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1. Introduction

The American Heart Association (AHA) is dedicated to saving more lives through research, training, and
education designed and owned by the AHA. CPRverify is a web-based application designed specifically to
support AHA training internationally. The Instructor Network serves the same purpose within the United
States.

These applications make it possible for Training Centers and instructors to monitor and track their AHA
training, including publishing classes for students to sign up for, managing student rosters, and many other
functions. They also provide the ability for managing Training Center alignments and permission.

Currently, the 2 applications are separate to cater to different geographies, either within or outside of the
United States. Atlas is a reimagined solution that caters to the global market. This digital platform is
available to the AHA training network, including Training Centers, sites, instructors, and students who are
located anywhere in the world, working together to make a difference and save more lives.

2. Purpose

The purpose of Atlas is to provide a single application for all audiences across the world. This document has
been created to help ensure a smooth onboarding journey, focusing on the different capabilities within the
Atlas application, and will serve as an instructional guide for users to successfully navigate and perform
various application functions within the system.

3. Intended Audience

The intended audience includes Training Center Coordinator (TCC), Training Site Administrator (TSA), Training
Center Administrator (TCA), Training Site Coordinator (TSC), Training Faculty, instructors, and students.

4. Abbreviations and Descriptions

Abbreviation Description

TC Training Center

TCA Training Center Administrator
TCC Training Center Coordinator
TS Training Site

TSA Training Site Administrator
TSC Training Site Coordinator

5. Viewing Instructors

Instructors play a key role in delivering classes through Training Centers and Training Sites.
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51 View
e Login as TCC/TCA/TSC/TSA as highlighted in Figure 1.

English [default language) v

o’
O [orerenc]

Figure 1. TCC Login.

e Select Training Center from the main navigation menu, and then select Instructors from the drop-down,
as highlighted in Figure 2.

Dashbaard Cladsias

Training REsourcirs « Hilp and Support ~

Training Center »

e W

Figure 2. Training Center main navigation menu—Instructors sub menu.

e The Instructors page displays the Pending Alignments, as shown in Figure 3.

Carica Training Center L

nter /| Manage Instructor

& Instructors Align Instructor >
Pending Alignments

Ingtructoe Namse Ingtructor Mame Ingtructor Name

NS B HAud One nsmichael herber

Distphae Duacipling Discipine

Dracire m WWiithdraw Withdraw

INSIPUCHOr Mame
robort bosch

Dn

Discipline
e

peelne

Figure 3. Instructors page—View
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5.1.1 Instructors List

When users navigate to the Instructors page, the Instructors list displays records of all the instructors aligned
with their Training Center or Training Site.

e Select a Training Center or Training Site from the Organization drop-down, as highlighted in Figure 4.

Carleca Training Center

Carica Training Center
r/ Manage Instructor

#* Instructors &'

Pending Alignments

ABCTestDecli
ABCTEstDeCIe
TS with img
TS jammes

Fragaria Training Center

Figure 4. Organization drop-down.

¢ Navigate through the Instructors page; the Instructors list displays as highlighted in Figure 5.

Sort By:  First Name w L

Firse Marnafinstructor iD Last Marrs Ernail Address Organiration Discipline Actions

Usenr hiblscusasesgimaliinatorcom’ TSI jJames pais @ =S

rormass Users hitscus usesgmaliinatorcom  ABCTestDeCHS Py

Figure 5. Instructors list.

5.1.2 Instructors List Filters

Users can apply filters to display the Instructors list.

Training Site (TS) Name

V2.0,07/28/2021 6
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If users select an option from the Training Site (TS) Name drop-down, then the list displays the Instructors
who belong to the selected Training Site, as shown in Figure 6.

Role Tralning Site (T5) Name Name/Emallfinstructor 1D
Export » Sort By:  First Name v
First Narme/instructor ID Last Marmie Email Address Organization Diseipling Actions.
15 UG ACCIIBIENATGTLCoM abe latest2321 CEN o ]
sShowing 1 to1 of 1 results

Figure 6. Training Site (TS) Name filter.

Name/Email/Instructor ID
If users enter a value in the Name/Email/Instructor ID, then the search result displays the Instructors

[ ]
based on the input provided (Email ID, as shown in Figure 7).
Role Training Site (TS) Mame Mame/Email/instructer ID
Instructor - Choose a Training Sité « I stg.eco@mailinator.com » Tl More Filters +
Export » Sort By:  First Name w | e
First Namedinstructor 1D Lasz Name Ermail Address OrganiTation Disciplineg Actions
En BrLOM Carica Tralning Certer PALS o BLS o -
SAgrcs grmailinater e b latest2 Bs @ =
Showing 110 2 of 2 results
Figure 7. Name/Email/Instructor ID text box.
e For more filters, users can select More Filters, as highlighted in Figure 8.
Role Tralning Site (TS) Name Name/Emailfinstructor ID
Instructor w Choose a Training Site stg.ecc@mailinator.com ®x Q
Figure 8. More Filters.
e Select More Filters; Disciplines and Alignment Status will be visible.
Disciplines
e Users can select options from the Disciplines drop-down, as highlighted in Figure 9.
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Rale Training Site (TS] Mame Name/Email/instrector 1D
Instructar - Choase a Tralning Site. w Q. Fewer Filters ~
Discipiines Alignment Status

T petected x | anm w

B Advanced Cardicvas.

Bl Pedlatric Advanced . Sort By First Name L AR S
ERRCLIne Support Last Mame  Email Address Organization Ciscipline Actians
Haare Saver

o 5 wilt . = J

Figure 9. Disciplines filter.

e Select the options from the Disciplines drop-down (ACLS, PALS shown here); the Instructors list displays
as highlighted in Figure 10.

[First Mama/instructor ID Last Mams Email Address Organization Discipline Actions
User bscususergmalinatoncom  ABCTestDecks acis
" rreiliaiarcs % -
iy User hibscus sen@malingtor.com estDec acis {5
e u hibs @malinatorcom | Car aC . © J
Figure 10. Instructor list display based on selected disciplines.
Alignment Status

e Users can select an option from the Alignment Status and display the Instructors list accordingly, as
highlighted in Figure 11.

Disciplines Alignment Status
Choosg a Discipline | w All -
Al
Export » Acthoe Sort By:  First Name
First Nasma/instructor ID Expired Organization Discipbng
. Nat Allgred
sert hibiscus.usergmaliinatoncom | Carica Training Center eas ) s 0
me i  eaus

Figure 11. Alignment Status filter.

Export and Sort By

e Users can export the Instructors list by selecting the Export link, as highlighted in Figure 12.
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oty | Fistrame | ) 41
First Hame/instructor ID Last Harme Ermiail Address Crganization Discipline Actions
:‘N_ b atot.com al & e @

| e am m . ° ) o
| o - CE - [ o]

Figure 12. Instructors list—Export link.

e The exported Instructors list downloads as a CSV file.

Users can sort the Instructors list in ascending or descending order by selecting First Name or Last Name
from the Sort By drop-down, as highlighted in Figure 13.

Export > Sort By: | First Name AL
First Namefirstructar 10 LastMame  Emall Address Organization Biscipline Flrst Name ons.

I Es:---_.: s @€ Last Name

| e Userr hibiscutsengraainamorcon| Cara Tralning Csnter T - ) -

Figure 13. Instructors list—Sort by drop-down.

6. Manage Roles
6.1 Manage TCA

Training Center Administrators (TCA) can administer the functionalities of a Training Center according to their
role privileges.

e LoginasaTCC userasshown in Figure 14.

English [default language) »

9 B TCC Stage v P

Figure 14. TCC Login.

e Select Training Center from the main navigation menu, and then select Admins from the drop-down
under Training Center, as shown in Figure 15.
V2.0, 07/28/2021




Atlas User Manual

Dashboard Classes « Training Center ~ Training Resources « Help & Support « HBS Admin ~

| Tralning Center »

2

My Account

Figure 15. Training Center main navigation menu—Admins sub menu.

e The Training Center Administrators page displays the Pending Request(s), as shown in Figure 16.

(R LIERLE I Carica Training Center o

Admins

* Training Center Administrators Add a Mew Tralning Center Administrator ¥
Pending Requast(s]

Embil Address Email Address Ernail Address

e T t=fp.com Teststgfmalinator.com

Date Irmvited Date rmvited Cate Invited

o7« O - 2030 O« O = 031 05« D a3

—>» >

Figure 16. Training Center Administrators page—Pending Requests.

e When users navigate through the Pending Request(s), the TCA list displays, as shown in Figure 17.
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Expart » Sort by:  Flrst Name w b
First Marw Last Hame Ermail Address Actianis]
gt
Tca irrsitercleT CAL2 R mailinator.com -
Rl A _
castage rodetesttcafdmallinatorn.oom s

stg_tocuserifimadlinator.com -

Tee

Admin ga_tccuser2@mailinator.com —
TOTIATEIEL drm a_teous nailina

Figure 17. TCA list .

e Users can view the Pending Requests and the TCA list for different organizations by selecting an option
from the Organization drop-down on the top right corner, as shown in Figure 18.

Carica Training Center

Carica Training Center
2 | Admins d? ABCTastDecks
ABCTestDecks

# Training Center Administrators Addl  Towish img

TSI james

Fragaria Training Center

Pending Request(s)

Figure 18. Organization drop-down.

Note

e Forregistered users of Atlas, Name displays on the request cards. For the unregistered users, Email
Address displays on the request cards in the Pending Requests section, as highlighted in Figure 19.

V2.0,07/28/2021 1"
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Email Address
test@rrt.com

Date Invited
02 - 04 - 20

Name
Stg Ins role

Date Invited
01-20-20A

Figure 19. Pending Request section—Request Cards.

e Users with a TCA role and an Instructor role in other organizations displays along with an Instructor ID
in the TCA list, as highlighted in Figure 20.

Expey »

First Namss

Larst Maima Emai Address

Sort by: | First Name g e

i)

-

Figure 20. Details of Instructor who is also a TCA .

6.1.1 Actions: Permissions

e Select arecord from the TCA list, navigate to Actions, and select the 3 dots (...). From the pop-up box,
select the Permissions link as shown in Figure 21.

V2.0,07/28/2021
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First Harme Lagt Mame Erraill Address Actionis) Q
el .
IniteraleTCATZ @ mailinatorcom -
Boletestica
Toastage roletesticag@mailinatorncom =

Usera stg_teeuseri@emalinator.com

Delete

Admin Ga_lccusera@mailinator.com Permissions

Figure 21. TCA list - Permissions link.

e When the Manage TCA Permissions page displays, users can update the Read or Write permissions and
Enable or Disable permissions for the set of features for each TCA, as shown in Figure 22.

Training Center [ Training Center [ Admins / Manage TCA Permission

#*Training Center Administrator Permissions for StgTCC usero

Name
SAgTCC wserd

Permisslons
Class Management [ Read []Write
Cther Tralnings [#F|Read [/ Write
Rester Management FRead [7]Write
Student Management [ Read [# Write
Instructor Management [#]Read [#] Writa

V2.0,07/28/2021 13
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TCA Managerment [ Read [#] Wirite
T5C Managemant = Fead [ White
lssue Exam 7 Read [ Write
Card POC Templates [ Fead [] Write
Monitaring [ Rsad [ Wit
Rermediation (= Fead [+ Write
User Permissions = Read [#] Wite
ORG Role Permissions [ Read [#] Write
Location Management [ Read [ Write
TSA Management [ Read [#] Write
Feedback () Enable (@ Disable
TS Management ® Enable Diizabls
Inventory Management (® Enable Dizable
Edit T5 Picture ® Enable
View TS Info ® Enzble ) Dicable
Edit TC Info ® Enable cable
View TC Info (® Enabi
Training Site Listing ® Enable Disable

Figure 22. Manage TCA Permissions page.

e Once the changes done, select Update as shown in Figure 23.

 a—7
Cancel | Reset 1o default .
. oy

Figure 23. Permissions - Update button.

e This user action displays a pop-up prompting confirmation of the update; select Apply Changes as
shown in Figure 24.

V2.0,07/28/2021 14
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Permission Change Confirmation

Are you sure you want to make the indicated ck
Training Center Administrator permissions of 5

Cancel Apply Changes

Figure 24. Permissions update confirmation pop-up.

o After users select Apply Changes, a success message appears on the Training Center Administrators
page, as shown in Figure 25.

& Permissions Updated Successfully for StgToC wsero @

% Training Center Administrators Add a New Tralning Center Administrator »

Figure 25. Permissions update success message.

e If users want to restore the permissions to the Organization’s default, they can select Reset to default,
as highlighted in Figure 26.

™
Cangel I\\ Reset to default
___

Figure 26. Permissions—Reset to default button.

e This user action displays a pop-up prompting confirmation for resetting to default; select Reset
Permissions as shown in Figure 27.

V2.0,07/28/2021 15
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Reset to Defaults

Are you sure you want to reset the Training Center Administrator

permissions for StgTCC usero their default values ?

Figure 27. Reset to Defaults confirmation pop-up.

o After users select Reset Permissions, a success message appears on the Training Center Administrators
page, as shown in Figure 28.

@ Permissions Successfully Reset to Defaults for StgTCC usero &
#* Training Center Administrators Agdd a Mew Training Center Administrator »

Figure 28. Reset to default permissions success message.

6.1.2  Actions: Delete

e Select arecord from the TCA list, navigate to Actions, and select the 3 dots (...). From the pop-up box,
select Delete link as shown in Figure 29.

First Mama Last Name Email Address Action(s) m
Roletca
Tea ritErcleT CA I mailinatonoom -y
Delete c:'
Roletestica
Teastage rodetestica@mailinator.com P PO,
Stghoe .
T Useng sig_tocuserfmailinatos.com
i R o

Figure 29. TCA list - Delete link.

e The above user action displays a pop-up prompting confirmation about the Delete, select Delete as
indicated in Figure 30.

V2.0,07/28/2021 16
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Delete TCA
Are you sure you want to delete Roletca Tea from the role of TCA? &

Figure 30. TCA deletion confirmation pop-up.

e Selecting Delete, a success message appears on the Training Center Administrators page saying,
“Successfully updated User” as shown in Figure 31.

| Adming

& Successfully updated User ?

*Tral'ning Center Administrators Add @ New TCA 3

Figure 31. TCA deletion success message.

Note
Action Delete only deletes the TCA role of the user in the current Organization. If a user is TCA in another
Organization, their role will continue to exist.

6.1.3 Add a New Training Center Administrator

e Users can add a new TCA to the Training Center by selecting the Add a New Training Center
Administrator link on the top right corner, as highlighted in Figure 32.

Organization ST Training Cented Lo

T/ Adming

* Training Center Administrators Add a New Tralning Center Administrater »

Figure 32. Add a New Training Center Administrator link.

e This user action displays an Add a New Training Center Administrator page. Enter the Email Address
and select the radio button Default from Permissions, and then select Send Invitation as highlighted in
Figure 33.

V2.0,07/28/2021 17
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Teainang Conter | Admmins | Add 3 New TCA

Add a New Training Center Administrator

Email Address ﬁ

ksujesh7a5@gmailog

Permissions *

Send Inwitation

Figure 33. Add a New Training Center Administrator page.

e After selecting the radio button Custom, users can customize the Read or Write permissions and Enable
or Disable permissions for the set of features for the new TCA role, as shown in in Figure 34.

Permissions *

Defaulz [.} LIty

Cther Tralnings [ Read [ Write
Rester Management [FRead [& Write
Student Management [ Read [# Write
Instructar Managerment [F Read [ Write
TCA Management [ Fead [ Write

TSC Management Read [+ Wrte

Issue Exam [FRead [7] Write

Card POC Templates A Read [3 Write

V2.0,07/28/2021 18
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Monitoring FRead [FWrite
Remediation FRead [FWrite
User Permissions FRead [ Write
ORG Role Permissions | Read [ Write
Class Management [ Read [ Write
Location Management | Read [ Write
TSA Management FRead [4Write

Feedback Enable @

TS Management [

Inventery Management ]

Edit TS Picture ) Enabils

View TS Infe [

Edit TC Info @ Enabk

Wiew TC Info @ Enable

Tralning Site Listing i E

Cancel Send Invitation G’j

Figure 34. New TCA Invite -Custom Permissions.

e After users select Send Invitation, a success message appears on the Training Center Administrators
page stating Invite sent successfully as shown in Figure 35.

© TCA Imvitation Successfully Sent to ksujesh7558gmail.oom Zf?

* Training Center Administrators Add a Mew Training Center Administrator >

Figure 35. TCA Invite sent success message.

e The newly sent invite details will display as a Request Card in the Pending Requests section of the
Training Center Administrators page, as highlighted in Figure 36.

V2.0,07/28/2021 19
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#* Tralning Center Administrators Add 3 New Training Center Administrator »
Pending Request(s)
Ermall Address Email Address Emadl Address
EtgethTRUBgmailoam BB pcam Bt BTECom
Date Invited Dabe Irmited Dater Inwited
O - O - B2 O - 05 - A0 02 - 04 - 1O
Withdraw Withdraw m

Figure 36. Pending Requests section—newly sent invite display.

e When users accept the invitation sent by the Organization, the Request card disappears from the
Pending Requests section.

Note

e [fusersenteran already aligned person’s Email Address and try to send an invite, a warning message
displays, as highlighted in Figure 37.

A User invitation already existing. entity has conflict C?

Add a New Training Center Administrator

Errail Address ®

lsupeshTs5Egmailoom

Permissions *
& Detfaulr

caneel m p

Figure 37. Duplicate Invitation warning message.

e [fusersenteraninvalid Email Address and try to send an invite, an error message displays, as
highlighted in Figure 38.

V2.0,07/28/2021 20
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A Invalid emall address [:5

Add a New Training Center Administrator

Emall Address =

Permissions *
o [ef

[2

Cancel Send |nwitation

Figure 38. Invalid email address error message.

6.1.4  Withdraw Invite

e Atany time, users can withdraw the invite by selecting Withdraw on the Request card, as highlighted in
Figure 39.

Pending Requestis)

Emall Address Emadl Address Emall Address

sujeshfmyr.oom ksujeshi@gmailoom ksujesh?

Date nited Dot Invited Dae imvited
07 « 07 = 200 OF - 07 « 2021 07 = OF - 203

Figure 39. Request Card—Withdraw button.

Ce g il

e This user action displays a pop-up prompting confirmation; select Withdraw Invitation as shown in
Figure 40.

V2.0,07/28/2021 21
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Withdraw TCA Invitation

Are you sure you want to withdraw the invitation for
ksujeshi@xyz.com to become a TCA for Carica Training Center ?

Cancel Withdraw Invitation

Figure 40. Withdraw Invite confirmation pop-up.

o After users select Withdraw Invitation, a success message appears on the Training Center
Administrators page, as shown in Figure 41.

9 Irvitation to keujeshilayzcorm is successtully withdrawn. &:)
* Training Center Administrators Add a New Training Center Administratos »

Figure 41. Invitation withdrawn success message.

o After selecting Cancel from the pop-up, users can go to the Training Center Administrators page.
e When an Organization withdraws an invite, the Request card disappears from the Pending Requests
section.

6.1.5 Organization Dashboard: Tasks to Complete

e When a user from the Organization logs in, the accepted invite acknowledgment displays in the Tasks to
Complete section of the user Dashboard, as highlighted in Figure 42.

V2.0,07/28/2021 22
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Dashboard

My Account
Tasks to Complete
2% Daghboard
B sy Erefile TCA Accepled User Status Ratifled User Status Revoked
B iy Classes o
mailinato superusersigfimallinato

Bl Procd Of Cornpletion

PE0M Mg b niuilified L0 Mg B fevked
m e i m

Figure 42. User Dashboard—Tasks to Complete section.

6.1.6  User Dashboard: Tasks to Complete

e When the user who received the request logs in, the incoming TCA alignment request card displays in
the Tasks to Complete section of the user dashboard as highlighted in Figure 43.

Dashboard

My Account

Tasks to Complete
2% Dashboard
Bl iy Profile Incomineg Reguest TCA
B vy e b |

o A

|~ C 1 airing e

Figure 43. Tasks to Complete section—Incoming TCA Alignment Request.

o  When users select View Request from the Request card, the pop-up in Figure 44 displays.
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TCA REQUEST

TC Marme
Carica
Training

Center

Figure 44. TCA Request confirmation pop-up.

e Users can accept or decline the incoming TCA alignment request by selecting Accept or Decline from
this pop-up.

6.1.7
e The Role filter automatically selects Training Center Administrator (TCA), as highlighted in Figure 45.

TCA List Filters

| Aoletcs

Teastage

revitercleTCAINE mMalibnetor coems

rodetesticafmalingtice com

| Roletesttca

Rrle SEarch

Trainirg Conter Administrater [TCA)  w | Envbisr A, ary F iASErUETor [+
Expor > Sortby: | First Mame w L
First Muirss Lkt Bmirsh Errubil Subdneds inerionds]

Figure 45. TCA list—Role Filter.

e Users can enter their name, email, or instructor ID in the Search field and display the TCA list
accordingly, as shown in Figure 46.

Rl Saarch

Training Center Administrator [ TCA]  w | Stg

Expart » Sortby:  First Name w
First Mamie Last Hame Ernsil Address Action|s)
sigtcc
AL Ll “g recuterifmailinator.oom ses

Figure 46. TCA list—Search text box.

V2.0,07/28/2021
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Export and Sort By
e Users can export the TCA list by selecting the Export link, as highlighted in Figure 47.
Expoart » Sort by: | First Mame L il
First Narms Ladt Hamag Email Address Action|y)

Figure 47. TCA list—Export link.

e The exported TCA list downloads as a CSV file.
e Users can sort the TCA list in the ascending or descending order by selecting First Name or Last Name
from the Sort by drop-down, as highlighted in Figure 48.

Exgeait ¥ Sart by: | First Name LIRS
Fiest Hame Last Narns Email Address Eirst Name
Last Mame

Figure 48. TCA list—Sort by drop-down options.
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6.2 Manage TSC

TSCs can manage all the functionalities of a Training Site.
e LoginasaTCC/TCA user, as shown in Figure 49.

English [default language) v

o

[

t’ BTCC Stage v

Figure 49. TCC Login.

e Select Training Center from the main navigation menu; from the drop-down, select Coordinators within
the Training Site, as shown in Figure 50.

Drashiboand Classes « Training Respurces Help & Suppart « HEBS Admin «

Trabning Center »
i
My Account
&L Daskiboard Trabning Site » :
By Brafile Cosrdinators i
Bl My Classes

Figure 50. Training Center main navigation menu—Coordinators sub menu.

e The Training Site Coordinators page opens, displaying the Pending Request(s), as shown in Figure 51.

(LA LI Carlca Tralndng Conter -

Coordinators

# Training Site Coordinators Add a Training Site Coordinator
Pending Request|s)

Emall Ackdress Hame Hame

Tesistgifbmadlinaios coer nstruscton Roke Seven SIBGHE ICCUSET

Dwte Irmvited Date Invited Cate Invwited

05 = Ok = 20T Ol = 21 - 3021 O = 20 = 203

Withedrarey Withhrans

Figure 51. Training Site Coordinators page—Pending Requests.
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e  When users navigate through the Pending Requests, the TSC list displays, as highlighted in Figure 52.

Export ¥ Sort by: | First Hame w L

Flrst Mama Last Mama Ernail Address Acticnis]
Jarmes Tsc

! g i c
2T 3¢ .

e mationpoint usenmallinstor.com L]

F rielaerdal
Tsc

s1age tscstgipmallinatos.com s

" -
Tscch
T F e
H e o

Figure 52. Training Site Coordinators list.

6.2.1 Actions: Permissions

e Select arecord from the TSC list, navigate to Actions, and select the 3 dots (...). From the pop-up box,
select the Permissions link, as shown in Figure 53.

[First Marmse Lagt Name Ernail Address Actionis) m
Jarnes Tee
| . Liggsr amies i Bmailinator.com F
Delete
MEtion poant
i Liser mationpointusenimailinator.com Perrmisgiong

Figure 53. TSC list - Permissions link.

e Please refer to section 6.1.1 and follow the same steps.
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6.2.2  Actions: Delete

e Select arecord from the TSC list, navigate to Actions, and select the 3 dots (...). From the pop-up box,
select the Delete link, as shown in Figure 54.

Firgt Hame Last Name Errail Addoess M}ﬁ[ﬂ?

Jasmees Tse
o jarnes_tsegrmailingtanoom
Dalete @

Lisar mslinpHnLiSeniimailinator.com Permisgions

Figure 54. TSC list—Delete link.

e Refer to section 6.1.2 and follow the same steps.
e Users can view the Pending Requests and the TSC list of different organizations by selecting an option
from the Organization drop-down in the top right corner, as highlighted in Figure 55.

Carica Tfaimng Center o]
Carica Training Center -

+ | Coordinators ABCTestDecls
ABCTestDecl
# Training Site Coordinators TS with img
TS james

Fragaria Training Center

Pending Request(s) D Tealoino Soneorl

Figure 55. Organization drop down.

Note
e There can be only one Training Site Coordinator (TSC) for a training site.

6.2.3  Add a Training Site Coordinator

e Users can add a new TSC to the Training Site by selecting Add a Training Site Coordinator link on the
top right corner, as highlighted in Figure 56.

Coordinators

* Training Site Coordinators Add a Training Site Coordinator »

Figure 56. Training Site Coordinators page—Add a Training Site Coordinator link.
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e Add a Training Site Coordinator page displays. Enter the Email Address, and select an organization
from the Training Site drop-down, as highlighted in Figure 57.

Irvite TSC

Add a Training Site Coordinator

Ermail Address *

L5a St maisna lor.com I

Training Site *

| TS Carica o |

Figure 57. Add a TSC fields.

e Select the radio button Default from Permissions, and then select the Send Invitation button as shown
in Figure 58.

Permissions *

d.]:-

Canced Send Inyitation

Figure 58. Add a TSC - Setting Permissions and Send Invitation button.

e After selecting the radio button Custom, users can customize the Read or Write permissions and Enable
or Disable permissions for the new TSC role’s features.
e Referto section 6.1.3 for Manage Permissions and follow the same steps.

6.2.4  Withdraw Invite

e Referto section 6.1.4 and follow the same steps.

6.2.5 Organization Dashboard: Tasks to Complete

e Referto section 6.1.5 and follow the same steps.

6.2.6  User Dashboard: Tasks to Complete

e Referto section 6.1.6 and follow the same steps.

6.2.7  TSC List Filters
e The Role filter automatically selects Training Site Coordinator (TSC) as highlighted in Figure 59.
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Role Training Site Search
Training Site Coordinator | TSC | vl Choose a Training Site o Enter namse, erma ¢ instructor I Q
Export » Sort byt First Hame w | ol
First Mame Last Mame Ernail Address Aactiosr|s)

Figure 59. TSC list - Role filter.

e Users can select an option from the Training Site drop-down and display the TSC list accordingly, as
highlighted in Figure 60.

Role Training Site Search
Training Site Coardinator [ TSC ) w T51 jarmes X w Enter name, email, or instructor 1D Q
Expoit 3 Sort ke First Mame w
First Narmay Lot Mamen Ermall Acidress ctionds)
ames o
NewToiTee TSC_james nesw i cmegimailinator.com -

Figure 60. TSC list—Training Site filter.

e Users can enter the name, email, or instructor ID in the Search field and display the TSC list accordingly,
as shown in Figure 61.

Role Training Site Search
T5C w Choose a Trainil w tscstg@mailinator.com ¥ Q
Expodt » Sort by First Marme w
First Narma Last Nam Ernail Addiess ACTiGhs
. Stage tsestgfmalinatoncem

Figure 61. TSC list - Search text box.
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Export and Sort By
e Users can export the TSC list by selecting the Export link, as highlighted in Figure 62.
Expart » Sort by First Name w ol
First Hama Lt Mame Erruil Addrois Actianiy]

Figure 62. TSC list—Export link.

e The exported TSC list downloads as a CSV file.
e Users can sort the TSC list in ascending or descending order by selecting First Name or Last Name from
the Sort by drop-down, as highlighted in Figure 63.

Export * Cort by First Mame LA
E
First Narne Lt Hurmea Ervadl Address Eltst Mange
| James TsC . Last Mame

Figure 63. TSC list—Sort By drop-down options.

6.3 Manage TSA

Training Site Administrators have the same privileges as the TSC. They can administer all the functionalities
of a Training Site.
e LoginasaTCC/TCA/TSC user, as shown in Figure 64.

English [default language) v

e
9 BTCC Stage v P

Figure 64. Log in as a TCC/TCA/TSC.
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e Select Training Center from the main navigation menu; from the drop-down, select Admins from
Training Site as shown in Figure 65.

HBS Admin v

Dashboard Clagses + Training Center ~ Training Resources » Help & Support ~
1 Tralning Center »
My Account
&% Daihboad Tralning Site » ﬁ
B sty Profie rdinatons Adry
B My Classes

Figure 65. Training Center main navigation menu - Admins sub menu.

e The Training Site Administrators page opens, displaying the Pending Requests as shown in Figure 66.

[=l-ERIPSTEL LN Carica Training Center w

Admilns

Add a Mew Training Site Administrator »

# Training Site Administrators

Pending Requestis]
Email Aodress M Email Addeess
eststpEmallinator.com O —— N
Diate Irvited Crate Invited Crabe invited
a5 - & &l & - 26 - 2030

=D =D

Figure 67. Training Site Administrators page—Pending Requests section.
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e When users navigate through the Pending Requests, the TSA list displays, as highlighted in Figure 68.

Export ¥ Sort by First Marme w L
First Hame Last Mamae Errail Adiciress Actionfs)
.\ st tccuserigmallinator.com -
AT
. Chundur tanujachunduigilaendal.com -
Tsaanne
Hixdson TS&_annehudsonfimailinatonoom E

Showing 1 to 3 of 3 Results

Figure 68. Training Site Administrators list.

6.3.1  Actions: Permissions

e Select arecord from the TSA list, navigate to Actions, and select the 3 dots (...). From the pop-up box,
select the Permissions link, as shown in Figure 69.

First Hama Last Mame Email Address Action(s) z:?

Crpier
- LPEer now F i L PR —
S LsEng sho tecuserifsmailinator.com
058555 d 1

Delete
Tanuja 5 I I
SIETIITEL Churdir tanyjachundurilaendal.com Permissions

Figure 69. TSA list - Permissions link.

e Refer to the section 6.1.1 for Manage Permissions and follow the same steps.
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6.3.2  Actions: Delete

e Select arecord from the TSA list, navigate to Actions, and select the 3 dots (...). From the pop-up box,
select the Delete link as shown in Figure 70.

First Name Last Nama Emall Address Mhﬂ[ﬁ]ép

5t 9 cC
e Usero stg_tecuserimailinator.com .
IAEAsL 0

Delete .E?'
Tanuja
FNPETATTES

Chumnduri anuachunduri@iasrdal.oom Permissions

Figure 70. TSA list - Delete link.

e Refer to section 6.1.2 and follow the same steps.
e Users can view the Pending Requests and the TSA list for different organizations by selecting an option
from the Organization drop-down on the top right corner, as highlighted in Figure 71.

Carica Training Center -~
Carica Tralning & -

te | Admins ABCTestDeclE
ABCTestDecle
* Training Site Administrators Adl TS withimg
TS jarmes

Fragaria Training Center

Pending Request(s) T

Figure 71. Organization drop-down.

Note
e There can be any number of Training Site Administrators (TSA) for a training site.
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6.3.3  Add a New Training Site Administrator

e Users can add a new Training Site Administrator to the Training Site by selecting Add a New Training
Site Administrator link in the top right corner, as highlighted in Figure 72.

[olfs ELTLER I Carica Traindng Center v

Admins

# Training Site Administrators Al 3 Mew Training Site Adminissrator »

Figure 72. Training Site Administrators page—Add a New Training Site Administrator link.

e This user action displays Add a Training Site Administrator page. Enter the Email Address, select the
Training Site, and select the radio button Default from Permissions, as shown in Figure 73.

Training Sive | Admnar Irvite TSA

Add a Training Site Administrator

Email Address

ksujesh TSR mailcom @

Training Site *

TS Casica X w @

Permisslons *

Figure 73. Add a Training Site Administrator fields.

e Select the Send Invitation button, as shown in Figure 74.

2

Cancel Send Invitation

Figure 74. Add a Training Site Administrator page—Send Invitation button.
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e After selecting the radio button Custom, users can customize the Read or Write permissions and Enable
or Disable Permissions for new TSA role’s features.
e Referto section 6.1.3 for Manage Permissions and follow the same steps.

6.3.4  Withdraw Invite

e Referto section 6.1.4 and follow the same steps.

6.3.5 Organization Dashboard: Tasks to Complete

e Referto section 6.1.5 and follow the same steps.

6.3.6  User Dashboard: Tasks to Complete

e Referto section 6.1.6 and follow the same steps.

6.3.7  TSA List Filters
e The Role filter automatically selects Training Site Administrator, as highlighted in Figure 75.

Role Training Site Sparch

[Trainin-;EileMm:nisiratur(TSM vl Choosa a Tralning Site w Enites narme, email, of nstructor 1D Q

Export Sartby: FirstMame  » 4
First Masme Last M Ermall Addrwss Actionis)
f-'l'::.:'.:__.:__l Userg stg_toouseri@mailinator.com -

Figure 75. TSA list - Role filter.

e Users can select an option from the Training Site drop-down and display the TSA list accordingly, as
shown in Figure 76.

Role Tralning Site Search
Training Site Administrator [ TSA ] W IPLCSKZ X o Enter marme, email, or instructor ([ Q
Export » Sort by First Mame aw L
First Hame Last Hamss Emall Address Action|s)
Shgic
T e Liig 1epmailing T

Figure 76. TSA list—Training Site filter.
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e Users can enter the name, email, or instructor ID in the Search field and display the TSA accordingly, as
shown in Figure 77.
Hole Training Site Search
Training Site Administrator | TSA ] w Choose a Training Site w sig w | Q I
Export » Sort by First Name LU,
First Harra Last Mamas Email Address Acthoan(s]
- Usemn ia] s bl ntoe coim al
Figure 77. Display TSA—Search text box.
Export and Sort By
e Users can export the TSA list by selecting the Export link, as highlighted in Figure 78.
Export Sort by First Name w
[Farst Maimay Last Harms Emad Acdriss Actien|s)
| Taniga
HRIETTRL Chundir tanujachundurigiaerdaloom
Figure 78. TSA list—Export link.

The exported TSA list downloads as a CSV file.
e Users can sort the TSA list in the ascending or descending order by selecting First Name or Last Name
from the Sort by drop-down, as highlighted in Figure 79.

Export ¥ Sart bye | First Name AL
—_— Last Erradl Address Flrst Mame
Last Mane
- Al _LEeumerH A B Aalo Lo
| I-.'":-.: I-.--._ h

Figure 79. TSA list—Sort by drop-down options.
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6.4 Manage Faculty
Faculty members are higher ranking instructors who teach instructor training courses.
6.4.1 Manage Faculty: Training Center

e LoginasaTCC/TCA user as shown in Figure 80.

English |[default language) v

L
t’ o1cc stagew | M0

Figure 80. TCC/TCA Login.

e Select Training Center from the main navigation menu; from the drop-down, select Faculty as shown in

Figure 81.
Drashiboard Classes » Training Center = Training Bescurces ~ Help & Support HBS Admin ~
| Training Center »
My Account o

Figure 81. Training Center main navigation menu—Faculty sub menu.

e The Faculty page opens, displaying the Faculty list as highlighted in Figure 82.

* Faculty
Frole Tralning Site Discliplines
Faculty w Chaase a Training Site w Chooase a Discipline -
Search
E a
Export » Sartiy:  First Mame v L
First M Lanst Warre Ermail Address Srganisation Drscipling Acticon(s]
HalDesouss
. LISaeT PGS S LS TR i inALa L0m T5] jaeries
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.“'a.':""' MR oM Ires_jamies newcomeimadinatorcom | Carica Training Center PALS =
Kulka wulkninifangeticem Cadica Training Cented -

-:I_:i s stageins@mallinator.com Test-12 BLS -

.‘.." '{'-. ’ Toh, Sy £ -

Figure 82. Faculty page—Faculty list.

e Users can view the Faculty list that belongs to different organizations by selecting an option from the

Organization drop-down in the top right corner, as highlighted in Figure 83.

m c:ﬂ ::[r:am :cewa
g Ining Center )

Faculty ABCTestDechs
ABCTestDechE
W Faculty &7 TS with img
Fragaria Training Center
Role Tralning Site Discip L

Figure 83. Organization drop down.

6.4.2  Faculty List Filters

e The Role filter automatically selects Faculty, as highlighted in Figure 84.

Role Training Sie Disciplines
Faculty ¥ Choose a Tralning Site i Chaose 3 Discipling w
Search
] Q
Export » Sort by: | First Mame w ol
First Narme Last Name Email Address OrpaniEation Disciplirm Actionfs)
| 2 - ,::. Liserr hibscus user Spmallinataroom TS1 james 15
SRS ) ) N ; ) _
SHEE0ED Hewcoms ns_jamesnewcome@malinatorcom | Casica Training Center PALS =

Figure 84. Faculty list—Role filter.
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e Users can select an option from the Training Site drop-down and display the Faculty list accordingly, as
shown in Figure 85.

Role Traiming Site Disciplines
Faculty w Carica Ins Test TS o ow | Choose a Discipline w
Search
Q
Expart ¥ Sort by:  First Name w A
First Hamar Last Marmss Errall Acdvess Oganisation Drscipline Action(s)
b ':.'. |l 4lap Ca | Ts BAlL -

Figure 85. Faculty list - Training Site filter.

e Users can select an option from the Disciplines drop-down and display the Faculty list accordingly, as
shown in Figure 86.

Role Training Site Disciplines

Faculty o Choose a Training Site P Basic Life 5. ¥ o
Search

i Q

Export » Sort by First Name o o

First Hasmm Laist Mame Ermadl Address Ovganisathon Ciscipling Action(s]

A
........ Ines stageinsgmallinator.com Test-12 BLS =

Figure 86. Faculty list - Disciplines filter.
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e Users can enter the name, email, or instructor ID in the Search field and display the Faculty accordingly,
as shown in Figure 87.
Raliy Tialalng Site Dsciplimes
Faculty b Chooss & Training Site w Choose a Discipline -
Search
Hibizous userfirmailinator.com s O I
Expoat ¥ Sort by First Mamae w | e
Firgs Harma Laat Marra Ermail Acddress CHgareLstion Deprapling Actiony)
Figure 87. Display Faculty—Search text box.
Export and Sort By
e Users can export the Faculty list by selecting the Export link, as highlighted in Figure 88.
Expont ¥ Sortby:  First Narme L AR |
[First Maime Last Naims Emall Addeass Organisation Descipling Actionis)
| I’}_:u': AT ns_jamesnnveomelimalnatoroom | Carkca Training & PALS -
Figure 88. Faculty list—Export link.
e The exported Faculty list downloads as a CSV file.
e Users can sort the Faculty list in ascending or descending order by selecting First Name or Last Name

from the Sort by drop-down, as highlighted in Figure 89.

Expart » Sart by | First Mame A L
First Narne Last Hame Email Address Organisation piscy| ElLSLHAME 5
ilbise11es Last Hame
— . R pa— - :

SN AT L HALS

Figure 89. Faculty list—Sort by drop-down options.
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6.4.3  Actions: Permissions
Select a record from the Faculty list, navigate to Actions, and select the 3 dots (...). From the pop-up

[ ]
box, select the Permissions link, as shown in Figure 90.
First Hama Last Name Ernail Address Grganisation Distipling mﬂﬂ&
Hibicuss
| HITETEAN Usen eSS, JS-E';F"IJ'P"E'.C'EG'T- -T-_E i = PALS F
Change 1o Instiuctor
Insjames " - o - .
| HHGIABOG0 MEACome Ire_jamesnewoomefimailinator.com Carica Training Center Nfl'ﬂli&lﬂl‘r!é
Figure 90. Faculty list - Permissions link.
e Referto section 6.1.1 for Manage Permissions and follow the same steps.

6.4.4 Actions: Change to Instructor
Select a record from the Faculty list, navigate to Actions, and select the 3 dots (...). From the pop-up

[ )
box, select the Change to Instructor link, as shown in Figure 91.
First Narne Last Name Email Address Organisation Discipline Aetionis) {::1
HISCLESS
| HTIEHLES Uiser hibistususeniimailinalornodom ABCTes Decle ACLS
Change to Inftructor
| ::I_::_:i:._ LESafT "IIL‘S{JS.E.S.E'IE‘T'E lirator.com 'Sl;a'ne-s Permissions
i
Figure 91. Faculty list—Change to Instructor link.
e This user action displays a pop-up prompting confirmation; select Change as shown in Figure 92.

Change Permissions
Are you sure that you want to change permissions for Hibiscuss Userr to Instructor for ACLS?

Cancel

Figure 92. Change to Instructor confirmation pop-up.
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e After users select Change, a success message appears on the Faculty page, as shown in Figure 93.

@ Successfully Changed Hibiscuss Userr to Instructor for Advanced Cardiovascular Life $,np¢rtﬁ?

#* Faculty

Figure 93. Changed to Instructor success message.

e After changing to Instructor, the demoted faculty member disappears from the Faculty list.

Note

Similarly, users can manage Faculty members belonging to Training Site by following these steps.
e LoginasaTCC/TCA/TSC/TSA user as shown in Figure 94.

English [default language] »

e

” BT Stagev .’

Figure 94. TCC/TCA/TSC/TSA Log in.

e Select Training Center from the main navigation menu; from the drop-down, select Faculty from
Training Site as shown in Figure 95.

Dashbocard Classes » Training Resources v Help & Suppart « HBS Adimin «
| Training Center »
My Account
&% Dashboard Training Sie »
B ny Protile iy ﬂ
E By Classes

Figure 95. Training Center main navigation menu—Faculty sub menu.

e Referto section 6.4.1 and follow the same steps.
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e Login as Stg Ins role (faculty) as highlighted in Figure 96.

English [default language]

é Ocgimeroer | 4

Dashboard Classes » Training Center « Training Resources « Help & Support «

Figure 96. Stg Ins role (faculty).

e Select username (Stg Ins role), and from the drop-down, select My Alignments as highlighted in Figure
97.

é %g. s role » o

Dashbaard Clatses v Trasnang Center « Training Resources v Help & Support «

2

My Aligremants

Dashboard

My Account

Tai s 1o D Tl T,
Figure 97. Stg Ins role drop-down—My Alignments.

e Alternatively, users can select Training Center from the main navigation menu and then select My
Alignments, as highlighted in Figure 98.

Drashboard gt Training Retources HeElp & Suppart =
1 Class Locations

eCards
My Account

Classes | Teach

mplate

At Daihboard

My Mignmqn:s‘t?
B wy Brctile A Beguest

! PN

B wy Classes v

Figure 98. Training Center main navigation menu—My Alignments sub menu.
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e The My Alignments page opens, displaying all the alignments the faculty is associated with, as
highlighted in Figure 99.

Trainimg Center | My Alignments

My Alignments Find a Training Center

Alignmenis

PALS | WValld Through: O3/012027

Trianing Center Name ﬂ Training Site Name

AD
ii - Teainirsg Center-11 v Carien e Tiest T8
Expiry Date Expiry Diste

Figure 99. My Alignments page.

¢ Navigate and select My Profile from the Dashboard. The Open Book symbol on the profile image
indicates the Faculty badge as shown in Figure 100.

My Account
) Edit »
22 Casnboard My Profile :
B0 ny Profiie IIIQ Basic Information
BN My Classes First Name Last Hame Instructor ID
5tg Ins role 25015835451

Bl 0F Coengilition
& pr Cernph Emall Address Password

sig_insifmallinator.com

change photo

Figure 100. My Profile—Faculty badge.
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e From the Dashboard, navigate below to the Approved Disciplines section. The badge indicates the user’s
role as a Faculty for those disciplines in an organization (TC/TS), as highlighted in Figure 101.

Additional Information Edit +
Bio -
Approved Disciplines View More *
Courses Primary Alignrment
Communication (Dredatric advanced | B
Preferred Language
English

Figure 101. Approved Disciplines section - Faculty badge.

e The highlighted part in Figure 102 shows the user's recent association with Carica Ins Test TS, and the
badge on the Training site image denotes the user's role as a Faculty.

Alignments

paLs | valid Throwgh: 03/01/2027

Trianing Center Name Training Site Name
PHY-Traindng Center-N Carica s Test T
Expiry Date Expiry Diate

>

Figure 102. Alignments section- Training site image faculty badge.
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6.5 Roles and Permissions

There are 2 levels of permissions defined in the Atlas platform; here are the roles that can set and customize
these permissions:
¢ Organization level Permissions: Defined by the TCC/TCA of an organization and affects all the users

across the organization.
e User Level Permissions: Defined by the TCC/TCA/TSC/TSA of an organization for the individual users.

6.5.1  Organization Level Permissions

e Select Training Center from the main navigation menu; from the drop-down, select Roles as shown in
Figure 103.

Dashbaard Clagses. « Traifirgg REsources « Hedp & Supgart « HBS Adrrin

Training Centar »

My Account

Figure 103. Training Center main navigation menu—Roles sub menu.

e The Default Role Permissions page opens, displaying all the roles in the organization; Figure 104 shows
the Carica Training Center.

LRSI Carica Training Center v

# Default Role Permissions

Training Center Administrator

U with Brole 4 LAl Changed on 05 - 04 - 2001 Edit Defaults
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Training Site Coordinator

Ler with Role 7 Last Changed cn O Edit Defaults

Training Site Admindstrator

L with Role 5 Last Changed an O - 12 - 2020

Faculty

Lt with Rale 4 LARE Changed on OF - 30 - 2001 Edit Defaults
Instructor

Lhsar with Rode 24 Last Changed on 09 - 23 - 2007 Edit Defaults

Figure 104. Default Role Permissions page—Role Details.

o Select the Edit Defaults button as shown in Figure 105.

Tralnlng Site Coondineter

Usar with Bole 7 Last Changed on 02 - 2% - 2021

Edit Defaults

Figure 105. Edit Defaults button.
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e When the Default Permissions page displays, users can change the Organization level Read or Write
permissions and Enable or Disable permissions for features shown in Figure 106.

Training Site Coordinator Permission

W Default Permissions: Training Site Coordinator

Other Tralnings [ Read [ Wnite
Class Rosters [ Read [/ Wnte
Students [ Read [ Write
Instructors and Alignments [ Read [+ Write
Training Site Coordinators ] Read [/ Wiite
Issue Exams for a Class ] Read [ Wnite
Remediation [ Read [+ Write
User Permisslons [FlRead [ Write
Classes [ Read [ Write
Clads Locations [ Resd = Write
Training Site Adminkstrators [ Read [ Write
Inventory Managemaent ® Enabl Diisable
Training Site Images ® Enable
Training Site Information @ Enable Disable

Cancel -_‘.. Reset to default J

Figure 106. Default Permissions - TSC and Update button.

e  Once the changes are done, select Update as shown in Figure 106.
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o After users select Update, a success message appears on the Default Role Permissions page: The
default permissions for TSC have been updated successfully (Figure 107).

& The default permissions for TSC have been updated successiully, 5}
# Default Role Permissions

Figure 107. TSA default permissions update success message.

e If users want to restore the permissions to the Global Level, they should select Reset to default button,
highlighted in Figure 108.

——,
—

Figure 108. TSA permissions—Reset to default button.

e This user action displays a pop-up prompting confirmation to reset to default; select Reset to Default as
shown in Figure 109.

Reset to Defaults

Are you sure you want to reset the permission to default ? ﬁ

Cancel Reset to Default

Figure 109. Reset to Defaults confirmation pop-up.

e After users select Reset to Default, a success message appears on the Default Role Permissions page,
as shown in Figure 110.

a The default permissions far T5C have bean reset to their default 5(&[&&
% Default Role Permissions

Figure 110. TSA role permissions reset to default success message.
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6.5.2  User Level Permissions

e This content is covered in detail in sections 6.1.1 and 6.1.3. Refer to those sections, and follow the steps
for customizing the User Level Permissions.

Important Note

e Referto the Roles Matrix spreadsheet, which details the set of features and the respective Read or Write
permissions each role has access to.
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