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torBie/Disclosure

Before you gain access to
the online bio/disclosure
system, you must have
from permission from your
Service Lead. The Service
Lead will provide your
name and email to the
CE/ORC Team at
pspcourses@bah.com.

Everyone who is in a
position to control the
content of a CME/CE
activity is required by our
CE provider partner,
Postgraduate Institute of
Medicine (PIM) to disclose
all relevant financial
relationships with any
commercial interest.

Should it be determined
that a conflict of interest
(COl) exists as a result of a
financial relationship you
may have, this will need to
be resolved prior to the
activity.

Postgraduate Institute
for Medicine

Professional Excellence in Medical Education
CRITERIA FOR DISCLOSURE OF CONFLICTS OF INTEREST

Instructors, planners, and managers who affect the content of a CMEI/CE activity are required to

Email
disclose to Postgraduate Institute for Medicine (PIM) financial relationships or relationships to products
or devices they or their spousellife partner have with commercial interests related to the content of this
CMEICE activity of any amount over the past 12 months ONLY. Password

A commercial interestis defined by the ACCME, ACPE, and ANCC as any entity producing, marketing,

re-selling, or distributing health care goods or services consumed by or used on patients.
Remember me?

Relationships with governmental agencies (e.g., the NIH) do not have to be disclosed. In addition, Forgot your password?

honoraria received from a CME/CE provider for serving as a CME/CE faculty member by you or your
spousellife partner, even though thase funds may have been provided through an educational grant

from a commercial interest, do not have to be disclosed. Log in

Copyright® 2015. Postgraduate Institute for Medicine unless otherwise noted. All rights reserved.

Privacy Policy

Access the secure PIM disclosure system at URL: https://disclosure.pimed.com/
Login using the following credentials:

—  Email: <Enter your email address>

—  Password: patientsafety

For data security, you will be asked to create a new, unique password upon entering the site.
Please keep this password so that you are able to access this database in the future should your
disclosure information change.

Login using your email and new password.

Complete the form (please note, if you check “I have no real or apparent conflicts of interest to
report.” then no further information is needed in the chart), insert a short Bio (required) and Submit.




» Before you gain access to the ORC, you
must have from permission from your
Service Lead

 The Service Lead will provide your name
and email to the CE/ORC Team at
pspcourses@bah.com

* You will receive an email from PSP
COURSES with a link to your Instructor
Profile

» Click on the link to get to the Instructor
sign on page

* You sign on with your email address as
your Instructor ID and the password in
the email

* Link to the Instructor Profile Logon:
https://www.onlineregistrationcenter.com
[trainer_login.asp?m=250

e SAVE THIS LINK AS A FAVORITE as
itis how you access all your modules

Instructor Login

Instructor D
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https://www.onlineregistrationcenter.com/trainer_login.asp?m=250
https://www.onlineregistrationcenter.com/trainer_login.asp?m=250

* To access your personal
profile, click My Profile at the
top of the screen

. Information denoted with an
* is mandatory

My Profile

-

° Company IS the name Of the information in your profile below provides information to registrants and provides updated information to your administrator.
Military Treatment Facility
(MTF) Where yOU WOrk First Mame * Last Mame = City State/Province
Select [+]
* Enter the State of the MTF Company Postal Code Courtry
United States [=]
e  Enter the Country of the adaress Emal©
MTF Password
*  Your email is your logon ID Phone Fax

* Biography is NOT the format
for your bio/disclosure, that Biography
Is addressed in a separate

document sent to our .
accreditation partner

e Click Save to save yow
update




After entering your email and password,
you will be directed to the My
Modules/Events page. From this page
and you can access all the modules you
have been added to.

The Registered column shows how man
students have registered. E.g. 0 of 50
means in that no one has registered for
any of the 50 available seats.

Click on the icon to the far right to access
module management controls. If there is
no icon shown for a line, there are no
registrations in the module yet and thus
no registrant data to access.

Click on a module name to access that
modules’ registration page

We do not use Confirmed mode so you
won'’t see courses under the confirmed
section

ce 1996

My Modules/Events Feedback

Sue Dickson

Instructor Enroliment

My Profile

‘ You are assigned to participate in the modules/events listed below. You will be notified as each module/event is confirmed

us: Al

[=] search: Fiter || Display Al

Confirmed Modules/Ever

ID  Event Location

Price & StartDate Closing

Unconfirmed Modules/Events

ID  Event HName Location Price  + Start Date’

3397 BPSM.110314.AUTO.sd 11772014 37 0f 42

3398 BPSM.110314.AUTO.sd

Falls Church, VA

kil

2848 CEAutoTest

CE AUTOMATION TEST

712112014 /812014 10 of 50

2974 PSLCE.18.14md DoD PSP Patient Safety Learning Circle Dol Diakin and DCO Connect i 611812014

-

B/25/2014 53090 Cho

Registered Status Conf

Registered Status Conf

2678 Ti501.08.15mads TeamSTERPS Train the Staff January 82015  Fort Leonard Wood, M 1082015 2015 00f 50 Open
2864 TH5 12.11.14mads TeamSTEFPS Train the StaffDecember 11 Landstuhl, Germany 121172014 121182014 00770 Open
2014
Falls Church, VA 162014 11772014 37 040 Cosed -

Clos

sed -

€ Internet | Protected Mode: On
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The sign in sheet is printed and
used daily to track attendance on-
site.

Click on Sign-In Sheet.

Attendance must be verified by
someone on-site each day of
training with name, date and time
attendance was taken

To print: right click and select print

Attendees must verify their
information and, if necessary,
make updates on the sheet and
return to the Course Coordinator

The email is where their CE
certificate will be sent so it MUST
be correct

=]

Return to Main

Billing Information

&* Track Attendance

# ACPE Credit Report

Custom Field Repd

o Dukes Report

#  Evaluation Response

#  Final Roster by Cred

# Final Roster

& Signdn Sheet

Instructor Enrollment

My Modules/Events Feedback My Profile

b

| The List on the Left Provides You With Access to Various Reports and Features Assigned to “Your Account

CE AUTOMATION TEST Module ID: 2846 Event ID: CEAutoTest

Monday, July 21, 2014

Attendance Validated By:

Date Validated:

Time Validated:

In order to receive your continuing education (CE) certificate, please note the following mandatory requirements. Failure to follow any of these will pravent you from
receiving your CE certificate.

1. You MUST attend zll contact hours of training and stiendance will be taken daily to verify full participation. Departing early or amiving late will make you
ineligible to receive CE credit.

2. You must complete and submit 3 post your course evaluation within 10 days of the course closure. Failure to do so will make you insiigible to receive CE

The following data was pulled from your registration. Flease review the following and, if corections are necessary, please cross out the incorect information and
legibty write in the comect dats

Registrant Monday, Jul. 24

Andrews Michael

TRZH-1406143587486

dawal018@mac.com

Service: Navy

Type of CE Certificate: ANCC CNE [Nurses - Nurse Practitioners)

Andrews Michael
TR250-1406145851462
nhmichael.andrews@gmail. com




Attendance must be
tracked within 48 hours of
course closure, failure to
do so will make the course
ineligible for CE credit

From the home screen, click
on the icon to the far right to
access module management
controls and, once in the
module, click on the
Track Attendance tab on the
left

Check the box in the
Attend. column for any
attendee who was present at
all contact hours (did not
leave early, did not arrive
late)

Click Update Attendance to
save all tracked attendance

=

=

=

Return to Main

Billing Information
Track Attendance

CPE Credit Report

E™ CE Audit Report

Custom Field Report

Dukes Report

Evaluation Res

Final Roster

sign-In Sheet

My Modules/Events

Feedback

Instructor Enroliment

My Profile

The List on the Left Provides You With Access to Various Reports and Features Assigned to Your Account

CE AUTOMATION TEST ModuleID: 2846 EventID: CEAutoTest

Monday, July 21, 2014

Ster by Cred

Name Attend. Transaction Cityi State
1. Andrews, Micha TR250-1406145027485 Meredith, NH
TR250-1406145851463 Arlington, VA

TR250-1393959581497 Silver Spring, MD

4. Dickson, Suellen TR250-1393959481537 Rockville, MO

5. Dorsey, Michael TR250-14062073101456 Falls Church, VA

Dorsey, Wichael TR250-1406207996353 Falls Church, WA

Houser, Sean TR250-1406145727301 McLean, WA

6.

T

2. Houser, Sean D. TR250-1406145586029 Alexandria, VA
8.

. Summers, Ashley TR250-1406147431338 McLean, VA

EESEEEO0O0REEE

10. Summers, Ashley TR250-1406147522453 MclLean, VA

Company

Date/Time

Ti232014 4:08:24 PM
Ti23i2014 4:04:08 PM
3/4/2014 1:59:40 PM

374/2014 1:58:00 PM

TiZ4/2014 9:18:27 AN
TI24/2014 9:19:53 AM
Ti23/2014 4:02:04 PM
Ti23i2014 3:59:42 PM
TI232014 4:30:28 PM

TI23/2014 4:31:59 PM

Method

Fee Certificate

50.00

50.00 - L
50.00 Q&
50.00 ()
$0.00

50.00

50.00 )
£0.00 WL
$0.00 @
50.00 e

Update Attendance




Once a course has closed
and all attendance tracked,
you may resend certificates
to your attendees.

Click on the magnifying glass icon to download, view, print, or save the certificate.

If they have completed
all triggers (e.g.
attended all contact
hours, completed an
evaluation, selected an
appropriate CE type and
provided any additional
information) they will
receive a CE certificate.

Of they have attended
all contact hours but not
completed the
evaluation, they will get
an attendance
certificate.

=

=

=

=

=

=

Return to Main

Billing Informaticn
Track Attendance
ACPE Credit Report
CE Audit Report
Custom Field Repert
Dukes Report
Evaluation Response
Final Roster by Cred
Final Roster

sign-in Sheet

My Modules/Events

Feedback

Instructor Enroliment

My Profile

The List on the Left Provides You With Access to Various Reports and Features Assigned to Your Account

CE AUTOMATION TEST ModuleID: 2846 EventID: CEAutoTest

Monday, July 21, 2014

Name

1. Andrews, Michael

2. Andrews, Michael R.
3. Dickson, Sue

4. Dickson, Suellen

5. Dorsey, Michael

6. Dorssy, Michael
7. Houser, Sean

2. Houser, Sean D.
8. Summers, Ashley

10. Summers, Ashley

Attend.

EESEEEO0O0REEE

Transaction

TR250-1406145027485
TR250-1406145851463
TR250-1393959581497
TR250-1393959481537
TR250-1406207910146
TR250-1406207996353
TR250-1406145727301
TR250-1406145586029
TR250-1406147431338

TR250-1406147522453

Cityi State

Meredith, NH
Arlington, VA
Silver Spring, MD
Rockville, MO
Falls Church, V&
Falls Church, VA
McLean, WA
Alexandria, VA
McLean, VA

McLean, VA

Company Date/Time

Ti232014 4:08:24 PM
Ti23i2014 4:04:08 PM
3/4/2014 1:59:40 PM
374/2014 1:58:00 PM
TiZ4/2014 9:18:27 AN

T124/2014 9:19:5.

TI232014 4:30:28 PM

TI23/2014 4:31:59 PM

Method Fee Certificate

50.00

- L

Q2
Q2

50.00

50.00

soo0 QL2

£0.00 Q &=

soe0 QG2

(e Sesncanee |

Click on the envelope icon to resend the certificate directly to the attendee at the email they registered with.
If you do not see an envelope or magnifying glass, they were not tracked as attending all contact hours.




Click on the Final
Roster tab

This will show you a
final roster including:

Registrant Name
Email

Credit type
Service Affiliation

vent Registration Management Since 1996
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Return to Main

Billing Information

Track Attendance

ACPE Credit Report

CE Audit Report

Custom Field Report

Dukes Report

Evaluation Response

Final Roster by Cred

Final Roster

sign-In Sheet

My Modules/Events

Feedback

Instructor Enroliment My Profile

‘ The List on the Left Provides You With Access to Various Reports and Features Assigned to Your Account

CE AUTOMATION TEST Module ID: 2846 Event ID: CEAutoTest

Monday, July 24, 2014

Name Email Credit Type Service
1. Andrews Michael dawall039@mac.com AMCC CNE (Murses - Murse Praclitioners) Mavy
2. Andrews Michael nhmichaelandrews@gmail.com ACCME CME (Physicians - Physicians Assistants - Nurse  Air Force

3 Dickson Sue

4. Dickson  Suellen
5. Daorsey Michael
6. Dorsey  Michael
7. Houser  Sean
8. Houser  Sean

9. Summers Ashley

40 ummers Achls:

suellen dickson@gmail.com

dickson_sue@bah.com

michael.dorsey.ctr@dha.mil

dorsey_michael@bah.com

sean.houser.cir@dha.mil

Houser_Sean@bah.com

summers_ashley@bah.com

achloyd cymmeor: il cnm

Practitioners)

ACHE (Healthcare Executives)

ACCME CME (Physicians - Physicians Assistants - Murse
Practitioners)

ACCME CME (Physicians - Physicians Assistants - Nurse
Practitioners)

ACCME CME (Physicians - Physicians Assistants - Murse
Practitioners)

ADA CERP (Dentists -Dental Technicians)
IACET CEU {(Non-Specific Continuing Education Unit)

ACHE (Healthcare Executives)

ACCHME CME (Phvairians - Physicians # hliree

Not Applicable (I do not work with any of the above
senices)

Mot Applicable (I do not work with any of the above
senices)

Army

Army

Mavy

Mot Applicable (I do not work with any of the above
senices)
Not Applicable (I do not work with any of the above
senices)

ot Annlicahle (1 do oot waork with apy nfthe ahoye




Click on the Final Roster
by Credit tab

This will show you a final
roster including:

— Registrant Name
— Email

Credit type
Service Affiliation
- MTF

Email address
Attendance

Date of evaluation
— Type of CE credit

VENT REQISTTation Management STCE T390
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Return to Main

Billing Information

Track Attendance

ACPE Credit Report

CE Audit Report

Custom Field Report

Dukes Report

Evaluation Response

Final Roster by Cred

Final Roster

sign-In Sheet

My Modules/Events

iy

Feedback Instructor Enrollment My Profile

‘ The List on the Left Provides You With Access to Various Reports and Features Assigned to Your Account

CEAUTOMATION TEST ModuleID: 2846 EventID: CEAutoTest

Monday, July 21, 2014

Registrant Name Service

MTF

Email

AttendedEvaluation

Type of CE Requested

Andrews Michael Navy

Andrews

Dickson

Dickson

Dorsey

Dorsey

Houser

Michael Air Force

Sue

Mot Applicable (I do not
work with any of the
above senices)

Suellen Mot Applicable (| do not

waork with any of the
above senices)

Michael Army

Michael Army

Sean

Mawy

Mavy - Naval Hos pital
Camp Lejeune - Camp
Lejeune

Air Force - 31 Medical
Group - Aviano AB

Mot Applicable (I do not
waork at an MTF)

Army - Kirk ACH -

Aberdeen Proving Ground

Mot Applicable (| do not
waork at an MTF)

Mot Applicable (1 do not
waork at an MTF)

Air Force - 31 Medical
Group - Aviano AB

dawalli3g@mac.com

Y

nhmichael andrews@gmail.com Y

suellen.dickson@gmail.com

dickson_sue@bah.com

michael.dorsey.ctr@dha. mil

dorsey_michael@bah.com

sean.houser.ctr@dha.mil

Y

AMNCC CHE (Murses - Nurse
Practiioners)

7i2312014 7/23/2014 ACCME CME (Physicians -
Physicians Assistants - Nurse
Practitioners)
ACHE (Healthcare Executives)

7i2312014 7/23/2014 ACCME CME (Physicians -
Physicians Assistants - Nurse
Practiioners)
ACCME CME (Physicians -
Physicians Assistants - Nurse
Practiioners)
ACCME CME (Physicians -
Physicians Assistants - Nurse
Practiioners)

712312014 7/23/2014 ADA CERP (Dentists -Dental
Technicians)




CE compliance audit

To export the data in
this report, click on
Generate Report and
then an Export File will
pop up

Eval 1/Eval 2 columns
show the date the
evaluation(s) were
completed

Attended column shows

a (1) if they attended all
contact hours

Only registrants who
have been tracked as
having attended all
contact hours of the
course and have
completed the
evaluation will be

eligible for the CE they

selected

=]

i)

=

i)

i)

i)

i)

Return to Main

gilling Information

ACFE Credit Repo

CE Audit Report

L Custom Field Report

Dukes Repo

Evaluation Response

Final Roster by Cred

Final Roster

Sign-in Sheet

The List on the Left Provides You With Access to Various Reports and Features Assigned to Your Account

CE AUTOMATION TEST Module ID: 2846 Event ID: CEAutoTest

Monday, July 21, 2014

Export File: to-260-1418063606882.csv (2 Kb)

Last Name First Hame MI Email Eval1 Eval 2 Attended Service

2. Andrews

3. Dickson  Sue suellen.dickson@gmail.com

4. Dickson

1. Andrews Michael dawall039@mac.com 1 Mavy

Michael R nhmichael andrews

om Ti23(2014 T/23/2014 1 Air Force

Suellen dickson_sue@bah.com

Position Type of CEU requested Rph and Techs Birthdal

Physicians Assistants -

1 Mot Applicable Mot Applicable

Ti23/2014 77/23/2014 1 Mot Applicable Armiy - Kirk



Shows responses to all custom fields used at the time of registration
Feedback column shows the date the evaluation was completed
Attended column shows a (+) if they attended all contact hours of the training

Only registrants who have been tracked as having attended all contact hors of the course and have
completed the evaluation will be eligible for the CE they selected

To export the data in this report, click on Generate Report and then an Export File will pop up

‘ The List on the Left Provides You With Access to Warig fports and Features Assigned te Your Account

CE AUTOMATION TEST glle ID: 2846 Event ID: CEAutoTest

Monday, July 21, 2014

Export File: tre-250-14272273408093 cov (7.0 Kb)

Last Mame First Mame Attended Feedback Cell Phone {with area code and only to be used in case of emergency) Emergency contact name and phone number What is your employment status? If you selected Other, please explain here With which Service do you work (as an active duty member/civi
Andraws  Michas! + 6772648 6038772648 Federal Employes/Civilian Nawy

Andraws  Michasd + TITH2014 6036772643 6038772843 Other Air Force

Dicksaon Sue + 5021060 3015021060 Other Not Applicable (1 do not work with any of the above services)
Diicksan Suslen + 232014 5021060 3015021080 Caontractor Not Applicable (I do not work with any of the above senvices)
Dorsay Michael Contractor Army

Dorsey Michael Contracter Army

Houser Sean + TrZA2014 3774896 7033774998 Federal Employes/Civilian Navy

Houser Szan + TrI32014 7033079467 7033079487 Federal Employes/Civilian Not Applicable (I do not work with any of the above senvices)
Summers  Ashley + 2204 Contracter Mot Applicable (I do not work with any of the abowe services)

Summers  Ashley + TIZ04 Contracter Not Applicable (I do not work with any of the above senvices)




Verify compliance on
the mandatory CE
requirements

Select the date range of
your module (e.g. the
start date to 14 days
after the course end
date) to allow for
submission of all
evaluations

Click filter to show the
data on screen

Click Generate Export to
produce a CSV file

B3

Return to Main

5  Billing Information

[

ACPE Credit Report

i

CE Audit Report

] Custom Field R

ign-In Sheet

My ModulesiEvents Feedback Instructor Enrollment My Profile

The List on the Left Provides You With Access to Various Reports and Features Assigned to Your Account ‘

Event Start Date Range:

Stat Dale: December  [=]31 [#]2015 ||
EndDate: [December | |31 |»] 2015 |w]

[ Fiter [ Reset | [ GenerateExpot |

‘Coul Date Course Location Total Credits Last Name First Name MI Email Aft. Feedback Service Facility CE Type M.D. or D.O. DOB NABP# CE Sent




sponse

. Shows the status of evaluation SUbMISSIONS  Frsmmr e
and provides an opportunity to send out the
post-activity evaluation to all registrants or
one by one

. There are usually two columns as there are | ® Frewmeman
two opportunities to complete an evaluation | & v memasen

|f the regIStrant haS Submltted an & Track Attendance CE AUTOMATION TEST Module ID: 2846 EventID: CEAutoTest
evaluation, a checkmark will show in
the column

— If the registrant has NOT submitted an
evaluation, an envelope icon will show
in the column

My Modules/Events Feedback Instructor Enroliment My Profile

| The List on the Left Provides You With Access to Various Reports and Features Assigned to Your Account ‘

Monday, July 21, 2014

| ACPE Credit Report

Feedback Registrant Name Email Credit Type Service M.D. or D.O.

¥ CE Audit Report

ustom Field Report

The page at hitps//www.onlinereqistrationcenter.com says:

Andrews Michael

Andrews Michael

Do you want ta email the feedback request to ALL customers?

Dickson Sue

| Evaluation Res

Suellen

Dickson

Dorsey Micha

& Final R
. . Dorse;
. To send evaluations to all registrants - s seannousercoganami
. . Houser Sean Houser_Sean@bah.cam
j— C“Ck the header bOX |n the Feedback Sign-in Sheet Summers Ashley summers_ e o ; 3 "
10 = Summers Ashley ashleyd.sur| page at hitpsy/www.onlineregistrationcenter.com says:
CO | u m n D e ward b sl the feedback requast 1o the cutbomes?

— A confirmation will popup asking you if o ][ cma
you want to send to ALL registrants

— Click OK to send

. To send an evaluation to an individual
registrant

—  Click the envelope icon in the
person’s row

— A confirmation will popup asking you if
you want to send to the one registrant

— Click OK to send




To access the evaluations from the
modules you manage, click on the
Feedback option at the top of the
screen

Click the report icon to the far right to
access the report screen

Using the dropdown menu, select
your course name from the list of all
your modules. Only the modules you
have access to will be seen.

Select the date range (e.g. the start
date to 14 days after the course
closes to allow for all results to be in)

To export the data into an CSV file,
click on the Export Results button.
You can then save it to an Excel file.

Click View Report to see the results.
The report is an anonymous summary

ModulaFvent
All

Recewved From

Received Until

Report Display Optlons

@ Display Bar

Display indhidual Feed

Iederility Tont Gamments 7

report; no identifying names/data will | _ -
be shown. ﬂ (] [ooonsons ]

r level of confidence in Being atieto  Very Low
finale feam adions” BEFORE this Low

fwerage

41(200%)

0 [00%)
7 (51%)
a (70 5%)
16 (46.2%)
8 (20.5%)
3.8 (18.5%)

set D Total Quastions Used Repors
REARITNNTIEE : .
£ 137052202583 i
0
|
soculesTvents i
1
i |
P i
. 1
|ezssiases i a1 i
L1267z £ 33 -
|eaTeeeses g v
UERAEE AT 1% L
| ppanisiees * J
5 Loz 2 e i
ATIE04ITE 10 1
23[] [2010[7]
Activity Evaluation Team3TEPPS as ol Monday, Decemnber 0B, 2014 ¢ 343 30 PM
Report Selection Criterla
ages F Repon period Thursday, May 08, 2014 to Saturcay, May 31, 2014
5 Total Responses 35
Module TeamSTEPPS Train the Staff May 8 2014 (2051)
Question Anzwer Responses
2. Fieass rate your level of confidence in being atleto  Very Low 0 [0.0%)
“elwarty fnd accurals ith myteam  Low 0 (00%)
BEFORE Maderate 12 (30 8%)
High
ery High




Questions?

Contact the Patient Safety Program CE Team at

pspcourses@bah.com
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