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How To Guide: The Group Admin Role

Group Admin Tasks

e Enroll students in a group.

e Reset a student’s course or quiz.

Enroll Students in a Group

View a student'’s certificate of completion.
View the Child Passenger Safety Learning Portal as a student in the group.
View a Quiz Analysis Report for each quiz in the course(s) in the group.

Monitor a student’s progress through the course(s) in the group.

After submitting a Group Delivery of Courses Request Form and receiving notification

from training@cpsboard.org that your group has been set up, you can enroll students

into your group.

1. Log into the CPS Learning Portal.

= For group admins with only one group in the CPS Learning Portal, the view will

default to your group.

= For group admins with multiple groups in the CPS Learning Portal, use the
Current Group drop-down list to select a group. The most recently created

group will be at the top of the list.

C (Y @& carseateducation.org/dashboard

6

EEEE -

:
>

Courses for OPRC 7 - Stark

Home / Courses

[E]  courses

S users
Days left to group expiration: No expiration

T eCommerce
Show 50 courses

(5 Reports >

e % » 0 a

Current Group:

] 2 View As Student @

OPRC 7 - Muskingum
OPRC 7 - Noble

OPRC 7 - Stark

OPRC 7 - Tuscarawas
OPRC 7 - Washington
HYBRID-OH-Kelly-20221003

OPRC 7 - Thrive Stark

:

[ Assign Students or go to Bulk Enroll

tive in Last 24h

G pettigs : 6 Car Seat Basics 19/00 eo sp . , 0 students
@ Tutorials
7]
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Enrolling a Single User
1. To assign students one at a time, select Assign Students.
2. Select Add New Student.

Assign Student(s) to the group

&+ Add New Student & Add Existing Student

* First Name Last Name
* Email * Password

* Select Courses

Select one or more courses from the list

Enter the student’s first name and last name.

4. Enter the student’s email.

e Please double check the student’s email when on this step. The system may
default to the group admin’s email address. If this happens, you will receive the
following warning. Select Cancel and re-enter the student’s email.

w

Change in Admin Status

You are about to add a new member using your own email address. If you proceed,
your current Group Admin status will be revoked, and you will be turned into a
Student for this group. This means you will no longer have access to administer the
group, and your admin privileges will be permanently removed.

Are you sure you want to continue?

5. Create a password for the student.
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6. Select the course(s) using the Select Courses drop-down list.

& > C ()} @& carseateducation.org/dashboard

Assign Student(s) to the group

FRTIES T & Add Existing Student

* First Name Last Name

* Password

* Select Courses

( 1

Choose All Coflises

All Courses

Or, Select one or more courses

Car Seat Basics 19/09 0 spots+

7. Select Submit

&€ > C Y @& carseateducation.org/dashboard

Assign Student(s) to the group

&* Add New Student & Add Existing Student

* First Name Last Name
George Bailey

* Email * Password

george@bedfordfalls.gov B

* Select Courses

Car Seat Basics

Select one or more courses from the list.
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@ Dashboard -

Courses

Users

eCommerce

Reports

Settings

Tutorials

>

Current Group:  OPRC 7 - Washington 2 View As Student '

Courses for OPRC 7 - Washington
Home / Courses G View All Submissions Assign Students or go to Bulk Enroll

Days left to group expiration: No expiration

Show 50 courses Q
D :  Name :  seals Student Progress Active in Last 24h Actions
6 Car Seat Basics 46/00 o spots _7, TR 0 students

Showing 1101 of 1 courses [ 1]

Select Download Excel File Sample from Here.

Enter the students’ information into the Excel template and save the document.
Select Drop your Excel file here or click to upload to upload the Excel document.
Select the course(s) using the Select Courses drop-down list.

Select Upload Users.

L2 users >
o eCommerce >
(B Reports >
@ Settings >
@ Tutorials

General Instructions:
+ File must have headers/column names as ‘Email, First_Name, Last_Name, Password
« If an email already exists, the student will only be added to the selected course(s).
+ Last_Name and Password are not mandatory. Password will be automatically generated if not provided.
+ You can choose multiple courses while uploading users to enroll them automatically.
+ Due to load constraints, you cannot upload more than 500 students at a time. If you have 500+ students, please divide your Excel into multiple files and upload them ane by one.

l Download Excel File Sample From Here

Drop your Excel file here or click 10 Upload  si——

Select Group (Optional) Select Courses

Car Seat Basics &

select group from the list if you are uploading students for a group

Choose All Courses

Car Seat Basics 46/00 cospots v
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Monitoring A Student’s Progress

1. Log into the CPS Learning Portal.

= For group admins with only one group in the CPS Learning Portal, the view will

default to your group.

= For group admins with multiple groups in the CPS Learning Portal, use the
Current Group drop-down list to select a group. The most recently created

group will be at the top of the list.

2. Select the ellipsis (three horizontal dots) next to the course.
3. Select Manage Course from the drop-down list.

Child
Passenger =
Safety.s= =
LEARNING PORTAL

@ Dashboard -

Current Group: OPRC 7 - Washington

S users > o S
Days left to group expiration: No expiration
T eCommerce >
Show 50 courses
G Reports >
) $  MName s seats Student Progress Active in Last 24h
{©&  Settings >
©
© Tutorials

2 View As Student .

® Courses for OPRC 7 - Washington
Couress ¥ P S W View All Submissions JESTISTTS o o to Bulk Enroll

Manage Course

View Submissions

View Activities

4. Select the ellipsis (three horizontal dots) next to the student’s name.

5. Select View Progress from the drop-down list.

|
(5 Reports > 38outor 42 .
© settings >
S Enroll Student(s)
or go to Bulk Enroll
Edit Progress
View Activity
Download Certificate
Showing 50 students Q

Remove

Name/Email Status ¢ Role Last Accessed Enn ns
Reset

¢ Student 6 days ago 01-  Revoke Access

— 00
Grant Access
O “ 0 Student 1 day ago 01- Assign Certificate

Update Expiration Date

ﬁ Student Never 23-

0 Switch To
ﬁ 1003 Student 1 month ago 28-Dec-2023 E
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6. View the student’s progress.

= Quizzes have small icons to view the student’s responses. Click the icon to

view the results.

Reset a Student’s Course or Quiz
A student is given two (2) attempts to pass a quiz within a course.

e C(Car Seat Basics: The passing score is 70% or higher.

e CPST CEU courses: The passing score is 80% or higher.

If a student in the group does not pass the course quiz, the Group Admin can decide to:

e Reset the entire course. [The student will have to watch the video or take the course
again before access to the quiz is granted.]
e Reset the student quiz access for another two (2) attempts. [The student will only

need to retake the quiz.]

Course Reset

1. As shown in the steps Monitoring a Student’s Progress above, select the group and

course and then select Manage Course from the drop-down list.

2. Select the ellipsis (three horizontal dots) next to the student’s name and select

Reset.

Showing 50 students

O  Name/Email Status

o 100%

0%

Not Started

0%

o 100%

o 100%

o o6 o O

o 1 00%

O

0%

Role

Student

Student

Student

Student

Student

Student

Student

Last Accessed

6 days ago

Enrollment Date

01-Feb-2024

—_—

1day ago

Never

1 month ago

2 months ago

3 months ago

3 months ago

01-

23-

View Progress

Edit Progress

View Activity

Download Certificate

Remove

28-

20-

07-

06-

Revoke Access

Grant Access

Assign Certificate

Update Expiration Date

Switch To

Q

s Actions
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3. Select OK to reset the entire course.

Reset 1 User(s)!

o This will permanently reset all the progress of the

student and cannot be restored. Want to continue?

Cancel

Quiz Reset

1. As shown in the steps Monitoring a Student’s Progress above, select the group and
course and then select Manage Course from the drop-down list.

2. Then select the ellipsis (three horizontal dots) next to the student’s name and select
Edit Progress from the drop-down list.

Showing 50 students Q
] Name/Email Status s Role Last Accessed 3 Enrollment Date s Actions
| [Completed |
@] o Student 6 days ago 01-Feb-2024
o 100%
I In Progress View Progress
[m] ‘ : Student 1 day ago -
0% Edit Progress
- [Not Started | View Activity
@] ‘ o Student Never 23-
N Download Certificate
[ Completed |
a ( Completed Student 1 month ago 28-  Remove
n o 100%
Reset
u u [Completed |
m] . . Student 2 months ago 20-  Revoke Access
n — 1 00%
Grant Access
[ — [Completed |
O ﬁ R 100% Student 3 months ago 07- Assign Certificate

Update Expiration Date
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Select Edit next to the quiz.

Under the percentage completed indicator, select the arrow next to Completed and

- o]
Not Started

In Progress

Registration Date Completed

Car Seat Basics

Last accessed : 2022-09-14 11:27:12

Car Seat Basics QUIZ

Last accessed : 2022-09-14 12:22:30

+ Update Progress

Car Seat Basics

Completion Date Expiration Date

2022-09-13 16:46:12 2022-09-14 11:27:04 2022-09-1412:21:02

—— ] (0%
@ Scorm

——100%

@ Quiz

v Update Progress

Last Accessed Date

2022-09-1413:10:23

& Edit

5. Inthe drop-down list under Status, select Not Started.

6. Select Update Progress.

Car Seat Basics

Last accessed : 2022-09-14 11:27:12

Car Seat Basics QUIZ
Last accessed : 2022-09-14 12:22:30

Status

— 1 00%
& Scorm

—— 1 00%

® Quiz

Time Spent Percentage Completed

[

0 H 2 M 46 S

=

In Progress
Failed

Completed

(Minimum Passing Percentage : 70%)

+ Update Progress

Completion Date Last Accessed Date

2022-09-1412:21:02 2022-09-1412:22:30

& Edit

£ Edit
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View a Certificate of Completion

1. As shown in the steps Monitoring a Student’s Progress above, select the group and

course and then select Manage Course from the drop-down list.

2. Then select the ellipsis (three horizontal dots) next to the student’s name and select

Download Certificate.

O Name/Email

0000

]
) @

Showing 50 students

s Role

Student

o 100%

Student
0%

Not Started

Student
0%

Student

o 100%

Student

— 100%

Student

o | 00%

Student
0%

Last Accessed

6 days ago

1day ago

Never

1 month ago

2 months ago

3 months ago

3 months ago

Q

Enroliment Date s Actions

01-Feb-2024

01-

View Progress
Edit Progress

View Activity

23-p i
Download Certificate

28-

20-

07-

06-

Remove

Reset

Revoke Access
Grant Access
Assign Certificate

Update Expiration Date

Switch To

Rev. 202404
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View as a Student in the Group

1. As shown in the steps Monitoring a Student’s Progress above, select the group and
course and then select Manage Course from the drop-down list.

2. Then select the ellipses (three horizontal dots) next to the student’s name and select
Switch To.

Showing 50 students Q

[m] Name/Email Status s Role Last Accessed s Enroliment Date : Actions

Student 6 days ago 01-Feb-2024
o 100%

View Progress
. Student 1 day ago 01-
0% Edit Progress

Not Started View Activity
0% Student Never 23

Download Certificate

0000

o Student 1 month ago 28 Remove
o 100%
Reset
O Student 2 months ago 20-  Revoke Access
o 100%
Grant Access
[m] Student 3 months ago 07-  Assign Certificate

o | (00%

Update Expiration Date
O . . Student 3 months ago 06-
0% Switch To

y .

3. You can now view the student’s screen and help them to navigate the CPS Learning
Portal.
4. To exit the student’s view, select Click here to switch back.

= fay
@ Dashboard © You are currently impersonating lick here to switch back
[?)  View Course Catalog O Hello
=M Welcome back, &
=} ly Courses

@ MyCertificates 1/15 x 6/15 8/15 ® 10n 52m 545 ®

O Request Course Reset

@ How-To Guides
Recent Courses Goto My Courses >

9] Safety Connection - Virtual
Resource Center

_—TTT— Updates to the UN Car Seat Regulations: A Guide for North American Car Seat Techs
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View a Quiz Analysis Report

The Quiz Analysis Report is used to view trends or commonly missed questions
throughout a course providing Group Admin(s) guidance on which topics to cover in
more depth.

1. Select Reports from the left navigation menu.
2. Select Quiz Analysis.
-
& Courses ? S::ZEESATTOPRC%NOD‘E & View All Submissions or go 1o Bulk Enrol
o e ’ Days left to group expiration: No expiration
H  ecommerce ’ Show 50 courses Q
(9 Reports v
o 9 Children in Hot Cars 2/00 oo spots — 0 students
TJ  site Audit Log 2 completed
ms 6 Car Seat Basics 41/09 0o spots ' nplet 0 students
L  Overview
LJ  Course Insight -
LJ  Student Insight
L T ———
3. Inthe Select a Quiz box, select the quiz or skills evaluation you want to review.
= Once the quiz or skills evaluation is selected, the results for all your groups will
be displayed.
4. To view the results for a specific group, hover over the down arrow in the Select
Group box until it becomes an X and then select the X to clear all groups.
Dashboard -
Fl courses Quiz Analysis Report
Home / Reports
O Users »
Select a quiz Select Group (Optional)
H eCommerce ’ Car Seat Basics QUIZ B 7=l
OPRC 7 - Carroll &
@ Reports v OPRC 7 - Coshocton &
OPRC 7 - Guernsey &
@ Seuings > OPRC 7 - Harrison &
OPRC 7 - Holmes
OPRC 7 - Jefferson &
©@ Tutorials OPRC 7 - Monroe & O
OPRC 7 - Morgan &
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5. Select the down arrow in the Select Group box again and select the group(s) that you
like to view from the drop-down list.

@  Dashboard

[E  Ccourses

2 Users

T eCommerce

G} Reports
G Settings
@ Tutorials

Quiz Analysis Report

Home / Reports

Select a quiz

Car Seat Basics QUIZ

Students Passed

Students Failed

Select Group (Optional)

OPRC 7 - Coshocton &

&% Total Number of Students 48

= Total Number of Questions 10

7= Maximum Score Achieved 10
Minimum Score Achieved 4
© Average Time Spent 4m 39s
& Total Attempts 62
Q

* Export Results

Overall Percentage Breakdown

Achieved 81% 1o 100%

Achieved 40% to 80%
——

Achieved < 40%

39.6%

60.4%

0%

6. View individual student responses to each question by selecting View Details for
that question.

Question 1

A8
B.10

D.15

Question 2

A personality

Question: 1 (Multiple Choice)

Question: 2 (Multiple Choice)

B. developmental level

Difficulty Level @ Easy

0% Answered Correctly

0%
—————————— O 0%

Difficulty Level @ Easy

0% Answered Correctly

———— 03 %

C. growth rate - 4.9% 8a.1%

D. overall health . 2%

Question: 3 (Multiple Choice) Difficulty Level @ : Easy
Question 3

A. rear-facing, —— 83.3% Answered Correctly

B. convertible, all-in-one, and combination - 8.8%

C. allin-one, three-in-one, and four-in-one - 5.9% 833

D. vehicle mode, truck mode, SUV mode . 2%

Answered Incorrectly
-

Answered Incorrectly
-

69%

Answered Incorrectly

~

P

View Details 7

Not Attempted

View Details #

Not Attempted

View Details #

Not Attempted

Rev. 202404
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Question Submission Details

Name/Email

Showing 1 to 7 of 7 results

Course Name

National Child Passenger Safety Technician HYBRID Certification

National Child Passenger Safety Technician HYBRID Certification

National Child Passenger Safety Technician HYBRID Certification

National Child Passenger Safety Technician HYBRID Certification

National Child Passenger Safety Technician HYBRID Certification

National Child Passenger Safety Technician HYBRID Certification

National Child Passenger Safety Technician HYBRID Certification

Marked Answer(s)

True

True

True

True

True

True

True

Is Correct Response

Yes

Yes

Yes

Yes

Yes

Yes

Yes
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