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WorldPoint Roster Tool Capabilities

Capabilities

The Roster Tool, provided by WorldPoint®, gives the individual instructor or
small training site the following capabilities to manage emergency cardiac care
training records:

= Record instructors, including expiration dates for teaching credentials
= Record class information, including date, time, location, and instructors
= Record student information, including name, contact information, class
= Update instructor, class, and student information
= Track class registration
= Notify training center of planned class
»  Printlist of al classes
» Print class sign-in sheets
= Post student results, including remediation
» Print and e-mail class rosters (front and back)
= Record online course work
* Find classes and students
= Create additional course types
= Define affiliated training center
= Specify national training organization
Training centers with the WorldPoint ONE® application can use the information

sent viae-mail from the Roster Tool to recreate the class, import the students, and
print the wallet cards.

Contact WorldPoint regarding the WorldPoint ONE Training Center Management
software if additional capabilities are needed for managing your training classes,
or if server capabilities are appropriate for your environment.
Roster Tool documentation includes:

= Tool tipsfor every field and button

= Help screens on each screen and tab

= [Instructions guide available from the main menu

= www.WorldPointONE.com site for additional information and tutorials
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WorldPoint Roster Tool

Tool Tips

Capabilities

The Roster Tool has atool tip for every field and button. Place your cursor over
the field or button to display the tool tip briefly.

“click here o ses the Instructions guide For the Rosker Tool, |

Help Screens

The Roster Tool has a help screen for each screen and tab. Click the Help icon@
to display the applicable help screen, scroll if necessary, then click [Close] to
return to the Roster Tool screen.

o—

l.;ﬁ Class Registration HELP

Class Registration HELP _ :|

Use the Class Registration screen to create
new classes, and review or change existing
classes. Remember to use General Setup to
add instructors and define any custom course
types before creating classes.

MEW CLASS: To add a new class, click [MEW
Class] and complete the fields., Enter the
required fields in yellow and other information
for the front of the roster, using both the
Class/fSkill Session Data tab and the Instructors |
Data tah,

HINT: If you need to stop before completing
the reqguired yellow fields for a new class, click
[DELETE], then confirm deletion of the
incomplete record.,

00| Jd ] Browse |

R
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WorldPoint Roster Tool Preparation

Preparation

Before using the Roster Tool to record class and student information, perform
these steps.

Initial Setup

After installing the Roster Tool on your computer, set up the Training Center that
will receive your rosters and the instructors who will teach your classes.

After starting the Roster Tool from the desktop icon for the first time, choose
[General Setup] from the main menu, then use the Training Center and
Instructors tabs.

See Training Center on page 6.

How to Open and Close the Roster Tool
To open the Roster Tool main menu, double click the desktop icon.

L

‘WorldPoink
Roster Tool

[ 4
» American Heart
WO!’ !#O’ n t ' Association, 0
n e ‘ Learn and Live..

INSTRUCTOR ROSTER TOOL

Class Registration
Student Data Entry

E QUIT
Copyright - WorldPoint ECC, Inc. and EMS Sohrtions, Inc. - 2009
Version 2.1

|

To exit the Roster Tool, click [QUIT] on the main menu.

Always exit Roster Tool from the main menu. Click [Main Menu] to return to the
main menu, then choose [QUIT] to exit the Roster Tool properly and close filesin
an orderly fashion.
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WorldPoint Roster Tool Quick Steps

Quick Steps

After downloading and installing the Roster Tool, and performing the initial
setup, follow these steps when using the Roster Tool on aregular basis.

1. Create Class
Create the classes you will be offering. Choose [Class Registration] from the
main menu, then choose [NEW Class]. See Create aNew Class on page 12.
2. Notify Training Center

If required by your affiliated Training Center, send a notification e-mail regarding
the planned class. In the Class Registration screen, choose [Notify Training
Center]. See Notify Training Center on page 16.

3. Register Students and Post Results

Register studentsin classes, then post student results when the class is compl eted.
Choose [ Student Data Entry] from the main menu. See Register a New Student
on page 26.

4. Send Roster

Submit the class roster to the Training Center, by printed report or e-mail. See
Rosters on page 39.

5. Mark Roster Submitted
Mark the class as submitted on the Class/ Skill Session Data tab in the Class
Registration screen. See Mark a Roster Submitted on page 17.

6. Create Next Class and Register Students

In the Class Registration screen use [NEW Class] or [COPY Class|. See Create a
New Class on page 12 or Copy and Change a Class on page 17.

In the Sudent Data Entry screen use [NEW Student], [COPY Student], or select
another class for the student. See Register a New Student on page 26 or Register
a Student in Another Class on page 31.

7. Backup

Copy your valuable data to external media.
See Backup on page 61.
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WorldPoint Roster Tool Basic Setup

Basic Setup

After installing the Roster Tool, perform initial setup before creating classes and
registering students.
Use setup initialy to:
= Define your affiliated Training Center
= Add instructor information
Return to the setup screens at any time to add or change information.

From the Roster Tool main menu, choose [General Setup] to reach the General
Setup screen.

INSTRUCTOR ROSTER TOOL .
worlgpoint YR e
-

Setup
INSTRUCTOR R “TOOL

Student Data Entry Thg Center Instructors T Settings r Course Types

| =

Describe vour affiliated Training Center (TC). e

TC Mame | Enter TC name in setup...

TC Coordinatar

TC Phone

TC Fax

TC State & Country MY LIS

TC E-Mail | Enter TC e-mail in setup...
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WorldPoint Roster Tool Basic Setup

Training Center

Set up the information about your Training Center before e-mailing your Training
Center about a planned class and before printing aroster.

Enter Information

This tab describes the Training Center (TC) that will receive your rosters.

In the General Setup screen, choose the Training Center tab (if it is not
displayed).

[ Training Center T Y T

Describe vour affiliated Training Center {TG) e

TC Mame Training Headguarters
TC Coordinator | John Smith
TC Phohe |
TC Fax|
TC State & Country MY ISA

TC E-Mail | jsmith@TrainingHeadgquarters.org

Type datain thefields. Include al yellow fields for basic Roster Tool

functionality, and additional fields as appropriate. Refer to the tool tips on the
screen for information about individual fields.
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WorldPoint Roster Tool Basic Setup

Change Information

To change information about your affiliated Training Center, use the Training
Center tab to add and correct information as needed. See Advanced Setup on
page 47 to change the national training organization name and logo.

Example

To add the TC phone number, type the new information in the field.

TC Mame | Training Headguarters

TC Coorgi kS

TC Phone | (800} 555-1212
e

TC State & Cu:uuntry. MY LISA,

TC E-Mail| jsmith@TrainingHeadquarters.org

Next Step

Set up instructors after completing the Training Center information.
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WorldPoint Roster Tool Basic Setup

Instructors

Add the instructors who will teach your classes, before creating classes.

In the General Setup screen, choose the Instructorstab to:
= Add instructors
= Maintain expiration dates for instructor credentials

Add and update instructor information as appropriate, and delete instructor
records when no longer needed.

( T Instructors T r

Enter data for new instructor, then click fADD Instructor] e
(FF instractor has multiple certifications, cfick (?) for guidance.)

Instr. ID First Mame M.1. Last Mame Ext. Expiration Date

[ ADD Instructor |

Instr. ID First Name M.I. Last HName Ext. Exp. Date
22 | Tom Johnsan 07-16-00 [t
20 | michael Janes 02-04-10

Add arecord for each instructor, including the certification expiration date.
Note: Instructors are listed al phabetically by last name.
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WorldPoint Roster Tool

Add Instructor

Basic Setup

Use the Instructorstab to add an instructor to the Roster Tool. Refer to the tool
tips on the screen for information about individual fields.

Complete the appropriate fields at the top of the screen, and click [ADD

Instructor].

The new instructor record is added to the list of instructors.

[ I Instructors

i

Enter data for new instructor, then click fADD Instructor].
{If instractor has multiple certifications, click (?) for gquidance.)

(7]

| 1. Complete these fields ]

Instr. ID First Name M.I. Last Mame Ext. Expiration Date
21 Sarah  Miller i [ os-23-09
Instr. ID First Name M.I. Last Name Ext. Exp. Date

_[
2_ Click here

J

.22 iTom i Johnson

071609 |

.20 i Michael i Jones

ne-n4-10 | (S
g 3. New instructor added to list here

Note: If the Training Center will be importing your roster information into
WorldPoint ONE, then obtain the correct instructor 1Ds from the Training Center
before setting up any instructors. Each instructor record must contain the ID used
by the Training Center, to facilitate proper importing of rosters into WorldPoint

ONE.

Update Instructor Information

To change an instructor record, click the information that needs to be changed,

and enter the correct information.

Example
When an instructor renews his or her teaching certification, enter the new
expiration date.
Instr. ID  First Name M.I. Last Name Ext. Exp. Date
22 Tom :{ Johnson i 07-16-09 |
Instr. ID  First Name M.I. Last Name Ext. Exp. Qe I Change expiration date I
22 i Tam i Johnson i 07-14-11 -
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WorldPoint Roster Tool Basic Setup

Instructor with Multiple Certifications

If an instructor’ s teaching assignments require different certifications, then create
one record for each of the instructor’ s certifications that will be needed for your
classes, using the same identification number and appending several letters at the
end to indicate the type of certification.

Example
Instr. ID First MName M.I. Last Mame Ext. Exp. Date
- 23BLS il L Sawyer i 01-1A-10
- 23Fs il L Sawyer i 03-17-10 ¢
23ACLSEH Jill L Sawyer i 06-23-10

Note: If thelD islonger than the field, click the ID to display the additional
characters.

Delete Instructor

To delete an instructor from the Roster Tool, click the [DELETE?] button by the
instructor record, then click [Delete] to confirm the deletion.

Note: Instructor information aready included in class records will not be
removed.
Next Step

Return to the main menu to create classes and register students, after the Training
Center and instructor information have been added in General Setup.
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WorldPoint Roster Tool

Classes

Classes

After instructors have been added in General Setup, classes can be created.

Y ou can create classes before or after the classis held. When creating a class,
specify the course type, start/end date and time, location, lead instructor, and any

assisting instructors.

Create the class in the Roster Tool before the class date and e-mail it to your
Training Center to comply with emergency cardiac care guidelines. When
necessary, classes can be entered in the Roster Tool after they have been taught,
for the purposes of printing or e-mailing the roster.
From the Roster Tool main menu, choose [Class Registration] to:

» Createaclass

= E-mail aplanned classto the Training Center

» Change classinformation

» Print aroster (front)

» E-mail aroster (front and back)

* Review classes

Class Registration

BLE071408 ;
| Heartsaver CPR. |
Adult/Child CPR and Choling - A

Required fields
in yellow

Class Murmbier

Course Type

Heartsaver Sub-Option |

|< Clear Field [

Class Location Next Class =

Location Mame : Milltown Community Center << Prev. Class

Address | 125 hain St

_ ; FIND
15 e : L CANCEL FIND
! Country USA
: SORT
Class/skill Session Data T Instructor Data | DELETE

Times (Use 24 hour clack, i, 4prn = 16:00)
Start (07-14-2000: © 1800

Dates

9

Enrallment Counts

Student Data Entry

b

End i07-14-20000E ©  20:00

Estimated

Class List

)

Total Class Hours

e

Registered 15 Roster - Front

J

(@ Initial Training (O Fenewal Class
Outside Students? @

Completed | 14

e

Student-to-Manikin Ratio

it

Send Cards to | Students | Remediated &

Books, manikins, supplies 16 Ccourse matuals
needed fram TC for class

i¥es, if roster has been sent
‘Mo, to keep class on list of available classes

Roster
Submitted? i
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WorldPoint Roster Tool Classes

Create a New Class

Use the Class Registration screen to create aclass. Choose [NEW Class] and
complete al required yellow fields, and other fields as appropriate. Refer to the
tool tips on the screen for information about individual fields.

Note: The new classis created as you enter data. There isno need to confirm the
record by clicking a button.

Course Type
The fields at the top of the screen describe the type of class.

Class Mumber :BLS0Z1A09
Course Type | CPE. for Farnily and Friends
Heartsaver Sub-Option | |

Heartsaver Example

To create anew class with Heartsaver sub-options, choose the course type, then
the sub-options from the list of sub-options available for this course type.

Course Type |I—IE:a11,saver CPE |
Heartsaver Sub-Option | Adult/Child CPR. and Choking - A |

Class Location
These fields near the top of the screen describe the teaching location.

Class Location

Location Mame | IMilltown Comimunity Center
address | 125 Wain 5t
City | Milltown State| MY
Zip 10900 Country USA
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WorldPoint Roster Tool Classes

Class/Skill Session Data Tab

Thefields on the Class/ Skill Session Data tab in the Class Registration screen
describe class specifics, including date, time, and length of class.

-2
lass /sSkill Session Data T

Dates Times (Use 24 hour dock, ie. 4pm = 16:00) 9
Start (07-14-2009@ | 1800
End (07-14-20000E: :  20:00

Enrollment Counts

. Estimated
@ Initial Training () Renewal Class | Registered 15
Outside Students? @Yes O No Completed 14
Student-to-Manikin Ratio _
Send Cards to | otudents | e

Boaoks, manikins, supplies 16 Ccourse tnatnals
needed from TC for class

Roster G' ‘fas, if roster has been sent
Submitted? @: po, to keep class on list of available casses

Note: If you are creating two classes at the same time on the same day at the
same location, alter the start time slightly, so they will both be available on the
dropdown list of available classes in the Sudent Data Entry screen. For example,
start one class at 9:00am and the other class at 9:01am.

Keep Class on Dropdown List
Be very careful with the Roster Submitted? radio buttons on this tab.

A classremains available for registering students until the roster is marked as
submitted in the Class Registration screen.

Do not indicate that the roster has been submitted until after you have registered
al students, posted all student results, and printed or e-mailed the roster.
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WorldPoint Roster Tool Classes

Instructor Data Tab

Use the Instructor Data tab in the Class Registration screen to assign the
instructor(s) to the class.

T Instructor Data

Lead Instructor ID 2 Name Exp. Date 9
22 ‘Johnson, Tom :

Exp. Date Modules 3 Assisting

C01-16-10 ¢ Delete?
F01-06-10 & . Delete?
 12-07-00 |Delete?
: g ‘Delete?

All aszisting instructors are included in e-mail; the first 12 are prlnted an front of roster,

Manikin Decontamination iTom Johnson

Course Director !

Physician Instructor |

A lead instructor must be assigned to the class. If assisting instructors are
assigned, the first twelve are included on the printed roster, while al assisting
instructors are included in the e-mailed roster.

Assign Lead Instructor
Select the lead instructor’ s ID from the dropdown list.
Lead Instructor ID & Mame

]

20: Jones, Michael L.
21 Miller, Sarah
24 Johnson, Tom

Assign Assisting Instructors

Select the assisting instructor’s ID from the dropdown list. Assisting instructors
for the class are listed in the order entered.

ﬂa55|5t|r‘|g Ir‘|5truc1:|:|r|{5]|

20: Jones, IWichael ‘.
21: IWfiiller, Sarah
22 Johhson, Tom
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WorldPoint Roster Tool Classes

Reassign Instructors
To change an instructor, select adifferent instructor 1D from the dropdown list.
Any incorrect assisting instructor assignments can be del eted.

Instructor with Multiple Certifications

Instructors with multiple certifications are set up with an instructor 1D for each
certification, with several |etters appended to the ID to indicate the type of
certification. Choose the instructor 1D with the appropriate certification for the
course type.

Example
One of the assistant instructors for this class has multiple certifications.

20 Jones, Michael .

21 Miller, Sarah .
22 Johnson, Tom Choose the appropriate
23ACLE: Sawyer, Jill L instructor ID

23BLE: Bawyer, Jill
23F A Bawryrer, Jill

Next Steps

After completing the work in the Class Registration screen, notify your Training
Center of the planned class.

After receiving Training Center approval for the class, choose [ Student Data
Entry] from the main menu or the Class Registration screen to go to the Sudent
Data Entry screen and start registering students.
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WorldPoint Roster Tool Classes

Notify Training Center

After creating anew class, use [Notify Training Center] to notify your Training
Center viae-mail of the planned class, if your national organization’s guidelines
requirethis.

Class Registration Notify Training Center by E-mail R
A { g Automatic E-mail T Manual E-mail
|- Automatic e-mailing is available if you use Outlock/Outlook Express, MS Entourage/Mail or OS5 ¥ Mail, 0
[Ta [jsmith@TrainingHeadquarters.org

Next Class = Ce
<< Prev. Class Subject | Announcement of a Heartsaver CPR Class from Tom Johnson

[ This e-mail is to notify you of a planned dass: Heartsaver CPR - Initial Training.
FIND This course will be taught with the following sub-options:
CANCEL FIND adult/Child CPR and Chaoking - a ).

SORT The class will be held at Milltown Community Center, 125 Main St, Millkown, NY 10900,
5 Itis scheduled to start July 14, 2009 at 18:00 and end the same day at 20:00, for a total of 2.0 class hours,
LERETE A student-to-manikin ratio of 4:1 is planned. Please send wallet cards to Students upon class completion.

Student Data Entry i;\lgloassa:rt:aanzoallg.wing materials and/or equipment to run this class:

The lead instructor is Tom Johnson, [D# 22, Exp. Date: 7/14/2011, and assisting instructor(s) will be:
Class List 1D# 23BLS, Sawyer, Jill, Exp. Date: 1/16/2010 - Instruction Moduls/Topic = Adult,
1D4# 24, King, Peter, Exp. Date: 1/6/2010 - Instruction Module/Topic = Child.
Raster - Front 1D# 26, Byrne, Alice, Exp, Date: 12-7-2009 - Instruction Module/Topic = Choking.

| The maniking will be cleaned by Tom Johnson, Thank you for your prompt attention to this notification of a
planned dlass and request for class materials,
Regards, Torn Johnson

|

Choose automated e-mailing if you use Outlook, Outlook Express, M S Entourage,
Mail, or OS X Mail.

Choose manua e-mailing if you will use another e-mail program.

Refer to E-mail a Roster on page 41 for additional information on e-mailing from
the Roster Tool.
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WorldPoint Roster Tool Classes

Update Class Information

Find the class in the Class Registration screen, then correct information as
needed.

Mark a Roster Submitted

After student results have been posted and the roster has been submitted, remove
the class description from the list of classes available for registering students.

Use the Class/ Sill Session Data tab on the Class Registration screen, and
choose Y es for Roster Submitted?

Roster Yes, if roster has been sent
Submitted? |O| Mo, to keep class on list of available classes

Note: When the roster is marked as submitted, the class record remainsin the
Roster Tool database, but is removed from the dropdown list used to register
studentsin classes, to keep the information on the list current, and the size of the
list manageable.

Copy and Change a Class

In the Roster Tool, you can copy an existing class, then change information as
appropriate to create a new class.

Use the Class Registration screen, find the existing class, click [COPY Class],
then change the fields as needed.
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WorldPoint Roster Tool Classes

Example

If the same instructors teach the same class at the same time in the same location
on aregular basis, create the class once, then copy the class record and change the
class dates to create the next class. Correct class details as necessary.

Class Registration
Required fields

Class Mumber | BL3071409 in yellow
Course Type  [Heartsaver CFR. ] L
Heartsaver Sub-Option | Adult/Child CPE. and Choldng - { &3 |< Clear Field [ P I

i
Class Location Next cl

Location Mama | Milltown Communtty Center
Address 125 Main St
City  Militown State MY
7ip 10900 Country | USA

Class/Skill Session Data T Instructor Data

Dates Times (Use 24 hour clock, ie. 4prn = 16:00]1 0
start [07-14-2000[8])  1&00
End [07-14-2000]@]  20:00

Total Class Hours 2.0

Enrollment Counts

Estimated | 14

@ Initial Training O Renewal Class Registered

Outside Students? @Yes OMNo completed
Student-to-Manikin Ratio :

Send Cards o =

Books, maniking, supplies 16 course rmamals
needed from TC for class

Roster Q¥as, if roster has baen sent

copy Submitted? ® Mo, to keep dass on list of available dasses
and
change . n 1. Click [COPY Class]
Class Registration
Class Mumber [BLS001409 —
Course Type \Heartsaver CFR

Heartsaver Sub-Option | Adult/Child CPR and Choling - A%

2. Create new class number,
if class numbers are used

Class Location

Location Mame | Willtown Commminity Center
address | 125 Main 5t
City | IMilltown | State; NY
Fip . 10900 country (USA

3. Change class dates

Class/skill Session Data

%4 hout clock, ie, 4pm = 16:00) e

Enrollment Counts

Dates
Start (09-16-2009
End :09-16-2009
Total Class Hours ¢ 2.0
‘@ Initial Training (O Renewal Class | Registered P
Cutside Students?
Student-to-Manikin Ratio

Send Cards to M ]

4. Calculated enrollment counts
are cleared automatically

Estimated |

Completed

Books, manikins, supplies 16 course manuals 5. Check details for class
needed from TC far class: :

Roster Yes, if roster has heen sent
Submitted? Mo, to keep class on list of availahle classes
J— 6. Check lead instructor and assign
T Liatretas ety assisting instructors if applicable
structor ID & Mame e
bt . D7l

Instructoris) Exp. Date Modules 0 Assisting
S : Dlatar

Page 18



WorldPoint Roster Tool Classes

List Classes

Thislist of classes can be reviewed on the screen or printed, and contains the
following data for each class on the report:

Start date
Coursetype

Class number, if used
Teaching location

L ead instructor
Enrollment counts

Roster status (roster is submitted or classis still available to register
students)

All classesin the Roster Tool are included unless a specific group of classes has
been selected for the report. See Find on page 55.
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WorldPoint Roster Tool Classes

From the Class Registration screen, click [Class List] for alist of all classesin the

Roster Tool.
Class List - sorted by Latest Start Date
Start Date Course Type f Class # Class Location Lead Instr.
101209 ACLS Provider Iilltown Hospital Sawyer, Jill
ACLS101209 200 River Rd Willtown
Estimated | 10  Registered| 12  Completed 0 Femediated| 0 Roster Submitted? |Oves @ Mo
02/17/0¢ BLS HCP Online NMilltown Hospital Byime, Alice
BLE091703 200 River Rd Milltown
Estimated | 12 FRegistered 0 Completed 0 Remediated | 0 Raoster Submitted? OYes @ MNo
09/16/09 Heartsaver CPR Milltovwn Commaunity Center  Johmson, Tom
[_Detail JBLS051609 125 Nain 5t Miilltawrn
Estimated | 16 Registered | 0 Completed 0 Remediated | 0 Roster Submitted? O ves @ Mo
08/21/00 Heartsaver CPE. in Schools Boaxd of Education Jones, Michael
BL303210% 0oma 25 High St IVilltawen
Estimated | 24 Registered| 19 Completed 0 Remediated| O Roster Submitted? (O yes @ MNo
08/21/09 Heartsaver CPE in Schools Boaxd of Education Miller, Sarah
BLS08210%00mB 25 High St Milltown
Estimated | 24 Reagistered 24 cCompleted 0 Remediated | O Roster Submitted? Oyes @ No
08/16/00 CPR for Family and Friends  Milltown Community Center  |[Byime, Alice
[_Detail )BLE081609 125 Wain St Wittt own
Estimated | 20 Registered| &  Completed | 0 Remediated | O Roster Submitted? Ovyes @ Mo
08/15/09 Heartsaver First Aid-Pediatric Coaches Association Sawyer, Jill
FA081509 150 High 5t Milltowen
Estimated | 12 Registered| 10 Completed 0 Remediated | O Roster Submitted? (O yes @ MNo
07/14/09 Heartsaver CPR Milltown Cormarnumity Center  Johnson, Tom
BLE071400 125 Main St Milltown
Estimated | 16 Registered| 15 Completed | 14 Remediated | 6 Roster Submitted? (O yes @ MNo
06/13/09 HealthCare Provider Milltown Police Station Hizgins, Marcia
(_Detail JBLE061309 5 High St Milltowen
Estimated | 15 Reagistered| 16 Completed | 16 Remediated 0 Roster Submitted? @ Yes ONo

To review thelist of classes, use the right-hand scroll bar. To review details for
any class on the report, click the [Detail] button by the classto display that class
in the Class Registration screen.

To print thelist of classes, click [PRINT] in the ClassList. Inthe Print dialog
box, choose “ Records being browsed” for Print, and “All” for Print Range, then
click [OK].
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Find Classes
All classesin the Roster Tool database are listed in the order they were created.

Y ou can use the [Next] and [Previous] buttons on the screen or the book iconin
the left-hand status areato look at each classin turn, or you can use the FileMaker
Pro Find capability to search for classes.

In the Class Registration screen, click [FIND], use the fieldsin the screen to
specify the class(es) you want to find, then click the [Find] button in the left-hand

status area.
Class Registration _[—
9 Requlred fields HaiEgRIoHL 0
Class Number || in yellow

Course Type

Heartsaver Sub-Option | |< Clear Field | copY class |

1. Click [FIND] on the right

Class Location

Location Mame |

address |
City | =R
Zip | i Country | i . L
2. Specify search criteria
Class/skill Session Data T Instructor Data

Dates Times (Use 24 hour dock, s, 4prm = 16:00) e
= ! i Student Data Entry
Find 2 ' Enroliment Counts

3. Click [Find] on the left

Registered

Roster - Front

Completed

Student-to- Mamkln Ratio :I

Bonks, manikins, supplies |
needed from TC far class |

Roster  [Oives, if raster has heen sent
Submitted? {0 Mo, to keep class on list of available classes

Review the specified class(es) in the Class Registration screen or viathe Class
List report, then click [CANCEL FIND] to access all classesin the Roster Tool

again.
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Examples

To find all classes taught at a certain location, use the Location Name field to
specify the location.

Location Mame | Miltown Community Center

To find all Heartsaver classes with a specific set of sub-options, use the Course
Type field to specify the Heartsaver course type, and the Heartsaver Sub-Option
field to specify the sub-option.

Course Type  |Heartsaver CPR. |
Heartsaver Sub-Option | Adult/Child CPR. and Choking - ( &) |

To find all classes with a particular instructor as lead or assisting instructor, use
both instructor ID fields to specify that instructor.

To find aclass by start date, enter the specific date in the Start Dates field.

To find all classes taught in a particular month, enter the month in the Start Dates
field, usingthe MM/YYYY format.

To find classes taught before a certain date, use the Start Dates field and the “less
than” symbol (<).

To find classes taught after a certain date, use the Start Dates field and the
“greater than” symbol (>).

-----------------------

To find all classes taught in the first six months of the year, use the Start Dates
field to specify a date range.

Start |01/01/2009

06/31/2009

Note: If your operating system is set to a language choice with the European date
format (DD/MM/YYYY), and that date format is displayed in the class date
fields, then use the European date format when finding classes by date.
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Sort Classes

Classes on the Class List report are shown in order by start date, with the latest
dates shown first.

To list the classes in a different order, return to the Class Registration screen,
click [SORT] and specify the order for the list.

See Sort on page 57.

Delete a Class
Use the Class Registration screen with the class record displayed.

Click [DELETE], then [Delete] to permanently delete the displayed class from the
Roster Tool database.

Note: Do not delete a class from the Roster Tool unless the class was never
taught. Deleting a class removesit from the Class List and from the records of
any students registered in the class.
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Students

After classes have been created, students can be registered in the classes.

Y ou can pre-register students for a class, and post student results after the classis
taught, or else perform both these tasks after the class has been taught.

The Roster Tool handles both instructor-led classes with knowledge and skill
components, and skill sessions for students who have completed the knowledge
component online.

See Manage Online Students on page 34 to register online students and post their
results.

Page 24



WorldPoint Roster Tool Students

From the Roster Tool main menu, or from the Class Registration screen, choose
[Student Data Entry] to:

Register astudent in aclass

Print asign-in sheet

Change student information

Post student results

Enter date of successful remediation

Enter information for online students in skill sessions
Print aroster (back)

Review students

INSTRUCTOR ROSTER TOOL

Class Registration

Student Data Entry

Student Data Entry

Last Mame Tomas Ext.
First Mame  James MI
Address
City
State MY Country US4
Zip plus 4

Phone -wark/home
E-mail Address
Employee 1D
Qrganization
Qccupation
Department

Class Registration

| aDDClass
CoPY Class

<< Prey. Class

[CLICK HERE] to assign student to class

Course Type

Location
FIND Start Date
CANCEL FIND . 7
Preparation T Completion

SORT

DELETE

Type of training? (O Initial Training O Renewal Classi 6
If renewing, current card valid

Materials sent

Student Data Entry

[ Class List J
[ Roster - Front ]
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Register a New Student

Use the Student Data Entry screen to register a student in aclass. Choose [NEW
Student] and complete al required yellow fields, and other fields as appropriate.
Refer to the tool tips on the screen for information about individual fields.

Note: The new student record is created as you enter the data. Thereisno need
to confirm the record by clicking a button.

Student Information
The fieldsin the top half of the Student Data Entry screen describe the student.

Last Mame  Callahan Ext.
First Mame | Elizaheth MI
Address | 172 Grand bove
City | Milltoem
State MY Country 54
Zip 10900 plus <
Fhone -work horme (B45) 555-1212
E-rail Address | beth@CallahanCreations com
Employee ID
Crganization
Ocoupation
Department

Choose a Class

Use the fields in the center of the Sudent Data Entry screen to select the class
from the dropdown list to register the student in the class.

[CLICK HERE] to assign student to class
v Classf BLS0T1409 - Heartsaver CPR (@ Milliown Community Center - 7/1472009 at 1300 Hours
Class BLS0$1602 - CPR for Family and Friends i@ Milliown Community Center - 8/16/2009 at 1400 Hours
i Classi FADS1502 - Heartsaver First Aid - Pediatric (@ Coaches Association - 8/15/2002 at 0900 Hours

Course Type Heartsaver CFR.
A dult/Child CPR and Choking - ( & )
Location Milltown Comrmumty Center

Start Date | 07-14-2009
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Preparation Tab

Use the Preparation tab in the Student Data Entry screen for class tasks specific
to each individual student. Thefields at the top of the tab provide these
capabilities:
= Change the type of training to renewal, for a student registered in aninitial
training class who only needs to recertify
= Confirmthat prior certification isvalid, for all students recertifying

= Record that course materials have been sent to the student (for ACLS and
PALS classes with large textbooks)

2
Preparation T ]

Type of training? @ Initial Training O Renewal Class 6
If renewing, current card valid? O yes @MNo
Materials sent? Oves @ Mo

elearning? Yes
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Print Sign-in Sheet

Students

After registering al studentsin the class, you can print a sign-in sheet to use on

the day of the class.

The header for the sign-in sheet includes the class number if used, course type,
Heartsaver sub-options if applicable, lead instructor, teaching location, class start
date and start time. Each student’s name, address, home phone, and e-mail are
given, with room for the student’ s signature. For online courses, additional lines
are provided to record the date and start/end times of each student’s skill session.

Use the Student Data Entry screen to find one of the students in the class, choose
[Student Sign-1n Sheet], then click [PRINT]. In the Print dialog box, choose
“Records being browsed” for Print, and “All” for Print Range, then click [OK].

Student Data Entry

Next Student >
<< Prev. Student
FIND
CANCEL FIND
SORT
DELETE

Class Registration

Sign-In Sheet for Class# BLS071409 - Heartsaver CPR Class
Ldult/Child CPF. and Choking - & )

Lead Instructor: Tom Johnson, Location: Milltown Coraraunity Certer

Class starting on /1402009, beginning at 1200 hours

- | |un =
o | = =
e
= || =
2|2 |3
gll= .
= 1% oy W

1. Armstrong, Ilark
445 Swrorait Ave, Milltown, NY 10900
(845) 555-1212  arrnark 71 @aol.com

[ 5]

. Boszert, Mary
115 Clenter St, hilltowm, HY 10900

(845) 555-1212 Mary Bossert@graail cor

. Boyle, Richard
5 High 5t, Iilltows, NY 10900
(845) 555-1212 boyler1991 @yahoo.com

w

4. Callahar, Elizaheth
178 Grand Ave, Iilltows, MY 10900
(843) 555-1212 beth@CallahanCreations com

L

. Drayton, Hugh
218 Broad 3t, Milltown, NV 10000
(845 555-1212  Hugh@Draytonlne com

6. Farkas, IMuriel
61 Walnut Ave, IMilltows, MY 10900
(845) 555-1212  mfarkas@travelcity.com

T. Glasser, Jim
250 River R, Milltown, MY 10900
(845 555-1212 i@ 3lass Works com

8. Cuttraan, Harry
12 Pleasant fve, Milltows, NV 10900
(8451 555-1212  hguttman@milltownee edu

9. Hunter, Linne
77 Woodside Ct, Milltown, HY 10200
(845) 555-1212  singingintherain@hotmail com

10. Kewyes, Bathara
951 High 5t, Milltown, NY 10200
(845) 555-1212 BE@KeyesFaraily com

11, Mlauro, Joan
27 Linden Lve, Milltown, N 10000
(845} 555-1212  manromormi@aol.com

12, Mewyer, Katherine
22 Chestnut 5t, Milltlown, NV 10900
(845) 555-1212  kathemeyer@earthlink net

13. Potter, Bill
2551 Coneord 5t, Iilltown, MY 10900
(2845 555-1212  williare potter@tfaine. com

14, Soranno, Peter
54 Lake Terr, Milltown, MY 10200
(845) 555-1212  psoranno@yahoo com

15, Welssman, Jennifer
11 By L, Mlilltorws, HY 10900
(8451 555-1212  IWeissman@ ABClrrrest com
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Update Student Information

To update the information in a student record, use the Student Data Entry screen
to find the record, click in the incorrect or empty field, and add or change the
information.

Post Student Results
When the class is completed, post the student results.

Completion Tab

Use the Compl etion tab in the Student Data Entry screen to post student results
after the class has been taught.

s "y

Completion

Dverdll Grade C© | Test Score Remediated on e

SICLS andfor PALS Station Grades:
MegaCode | Adult CPRAED ¢ ChildfInfant CPR T

Motes

If the course requires awritten in-class test, enter each student’ s score for the test.

Note: If registering students before the class is taught, then change the OverAll
Grade from the default of C for Completeto | for Incomplete, until the student
results are available.
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Remediation

When a student requires remediation, use the Completion tab in the Sudent Data
Entry screen set his or her gradeto | for Incomplete. Then after the student
successfully completes his or her remediation, use the Completion tab to change
the grade to C for Complete, and enter the date of the successful remediation.

Example
This student completed remediation successfully.

.........

Example for ACLS Station
This student completed remediation successfully for an ACLS station.

ACLS an%F‘f—\LS Station Grades:
MegaCod® C ; Adult CPR/AED: C | Child/Infant CPR: C :

Next Step

After al students have been registered, all student results have been posted, and
all remediation has been completed, you can choose [Class Registration] to go
directly to the Class Registration screen and e-mail the class roster to the Training
Center.
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Register a Student in Another Class

Existing students can be registered in other classes. The Roster Tool has two
methods for handling this. use the same student record and change the class
number, or else duplicate the student record and select a different classin the new
copy of the student record. In other words, a student can be registered in one
class at atime, or a student record can be duplicated so a student can be registered
in more than one class at the same time.

One Record for the Student

After a student has completed a class and the roster has been submitted to the
Training Center, the student can be registered in another class by selecting a
different class in the student record.

Note: Do not change the classin a student record if you will need to print or e-
mail information about the completed class again at any point in the future, or if
you will need to refer to that information in the Roster Tool database.

Example
A student has taken abasic CPR class, and now is returning to renew.

Find the student’ s record for the earlier class and select the renewal class. The
Roster Tool now has one record for this student with the new class.

Student Data Entry

Last Mame  Callaban Ext.
First Mame | Elizaheth MI
Address | 178 Crand &ve
City | Mlilltown
State WY Country T54A
Zip 10900 plus 4
Phone -work/home (245 555.1212
E-mail Address  beth@CallahanCreations com
Employes ID

[CLICK HERE] to assign student to class

Course Type Heartsaver CPE
AdultiChald CPR. and Choking - ( & )
Location Milltown Comrounity Center

Start Date 07-14-2008

Course Type Heartsaver CFR Two years later ...
£ dult/Chald CPR. and Cholang - { A )

Location illlown Community Cent
Start Date 07-12-2011
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Example
To manage the paperwork for aweekend of classes, create all the classes.

Register all the students for the first class, post student results, and send the roster
for thefirst class.

Then, in each student record, select the second class, update the student results as
needed, and send the roster for the second class.

At the end of the weekend, the Roster Tool will have one record for each student,
showing them all registered in the last class.
Duplicate Records for the Student

A student can be registered in another class by copying the student record and
changing the class.

Example

A student has taken a basic CPR class, and now isreturning to take a First Aid
class.

Find the student’ s record for the earlier class, click [COPY Student], and select
the First Aid class to change the class. The Roster Tool now has a record of both
classes taken by this student.

Student Data Entry

Last Name

First Name
address

City

State

Zip
Phone-work/home
E-mail &Address
Employee ID

Potter
Bill
4551 Concord 5t
Milltown
HY
10900

Country

Ext.
11

T34

plus 4

(245) 555-1212

williare, pottenfitfsine cora

[CLICK HERE] to assign student to class

Course Type Heartsaver CPR
AdultiChild CPR and Choking - & )
Location  Miltown Community Center

Start Date | 07-14-2009

Student Data Entry

1. Click [COPY Student]

Mext Student >

<< Prey. Student
FIND
CANCEL FIND
SORT
DELETE

2. Duplicate record is created

Main Menu

Last Mame  Potter Ext.
o e "
Address | 2551 Consord 5t O Sl .
City | Milltown | COPY Student
State HY Country TS Next Student >
Zip 10900 plus 4

Phone-waork/home
E-mail Address
Employee ID

williarn, pottenftfine com

[CLICK HERE] to assign student to class

Course Type Heartzaver First Aid - Pediatric

(345) 555-1212

Lydult/Child CPR and Choking with Iask - { AD )

<< Prev. Student

3. Use duplicate record to
register student in another class

SORT
DELETE

Location  Coaches Association
Start Date | 08-15-2009
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Register Students from Same Organization

If al the students in the class are from the same organization, and wish to keep
personal addresses and phone numbers confidential, use the organization’s
information in place of the student address and contact information.

Create one student record with the organization’s address and contact
information, and select the class to register the student.

Then click [COPY Student] and change the student’s name to add the next student
in the class, leaving the organization’ s information and the assigned class the
same.

Note: Update the OverAll Grade on the Completion tab as needed after
duplicating the records.

Example

A class of police officers could use the police station address and contact
information to protect individual officers privacy.

1. Register first student in class

Student Data Entry

Last Name Boyle

[ e v

Ext,

2. Use police station address

First Mame  Richard MI
Address | 5 High Bt . -
City | Milltown COPY Student
State NY | Country UZA .
zin 10500 e — 3. Click [COPY Student] to
<< Prev. Student i
Phone -wark/home (845) 555-1212 duplicate student record
E-mail &ddress  mfo@hiltownPolice org EIND

Employee ID CAMNCEL FIND
[CLICK HERE] to assign student to class SORT
Course Type HealthCare Provider DELETE

Location | Milltow Police Station
Start Date | 06-13-2009

4. Duplicate record is created

| Main Menu

Student Data Entry

Last Mame  Guttman

5. Change student name

First Name  Harry
Address | 5 High 5t
City | Milltown COPY Student '
Sta;s N‘lf’ngﬂﬂcountrv — US4 6. Click [COP\_’ Student] again
to repeat this process
Phone -wark/home (B45) 555-1212
E-rnail Address | info@MiltownPolice org

Employee ID CANCEL FIND
[CLICK HERE] to assign student to class SORT
Course Type HealthCare Provider DELETE

Location | Milltown Police Station
Start Date 06-13-2009
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Manage Online Students

A student may use an online key to complete the knowledge part of a course
outside of class. A student who completes an online course receives a certificate
number indicating successful completion. The student can then attend a skill
session to learn, practice, and demonstrate proficiency in the physical skills.

If astudent presents an online completion certificate:

= Usethe Sudent Data Entry screen to register the student in a class of the
appropriate course type for this online course.

= Onthe Preparation tab in the Sudent Data Entry screen, set el_earning to
Y es, then use the fields at the bottom of the tab to record the online course
work.
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Skill Session for Online Students

Students who have compl eted the knowledge portion of an online course can
complete their course work in a skill session.

1.

Create a class using the appropriate online course type. See Create a New
Class on page 12.

Class Mumber (BLS0O1709 s
Course Type |ELS HCP Onlitie |

Register the student in the online class. See Register a New Student on page
26.

On the Preparation tab, do the following:

Completion Certificate # | AB0123456780
Completion Certificate Date ©  0/5/2000

= Click Yesfor eLearning.

= |f the Online Product # is not displayed, use the product number on the
student’ s compl etion certificate to update the course type in General
Setup.

= Enter the number and date from the student’ s compl etion certificate.

Post student results on the Completion tab. See Completion Tab on page 29.

= Usethe OverAll Grade field to record successful completion of this skill
session.

= Leavethe Test Scorefield blank as all written testing was completed
online.

= Change the Skill Session Date and Start/End Time fields if necessary to
reflect an individual student’ s work.
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Online Students in an Instructor-Led Class
An online student can join aregular class to complete a skill session.

1. Register the online student in the appropriate class. See Register aNew
Student on page 26.

Note: Contact your Training Center if you need to know the right course type
for the online course.
2. Onthe Preparation tab, do the following:
= Click Yesfor eLearning.
= Enter the number and date from the student’ s completion certificate.
= Enter the Online Product # from the student’s completion certificate.

Note: If the product number field is entered for one online student, then the
information remains available for any other online students registered in the
instructor-led class.

3. Onthe Completion tab, post results for the student.
= Usethe OverAll Grade field to record successful completion of this skill
session.
= Leavethe Test Scorefield blank as all written testing was completed
online.

= Under the ill Session heading, use the Date and Start/End Time fields to
document the online student’ s actual class participation time.

Remediation for Online Students

If an online student needs skill remediation, use the Completion tab in the Student
Data Entry screen to set OverAll Gradeto I. Then when the student compl etes
remediation, set the OverAll Grade to C and add the date in the Remediated on
field. See Remediation on page 30 for further details.
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Find Students

Y ou can use the FileMaker Pro Find capability to search for a particular student or
group of students.

In the Student Data Entry screen, click [FIND].

Use the fields in the screen to specify the student(s) you want to find, then click
the [Find] button in the left-hand status area. After reviewing the student
record(s), click [CANCEL FIND] to access al students in the Roster Tool again.

Student Data Entry

Main Menu

Last Mame ! =) s
First Name M| ) .
tddrass : MWEW Student )
City _ COPY Student .
e L (Next Student > 1. Click [FIND] on the right

Phone-work/home
E-mail Address

Employee ID - CANCEL FIND
Qrganization ey SORT
: gz
Occupation ST

Department

[CLICK HERE] to assign student to class Class r.onistration

Course Type |

Location . ; Roster -

Start Date |

2. Specify search criteria ]

Type of training? {0 Initial Training_ O Renewal Classt

If renewing, current card valid? (O

Completion Certificate Date | 1. Click [Find] on the left ]
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Examples

Use one or more of the student information fields to specify the student or group
of students.

To find al students living in the same town, use the zip code or city field to
specify the town.

If you're not sure of the spelling of a name, enter only the first few letters, or
enter * in place of some of the letters.

will find all students named Jonson, Johnson, Johnston, and Johanson.

If you're sure of everything except one letter or number, use @ to replace the
letter, or # in place of the number.

will find all students named Smith and Smyth.

Sort Students

Students are stored in the order added to the Roster Tool database. To change the
order of student records, click [SORT] and specify the order for the student
records. See Sort on page 57.

Delete a Student

Use the Student Data Entry screen with the student record displayed.

Click [DELETE], then [Delete] to permanently delete the student from the Roster
Tool database.

Note: Only delete a student from the Roster Tool if a pre-registered student did
not attend class. A deleted student will not appear on the back of the roster.
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Rosters

After students have been registered in classes, student results posted, and all
remediation completed, rosters can be printed and/or e-mailed for submission to
the Training Center so student cards can be printed.

Print a Roster
Print the front and back of the roster separately.

Front of Roster
The front of the class roster can be printed after the classis created.

Use the Class Registration screen to select the correct class, then choose [Roster -
Front], click [PRINT] and [OK].

= = American Heart Association E: Card
Class Registration > HeartSaver CPR

Course Roster Form

CLASS REGISTRATION

Class# BLS071409 Training Center Name Training Headguarters
Heartsaver CPR Class Location Milltown Cormrunity Center
. Conrse Director
E;:E%m%ppi;{nxd Choking - (4) Lead Instructor Tom Johnson
[JCument £H& PALIACLS Physivian [nstrctor Available
Phorsician HName
Ianiking Decontaminated by Tom Johnson

DELETE

[] Initial Training []Renewal Class

Class Start Date/Time 0771402000 1300 Class End Date/Time 07142000 2000 Total Hours 20

Studeni-io-Manikin Ratie 41 Number of Cards Issued Cards Mailed to Siudenis

Assisting Instrucings / Speciaty Farubly (Aitach copy of insirucior cands r insiruciors alizned with other Training Ceners)
Mame Instr. Card Exp. Date Modula/Station | Mame Instr. Card Exp. Date Module/Station
1. Sawrrer, Jill 01-16-10 Adult Ta
= 2. King, Peter 01-06-10 Child 8.
3. Blos, Byme DE%  Ciowg o,
S 1L
6. 12

: I werifye that this fonmation is acorate and kil and that i may be corfinmed. This course was tanght i accordance with national guidelines .
: Maote: Go to Student Data Endry to print back of roster

Sigratire of Course Director/Lead Bustnactor Dute
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Back of Roster

The back of the class roster can be printed after student results have been posted.

The header for the list of students includes the class number if used, course type,
Heartsaver sub-optionsif applicable, lead instructor, teaching location, class start
date and start time. Each student’ s name, address and home phone are given, with
type of training (initial/renewal), written test score if applicable, remediation date
if applicable, and whether the class was completed successfully. The card issue
date isleft blank for the Training Center to complete.

For students with online keys, the completion certificate number is included.
Rosters for online courses include the date, start time, and end time of each
student’s actual skill session, and whether the student compl eted the skill session
successfully.

In the Sudent Data Entry screen, confirm a student in the correct classis
displayed, or else select a student in the correct class, then choose [Roster - Back]
and click [PRINT]. Inthe Print dialog box, choose “Records being browsed” for
Print, and “All” for Print Range, then click [OK].

Student Data Ent Student Roster for Class # BLS071409 - Heartsaver CPR. Class
rv BydultiChild CPR. and Choking - ( 4 ) :]
Lead Instructor: Tom Johneon, Location: Ililltown Corarmonity Center STUDENT DATA ENTRY
Class starting on 771572003, heginning at 12800 hours
Naree Adess Phore (howe) T o | Benntimion | Goze | o
{ Online Completion #ifopplicable ) Studert * | (Optioral) | Completed | Completed | Ismned
student 1. smstrong, Watk ;;jls‘m;mﬁguu (845) 5551212 Tee o o
Ho ey 2. Bossent, Mary 13 Bate St 45) 5531212 k¢ 95 5}
<< Prev. Student| Do 00 s -
FIND Fibiorl hichard R bo0n @sssny | Yes | 85 (0021 | ¢
CANCEL FIND 2
4. Callaban, Elizabeth 1”1?1&%13}'&10900 (245 5551212 o0 07-21-00 (¢!
SORT <
DELETE 5. Drayton, Hugh SIII.S]B“M}SI‘J — (345 555-1212 Tes 25 07-21-09 c
&. Farkas, Iurie] 61 Wit fee
Class Registration Ml 6T 10900 (845) 555-1212 Yes 100 07-21-09 C
7. Glasser, Jim 250 Riwer R
SRR j Wil 6T 10900 (545) 555-1212 Yes 05 o
Roster - Back sttt Hury m‘t‘t}{?"‘wm (345) 555-1212 100 C
9. Hunter, Anne 7 W"”d‘,if; CILUSIUU (3457 555.1212 Tee o0 c
10. Keyes, Batbara A3 High S}"U T (345) 353-1212 Yes 85 c
11 Waura, Joan f:."]i“dﬂz L (545) 5551212 Yes 95 C
12. Meyer, Katherine 3121. u“] MJ;USLNDDU (545) 5851212 Yes a0 07-21-00 o}
13. Potter, Bill 115[.5]1 Cm‘g}i ?ngnn (345) 555-1212 Fes 100 o]
14. Soranno, Peter i N (545) 5531212 Yes 20 [
15, Weissman, Jermifer Iul.l"y] an T (©45) 555-1212 Tes 25 07-21-09 o]
* Student taking this AHA course for the firt time

Next Step

After aroster is printed, e-malil it to the Training Center if appropriate, and then
use the Class Registration screen to mark the roster as submitted. See Mark a
Roster Submitted on page 17.
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E-mail a Roster

Before using the Roster Tool to e-mail aroster, confirm that you have a functional
e-mail program on the same computer as the Roster Tool. Also check the back of
the roster (use [Roster — Back] in the Sudent Data Entry screen) to confirm the
class has students.

The front and back of the roster can be e-mailed to the Training Center after the
student results have been posted. Send the entire roster by e-mail, using the
automated process or the manual process.

Training Centers can recreate the class in WorldPoint ONE, based on the class
information in the e-mail, then import the student list attachment and print the
student cards.

Use the Class Registration screen to select the correct class, then choose [E-mall
Roster].

H H Submit Roster by E-mail
Class Registration ¥ CLASS REGISTRATION
: Automatic E-mail T Manual E-mail
Automatic e-mailing is available if you use Outlook/Outlook Express, MS EntouragefMail or OS ¥ Mail, 0
|: VIP.‘I' = To Ejsmith@TraimngHeaduuarters.Urg
TEESRE (;C |
Next Class = > ‘Subject [Heartsaver CPR Class# BLS071409 Electranic Roster fram Tom Johnson
<< Prev. Class Attachments ... |[Ci/Documents and Settings/Caral/My Docurnents/WorldPaint Roster
FIND T Tool/attachments/BLS22_071409_1800.kab
This e-mail is to submit data for a class:
CANCEL FIND Class# BLS071409 - Heartsaver CPR - Initial Training.

This course was taught with the following sub-options:
SORT Adult/Child CPR and Choking - A ),
[ DELETE The class was held at Milltown Community Center, 125 Main St, Millkown, NY 10900,

It started on July 14, 2009 at 18:00 and ended the same day at 20:00, for a total of 2.0 class hours,

Student Data Entry A student-to-manikin ratio of 4:1 was established. Please send 15 wallet card(s) to Students.

The lead instructor was Tom Johnson, ID# 22, Exp, Date: 7/14/2011, and assisting instructor(s) were:

Class List ID# 23BLS, Sawyer, Jill, Exp, Date: 1/16/2010 - Instruction Module/Tapic = Adult,
ID# 24, King, Peter, Exp. Date: 1/6/2010 - Instruction Module/Topic = Child.
Roster - Front ID# 26, Byrne, alice, Exp. Date: 12-7-2009 - Instruction Module/Topic = Choking.
The manikins were cleaned by Tom Johnson.  Thank you for your prompt attention to this class submittal.
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Automated E-mail
Before using the automated process, confirm the following:

= You are connected to the Internet.
= The Training Center e-mail address has been added in General Setup.

= You are using Outlook, Outlook Express, MS Entourage, Mail, or OS X
Mail as your default e-mail program.

To send the roster to the Training Center by e-mail, follow these steps:

1.

2
3.
4

Choose [E-mail Roster] from the Class Registration screen.

Choose the Automatic E-mail tab in the roster e-mail screen.

Review the class information in the roster e-mail.

Click [Place thise-mail in your outbox] to send the roster e-mail, along with

the automatically attached student list, to your e-mail program.

Warnings are displayed to protect against viruses sending e-mails.
When you see this message:

E-MAIL ALERT

The Roster Tool is preparing the e-mail. Click [QK].
Then click [es] or [3end] ko confirm,

if waur e-mail pragram warns you ar

asks whether this e-mail is expected.

click [OK] to continue sending the e-mail from the Roster Tool.
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6.

If you recelve amessage like this:

Outlook Express

mezsage on your behalf:

& & program iz attempting to zend the following e-mail

T ‘ ‘

Subject; |Heartsaver CFR Electronic Roster Subrmittal from Tor|

“Wwhald yau like ta gend the message?

 Send | [DoNatSend

or like this:

Microsoft Office Outlook

A program is frying to automatically send e-mail on your
behalf,
Do you want to allow this?

If this is unexpected, it may be a virus and you should
choose Mo

I fes ] [ o ] [ Help ]

Rosters

choose [Yes] or [Send] to allow communication from the Roster Tool to your

e-mail program.

Note: If you receive one of these messages immediately after clicking [Place
thise-mail in your outbox], then confirm the e-mail and send it. However, if
you receive thiswarning at any other time, then do not confirm the e-mail as it

may be caused by avirus.

Then, depending on the settings in your e-mail program, you may need to
check the outgoing mailbox and send the e-mail, if you want it to go out right

away.
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Example

Rosters

If you are using MS Outlook Express, then choose the Automatic E-mail tab.

Automatic E-mail

Automatic e-mailing is available if you use Outlook/Outlook Express, MS Entourage/Mail or

i

[To | ismith@TrainingHeadquarters.org |
| ce | |
| Subject | Hssrtssver CPR Class# BLS071409 Elsctronis Rostsr frarm Tarn Johnson

| Attachrnents ...

|c:/Documents and Settings/Carol/My Documents/WorldPoint Roster
[Tool/attachments/BLE22_071409_1800.tab

This e-mail is to submit data for a class:

Adult/child CPR and Choking - { A )

The manikins were cleaned by Torm Johnson,
Regards, Tom Johnson

Class# BLS071409 - Heartsaver CPR - Initial Training.
This course was taught with the following sub-options:

———

The class was held at Milltawn Community Center, 125 Main St, Millkawn, NY 10900,
It started on July 14, 2009 at 15:00 and ended the same day at 20:00, for a total of 2.0 class hours.

A student-to-manikin ratio of 4:1 was established. Please send 15 wallet cardis) to Students.

The lead instructor was Tom Johnson, ID# 22, Exp, Date: 7/14/2011, and assisting instructor(s) were:
ID# 23BLS, Sawyer, Jill, Exp. Date: 1/16/2010 - Instruction Module/Topic = Adult.

ID# 24, King, Peter, Exp, Date: 1/6/2010 - Instruction Module/Topic = Child.

ID# 26, Byrne, Alice, Exp. Date: 12-7-2008 - Instruction Module/Topic = Choking.

Thank you for your prompt attention to this class submittal,

The Roster Tool is preparing the e-mail. Click [Ok].
Then click [Yes] or [Send] to confirm,

if your e-mail program warns you or

asks whether this e-mail is expected.

QOutlook Express |EHZ|

A program is attempting ta send the following e-mail

0

message on your behalf:

Tn‘

Subjsct ;Healtsaver CPR Clazs# BL5071403 E lectonic Roste

‘Would you like to send the message?

Do Not Send

tbox - Outlook Express - Main Identity
File Edit Wiew Toolks

Message  Help

t @ T

|~

Subject
8 [Pjsmith@TrainingHeadquarters.org Heartsaver CPR Class# BLS0T1409 Electronic Roster from Tom Johnson
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1. Choose the Automatic E-mail tab

2. Review class information

3. Click here

4. Click [OK]

5. Click [Send]
if this message is displayed

6. Check your e-mail outbox,
and send roster e-mail if necessary




WorldPoint Roster Tool Rosters

Manual E-malil

Use the manual processif Outlook, Outlook Express, MS Entourage, Mail, or OS
X Mail isnot set up as your default e-mail program.

1. Choose [E-mail Roster] from the Class Registration screen.

2. Choose the Manual E-mail tab in the roster e-mail screen.

3. Review the classinformation to confirm thisis the correct class to submit.
4

Click [Copy message content to clipboard] to copy the text of the e-mail, and
then paste it into anew e-mail in your e-mail program.

5. Attach the student list to the e-mail.

Browse to find the list of studentsin the class. Thelist, automatically
generated by the Roster Tool, islocated in My Documents\WorldPoint Roster
Tool\Attachments folder. The filename includes the class type, lead instructor
ID, start date, and start time, in this format:

TYPEID MMDDYY HHMM

where TYPE isthe classtype (BLS, ACLS, PALS, FA, MISC, or ONLINE),
ID isthelead instructor ID, MMDDYY isthe class start date, and HHMM is
the class start time.

6. Send the e-mail to your Training Center, with the class type and lead
instructor name in the subject line.

T Manual E-mail
9 1. Choose the Manual E-mail tab
Use the information an this tab to create the roster e-mail, if you use web-based email (A0L, ¥ahoo,
gMail, etc.) or another email program instead of Outlook/Cutlook Express, MS Entourage/Mail or OS5 X Mail,

[ Copy message content to cliphoard J

This e-mail is to submit data for & class:
Class# BLE071409 - Heartsaver CPR - Initial Training.

This course was taught with the following sub-options:
Adult/Child CPR and Chaoking - { & 3.

2. Review the class information

The class was held at Milltown Cornmunity Center, 125 Main St, Milltown, NT 10900,
It started on July 14, 2009 at 18:00 and ended the same day at 20:00, for a total of 2.0 class hours.

A student-to-manikin ratio of 4:1 was established. Please send 15 wallet card(s) to Students.

The lead instructor was Tom Johnson, ID# 22, Exp, Date: 7/14/2011, and assisting instructor(s) were;
ID# Z3BLS, Sawyer, Jill, Exp, Date: 1/16/2010 - Instruction Module/Topic = Adult,

ID# 24, King, Peter, Exp. Date: 1/6/2010 - Instruction Module/Topic = Child.
ID# 26, Byrne, Alice, Exp. Date: 12-7-2009 - Instruction Module/Topic = Choking.
Th k leaned by Tarn Joh Thank you f t attention ta this ol brnittal - Lok hets;
e manikins were cleane: orm Johnson, ank you for your prompt attention to this class submittal, :
el 4 t F2CLRERIE then create a new e-mail and

paste in the class information

If you use your own email program, make sure you attach this file:

|ci/Docoments and Settings/Carol/My Documents/WorldPoint Roster Tool/‘Attachrnants/‘BLSZZ_U?MDQ_lSDU‘tab——qJ; Attach this file
to the new e-mail
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Example

1.
2.
3.

If you are using AOL, then choose the Manual E-mail tab in the Roster Tool.
Make sure the correct class is described on the Manual E-mail tab.

In AOL, create anew e-mail. Inthe Roster Tool, use the [Copy message
content to clipboard] button to copy the classinformation. In AOL, paste the
classinformation into the new e-mail.

Use the information at the bottom of the Manual E-mail tab to find thelist of
students, and attach it to the new e-mail in AOL.

In the new AOL e-mail, add the Training Center e-mail address, include the
course type in the subject line, and send the new e-mail.

Next Step

After aroster has been e-mailed to the Training Center (and printed if applicable),
then use the Class Registration screen to mark the roster as submitted. See Mark
a Roster Submitted on page 17.
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Appendix

Refer to this appendix to enhance your understanding and use of the Roster Tool.

Advanced Setup

The Roster Tool provides capabilities in General Setup to change information and
settings as needed.

= Change name and logo for national organization
= Choose paper size
»= Manage course types

National Organization Name

To change the name of the national organization displayed on the front of the
roster, follow these steps:

1. Usethe Training Center tab in General Setup.

2.

Highlight the existing national organization.

3. Typethe new name.

Logo

To change the logo displayed on the Roster Tool main menu, follow these steps:

1.

o b~ w N

Obtain the desired logo in JPEG format.

Crop blank areas around logo if necessary.
Use the Training Center tab in General Setup.
Click [Insert Logo].

Browse to select the new logo.
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Paper Size

Use the radio buttons on the Settings tab in the General Setup screen for paper
format to choose letter size (8.5 x 11) or European size (A4).

The Roster Tool setting for paper size controls the date format in the text of the e-
mails. When paper sizeis set to US Letter, class datesin the roster email are
displayed in the “Month Day, Year” format; when paper sizeis set to A4, class
dates in the roster e-mail are displayed in the “Day Month Y ear” format.

Note: The language choice in the operating system controls the date format in the
Class Registration screen, so if the language choice is for American English, then
the date format isMM/DD/YYYY. Other language choices can be madein the
operating system if the DD/MM/YYY'Y format is needed.

Prepare for Upgrade

If an upgrade becomes available for the Roster Tool, click [Prepare for upgrade]
on the Settings tab in General Setup before installing the upgrade. Thiswill
create a Transfer folder in the WorldPoint Roster Tool folder containing tab-
delimited data for your instructors, classes, and students.

Note: Make a note of any custom course types you have added to the Roster
Tool, asthey are not preserved by clicking [Prepare for upgrade].
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Course Types

In the General Setup screen, choose the Course Types tab to review the standard
courses available with the Roster Tool, and to add new course typesif applicable.

i T T T Course Types

Enter data for new Course Type, then click fADD Course]. 9
CATEGORY Mame of Course Type Product #

Course description for front of roster

[ ADD Course |

ACLS &CLS Instructor

ACLS and PALS Program Instructor Courses
ACLS ACLS Provider

Advanced Cardiovascular Life Support and Pediatric Advance Life Support
ACLS ACLS-EP Instructor

ACLS and PALS Program Instructor Courses
ACLS ACLS-EP Pravider

Advanced Cardiovascular Life Support and Pediatric Advance Life Support
BLS BLS Instructor

Basic Life Support Program Instructor Courses
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Review Course Types

Use the scroll bar to review the list of available course types.

Add New Course Type

Appendix

Additional course types can be added to the Roster Tool, if needed for your

classes.

Complete the appropriate fields at the top of the screen, choosing the category as

appropriate, and click [ADD Coursg].

Note: Use MISC (Miscellaneous) for custom course types; use ONLINE for

classes with online knowledge components.

T T I Course Types

Enter data for new Course Type, then click fADD Course]. e
CATEGORY Name of Course Type Product # 1. Add new course type here

Course description for front of roster e

ACLS ACLS Instructor

ACLS and PALS Program Instructor Courses
ACLS ACLS Provider

Advanced Cardiovascular Life Support and Pediatric Advance Life Support
ACLS ACLS-EP Instructor

ACLS and PALS Program Instructor Courses
ACLS ACLS-EP Provider

Advanced Cardiovascular Life Support and Pediatric Advance Life Support
BLS BLS Instructor

Basic Life Support Program Instructor Courses

ADD Course

2. Click [ADD Course]

L

3. New course type is added here

Note: Keep arecord of the custom course types you add to the Roster Tool. If
new course types become available in the future, downloading an update for the
new course types will delete your custom course typesin the Roster Tool, and you

will need to add them again.

Change Course Type

To change a course type, click in the incorrect or empty field, and add or change

the information.

Page 50




WorldPoint Roster Tool Appendix

Delete Course Type

The course types provided with the Roster Tool and any course types you add are
protected from accidental deletion.

If any of these course types are not needed for current or future classes, they can
be deleted.

Note: Please delete course types with caution, as this action isirreversible.

1. Usethe Settingstab in General Setup and choose Y esfor Enable DELETE for
course types to remove the protection.

Choose the Course Types tab.

L ocate the course type to be removed from the Roster Tool, click its
[DELETE?] button, then click [Delete] to confirm the deletion.

4. After deleting unneeded course types, return to the Settingstab in General
Setup and choose No for Enable DELETE for course types to protect the
remaining course types once again.-
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Using an Application Based on FileMaker® Pro
The Roster Tool storesinformation in a FileMaker Pro database.

Required Fields
Fields with yellow backgrounds are required for full Roster Tool functionality.

Note: When adding anew class in the Class Registration screen, the course type
field must be completed before attempting any other task.

Course Type |HEE|I‘tSElVE1’ CPE |

Find and Browse Modes

Y ou will do all your work in the Roster Tool in the Browse mode, except when
finding a group of records.

Always add and review records in Browse mode. Check the mode at the bottom
of the screen, and do not attempt to add records in Find mode.

SEl

Fi
Subi

-
1 I:IEIL...I.‘é’ Browse v's
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Reviewing Records

Class and student records are stored in the order entered. To review these records
in the Class Registration screen or the Sudent Data Entry screen, use the [Next]
and [Previous] buttons on the screen, or the icons in the left-hand status area. See
Sort on page 57 to change the order of the records.

Class Registration Student Data Entry

| ADD Class _

|__ COnY clagg

| Next Class ==

ADD Student

e 1| §

MNext Student "

[ << Prev. Class
e e

T LN

[-c:-:: Prev. Student| J

( CANCEL FIND | ( CANCEL FIND )
[ sorr | ([ sorr |

DELETE DELETE

Status Area

On the left-hand side of the Roster Tool screen, the status area provides
capabilities to scroll through class and student records.

Click the arrows on the pages of the flip book icon to display the records one by
one.

Use the dlide bar under the flip book to move quickly through the records.

Class

Class Bur
course T flip book
% Heartog
Class L
slide bar

— — e
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Appendix

Keyboard Shortcuts
After learning to use the Roster Tool, you may prefer to use these keyboard

shortcuts.

Key(s) Action

Ctrl’ (single quote) | Fill this field with data from last record entered
Ctrl F Find

Ctrl | Show indexed history of data entered in a field *
Tab Move to next field

Shift Tab Move to previous field

When using atwo key shortcut, hold down the first key while pressing the second
key, then release both keys.

Note: On aMacintosh keyboard, the Ctrl key isthe four-leaf clover.

* Data history

While entering data or choosing search criteriafor afind, you may access data
previously entered in the database.

1. Position the cursor in afield.

2. Using the keyboard, hold down the [Ctrl] key and press|[I].
3. Review theindexed history for thisfield.
4. Select the appropriate field, then click [Paste].
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Find

FileMaker Pro software provides extensive search capabilities for finding
individual students, groups of students, specific classes, and groups of classes.

[ fmnD
[ canceL FinD |

|

. Click the [FIND] button on the right in the Class Registration or Sudent Data
Entry screen.

2. Specify the recordsto find by entering or selecting datain the field(s).

3. Click the [Find] button on the left in the status area.

4. Review the selected record(s).

5. Click [CANCEL FIND] to access al records in the Roster Tool database
again.

Note: Always click [CANCEL FIND] after performing a Find, before attempting

to add new records to the Roster Tool. Do not add new classes or students while

in Find mode. After performing afind always check the last line on the screen, to

make sure it shows Browse instead of Find, before adding more records.

Example: Students at a class location

To find all students who trained at the community center, use the Location field in
the Student Data Entry screen, with the search criteria“Milltown Community
Center”.

Example: Students needing recertification

To find al students needing recertification in the next six months, use the Start
Date field on the Sudent Data Entry screen to search for studentsin classes
starting at least 18 months ago, with a search criteria such as “<01-01-2008" to
indicate dates earlier than January 1, 2008.

Example: Planned classes

To find all classed planned within a date range, use the Start Dates field on the
Class/ Skill Session Data tab in the Class Registration screen, with a date range
for the search criteria such as “08-01-2009 ... 08-31-2009" to find all classes
starting in August.

Example: Classes taught by an instructor

To find all classes taught by a particular instructor, use the Lead Instructor and
Assisting Instructor fields on the Instructor Data tab in the Class Registration
screen, with the instructor’s ID or name as search criteria.
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Search symbols
Use symbols from the left-hand status area to refine your searches.

In Find mode, position the cursor in the correct field and select a symbol from the
dropdown list, then enter the data you want to find, or else type the symbol while
entering the data you want to find.

| T A L S8

... range

Appendix

Symbols [y | less than

less than or equal
greater than
greater than or equal
exack match

I duplicates

Il today's dake

7 invalid date or time

i@ one characker

# one digik

* zero or more characters

" literal ket

~o relaxed search
== field content match

-
-, L o
i . \"'-\.
b o
., g

Name

Example

wild card

Last Name: Sm*th to find Smith, Smyth, and Smooth

exact match

Last Name: =Smith to find only students named Smith

less than

Registered: <24 to find classes with less than 24 students

greater than

Start Date: >06152009 to find classes after June 15

range

Start Date: 08/01/2009...08/31/2009 to find all classes
starting in August
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Sort

Appendix

Class and student records are stored in the Roster Tool database in the order
entered. These records can be sorted into a different order, based on the fields
you select as sort criteria. Click the [SORT] button in the Class Registration or
Sudent Data Entry screen to see thelist of fields that can be used to sort the

records.

Sort Records

| Current Layout ["Student Data

Efedl

address
BLS_WALID
ciky

Counkry
elearning
Email_Aaddress
Employves_ID
EXT

Firsk Marne
Lask Mame

-~

Sort Order
+ Lisk Mame

[ Sork ][ Cancel

If you want students in order by last name, or classesin order by start date and
course type, then click [Sort] to use the sort criteria aready in the Sort Order list.
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Custom Sort

Appendix

If you want to sort by other criteria, then use the Sort Records dialog box to move
the fields you want to use from the alphabetic list of fields on the left, to the Sort
Order list ontheright. Highlight each field, then click [Move] to add it to the

Sort Order list.

! Current Layout [“Student Data Et vl

Sort Crder

address ~
BLS_WALID i
city
Counkry
elearning
Email_Address
Employves_ID
EXT
First Mame
Lask Mame »

Current Lapout [*Student Data Er & i

address A~
BLS_WaLID il
city

Country
elearning
Email_Address
Employes_ID
EXT

First Mame
Last Mame |

Current Lapout ["Student Data Er vl

address A
BLS_WALID =
city

Counkry

elearning 3
Email_Address

Employes_ 1D

EXT

! Last Mame Sl

| Curent Layout [“Student Data Et v|

phone evening A
RosterLIMNK =
Skate

Tvpe af Training

Clear all

#» Move »

i # List Mame

Sort Order

ot Order

# First Mame
# Last Mam

1. Click [Clear All] to remove
existing sort criteria

2. Existing sort criteria
are removed

3. Highlight sort criteria

4. Move sort criteria
to Sort Order list

To sort the student records by course type, then by student name, use First Name,

Last Name, and COURSEL OG::CourseType as sort criteria.
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Appendix

When the list of fields for sorting is complete, highlight and drag the arrow
symbol in the Sort Order list to put the fields in the correct order, if necessary.

After the sort criteriafields are selected and in the correct order, then click [Sort].

: Current Layout ["Student Diata Er |

| phone evering A [ clear al

RaosterLINE
Skate
Type of Training
zip
zip2
COURSELOG: :iCourse SubDpti, .
COURSELOG: :Course Type |
COURSELOG: :DisplayCourse
| COURSELOG::TRANSMIT_ST... |

* Firsk Mame
# Last Mame

Sort Order

E+ UURSELOG: : Course Twpe

| # Last Hame
# First Mame

[IRreorder based on summary field Specify ...

[ verride field's language For sort

% COURSELOG::Course Type  al)

[ Sort fr[' Cancel

|

5. All sort criteria are selected

6. Drag the arrow symbols
to put the sort criteria
in the right order

7. Click [Sort]

After reviewing the records in the requested sort order, you can put the records
back in the order they were entered, by clicking [SORT] on the Roster Tool
screen, then [Unsort] in the Sort Records dialog box.
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FileMaker Pro Messages
Most messages in the Roster Tool are self explanatory. Please refer to the
following explanations, listed alphabetically, if necessary.
Commit Recor ds/Requests has been canceled. Do you wish to continue with this
script?

Y ou have an incomplete class record open, and must either delete the new record
or finish it before doing anything else.

To delete the incompl ete class record, click [Cancel] once, then click [Delete]
twice.

To finish creating the new class record, click [Continue] and add the Course Type
field with the yellow background.

FileLink isdefined to require avalue, but it isnot available on thislayout. Use
another layout to assign a valueto thisfield.

You clicked [NEW Class] to create a new class record, and then started another
task. You must finish the new class record, or else delete the incomplete class
record, before doing anything else.

To delete the incompl ete class record, click [OK], then click [Cancel] twice.

To continue creating the new class record, click [OK], then [Revert], and add the
Course Type for the new record.

Norecordsarepresent. To createa new record choose the New Record menu
command.

Click [OK], then click the [NEW Class] or [NEW Student] button to create a new
record.

Print has been canceled. Do you wish to continue with this script?
Click [Cancel] to return to the displayed report.

Revert all changesto thisrecord sinceit was last entered?

Y ou have an incompl ete class record open, and must either delete the new record
or finish it before doing anything else.

To delete the incompl ete class record, click [Cancel] twice, then [Delete] twice.

To finish creating the new class record, click [Revert] and add the Course Type
field.
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Backup and Restore
Protect the valuable datain your Roster Tool.

Backup
Perform backups on aregular basis.
1. Return to the Roster Tool main menu and click [QUIT] to exit.
2. Access“My Documents’ to find the WorldPoint Roster Tool folder.
3. Copy the entire folder to external media.
Note: Store and rotate backups carefully.

Restore

If you need to reinstall the Roster Tool, back up the entire WorldPoint Roster
Tool folder, and write down any custom course types you have added.

Delete the old WorldPoint Roster Tool folder, then reinstall the Roster Tool from
the CD again, and restore your data by copying all files starting with TCI_ from
the backup to the WorldPoint Roster Tool folder.
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WorldPoint ONE and the WorldPoint Roster Tool were developed by EMS
Solutions®, Inc., for WorldPoint Inc. www.EM SSolutions.org

WorldPoint, WorldPoint ONE, and WorldPoint Roster Tool are trademarks of
WorldPoint, Inc., registered in the U.S. and other countries.
www.eworldpoint.com

The Roster Tool Instructions guide is an independent publication and has not been
authorized, sponsored, or otherwise approved by FileMaker, Inc.

The Roster Tool uses a FileMaker® Pro runtime engine.

FileMaker is atrademark of FileMaker, Inc., registered in the U.S. and other
countries. www.filemaker.com

Other brands and product names mentioned in this manual may be trademarks or
registered trademarks of their respective companies and are hereby
acknowledged.
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