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Course Provider
Request & Approval

Purpose: Roles with Access:
TRAIN users can request to offer content on . Course Provider Requests
TRAIN on behalf of a specific organization. o General TRAIN Users

. Course Provider Approvals
Course Provider requests must be reviewed PP

and approved by administrators before they can
begin posting content.

o Course Approval Managers
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Course Provider Request and Approval (continued)

(a)

(b)

(c)

(d)

Make a Course Provider Request without an Existing TRAIN Account

If you do not have a TRAIN

account and want to
become a Course Provider,
follow these steps.

Go to www.train.org. This will take you

to the TRAIN Welcome page.

Create account

Click the Become a Course Provider

Want i sdd courses to TRAIN?

link located below the login box.

Create a TRAIN account. View the How to create a s - 3
TRAIN account and the How to complete your TRAIN
profile user guides for more details. TR/ ’N
s N
Course Provider
| have reviewed the content listing_requirements.
What public health-related topics will be covered in your
e content?
Create Account |
Create Login Name
What audiences does the majority of your content serve?
The login name must be unique with any characters except |
spaces and a minimum of four characters. Is your organization accredited to provide training related
\ J to these topics or audiences?
Choose w I
Fill in the required N O/ Does any of your public health-related content offer
. . LN — _ g A e
information about the ~, ¢~ TIP: Required continuing education credits?
course content you fields are marked Choose vl
want to offer through -
TRAIN and click the with a red bar. Will there be fees charged for any of your content?
blue Submit For Choose ﬂl
Approval button.
) Additional information you wish to provide
View Step 3 for more ’
details.
d
Submit For Approval
L J
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Course Provider Request and Approval (continued)

Make a Course Provider Request with an Existing TRAIN Account

<
Notifications 1 Jane &

If you already have a TRAIN

TRAIN e | account and want to

R CONMSONADS TR CALDONY ANICURGSS NCUSONE HRD —) Decome a Course Provider,
follow these steps.

Announcements Notifications

@ Your profile is incomplete

2021 Core Competencies Available in
PF TRAIN

(a) Click on your name in the upper right
hand corner of the TRAIN homepage.

Public Health Foundation

Apr 25,

You can now search for trainings on TRAIN using the 2021 version
of the Core Competencies for Public Health Professionals (Core
Competencies). Initially, searching for trainings using the 2021
version of the Core Competencies will not produce many results.
This will change over time as course providers begin noting

< f &

(b)
(c)

Click the Your Profile option in the dropdown menu.

Jane &

Notifications 2

Click the Account tab in the dashboard located on the
lefthand side of the screen.

Your Profile

Y Log Out, JANE (&

(d) Q

Click the blue Request Role button located in the lower right
hand corner.

(Your Profile is incomplete
AT T s N NN "N e"Nn"n "N "N "N \"NwN"“.

Your profile contains all your system settings and attributes. Please note that some fields are required, until you complete all required settings some site
functionality may be limited. For your convenience each section in the profile will indicate if it is incomplete.

Manage Groups ACCQU[T[ (Fields marked below are required)

Contact | Fma I
Email is required.

Professional Organization
ID Mumber

CPE information

Address
You will receive course-related messages and annual notifications to keep your account up to date.
Organization 0
Professional License Number First Name Login Name
Professional Role 0 Jane I YourLoginName1
Work Settings (1] Middle Name User ID
Demographic Information 4181649
FEMA Student ID Number Last Name Reset Password
Doe I

Course Provider -
Request Role
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Course Provider Request and Approval (continued)

Fill Out Your Course Provider Request Details

Fill in the requested information about the

course content you want to offer through
TRAIN. ’ R

(a) Check the box next to the content listing C Provid
requirements after you have clicked on the link and ourse Froviaer

reviewed them. | have reviewed the content listing_requirements.

What public health-related topics will be covered in your
1. Content must be designed for the continuing education and training of

Content Listing Requirements content?
professionals who protect the public's health and be consistent with the |

target audiences in the TRAIN Learning Network. Consumer-oriented What audiences does the major'rly of your content serve?
health education and materials are not permitted. :

2. Content must be designed to build knowledge, skills, or competence in |
one or more of the subject areas of the TRAIN Learning Network. B
3. Content must be designed for instructional - not reference - use by
learners or trainers. Content must be delivered in formats consistent with Is your organization accredited to provide training related
those on the TRAIN Learning Network. to these topics or audiences?
Choose v |
b) Describe your content’s public health-related topics
( ) h y P P Does any of your public health-related content offer
ere. continuing education credits?
(c) Describe the audience your content serves here. Choose v
(d) Select Yes or No from the dropdown menu about Will there be fees charged for any of your content?
whether your organization is accredited to provide Choose -
training to the topics and audiences you listed above.
If Yes, provide the name of the accreditation. Additional information you wish to provide 0

(e) Select Yes or No from the dropdown menu about

whether your content offers continuing education ) J
credits. If Yes, specify the credit types. Submit For Approval
(f) Select Yes or No from the dropdown menu about N 4
whether there will be a cost associated with your
Content. ( ACCOU]‘][ Fields marked be f]'.'.'Zl'!-l:f-'il.l.':'\'|:\
(g) Provide any additional information you want —
Course Provider Approvers to know about your
Content here . ‘;’Coljavljll-llll r::i:;;? rse-related messages and annual notifications to keep your

(h) Click the blue Submit for Approval button.

First Name Login Name

Jane YourLoginMame1

(i) You can edit your course provider request and view
your approval status under the Account tab of Your
Profile.

Middle Name User ID
4181649
. . 0 o . Lot N Reset Password
You will receive an email notification from TRAIN _
. . Course Provider m
when your course provider request is Approved or e

Denied. \ y,
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Course Provider Request and Approval (continued)

ADMIN  SEARCH

Admin

Organizations Approvals E
Course Providers

Manage Course Provider Requests

Follow these steps to access and
review course provider requests.

(a) Go to the Admin menu.

(b) Click on the first Course Providers link in
the Approvals tile.

Add organization
Find & edit organizations Al Other Approvals
\ Y
4 ADMIN SEARCH
(c) Type a course provider candidate’s
Object Type -

name into the search bar and click
the magnifying glass or press the
‘Enter’ key on your key board.

< Any Object Type
Course Provider

Approval Status -

(d) You can refine your search by
Approval Status or by National
Course Providers using the filters

on the left hand side of the screen.

National CPs only

Export

Detailed Reports

.

USER SITE

a Address

HELP Q )

jane doe e Q

2 record(s) found.

Show =

Sort by relevance

Course Provider

# Jane Doe Course Providers | =

4 Jane Doe Course Providers |

Email
abc@email.com

User Organization

Public Health Foundation

Doe, Jane
User Details Course Provider Details
Address What public health-related topics (e.g., subject areas,
1300 L St competencies) will be covered in your courses?

‘Washington D.C., DC 20001 Mental Health

Email What target audiences (e.g., nurses, administrators,
epidemiologists) do the majority of your courses serve?

Psychologists

abcpemail.com

Is your organization accredited to provide training related
to these topics or target audiences?

User Organization Ne

Public Health Foundation Do most of your public health-related courses offer

Organization continuing education credits?
(9] o
Will there be fees charged for any of your courses?
Mo

-

oo Fﬂ

(h) To decline a Course Provider request, click the red
Decline button.

(e) Click the arrow to view the course provider
request details at a glance.

(f)

Click the pencil icon to view and manage
the course provider request.

(9)

Type the organization into which the
course provider requestor belongs here. If
the organization does not exist, view the
Course Provider Organization
Management user guide to learn how to
create the necessary organization.

Hi|=|E

cos.CEE @

You can send them a message here.

(i)

To approve a Course Provider request, click the green
Approve button.

The requestor will receive an email updating them
about their course provider status.

[ attach a file

Jane Doe has been approved as a Course Provider for Public Health Foundation

A blue banner will appear at the top of the screen/_;

confirming the approval.
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