse [

Equivalent Detalls

Description:

This workplace safety squivalent contans thres courses.

Click course pame to continue the course, o dick Un-enroll to choase another course,

= [IWorkplace Salety Course Un-gmrcll
Safety Course Evaluation

T safety Orientation
@ Workplace Safity Test
O Safety Classroom

#  [CJBack Safety

& [)General Hospital Safety

Legend:
Foriee @t 13 Evskoson Ruswoom [Joose & Exurdlt 5 Cooneit

Workplace Safety & o pquskens

Note: Clicking the Enroll button on a classroom course does not register you in a specific class. Click
the class learning activity to view the schedule and, if available, register for an upcoming class.

e There is also an Exit Equivalent link in the upper right-hand corner to return to your My Learning

page or the curriculum.
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Previewing the Contents of a Course
To preview the contents of a course

Click the + symbol that appears before the course icon and name to preview the contents of a course.
The list of learning activities will be displayed.

germh tream
Sp—

| My teamcrat | Cataion | Hosoitaloweta | vy protie EECRIEEY st @ e

Equivalent Detalls

Workplace Safety & e equakes

Description:
This werkplace safety squivalent CoNtans three Courses.

To select ik the € For more infe jon, ciick the Course Information link,

= [IWarkplace Safety Course
Safety Course Evaluation
T safety Orientation
@ Workplace Safity Test
C§ Safoty Classroom

#  [JBack Safety el

& [)General Hospital Safety

Legend:
Povice @t 1 Evsoton [ awocn [oosse 6 Busindlt 5 Cobouetit

Viewing Detailed Course Information
To view detailed course information

1. For detailed information about a course including description, learning objectives, available CE credit
and more, click the Course Information link. When you click this link, a modal (secondary) window
appears with the course’s information.

Course Information - Back Safety

Course Information =
Back Safety 1 /More Info Close

Estimated Course Length: 30 minutes

Description

This courses provides the student with information regarding the prevalence and cost of back
pain and injurv amona workers in the US as well as risk factors for back iniurv and safe

m

Learning Objectives

After completion of this activity, the participant should be able to: Identify health care workers
at highest risk for back injury. Recal the primary risk factors for back injury. Understand basic
function and structure of the spine. Apply alternatives to physical lifting and transferring. List
and apply preventive measures in order to avoid self-injury.

2. Click the X in the upper right of the window to close it.
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Enrolling in a Course

To enroll in a course

To choose a course, click the Enroll button. The Course Details page appears, allowing you to select
the first learning activity.

* LOG OUT

‘Savie Hahigr: Dstemn @hed

Rt o | g

7} Course Detals =
%0’ Workplace Safety Course B ey BY et G tan covre

Extmated Course Lengh: 240 mrutes

There are

this course an

h class by diddng on the dass name once it is underlined (you may need to complete other learnin
ou will remain enrolled in this course. If you dick “Un-enroll” sbove, you will be dropped from all dasses in

in this course. Register for «
ving sa). 1f you drop & class
nrolbed from the course

Course Leaming Activities

‘You are enrolled in this course. Clck the "Course Overview” Ink above to review the course description, earming objectves, and al avalshie CE cradit prioe o beginfing the isarning actviies
Ieiow. {Foe CE Credit Informiation, scrol down. )

Learning Acthity Additienal Informaticn Status Score Last Acoessed

5 st Evalastn Mot Yet Sarted

s Schech e Not Regetered

Not Yet Started

Ty Cass SChidu Mot Regestered

Continuing Education Credit Information

The It b showes the CE crede for which you qualfy, based upon your professonal kcense information in the system. I there i snother credt lsted on the Course Cverviey soreen for which
o quusify, updiate your profesmnnsl koerse nformation by cickng the “Mantain Dscpines and Licenssi™ Ink beiow (f avalsbis) of by contactng your adminstrator

Legend:
#Required for Course Completion
[ L —

et bt 5 T BT Y AP - 1 SO TR

Resuming a Course

To resume a course

Click the course name to resume an equivalent course with a status of In Progress. The Course

Details page appears, allowing you to resume.

klealthStream

[Cation | vengsiarects | v prorse EECTE

7} Course Detals e
0 Workplace Safety Course @ e oo B e 4 Extcoe

Extmated Course Lengh: 240 mrutes

ance it is underlined (you may need to complete other learnin
1 you dick “Un-enrall” sbove, you will be dropped from sl

There are 2 classes In this course. Register for each class by diddng on the dass nar
.I this course be u drop i class, you will remain enrolled in this cou
this course and un-ensolled from the course

Course Learning Activities

‘You are enrolled in this course. Clck the "Course Overview” Ink above to review the course description, earming objectves, and al avalshie CE cradit prioe o beginfing the isarning actviies
beiow. {Foe CE Credit Information, scrol down. )

Learning Acthity Additienal Informaticn Status Score Last Acoessed
Sty Course Exsiuston Mot Yet Sarted
s Schech e Not Regetered

Not Yet Started

Tegiew Cass SChede Mot Registered

Continuing Education Credit Information

The It b showes the CE crede for which you qualfy, based upon your professonal kcense information in the system. I there i snother credt lsted on the Course Cverviey soreen for which
o quusify, updiate your profesmnnsl koerse nformation by cickng the “Mantain Dscpines and Licenssi™ Ink beiow (f avalsbis) of by contactng your adminstrator

Legend:
#Required for Course Completion
[ L —

et bt 5 T BT Y AP - 1 SO TR

i 1 gt A
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Note: You will not be able to review the details page for courses or equivalents that have a status of
Exempt since you did not complete those items.

Note: When you are on the Course Details page, a Maintain Discipline and License Information
link appears. Clicking this link takes you to your My Profile page where you can update your licensure
information if needed, as shown below. See Managing Discipline and License Information.

geahh tream

Reben o ~ e ary 21338 %00 e 1
Py Loarrar | My Tramserpt | Catalon | Hositatieects [RSSRNSET T 520 Man €3 He
g My Profie r add
‘%\% View line/License Infi = pine/lcense G BEum 1o Course
To ersure that contnuing education cred & approprately awarded for CF courses that you complete, you ane StEDOgly encouraged to maintain your kense information in the HeakhStream
Learming Center™, Heathcare may nput and manage ‘ane or more loenses,

To il infiormustion for & keenss, cick “Add Disciplne/License” abave, To edit or detste sxisting keenses iformation, dick on the leerse's diopline name ted beow,
Discipline State/ Provinoe Country Liemse Humber Expiration Date

™ United States
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Viewing the Course Overview Page

Access the Course Overview page in one of the following ways:

e Click Course Overview from the Course Details page, as shown below.

dlealthStream

* LOG OUT

[ et | Cation | oststarcts | o e | Dises s QWb

Extmated Course Lengs 240 miies

‘ﬁ\mur;pof;:sﬂmcaum ﬁ s Chvervioy n\l' ool G EXE Cours

y need to complete other learning events in
e, you will be dropped from all dasses in

king on the dass name cnce It s underfined {you
in enrolled in this course. If you dick "Un-enroli” a

There are 2 dasses in this course. Register for each dass by
this course before doing so). If you drop a dass, you will red
this course and un-enrolled from the course

e Click the course name from the Catalog tab.

The Course Overview page appears, as shown below.

g{eohh_ tream

[iomaorects | vyprie |

Cotirse Overview
Workplace Safety Course = Hsum
4] Ut

Extruates Ciorse Lengthe: 3

Course Learning Activities = Envoll in thes Course.

L Safety Course Evalustion Course Fee:  $0.00
1 saety Orentation « Show Chrs Scheghe No-Show Fee: 0,00
@) Workpiace Safety Test Cancelaton Fee: $0.00
B sefety Camsioom

Legend:
@Ter (7 Balanen ([ caassem

Deescriplion Return (o Top of Page
This & & workplace safety course.

Leaming Objectives Return o Top of Page
At the conclusion, partiopants should be able toc Understand workplace safety.

Course Qulline
About the Author
Technical Requirements

Course Continuing Education Credit
Credis are based on State and License Decpine nformation. Please read through ol credt mformation befure dicking the o
Encol In Ths Course butiorn, =2
Mot for Credt
Course Categories Retum to Top of Page
This CoUrse beiongs 1o the folowing cabegories in the HLC cataiog: e
Audence > A Empioyees

Course Version: 1

QD it b4 8 S, B A1 g o
-

CULCWE 4 HLCWEIM CARINHM

If the Course Overview page was accessed from a catalog course, an Enroll in this Course button
will be available. Clicking this button will place the course on your My Learning page under Elective

Learning.
The following sections appear on the Course Overview page:

e Course Learning Activities

e Description

e Learning Objectives

e Course Outline (optional)

e About the Author (optional)

e Technical Requirements (optional)
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e Course Continuing Education Credit (optional)
e Course Categories (optional)

Each section is described below.

Course Learning Activities
This section contains all of the learning activities associated with the course.

Note: If the first activity of the course is a classroom activity, and the course is designed for learning
activities to be completed sequentially, click the Show Class Schedule link to view class schedules and
register for the class. Registering for a class automatically enrolls you in the course (if you were not
previously enrolled). If the classroom activity is not the first activity within a course requiring sequential
activity completion, you can view the scheduled classes by clicking the Preview Class Schedules link.
You cannot, however, register for the class. If the course allows non-sequential learning activity
completion, you can register for all classes at any time.

Description

This section contains the course description.

Learning Objectives

This section contains a description of the learning objectives of the course.

Course Outline

This section contains an outline of the course.

About the Author

This section contains information about the author of the course.

Technical Requirements

This section contains information about the technical requirements needs to take the online course.

Course Continuing Education Credit

The Continuing Education (CE Credit) information section displays the following for each available credit
type: Accrediting/Approving Body name, Credit Units awarded for course completion, Credit Expiration
(the date after which no further credit will be awarded), Accreditation/Approval Statement, Disciplines
receiving credit, States of licensure approved for credit.

Note: If you are a licensed healthcare professional, the discipline/license information stored in the HLC
(specifically the discipline and state) must match the discipline(s) and state(s) noted in the Continuing
Education Credit Information section above for credit to be issued for course completion. To ensure
that you receive all appropriate earned credit, click Maintain Discipline and License to update your
professional licensure information within the system.

Course Categories

This section may contain a list of the categories to which this course belongs.
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Viewing the Course Details Page

Click the course name from your My Learning page to access the Course Details page.

The Course Details page is shown below.

geahhSrream
gm—

N2 ErEE—————— " 100 OUT
[t tramscrt | Cataon [ Hospitarects | e pratie | Cseebisp @ ab
| Course Detais »
@ Workplace Safety Course g 38 Overvew -'-.}- Lol €9 Ext Cowrss
vl S e e

se% In this course, Register for each class by elicking on the dass name oaee It ks underlined (you may noed to com)
aing sa). If you class, you will remain enrolled in this course, If you dick *Un-enrell” above, you will b
un-enrolled from th i

ther learning events in
o from all dasses in

this cour:

Course Learning Activities

You ae enroled 1 the course. Clok the “Course Overview” Ik Abowe 10 riview the course deseription, learming cbjectives, and al avaible CE eredt prioe [o begnning the karming actvies
beloww. {For CE Cred Infarmation, scred down,)

Learning Activity Additional Information Status Score Last Accessed
ey Not Yet Started
(= T ot Regstered
Not Yt Started
P safcty Clasrogms Prrview Clrs Scheduie ot Regstered

Continuing Education Credit Information

The st bekoww shows the CE credt for which you qualfy, based upon your professional lcense rformaton in The system, I there s anceher credt isted on the Course Overview screen for which
wou qualfy, updatie your profissional loenss niormation by chcking the “Maintan DEcpine and Licensis” Ink betow (f avalabie) o by CoNacng your admestrator,

*Required for Course Completion
@ et (7 Baaton () Cusroom

nremat aotiar: oA 111150 00100011 IIT e ASOMLAE b 1 e OTLTTITEN 1

The Course Details page includes the following sections:

e Course Name
e Course Learning Activities
e Continuing Education Credit Information

There are also links in the upper right-hand corner to:

e View the Course Overview
e Un-enroll from the Course (if an elective course)
e Exit the Course

Course Learning Activities

The Course Learning Activities section of the Course Details page contains five columns: Learning
Activity, Additional Information, Status, Score, and Last Accessed.

Learning Activity

This column lists all activities associated with the course. Learning activities marked with an asterisk (*)
are required for course completion. If the course has been developed for sequential learning activity
completion, learning activities will only become linked as you move through activity completion.

When clicked, online activities, tests and evaluations will open within your web browser. When a class
activity is clicked it will show the class schedule (if it has been made available to students for viewing or
self-registration). From the Class Schedule view you can click on the class name to view details, such
as instructor(s), maximum class size, number of students registered, and class notes. From there, clicking
on the instructor name link will display the instructor name and email, and if stored in the system, a
mailing address, phone and fax numbers, biography, and credentials.
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Each activity is marked by an icon. See the Activity Legend (below) for icon meanings.

Legend:
#Required for Course Completion

&) Test Evaluation l;%l Classroom

Additional Information

Information about registered and waitlisted classes can be found here, including the start date and time
of the first session, the end date and time of the last session, and the total number of sessions. A pop-up
will display each class session date, time and location in its own row.

Status

Displays your progress toward completion of each activity in the course. Statuses for classroom activities
include:

e Not Registered
e Registered
e Waitlisted

e Not Yet Graded (if the last class session end date and time has passed and your grade has not yet
been entered by the administrator).

Statuses for non-classroom activities include:

e Not Yet Started (if you have not yet clicked on the activity nhame link)
e In Progress (if you have clicked the activity name link)

Score
Displays the grade for each completed activity (if the activity is graded).
Last Accessed

Indicates your most recent access to the course learning activities.

Continuing Education (CE) Credit Information

The Continuing Education Credit Information section shows what credits, if any, you can earn upon
the completion of the course.

Note: This information is based on the professional license/discipline information entered in the system.
If you have not entered your license information, you may do so by clicking the Maintain Disciplines
and Licenses link. If you are not able to access this, contact your administrator to have the information
updated for you.

You may also wish to view the Course Overview page prior to beginning an HLC course.
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Viewing Class and Virtual Class Schedules

The class or virtual class schedule shows a list of any upcoming scheduled classes or virtual classes.
Classes/virtual classes may be set up to allow you to register or add yourself to the waitlist if the class is
currently full. Or, they may be set up to allow you to only view when the class is scheduled to meet. In
this situation you would need to follow the instructions under Class Notes or contact your HealthStream
administrator for information on registering for the class.

Note: Clicking the Enroll button does not add you to a class. You must either then choose a class and
click the Register link (or Waitlist link if available) or contact the HealthStream administrator to be
registered for the class. To see a list of classes in a course in which you are enrolled, click the My
Learning tab and scroll to the Choose a Class section near the bottom of the page.

geahh tream
—

[ arsrot T cason | otaoveco | oy eote (SRR

ﬂ' Assigned Learning
Mame Due Date Status

“All assignments are due at midnight, Eastern Time.
ﬁ Elective Learning

Mame Enrolled By Status
[ PR Clawroom and Test el In Progress

I3 Emerne

T ot Yot Started
B birse Trakcing S I Progress
[ hursng Drectves
[Fer Tranng
FHER Hursing Traning
[ vureng Owecoves

ﬂ Upcoming Classes

Start Date & Time Class Namme Session Status Options
=] &/15/2010 8:00 AM £T

Traring Buldng: Traming foom 1 Lol L)
WOTE: Ta drop & chass, chck Class Schedule.  you drop a class you willremain enrolied in the course - snkess you ako un-earll from the course.
2 Choose a Class
Course Name & Learning Acthity
Legend:
oo Curaum FEewaet [Joowse # Boindi =
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Viewing a Class Schedule

To view a class schedule

My Learning Page

1. From the Choose a Class section of your My Learning page, click the name of the course and

learning activity. The Course Details page appears.

lealthStream

Etmated Courss Lang: 10 mrutes

Your nést activity in this cowrse is a dass. Register for the cass by dicking on the dass name. (I you have other dasses in this courss, you may register for them
@ one thelr name is underined.) If you drop a dass, you will remain enrolled in this course. If you dick "Un-enroll” above, you will be dropped from all dasses in
this course and un-enrolled from the course

Course Learning Activities

You are enrolid in this coore. Chck the “Course Overvies™ ik above 00 review the oo description, Baming objectives, and al avatsbis CE cradit prioe to beginning the kaming activies
befow. (For CE Credit Information, scrol down.)

Learning Activity Additional Tnformation Status Score Last Accessed

@ R Teg Passed 100%  S/212010 11396 AM
P CPR Thecey Chssmom Prevew Cirss Schedule Mot Regitered

R cpr Practce Cassoom Ereve Chris Scheduls Mot Regatened

Continuing Education Credit Information

The kst beiow shows the CF credt for which you qually, basnd upon your professional icense nformation In the system. If there 5 ancther Credt Isted on the Course Overview scroen for which
vou qually, update your professional icense nfommation by ciciing the “Mantan Dscpines and Licensas™ ink beiow (f avalabie) or by contacting your adminstrator.

Legend:
“fiequied for Course Completon
& Tet [ camrsom
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| e tramncrnt | Cataton [ Hosostaiouects | o protie EEESIEEE Ostein @tes
7) Course Details B
CPR Classroom and Test ﬁ ceooe o Uneniol g9 Ext Course

2. Click the name of the class to view the schedule. The Class Schedule page appears.

"% show Class Schedule for: CPR Theory Classroom o
 Upcoming Classes

For dasses with multiple sessions, dick Class Detalls to view individual session times and locations

1 Rexord(s)
Class Name Session Date Range Location Status Options
CPR Theary Classrooe 5/24/2010 8:00 AM - 5/24/2010 5:00 AM CT 1 Training Building(Training Room . Registered C :
SeS5i0ns 1) Detalls
(D ativat  Copy 2600 i, . 4 i

For instructor-led classes, the class schedule displays the following information:

e Class Name: The specific name for that class, linked to the Class Details page.

e Session Date Range: A class may have one or more sessions. The first session’s start date and
time are shown, followed by the last session’s end date and time. You can view each individual

session and their corresponding dates and times by clicking Class Details.
e Location: The room (and building) where the class is scheduled to meet.
e Status: Indicates whether you are registered, not registered, or waitlisted.

e Options: Contains Class Details, Register, Waitlist, and Drop links.
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Class Options: How to Register for and Drop a Class

The Options column allows you to register for a class, as well as add yourself to the waitlist for a class
(if available) and view the details about a class. Once registered, the option to drop a class appears.

e Class Details: This link takes you to the Class Details page and displays the instructor(s),
maximum class size, current number of students registered, class notes, and the list of sessions.

e Register: When you click this link, you are added to the class roster.

e Waitlist: When you click this link, you are added to that class’s waitlist. If the class date passes and
you were never moved from the waitlist to the roster, you will need to drop from the waitlist and
register for another class.

e Drop: When this link is active, it indicates that you are registered for the class shown. When you
click this link, you are removed from the class roster. You remain enrolled in the course and you will
need to select another class in which to register.

Once you are registered for a class, you may have the option to drop the class if the class is set up to
allow students to drop. If so, a Drop this Class button appears to the right of your selected class’s
information at the top of the page.

germh tream
Sp—

[ arerot | ot | osotamwects | v prorse [ Dsteias G

¢

m Class Schedule
L% Show Class Schedule for: CPR Theory Classroom

@u Registration Successful.

You Are Registered For:
CPR Theory Cla 0m Drep this Class

242010 B:00 AM - 5/24/2010 9:00 AM CT
Location: Training Building(Training Room 1)

+§ Upcoming Classes
For dasses with multiple sesslons, dick Class Details to view individual session times and locations
1 Record(s)

Class Hame Session Date Range Location Status Options

52472010 8:00 AM - 5/24/2010 9:00 AM CT 1 Training Bullding(Training Room
se55l0n5 1}

Registered =

D Heatbtitreae i

Tip: Once you are registered for a class you can click the Class Schedule link on your My Learning
page (in the Upcoming Classes section) to view the class schedule page. This is also a quick way to
access the Drop this Class button.

m Upcoming Classes Return To Tog ol Pags

Start Date & Time Class Name Session Status

- r ? CPR Theory Classroom
=] 5/24/2010 §:00 AM CT o g Training fioom 1 1ol Regatered
ERTr 0O

=} 6/15/2010 8:00 AM CT

WOTL: To drop a class, dick Class Schedule, If you drop a class you will remain enrolled in the course - unless you also un-enroll from the course,
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Viewing a Virtual Class Schedule

Virtual classes can offer upcoming classes for live participation or a recorded class for on-demand
viewing. To allow participation in a virtual class in real time, an Attend link appears on your My
Learning page (under Upcoming Classes) when a class’s start date and time arrive. After the end date
and time, the class and Attend link are removed.

Virtual Class Options: How to Register for, Attend, and Drop a class

The Options column allows you to register for a class, as well as add yourself to the waitlist for a class
(if available) and view the details about a class. Once registered, the option to drop a class appears.

e Class Details: This page shows the instructor(s), maximum class size, current number of students
registered, class notes, and the list of sessions.

e Register: When you click this link, you are added to the class roster unless the class is full. If the
class is full, contact your HealthStream Administrator. Recorded classes do not have a waitlist.

e Drop: When this link is active, it indicates you are registered for the class shown. When you click this
link, you are removed from that class’s roster. You remain enrolled in the course and you will need to
select another class in which to register.

Note: When viewing a recorded class, the video cannot be bookmarked. If you have to close the window
that is showing the recording, make a note of the time lapsed. When you return to view the presentation,
you can move the video’s timeline pointer back to the time where you left off.

Once you are registered for a class, you may have the option to drop the class if the class is set up to
allow students to drop. If so, a Drop this Class button appears to the right of your selected class’s
information at the top of the page.

Tip: Once you are registered for a class you can click the Class Schedule link on your My Learning
page (in the Upcoming Classes section) to view the class schedule page. This is also a quick way to
access the Drop this Class button.

Upcoming Virtual Classes
For virtual classes the class schedule shows the following information:

o Class Name: The specific name for that class, linked to the Class Details page.

e Session Date Range: A class may have one or more sessions. The first session’s start date and
time are shown, followed by the last session’s end date and time. You can view each individual
session and their corresponding dates and times by clicking Class Details.

e Location: Generally, this is blank for virtual classes though the instructor may enter information
here.

e Status: Indicates whether you are registered, not registered, or waitlisted.
e Options: Contains Class Details, Register, Waitlist, and Drop links.
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Recorded Virtual Classes

If one or more of a repeated virtual class has been recorded, the most recent, completed virtual class will
be available as the recorded class. You can click either the Session 1 Recording link or Register and
View link to register for the virtual class and immediately begin viewing it. If there are no additional
sessions, then you will complete this class after viewing the first session. If there are two or more
sessions, then you will complete this class only after each session has been viewed.

For the recorded virtual class, the class schedule shows the following information:

Class Name: The specific name for that class, linked to the Class Details page.

Session: A class may have one or more sessions; therefore, each session will be recorded for
viewing.

Estimated Length: The approximate length of the recording. The actual length is visible only when
you are viewing the recording.

Recorded On: The first session’s start date and time are shown, followed by the last session’s end
date and time. You can view each individual session and their corresponding dates and times by
clicking Class Details.

Status: Indicates whether or not you are registered.
Options: Contains Class Details, Register, and Drop links.
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Completing a Curriculum

A curriculum is a group of two or more courses and/or equivalents that must be completed as a unit.
Curricula can be assigned, and will appear under Assigned Learning on your My Learning page, or
can be elected from the Catalog tab.

Courses and equivalents within a curriculum may require completion in a specified order.
To complete a curriculum

1. Onyour My Learning page, click the desired curriculum name. The Curriculum Details page
appears, including the list of courses and equivalents within the curriculum.

geahh tream

[ ot [ Gt | noconsmarcts | v prores LR Dt O

. T

Hurss traning
Wou are enrolled in ths currioulum, Clck the “Curmoulm Overview” Ink above 10 review the curmculam descrption snd outine, (For CE Credt information, cick the Course Information ink.)

Courses: Status Score Last Accessed

= [MJtursing Directives Envod hot. mscxtm
# [TJER Training Ened ot n:l_-.l.cm!“
Enrol heat et Started

#  {EHER Nursing Training

Legend: 2

ot (Rcmecen (Pvansient [Jonre & it 5 ol
st e o ok 13 479401V Ml 4 11 LTI 2

. S 41 Hights Basiriad

Note: If you have qualifying completions on your transcript for any courses in the curriculum, they
will be automatically applied to the curriculum and appear as Completed on the Curriculum
Details page. Also, some courses may appear as In Progress. This is because the HLC will match
existing course assignments and enrollments with the same course when it appears within a non-
sequential curriculum.

Tip: If you have an assignment of a course on your My Learning page that also appears separately
within a curriculum, completing the course in the curriculum first will fulfill the assignment of the
other course automatically (as long as it's completed before the due date).
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2. Click Enroll to the right of a course or equivalent. The Course Details or Equivalent Details page
appears.

geahh tream

o e
[ iamsrot T caon | omptsovec | oy eoe (RS

71 Course Details

MNursing Directives g

Exsmated Course Langé: 40 mn,

Course Learning Activilies

You are encoled in this course, Oick the “Course Overview”™ Ink ahove bo review the course description, learring objecthves, and al avalsble CF credit prioe to beginning the learring activiies
belowy. (For CE Crede Informaton, scrol down.)

Learning Activity Status Score Last Accessed

Hot Yet Started

Continuing Education Credit Information

Thee kst beicwy shows the CF oredit for which yvou qually, based upon your professional icense Information in the system. I thene & another Credit isted on the Course Overview screen for which
wou qualfy, update your profissonal loense iformation by cckng the “Martan Decpines and Licensss” Ink beiow (f avalabie) of by coRtacting your adminstrator.

Legend:
#*Requred for Course Compieton
Evalation

geahh tream
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Equivalent Detalls
ER Nursing Training

Description:

This equevalent CONLAINS NUTSING COUNSEs.

To select fick the [ For more infs tion, chick the Course Information lnk,

& [MINursing Directives Enmd

= [INursing Management ol

it I
U PN ——

Note: If the curriculum is set up for sequential completion, only one course or equivalent at a time
will be available for enrollment.

Note: Your administrator may choose to exempt you from one or more courses or equivalents within
a curriculum. An exemption means that you do not have to complete the exempted course(s) but
must complete all other learning items within the curriculum. If you have been exempted, a green

message bar will appear when you click the Enroll button and you will not have to complete the
course.

3. Complete each course and equivalent in the curriculum (see Completing a Course and Completing an
Equivalent in this guide). Once all courses and equivalents in the curriculum have been completed,

the curriculum will be removed from your My Learning page and moved to your My Transcript
page as a completion.

Tip: When you complete a curriculum, you can access and print a certificate of completion for the
curriculum.
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Resuming a Course or Equivalent

To resume a course or equivalent

To resume a course with a status of In Progress, click the course name. This will take you to the
Course Details page where you can start or restart any learning activities associated with the course, as
shown below.

é{?akh tream

R RIS

Course Leaming Activities

Yous arm erwmled in this course. Dk thee "Course Overview” Ik above 10 review e course descripbion. learming chijectives. and f avalabie CE Credit prior &5 beginning the imening activtes
beiow. (For CE Credt information, scrod down)
Uessaring Acthvity Status senen st Acomsed

Mot Vet Sarted

Continulng Education Credit Information

Th st oskows showes the CE cradit for hich vou cuisify, birsed 1Lpon your drossonal ke Information 1 the system, If there & nothe credt isted on the Cousse Overview screen for shich
o qualfy, update yeur rofessonsl icense inkemation by dheking the “Mantain Decpines and Licersoes™ ink below (f ivalible) o by ComBng yeur sdemnitrats:.

Legend:
*Regured for Course Complennn
[

For an equivalent with a status of In Progress, you can click the equivalent name to view the
Equivalent Details page or you can click the course name shown below the equivalent name to view

the Course Details page.

i&akhﬁtnam

[ guibnlent Dctalls B ) N
ML ER Nursing Training B ot @ £t v

Description:

This equivalert contas. nUesng courtes,

Chok course name bo continise e course, oF dick Un enroll o choose anothes oo,

e Ui
Nursing Divectives Evaluatior
«  [MIMursing Management
Bakton [Jonre @ipmrcint 5 Colapment
et e, L1 B3 DS T 150 SRS

Course Learning Activities

“You e preclled i this course. Cick the "Course Cvierview” Ik above 10 feview e CoUMSE descrplon. learming chijectives, and al svaitie CE Credt prior &5 baginning the imeming activtes
biiow. (For CE Cresfit information, scrod down.)

Uesaaring Acthvity Status e st Arremsind
Bt Dpectivess E Mot Yet Started

Continuing Education Credit Infermation

The 52 W SIOWS Eh CE o0 107 Whach you Gualfy, Barsec LpOR YOUT DRORESSONa Koo IAOIFISRIN 1 The SySTem. I e 5 O CTedt B5Ted O T COUTSE CVEVIew SCrier) 1of whh
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. . (spine and License LforTae
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Requuired for Course Completon
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Viewing the Curriculum Overview Page

Access the Curriculum Overview page in one of the following ways:

e Click Curriculum Overview from the Curriculum Details page, as shown below.

bHealthStream

* LOG OUT

T —— e 28 2000 2589 P BT

[ emmirot | Cotdon | iompstncts | o e | D1ses b O

Curricubm Detais =,
% Hazardous Materials Training g sy Sveryi l—};

This curcubm & desgred for those students wh wed 1o take courses on hasandous matens.

e Click the curriculum name from the Catalog tab.

The Curriculum Overview page appears.

geahh tream

s, Curriculm Overview
% Hazardous Materials Training o et

i Hazardous Materials Training
9 pos
Legend:
[
Description
The currculum & desgned for those students whe wih 1o take courses on hazardous materss.
Curriculum Categories
This Cliculin belongs to the folowing categornes n the HLE catalog
il empicrees

Version: 1

The Curriculum Overview page includes the following sections:

e Curriculum elements (courses)
e  Curriculum description
e Curriculum categories

Click the name link of each course to view the Course Details page.

When you access the Curriculum Overview page from the Curriculum Details page, click Return to
return to the Curriculum Details page.

When you access the Curriculum Overview page from the Catalog tab, click Return to return to your
My Learning page.
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Viewing the Curriculum Details Page from Your My Learning Page

Click the curriculum name from your My Learning page to access the Curriculum Details page.

The Curriculum Details page is shown below.

ddealthStream

s, Cusiculm Detals :
% Hospital Training m

This cumculum contins hospital traning courses,
You are enrolked in ths curnicuium. Cick the "Curmoulm Cverview” Ink above 1o review the carmculam description and cutine. (For CE Credt Irformation, chck the Course Informatin iik.)

Courses; Status Seore Last Acessed

«  [Emergency Room Rules Enri prahis ik

& [CNursing Directives Enmd ot Mwlm

= aWarkplace Safety Enmd Not et Started

ngond:

@ et 7 ovakaason frEaen: [TJooune @ Bandist = Colapoe Lt

The Curriculum Details page includes the following sections:

e  Curriculum description

e List of courses within the curriculum, including an Enroll button, Course Status description, a Course
Information link, Score (if applicable), and Last Accessed date.

There are also links in the upper right-hand corner to:

e View the Curriculum Overview page
e  Exit Curriculum (return to your My Learning page)
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Previewing the Contents of a Learning Iltem
To preview the contents of a learning item

Click the + symbol that appears before the learning item icon and name to preview the contents of a
learning item. For courses, the list of learning activities appears. For equivalents, the list of courses
available appears.

3 Caon | vorptabiets | v potie LIRS

3, Curricubsm Detals
ﬁﬂospnnl Training m n Cverview g Ext Curmaum

Thes cxsriculsm contans hospibal traning courses.

You are enroled in this curnioulum. Cick the “Cusroulem Overview™ Ink above to review the curmoulum descrption and outine, (For CE Credit Information, cick the Coursa Information i)
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[SIWorkplace Safety Course

[ Back Safety
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Viewing Detailed Course Information
To view detailed course information

1. For detailed information about a course including description, learning objectives, available CE credit
and more, click the Course Information link in the Status column. When you click this link, a
modal (secondary) window appears with the course’s information.

Course Information - Emergency Room Rules

Course Information =
Emergency Room Rules 1 More Info .Close

Estimated Course Length: 60 minutes

Description
Emergency room rules.

i

Learning Objectives
At the conclusion, participants should be able to: Understand emergency room rules.

Course Version: 1

2. Click the X in the upper right of the window to close it.
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Enrolling in a Course or Equivalent

To enroll in a course or equivalent

Click the Enroll button to start a course or equivalent with a status of Not Yet Started. The Course
Details or Equivalent Details page appears allowing you to select the first learning activity.
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Course Learning Activilies
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Resuming a Course or Equivalent

To resume a course

Click the course name or equivalent name to resume a course or equivalent with a status of In
Progress. The Course Details or Equivalent Details page appears, allowing you to resume.

ealthStream
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Course Learning Activilies

You are enroled in this course. Cick the “Course Overview” Ink above to review the course description, leaming cbiectives, and al svalable CF credit prioe to beginning the learning acthvities
belowy. (For CE Crede Informaton, scrol down.)
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Continuing Education Credit Information

The kst below shows the CE cred for which you qualfy, based upon your professonal icense normation in the system. If there & another credk lstiad on the Course Dverview screen for which
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Tip: For equivalents with a status of In Progress, you can click the course name below the equivalent
name for direct access to the Course Details page.

germh_ tream
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Course Learning Activities

You are enroled in this ooorse. Cick the “Course Overview” ik above 00 review the ooorse description, saming objectives, and al avalabie CE credit prioe bo beginning the isarming activies
beiow. (For CE Crede Information, scrol down. )

Learning Activity Addfitional Enformation Status Seore Last Accessed
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55 St Not Regstered
Not Yet Started
st Not Regatered

Continulng Education Credit Information

The kst beiow shows the CE credit for which you qually, based upon your profiessional icense nformation in the system. If there 5 ancther oredt isted on the Course Overview screen for which
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Legend:
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Note: You will not be able to review the details page for courses or equivalents that have a status of
Exempt since you did not complete those items.

On the Equivalent Details page, click the name of the course to see the Course Details page for the
course you completed as part of that equivalent.

The Course Information window appears when you click on the Course Information link for any
course.

Note: When you are on the Course Details page, a Maintain Discipline and License Information
link appears. Clicking this link takes you to your My Profile page where you can update your licensure
information if needed, as shown below. See Managing Discipline and License Information.

geohhStream
R—

E My Profie .

‘(J‘“; View line/License Inf :

T ensune that continuing education crodt & approprately awarded for CF courses that you comglete, you are stroaghy encouraged to maintain your kcense information in the HeakhSeream
Leaming Center™, Heathcare may Input and manage ane of more koenses,

To add information for a koense, cick “Add Discipine,License™ abave. To edit or delete existing lcense information, cick on the loerse’s dacpine name lited below.
Discipline State/ Provinoe Country Liemse Humber Expiration Date
™ United States
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Viewing the Curriculum Details Page from Your My Transcript Page

Click the curriculum name from your My Transcript page to access the Curriculum Details page.

geahhSrream
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% Hazardous Materials Training m o Dvprview (o 1 QP Ext Curibur
Ths cusmicul m s designed for those: studerts who wish to take courses on hazardous materiaks

You are envoled in this curmiculum. Chck the “Cumioulum Cverview” Ink above to review the curmouium description and cutine. (For CE Credit Information, chck the name of the course to view
Course Detaks.)
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The Curriculum Details page includes the following sections:

e  Curriculum name

e List of courses or equivalents within the curriculum, including Status of either Completed or Exempt,
Score (if applicable), and Last Accessed date.

There are also links in the upper right-hand corner to:

e View the Curriculum Overview page
e  Exit Curriculum (return to your My Transcript page)

To view the learning activities or the certificate associated with a course, click the course name to launch
the Course Details page.

To view the courses in an equivalent, clink the name of the equivalent to launch the Equivalent Details
page.

You will not be able to review the details page for courses or equivalents that have a status of Exempt
since you did not complete those items.

On the Equivalent Details page, click the name of the course on to see the Course Details page for
the course you completed as part of that equivalent.

The Course Overview page appears when you click on the names of any courses you did not complete
as part of the equivalent.

Note: When you are on the Course Details page, a Maintain Discipline and License Information
link appears. Clicking this link takes you to your My Profile page where you can update your licensure
information if needed. See Managing Discipline and License Information later in this guide.

Accessing a Course Attachment Learning Activity

Course attachment learning activities may be added to administrator-developed HLC courses. There are
two types of attachments in a course attachment learning activity:

e Alink to an Internet or intranet site
e Alink to a document for review

The Course Details page notes course attachment learning activities by the file folder icon.
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To access a link to an Internet or intranet site

Note: You may be unable to access links to your intranet site if you are logged into the HLC outside of
your organization’s firewall.

1. On the My Learning page, click the course name. The Course Details page appears with a list of
course learning activities.

2. Click the desired course attachment name. The Course Attachments page appears.

Cgurse Details
Sample Attachments Course RE) Course Overview @ Eit Course

Estrnated Course Length: 15 mnutes

Course Learning Activities

‘You are enrolled in this course. Click the "Course Overview" link above to review the course description, learning objectives,
and all available CE credit prior to beginning the learning activities below. (For CE Credit Information, scroll down.)

Learning Activity / Status Score Last Accessed
‘JSample URL Attachment* Mot Yet Started
£JSample Document Attachment* Not Yet Started

3. Click the desired course attachment name. The Internet or Intranet page opens in a new window.

* | Course Attachments

; “~ sample URL Attachment < Rem to Course
2

Course: Sample Attachments Course

Instructions
Click the learning activity link to view information on the HealthStream website,

Attachment Name Type Last Completed On  Attach t Updated On
) HealthStream Home Page Web Page 10/14/2008 10:30 AM

y Transcript | Calglea | HospitalDirect® | My Profile

D site Map € Help
3 Learning Management Systens LMS, Healtheare Learning Solutions - Microsoft interne... (2[5 S

" | Course Attachmeyts

L f: dsearch SrPmones ) e g W] - sl
Sample URL Af™ o W@ e - L ! > Return to Course

Course: Sample Attach

Instructions
Click the learning activity linH

Attachment Name nt Updated On
¥ HealthStream Home Pag 6 10:30 AM

I | annoenesn ™
E
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4. Click the red X in the upper right-hand corner or click File/Close from the menu bar to close the
Internet/intranet window when you have finished reviewing the information. You will be returned to
the Course Attachments page.

B My Transcript | Catalog | Hospitalbirect® | My profile it Map @ Help

* | Course Attachments

" sample URL Attachment <& Return to Course

Course: Sample Attachments Course

Instructions
Click the learning activity link to view information on the HealthStream website.

Attachment Name Type Last Completed On  Attachment Updated On
©J HealthStream Home Page Web Page 10/14/2008 9:35 AM 10/14/2008 10:3
[ Coetinue | )
A
~—

5. Click Continue. You are returned to the Course Details page.
To access a link to a document

1. On the My Learning page, click the course name. The Course Details page appears with a list of
course learning activities.

2. Click the desired course attachment name. The Course Attachments page appears.
b Course Details
Sample Attachments Course M Course Overview <@ Exit Course

Estmated Course Length: 15 minutes

Course Learning Activities

You are enrolled in this course. Click the "Course Overview" link above to review the course description, learning objectives,
and all available CE credit prior to beginning the learning activities below. (For CE Credit Information, scroll down.)

Learning Activity Status Score Last Accessed
Completed 10/14/2008 9:35 AM
iL)Sample Document Attachment* Not Yet Started

3. Click the course attachment name. A message window prompts you to open, save, or cancel the file
download.

i " | Course Attachments &> Return to C
m ourse
~~ Sample Document Attachment E

Course: Sample Attachments Course

Instructions
Click the link to review the document attachment learning activity.
Type Last Completed On  Attachment Updated On
File 10/14/2008 10:30 AM

R
| Course Attachments
~~ Sample Document Attal v mrt to open o save i e <P Betur ta Course
I;:I- Hame: Document Attachment Learming Actiity.oef
Course: Sample Attachments Course| = l‘; ;‘%’: B
Instructions Com ) o =]

Click the link to review the document att;

Attachment Name

&) Document Attachment Learning Acti
(11K8B)

n  Attachment Updated On
10/14/2008 10:30 AM

Continus
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4. Click Save to download the document to a location on the computer at which you are working (such

as the desktop) and then open the file, or you may click Open to directly open the attachment. If

unsure as to which method to use, consult with your HLC administrator.

Document Attachment Learning Activity

This document demonstrates how document files can be
attached as an HLC learning activity.

Student and,
Studentd l \ I they
are work

Documents can be added in a variety of formats, including
.DOC, .PDF, .PPT and others (see Help documentation).

5. Once opened, the attached file can be viewed and printed if needed.
6. After closing the document attachment, you are returned to the Course Attachments page.

'e
" | Course Attachments

“~ Sample Document Attachment <P Retum to Course

Course: Sample Attachments Course

Instructions
Click the link to review the document attachment learning activity.

Attachment Name Type Last Completed On  Attachment Updated On
(J;;KDEG)cumem Attachment Learning Activities File 10/14/2008 10:30 AM

7. Click Continue. You are returned to the Course Details page.

Note: Some course attachment learning activities will require that you click on and download the file as
part of course completion. Others may be marked as optional and will not require download.

Note: Some courses may be set up so that learning activities are completed in a pre-determined
sequence. If so, the course attachment learning activities must be accessed in the order in which learning

activities have been set up within the course.

Note: Course attachments will continue to be available from the Course Details page on your Transcript

page after a course has been completed.
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Searching for Elective Learning

Tip: You may use Alt+C to access the student Catalog via your computer keyboard.

geahhSrream

* LOG OUT

(ot | v vt MR ocosarcts | v prots | C1ses s @b

Course Catalog
Browse

Semcn

Search In Browse Category

Search by Category
C begori

= Cpsubject
& (222 Trainag Onky

The Catalog tab offers additional learning (courses and curricula) available through the HLC that you can
elect to take. Some of the offerings are free, and others may include a registration fee. The Catalog tab
enables searching and browsing for alphabetically, using keyword search or by category.

To search the student catalog

1. Click the Catalog tab.
2. Use any of the following methods to locate a course or curriculum:
e Enter a search term in the Search box and click the Search button.
e Click the Alphabetical link to alphabetically search for a course or curriculum.

e Click the Navigation Tree in the Search by Category section on the left side of the page and
browse for the desired course.
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3. Click the name of the desired course or curricula. The Course Overview or Curriculum Overview
page appears.

idealthStream

[ verot | cotaon | osotameects | v ot | s @b

o PR
U=l Workplace Safaty Course
Eatmated Course Lergthe 240 mrtes
Course Leaming Activities Enoll in this Courne
Qﬂ
Safiety Course Evalstion s Y courseFes: 000
I safety orentaton = h g hor-Show Fee:  $0.00
@ workplace Safety Test Cancelaton Fee: $0.00
) Safety Cossroom

Legend:
@ Tem 7 Evataton £ caswoom

Description
This & a workplace safety course.

Leaming Objectives Rectiarn to Top of Page
A2 the conchsson, particpants shoukd be able to: Understand workplace salety.

Course Outline Eetum to Top of Page
About the Author Betum to Top of Page
Technical Requirements Betum to Top of Page
Course Continuing Education Credit Return 1o Top of Page

Credes are based on State and License Discpine nformation. Please read throwgh al crede infoemation before cickng the B,
Encoll In Ths Course button. L=e

ot for Credt

Course Categories
This couree Belongs 1o the folowing Categones in thi HL cataing:
Audence = Al Empioyees

Course Yersion: 1

Note: Courses listed in your search return will display icons denoting the types of learning activities
within the course. Curricula will display the curricula icon.

4. Click the corresponding Enroll button (Enroll in this Course if you selected a course, or Enroll if
you selected a curriculum). The Course Details or Curriculum Details page appears.

HealthStream
g

e P O B o s i

Estmated Course LengP: 140 wutes

There are 2 dasses in this course, Re er for each class by dlicking on the dass name once it is underlined (you may need to complete other learning events in
this course before doing s0). If you drop & dass, you will remain enrolled in this course. If you dick "Un-enroll” above, you will e dropped from all dasses in
1 this course and un-enrolled from the arse

Course Learning Activities

You ae enroled 1 the course. Clok the “Course Overview” Ik Abowe 10 riview the course deseription, learming cbjectives, and al avaible CE eredt prioe [o begnning the karming actvies
beloww. {For CE Cred Infarmation, scred down,)

Learning Activity Additicnal Information Status Score Last Accessed
Not Yet Started
Not Regstered
Not et Started

R Sty Coeoom Preview Clrs Schedue ot Regstered

Continuing Education Credit Information

The I62 belcrer shows the O crec for which you qualy, bised upon your profissonal lcenss Fformaton i the system, I thene & ancther credit isted on the Course Overview screen for which
you qualfy, update your professonal icense nformation by cicking the “Mantan Dsopines and Licenses™ Ink betow (f avalsbie) of by contactng your adminstrator.

Legend:
*Required for Course Completion
@ et (7 Baaton () Cusroom

nremat aotiar: oA 111150 00100011 IIT e ASOMLAE b 1 e OTLTTITEN 1

U bt Coight T 3000 B, B 1 B R
Bussazmims

DURLCWER 4 HLCWEIM CARNNM
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5. You may now begin the course or curriculum, or return to it at any time from the Elective Learning
area of the My Learning tab. You may also un-enroll from elective learning at any time by clicking
the Un-enroll link.

Student-entered Learning Events

A learning event is an educational activity that a student completes that was not managed or delivered
through the HLC. Examples include outside workshops, conferences or symposia.

Adding a Student-entered Learning Event

Students may enter learning event information into the HLC, which adds the information to the student
transcript.

Note: This feature is activated by request only. Contact your HLC administrator for additional information
about this feature.

To add a student-entered learning event

1. Click the My Transcript tab. The Student Transcript page appears.

geahhStream

BT [ Cadoo | ottt | vy pote R

My Transcriph
L Completions: Feb. 3, 2009 - Feb. 2, 2010
This screen lists the learing you have completed. Click the name to review the material or view your certificate, To start or continue a course, dick the My Leaming tab,

= OR:i From: [ — |

 Learning | My | Catalon | iongraoeecs | #y erosie [EREEERER
@  Student Entered Learming Event i
' | Add a Learning Event -«
Ribquired Fiskds are marked with 3

Course Rame: &

- An or ange
Compieton Date: 200 N

*
imated Comgleon Trme o wouses qstgr/sk )
i indicates a
Use this space to add detals about the event, Inchiding the incation, the rumber of CE : -
cradesyou recsved, et required field.
Your comments wil ppear on your transcript and can be seen by system
minstraton.
e Cancal

3. In the Course Name box, enter the learning event course name.

Note: Be careful as this field cannot be edited after the learning event is entered. If you need to edit
a learning event name, delete the learning event and create a new one.

4. In the Completion Date box, enter the learning event completion date.

Tip: You can also click to select the dates.

Note: The completion date must be today’s date or a date in the past.
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5. In the Estimated Completion Time boxes, enter the training time in hours and minutes. The
estimated completion time is the actual time spent in the learning event.

6. In the Comments text area, enter any comments about the learning event, if desired. Comments
might include further details such as sponsoring agency, learning objectives, instructor information,
or continuing education (CE) credit earned. Comments will appear on the student transcript and on
transcript reports, so they can be viewed by HLC administrators.

Note: Enter text only. Do not enter any sort of code, such as HTML.

7. Click Save. The learning event will be added to the student transcript in reverse chronological
order—most recent first—by course completion date. Student Entered will be noted to the right of

the learning event.

___e-u!lh Stream

o L ioents | ot PIES REFRCTS

My Transcript % . o R .
Completions: Feb. 3, 2009 - Feb, 2, 2010 ) 2 lmmg Event e Cusiomis ged Pk Traneds

This screen lists the leaming you have completed. Click the name to review the material or view vour certificate. To start or continue a course, dick the My Learning tab.

Ga

Date Range: Last 1ZMenths = OR: From: B mhvough: ]
TOTALS FOR MARYIARE DOE

COMPLETIONS IR LASTED CouRsEs

009 1

Name Est. Time Completion Date
% Stugiont Entered Learning Event  t———— 00 02/02{2018

LEARNING EVINT COMMENTS STUBENT-ENTERED

Editing a Student-entered Learning Event
To edit a student-entered learning event

1. Click the Transcript tab.
:__ea!lh Stream

VR AN — m  * LOGOUT
[ Lhenis Lo e PR REFRCTS
ﬁwnammm L~ s .
Completions: Feb. 3, 2009 - Feb. 2, 2010 e — LI,

This screen lists the leaming you have completed. Click the name to review the material or view vour certificate. To start or continue a course, dick the My Learning tab.
Date Range: Last 1ZMenths = OR: From: B mhvough: M| |

TOTALS FOR MARYIANE DOE CONTINUBG EDUCATION CREDIT EARNED

COMPLETIONS ESTIATED Thul CREDIT UNETS DEscPL NaER ASrD coumss
et .09 1
Est. Time Completion Date

t Entered Leamning Event  dh———— 00 02/02/2010

STUCENT-DNTERED

___ea!lh Stream

[ Catao | horpitaercts | vy proie EEESIEEEE st s @b
@ Cowrse Detals plf
Student Entered Learning Event h ARl
Leaming Event Information
L student Entered Leaming Event
Completion Date: 2j2r2010
Estimated Completion
Time: i
Added By: MaryJane Dor
Added On: 222010 4:05 P4
Updated By: Marylane Do
Updated On: 20U 405 PH
Comments:
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3. Click Edit this Learning Event. The Edit a Learning Event

lealthStream

My Learning Page

page appears.

|ty teamning | My tramaion | cataog | nastaoeects | oy proske EEEEEEEE
@ Student Entesed Learning Event o
Edit a Learning Event -
Rubquined Fiskds e marked wih 3
Course hame: &
Compietion Date: 222010 m
Estimated Completion Time: - | Hours | Mnutes
Comments
Use this space to 3dd detals about the event. Incuding the location, the number of CE
credts you recetved, e,
Your comments wil appear on your transcript and can be seen by system
adminstrats.
Dalaty S

O 5ne Mag £ 1t

An orange
asterisk (*)
indicates a
required field.

Cancel

4. Make the desired edits.

Note: The learning event course name cannot be edited. If you need to edit a learning event name,

delete the learning event and create a new one.

Click Save.

Note: HLC administrators cannot edit a student-entered learning event. Only the student who

created the learning event can edit it.

Deleting a Student-entered Learning Event

To delete a student-entered learning event:

1. Click the Transcript tab.

idealthStream

e T
[t BB ot | rompameccts | o prone O
My Transcript

e
Completions: Feb, 3, 2009 - Feb, 2, 2010 4

Date Range: Last 12 Morths v ofte From: [/ e— M [ce
TOTALS FOR HARYIANE DOE CONTINUING EDUCATION CREDIT EARNED
comLETIons ESTIATIO To P IR Eaioin
10:12 Regstered Nurses

Name [Est. Time+ Completion Date

% Student (ntered Loaming Kvent
LEARNING EVENT COMMENTS.

o LR

This screen lists the leamning you have completed. Click the name to review the material or view your certificate, To start or continue & course, dick the My Learning tab,

C5ee Map @2 Help

CouRss

STUDENTENTERED
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2. Click the student learning event you wish to delete. The Learning Event Details page appears.

geahh tream

B cCataoo | HowtaDiects | My ivotie SRR

#.  Course Detals
. Student Entered Learning Event

Learning Event Information

7 Stident Entered Leaming Event

Completion Date: 222000
Estimated Completion .

Time:

Added By: Marylane Doe
Added O 222010 4:05 PH
Updated tiy: Harylane Doe
Updated On: 3f2010 405 PM

Comments:

OULCWERD AHCWEED CARNCHNN

3. Click Edit this Learning Event. The Edit a Learning Event page appears.

lealthStream

St Mk’ Carts | 28t
oy tramcrp | Catabog | npitaects | +y proske EECREEEE
#  Student Entered Learning Event

Edit a Learning Event

Etiquired Fukd are marked weh 3

Conrse Hame: &
Commpietion Cate: » 20 i}
Estmated Completion Tme: - | Hours = | Mt

Comments
Use this space to 3dd detals about the event. Incuding the location, the number of CE
credis you receved, Sic.

Your comments wil appear on your transcript and can be seen by system
administratos.

Dalee

Fab 3 2500 248 Pt T

o

* LOG OUT

O 5ne Mag £ 1t

Cancel

4. Click Delete. A confirmation prompt appears.
5. Click OK.

An orange
asterisk (*)
Indlicates a
required field.

Note: HLC administrators cannot delete a student-entered learning event. Only the student who

created the learning event can delete it.

Updated: August 2011

51



HLC Student User Guide My Transcript Page

My Transcript Page

Tip: You may use Alt+T to access My Transcript via your computer keyboard.

geahh tream

| Cataog [ hengitaoeeces | o erotie EECEEEE
My Transcript L ¥ = e
ki boarming Event s Custome a0
Completions: Mar. 24, 2008 - Mar. 23, 2009 l —
This screen lists the leaming you have completed. Click the name to review the material or view your certificate, To start or continue a course, dick the My Courses tab.
Bate Range: Last 12 Months - OR: Frem: B thvough: B (e
TOTALS O MARYIANE DOE COMTINUDNG EDUCATION CREDIT EARSED
COMPLETIONS ESTRUATED TRE CREDIT UNITS DISCRLNE HUMBER EARNED COURSES

L] a0 e Far Crade Ragematad fiurma 0.00

Name Est. Time:* Completion Date
000 11/28/3008

100 11317008
100 11/ 006
100 11212008

1:00 1121/ 7008

The My Transcript page is a record of all completed learning. The My Transcript page allows you to
view and print a record by date range and includes the following:

e Student Totals for completions and estimated time for the selected date (defaults to Last 12
Months)

e Summary of earned continuing education (CE) credit, if appropriate

e All Completions for the selected date range

e Name of completion, with hyperlink to details, online learning activities and/or file and URL
attachments. Earned CE credit information will also display as appropriate for CE courses.

Note: Online learning activities and other attachment learning activities may be available through the
transcript for a limited period of time. If you cannot access an online activity or other attachment
from your transcript, contact your HLC administrator.

e Est. Time (an estimation of the time spent completing the learning)

e Completion Date

e Course CE Credit information, if CE was earned for a course completion

e Administrator- or Student-entered Learning Event notation and comments
Note: Student-entered learning event entry is an HLC option that may or may not be enabled at your
institution.

There is also a link which allows you to customize and print your transcript. See Printing a Student
Transcript later in this guide.
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Student Transcripts

The student transcript lists all completed learning.

Viewing a Student Transcript

To view a student transcript

1. Click the My Transcript tab. The My Transcript page appears. The default date range for the

transcript is the last 12 months.

g{enhh tream
g

e 20 3000 3134 B T

3 Cartes | St

— e
*y Larning B cataos |

[Est. Times Completion Date

000 11/38/3008
ADMINIS TRATOR-EN TERED

100 11317008
100 11/ 006
100 11212008
100 11/21/2008

# Estimated Time stated in hours:minutes format.

Legend:
[oune % Lewning Evert

sy Profie R 5k Mg ) Helo

My Transcript L = i
W | Add it Learnng Event B
Completions: Mar. 24, 2008 - Mar. 23, 2009 | Lownng -

This screen lists the leamning you have completed. Click the name to review the material or view your certificate, To start or continue a course, dick the My Courses tab,

Date Range:  Last 12 Months * OR: From: B mvougn: m (e
TOTALS O MARYIANE DOE COMTINUDNG EDUCATION CREDIT EARSED
COMPLETIONS ESTRATED TR CREDIT UNITS DISCRLNE HUMBER EARNED CoussEs
5 400 Nk Fer Crade Fagmatad tursad 0.00

2. In the Date Range list, select the date range for the report, or enter the dates in the From and

Through boxes.

Tip: You can also click . to select the dates.
3. Click Go.
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Printing a Student Transcript

Student transcripts can be printed as they appear on the My Transcript page, or can be customized to
display additional transcript information.

To print a copy of your transcript as it appears on the My Transcript page

1. Click Customize and Print Transcript at the top-right of the page. The My Transcript —
Customize and Print page appears.

geahh tream

[T —r——r— =y
[ Moy Leamang | | Catatog | Hospitaiwects [ rry proe [EEEEIEEEE

- ¢ Ext B .
_] My Transeript - Customize and Print & Repo

Repart View: Comghetion Name (Alphabencal)

Date Range:

s -
B theough i)

OR:

Completions To Incude: @AM O hssgnod only © Bective oy Leaming Events orly

Click Continue. The transcript will appear in printable format.
Click Print to print a copy as it appears on-page.

Click Export.

Click Save As to save a copy of your transcript on your computer.

oD

To customize your transcript prior to printing

1. Click at Customize and Print Transcript the top-right of the page. The My Transcript —
Customize and Print page appears.

geahh tream

[T —r——r— =y
[ Moy Leamang | | Catatog | Hospitaiwects [ rry proe [EEEEIEEEE

- ¢ Ext B .
_] My Transeript - Customize and Print & Repo

Repart View: s Comghetion Name (Alphabencal)

Date Range:

OR:

s -
B theough i)

Completions To Incude: @AM O hssgnod only © Bective oy Leaming Events orly

2. In Report View, select Completion Date or Completion Name (Alphabetical). Completion
Date shows completions in reverse chronological order, and Completion Name (Alphabetical)
shows completions sorted by name.

3. In the Date Range list, select the date range for the report, or enter the dates in the From and
Through boxes.

Tip: You can also click to select the dates.

4. In Completions to Include, select All, Assigned only, Elective only, or Learning Events only.
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5.

10.
11.

Click Show Additional Options to further customize your transcript. The My Transcript —
Customize and Print page refreshed to include the following optional fields, as shown below. (If
you do not want to customize your transcript further, then skip to step 9 below.)

_ermh tream

[ Catalo | norortalowecin | v rotie RCREEY Diste mip 6 ted

% Reports ek Biacas
_] My Transeript - Customize and Print ¢ 28 fepe

Report View:

Date fange:

OR:

Compietions To Include: A OAsgnedonly O Bectvecny  © LeaTing Events orly
Studentt Demographes: Inchde Student User 10 Irchade HrefRe-hire Date
Inchsde Job Titie Inchade Active Date
Include Job Category Inchude Review Date
Include Department

Transcn Wt Data Optons; # Include Estimated Time Inchxde Time with Compietion Date
Inde Course Score # Inclade Leamning Event Comments

Learning Events: Finciude £ ed  ilnclude Stud

In Student Demographics, select one or more of the following check boxes:
e Include Student User ID

e Include Job Title

¢ Include Job Category (as determined by your HLC administrator)

e Include Department

¢ Include Hire/Re-hire Date

e Include Active Date (which may or may not be the same as your hire/re-hire date; this is an
administrator-controlled field)

¢ Include Review Date (which may or may not be utilized by your organization).

In Transcript Data Options, select one or more of the following check boxes:

¢ Include Estimated Time (selected by default): displays estimated completion times assigned
to each course. This also controls whether or not the total estimated time is displayed.

Note: Some courses may not include estimated completion times and will display as O on the
transcript. Times shown are course developer estimations, not the actual time spent completing
the course.

¢ Include Time with Completion Date: displays the completion date (learning events always
have a completion time of 12:00 a.m.).
e Include Course Score: displays the course score in numeric format (0 — 100).

¢ Include Learning Event Comments (selected by default): displays notations entered on
administrator-entered or student-entered learning events.

Click Continue to preview your transcript. The transcript will open in a new browser window.
Click Print to print your transcript, or from the web browser menu bar select File and Print.
Click Export.

Click Save As to save a copy of your transcript to your computer.
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Certificates

Your administrator may choose to issue certificates of completion for selected HLC courses and curricula.

All HealthStream regulatory courses include certificates of completion.

Viewing a Certificate

To view a certificate from your transcript

1. Locate and click the desired course or curriculum name listed in your transcript. The
Course/Curriculum Details page appears for the selected course.

kiealthStream

" Cowrse Detalls
Emergency Room Rules mc st Quecrey 4@ BECuoe

Extrnated Curse Limgth 80 swutes

under the CE Cred® Informatio

Cowrse Leaming Activities

course. Ok the ek abx learming chiectives, and ol avalable CF credt pror &9 begrning the esrnng actvities
b, (For O Credit information, scrol dowe)

Leasming Activity Status Score. Last Accessed

) LB e Test® Passed 1000 LZA008 324 PH

Continuing Education Cradit Information

The 1t beiow shows the CE Cred for which you quially, Based Lpon your professonal koo InfOmaknn 1 the system. I these & ancihe credt ksted on the Couse Overview screen for which
Vo qually, LpdaRE your by cickng the and Licerses” Ink beiow (I avalibie) 0 by CONAING your adTISTA.

wncan: 4 IR s sscone o kst oty s ekt

Legend:
#Requied for Coune Completion
@ T

T 7D st s "

(B ot o € 58 et £ g Rt

CMCWER A HLONTIN CAROIY

2. Under the Credits section of the Course/Curriculum Details page, click the View Certificate

link. The certificate appears in a new window.

Certificate of Completion

This is to Certify
MaryJane Doe

has completed the course
"Emergency Room Rules"

11/21/2008
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Note: In addition to the View Certificate link(s), the Course/Curriculum Details page also
includes Maintain Discipline and License Information, Refresh Credits, and Edit Credits
links.

Printing a Certificate

To print a certificate

1. See Viewing a Certificate to open the certificate.

2. With the certificate now in view, click the Print icon at the top of the window, or from the main
menu click File then click Print.

Continuing Education (CE) Credit

Licensed healthcare professionals may qualify for CE credit for some HLC courses that offer CE credit.
Credit is awarded for course completion if the license/discipline information stored in the system matches
the requirements for a specific CE credit type associated with the course (See Managing Discipline and
License Information later in this guide).

Earning CE Credit

Earned CE credit will appear on the transcript (beneath the course name). It will also appear on the
Course Details page, when the course name is clicked from the My Transcript page.

CE credits for which you qualify will appear on the Course Details page. All CE credit being awarded for
the course will appear on the Course Overview page.

Tip: If you do not see CE credit on your transcript for a course even though you qualify for the awarded
credit type, be sure to check your discipline and licensure information in the My Profile tab to ensure
that your license information is stored in the system. If you enter your license information after
completing a course, you will need to refresh CE credits (see Refreshing CE Credjts immediately following
this section).

Some accrediting bodies require that credits earned be reduced to the actual amount that reflects the
time spent in the CE course. If this rule applies to your specific discipline/licensure, you may need to
reduce the number of earned credits (See Editing CE Credits later in this guide).

Refreshing CE Credits

The Refresh Credits link in the Credits section of the Course Details page is used to update the list
of credits you have earned for this course. It may be necessary to refresh credits if, for instance, you
enter your discipline and license information after completing a CE course. If credits have been awarded,
the number of credits earned, as well as the associated license number (if entered in the student My
Profile/License and Discipline page) will be displayed.

To refresh credits
Click Refresh Credits.
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Editing CE Credits

Some accrediting bodies require participants to claim credit only for the portion or portions of the
continuing education activity that they actually attend or for time actually spent. The Credit Editor is an

optional feature that may be enabled by your administrator to reduce the number of credit hours
awarded for a course.

To edit CE credits

1. On the Course Details page, click Manage Credit Units.

Course Learning Activities

You are envolled 0 this course, Clok e “Cowrse Ovenview™ ink sbove To review the course description, leaming objectives, and af avalable CE credt
prior to begnning the keamng acthaties badow. (For CE Credit Information, sorol down)

Learning Activity Status Seore Last Accessed
(& o Test Passed 1009% 10/17/2007 4:47 AM

Continuing Education Credit Information

The ket beow shomwes the CE credit fior which you qualify, bassd upon your professional loense nfiormation in the system. If there = another aredit ksted
0 the Course Overview screen for which you qualify, update your professions Boense infior mation by chcking the "Manitain Decipines and Licerses” ink
bebowe (if arvalable) of Dy CONBRCONG your adminsiratorn,

Certificate of Completion:  View Cerfificate

Credit Name Units License = Certificate £ 2 nformgien  Befies
Credis M Credits LNl
CBC 1,00 CEL 12345 Wiew Certificate
| Legend: =
The Credit Unit Editor displays.
(S - 1ronscrot | catooo | osntaDiccts | vy proiie (SRR LEEREDRT
Credit Unit Editor o
Partial Credit P an s Lty An orange
/e *
Requred Relds are marked with a # ésreerSk ( )
Credit Type Credits indicates a
c8c [l &+ ey required field.

/ S cancal |

2. Enter any necessary changes to the units of credit.
3. Click Save.
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Viewing a Virtual Class Recording

Students can access recordings of virtual classes (either attended live or viewed as a recording for class
credit) if their organization’s Web meeting system supports recordings.

To access a virtual class recording in the transcript

1.

o0 AW

Click the My Transcript tab. The My Transcript page appears. The default date range for the
transcript is the last 12 months.

In the Date Range list, select the date range for the report, or enter the dates in the From and
Through boxes.

Tip: You can also click to select the dates.

Click Go.
Search the transcript for a course completion that includes a virtual class.
Click the name of the course. The Course Details page appears.

Under the Learning Activity heading, click the name of the virtual class. The Class Details page
appears.

Under the Recorded Class section, click Session Recording to view the recording. (If the class
has multiple sessions, there will be a recording link for each session.)

Note: If there is no Recorded Class section, your organization’s Web meeting software does not
support the recording option.
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Using Hospital Direct

Tip: You may use Alt+D to access HospitalDirect via your computer keyboard.

HospitalDirect is a program through which HealthStream can deliver information and education related to
various medical devices through the HLC.

If your facility chooses to participate in HospitalDirect, you will be able to access device information,
product in-service and/or continuing education and other device-related information.

Viewing Available Offerings

To view available offerings

1. Click the HospitalDirect tab. The Browse Devices page appears.

geahh tream

Browse by: My Devios | Actabeticnl | Mo s | Specelly

Alphabetical Search

Search Results 0 Record(s)

Device Manufacturer Common Name

2. Browse for the course or information you wish to view.
3. Click the name of the device information or course you would like to see.

If the offering is an online course, clicking the course name will take you to the Course Overview
page where you can enroll in the course by clicking Enroll in this Course.

Managing Account Information

Tip: You may use Alt+1 to access the My Profile tab via your computer keyboard.

The My Profile tab allows you to access information about your HLC account, including, if desired,
address and phone information.

Note: You may or may not be able to edit all of the fields in your student account. This will be
determined by your institution administrator.
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Managing Account Information

Editing Account Information

1. On the My Profile page, click Manage Account Information. The Manage Account

Information page appears.

geahhSrream

Fay v | oy ramarot | Cataon | vorptaoveca IS

= o

#44 Manage Account Information
General Information Required Feds ane maried wih 2
Lt Name: s

Frst Name: &

Mddie Harme:

Uer [0

Paswordih sesssasss
Confrm Paseeedin anesseen
Fassword Reminder:

Emak

Time Zone: &

Last Modified Date: 12172008

Last Modffied By Robert Smith

An orange
asterisk (*)
indicates a
required field.

2. Make the desired changes.
3. Click Save.

Adding Personal Address and Phone Information

1. On the My Profile page, click Manage Personal Address and Phone Information. The

Manage Student Mailing Address page appears.

2. Select the Include address information check box. The Manage Student Mailing Address

page refreshes, enabling the following fields:

e Address

e City

e State/Province
e Country

e Zip Code

e Zip Code Ext
e Phone

e Phone Ext

o Fax

3. Add or revise the fields as necessary.

4. Click Save.
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Managing Discipline and License Information

The Discipline and License Information area allows details about professional licensure status to be
stored so that the system can issue appropriate credit for continuing education courses. Based on your
organization's preferences, you may or may not be able to input and manage information for one or more
licenses.

All students, whether or not they are licensed professionals, will see a discipline selection of Other and a
state designation of your institution's state (or, in the event that there is no state on record with
HealthStream, the state designation will be TN). Do not delete this license designation if you earned CE
credit through the HLC prior to entering license information in the system (if you were a student in an
earlier version of the HLC). If deleted, you will lose CE credit earned through the earlier HLC platform. If
you hold a professional license, you should enter that information into the system by clicking Add
Discipline/License. Once you've entered your actual licensure information, you can delete the Other
license from your record.

On the My Profile page, click Manage Discipline and License Information to view the
Discipline/License Information page, as shown below.

geahh tream

L er—y p—] e 23 3000 241 B T

| v Leaning | My Transcrt | Catabog | Hospiraiwects RS [T
My Profik: it i
Lj[;\I'Iew plina/License 5 sl L L

To ensure that continuing education cred taw}w&e\roxu\.“m("u&*s that you complete, you are strongly encoursged to maintan your kcense information in the HealthStream
Leding Center™, Heathcare prof frity Inpust and manage inf ULy p——

Ty e infemvution for 3 koense, cick “Add Discpline/License™ above, To edt o diskete exstng keense rdormation, clek on the loerse’s decpling name ki bew,
Discipline State/Province Country License Number Expiration Date
™ United States 12345 Feb 02 2009

Note: To ensure that continuing education credit is appropriately awarded for CE courses that you
complete, you are strongly encouraged to maintain your license information in the HealthStream Learning
Center™. If you do not have access to managing your license information, contact your HLC
administrator.

Adding License Information

To add information for a professional license

1. On the View Discipline/License Information page, click Add Discipline/License.

geahh tream

T3
[ Hospitaowects RS I 5ee Mag € e

g Add Dscpine/License Gge Retum to My Frofle

To ensure that continuang eccaton credt s appropriatey mvarded for CE Coursies that you complete, you ire SUTGOg encouragid Lo martan your kcenss Formaton n the Heathstream
Liaming Centier™, Heathcare p may input and R 00 o mone

d“ View line/License Inf
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Discipline State/Provinoe ‘Country License Humber Expiration Date
™ Urited States 12345 Feb 07 2009
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The Add Discipline/License page appears.

geahh tream

e .
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X ot fou ot lfoenas s, ot An orange

5. Enter your koende expration date. .

6. Sekct SAVE ¥ competsyou ey asterisk (*)
You may enter new koense information or update your existing loense infarmation at ey me by netuming to the "Maintan Discipine and License Information” ink on the "My Profie” tab. /I70'/(,‘af6'5 a
Discipine/ License Information Required Fieids are maried with a & . .

required field.

State/Province: & Select 2 State/Prounce =

Country:#
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Licienze Nusiber:

Expiration Date: i

2. In the State list, select the state in which you are licensed.
Note: If you are licensed in another country, select that country from the Country list (the default is
United States) before selecting the state or province from the State list.

3. In the Discipline list, select your license discipline.

4. In the License Number box, enter your license number.

5. In the Expiration Date box, enter the expiration date of your license.

Tip: You can also click to select the dates.

Note: Although License Number and Expiration Date are not required fields, some CE
accrediting/approving bodies require this information on CE certificates. For your license number
and/or expiration date to appear on certificates you have earned for CE course completion, you must
enter your license number and/or license expiration date.

6. Click Save to save your license information to the system.

If you have more than one professional license, you can click Add Discipline/License and follow
the steps above to enter another license.
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Editing License Information
To edit existing license information

1. On the View Discipline/License Information page, click the discipline name. The Edit
Discipline/License page appears.

iealthStream
G

[t | e et | Cation | iosptstrcts SURRRH Dises s QWb

v My Profie
-’-.Jllisdlt pline/License Inf Ve Deciines L QP
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2. Make the desired changes.

3. Click Save. The system returns to the View Discipline/License Information page with the
revisions to the previously selected license now displayed.

Deleting License Information
To delete existing license information

1. On the View Discipline/License Information page, click the discipline name. The Edit
Discipline/License page appears.

g{enhh tream
——
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2. Click Delete. A confirmation prompt appears.
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3. Click OK. The system returns to the View Discipline/License Information page with the
previously selected license now deleted from the list.

Note: Deleting a license deletes CE credit for prior course completion.
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Glossary

Accrediting Body

Organization granting accredited provider status to another group or organization for purposes of
developing continuing education (CE).

Assessment

A test or evaluation (i.e. survey) learning activity that has been added to a course.

Assigned Learning

A course that is added to a student’s My Learning page by an administrator. All assigned courses have a
specific due date.

Biography

Historical information about an instructor including past work and/or educational experience.

Catalog

A tab in the HLC that allows for searching of and enrolling in (if permitted) available courses.

Class

A single scheduled instructor-led learning activity that is part of an HLC course. A class may be a live, on-
location event or a virtual class (for customers who have this option). A class may have one or more
sessions. Each class has its own schedule, student registration and grading.

Course

A collection of one or more learning activities made available to students by assignment or in the catalog.
For example, one course can include a single online learning activity. Another course might include a pre-
test, an online learning activity, a classroom activity and a course evaluation.

Course Credit

The type and amount of continuing education (CE) credit associated with a course.

Discipline/License Information

Information about a student's professional licensures including discipline, state of licensure, license
number and expiration date. License information is required for the HLC to generate CE credit for credit-
designated courses. Depending on customer preference, this may be managed by the student,
administrators, or both.

Elective Learning

A course in which the student has enrolled him/herself from the Catalog tab.

Enrolled Course

Course for which an administrator has actively registered the student on the roster of a live or virtual
class (within a course).
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Est. Time

Displayed on a student transcript, this is the estimated length of time it takes to complete a course (as
determined by the course developer).

Evaluation

Assessment created allowing students to provide feedback related to a course.

HLC

HealthStream Learning Center.

HospitalDirect

An innovative learning platform designed to deliver product training and continuing education solutions
through the HLC.

Icon

A graphic element within the HLC user interface to improve usability and navigation.

Learning Activity

A component of a course. Examples of learning activities include tests (including pre-tests), authored
content, instructor-led classes, and learner evaluations.

Log In

Entering the HLC using your unique user ID and password.

Log Out
Exiting the HLC by clicking the Logout button to insure that work is saved.

My Learning

Page that includes information about all assigned and elective/enrolled courses which have not yet been
completed (i.e., the student’s to-do list).

My Profile

Page in the HLC that displays the student’s account information, including name, email, and licensure.
Depending on customer preference, this may be managed by the student, administrators, or both.

My Transcript

Page in which students can view and print information about completed coursework.

Notifications

E-mail messages that may be sent to students via email regarding issues such as overdue course
assignments, available classes, etc.

One-time Assignment

An assignment that is delivered only once, and when completed, never again appears on the student’s
My Learning page.
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PA Course

Pre-assessment course, i.e. HealthStream regulatory course that allows students to take a pre-
assessment exam as a “test out” opportunity.

Search

From the Catalog tab, enables students to find available courses by browsing alphabetically, by course
category or using keyword search.

Show Me How Module

An online tutorial for students that reviews how to use the HLC.

Site Map

Single-page access to all available administrator or student functions in the HLC. The Site Map is
accessed by clicking the Site Map icon.

Student

HLC education user, commonly an employee. Employees may only exist at the department level of your
hierarchy and may exist in multiple departments.

Transcript

Listing of the selected student’s completed courses and activities that have been entered by an HLC
administrator.

Virtual Classroom Learning Activity

An available option for HLC customers through which they can deliver live or recorded web-based
learning activities as part of an HLC course.
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