Group Delivery of Courses

Group delivery of courses is available on the Child Passenger Safety Learning Portal at
carseateducation.org.

Designated group administrators are assigned the role of group admin in the Learning Portal providing
permissions to:

v Enroll students in a group.

v Monitor student progress through the course(s) in their group.
v Review student quiz results to identify topics needing review.
v View course reports for a group of students.

Group Set-up

Requests for group creation in the Learning Portal should be completed through the Group Delivery of
CPS Courses on Child Passenger Safety Learning Portal Request Form. Once your request is received,
please allow 3 business days for group set-up.

When completing the request form, keep the following in mind:
Group name should be recognizable for anyone taking the course, e.g. Acme FD CPS

v" Group referral code will be a code given to those who will register for the group course, e.g. AFD v

Course(s): Currently available courses are found at carseateducation.org/course-catalog.
v/ One Group Admin is required, but you are allowed as many as needed for your course.

v' Enter First name, last name and email for group admin(s) v" Allow 3 business days for group set-

up.

Group Admin: Enrolling Students

You will be notified that your group course has been set up. Once this occurs you can begin to enroll
students.

v’ Login to your carseateducation.org account.

Enrolling a Single User

1. For group admins with multiple groups in the Learning Portal, use the Current Group drop-down list
to select a group.
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O For group admins with one group in the Learning Portal, the view will default to your group. The
Current Group drop-down list is not available.

2. Select Assign Students.
@ carseateducation.org/dashboard 2 % » 0O 2
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© Tutorials

3. Select Add New Student.
4. Enter student’s first name, last name and email.

e Please check student email when on this step. The system defaults to the group
administrator's email address. You may need to change the email to the student’s email.

5. Type a strong password for the student.

6. Select course(s) using Select Courses drop-down list.
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& > C () @& carseateducation.org/dashboard % » 0O &

Assign Student(s) to the group

FRpYIENESTE  8- Add Existing Student

* First Name Last Name

* Password

* Select Courses

( 1

Choose All C es

All Courses

Or, Select one or more courses

Car Seat Basics

7. Click Submit.

€& > C () @& carseateducation.org/dashboard 2 Y ®» 0O & :

Assign Student(s) to the group

* First Name Last Name
George Bailey

* Email * Password

george@bedfordfalls.gov FRARER AR AR

* Select Courses

Car Seat Basics

Select one or more courses from the list.

Bulk Enroll

1. Create an Excel spreadsheet with the students’ information using the following column headings:
Email First_Name Last_Name Password
george@bedfordfalls.gov | George Bailey ZS8k0Lk132-15

2. For group admins with multiple groups in the Car Seat Education LMS, use the Current Group

dropdown list to select a group.

O For group admins with one group in the Car Seat Education LMS, the view will default to your
group. The Current Group drop-down list is not available.

3. Select Go to Bulk Enroll.
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(S C {) & carseateducation.org/dashboard

k A > = Current Group:
2 ey I

OPRC 7 - Muskingum
@ buzthaard o OPRC 7- Noble

Courses for OPRC 7 - Stark QPRC7~ Stk -
[ courses > A
Home / Courses OPRC 7 - Tuscarawas
o Users 5 ) ) ) ) OPRC 7 - Washington
Days left to group expiration: No expiration HYBRID-OH-Kelly-20221003
T eCommerce > OPRC 7 - Thrive Stark
Show 50 courses
(B Reports >
D $  Name $  seas Student Progress Active in Last 24h
& settings > &
6 Car Seat Basics 19/00 o0 spots = 0 students
10/ 15 completed
@ Tutorials

Showing 1101 of 1 courses

e % % 0 2

2 View As Student @

Assign Students or go to Bulk Enroll

Actions

4. Drop the Excel file or click to upload.
5. Select course(s) using the Select Course drop-down list.

6. Click Upload Users.

C ()} @& carseateducation.org/dashboard/users/bulk-upload?groupid=77

&
g = Current Group: OPRC 7-Stark

@ Dashboard (]

Bulk Upload Users

B Ccourses >
Home / Users / Bulk Uplosd Users
S uUsers >
General Instructions:

!
¥ eCommerce: % « File must have headers/column names as ‘Email, First_Name, Last_Name, Password

« Ifan 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.
> leports >
- - « You can choose multiple courses while uploading users to enroll them automatically

« Duetoload 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 one by one
(] i
B Settings 2 Dowinload Excel File Sample From Here
®

® Tutorials

Choose All Courses

Drop your Excel file he;  All Courses

O, Select one or more courses

d Car Seat Basics

Select Grodll(Optional)

Qe % » 0 2

2 View As Student @

l

Group Admin: Monitoring Student Progress

v Login to your carseateducation.org account.

1. For group admins with multiple groups in the Learning Portal, use the Current Group drop-down list

to select a group.

O For group admins with one group in the Learning Portal, the view will default to your group. The

Current Group drop-down list is not available.
2. Select Users in the left menu pane.
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< C {) & carseateducation.org/dashboard 2 % » 0 a

k >~ > = Current Group: l 2 View As Student @
2 ey I

OPRC 7 - Muskingum
@ bashocard o OPRC 7- Noble

. Courses for OPRC 7 - Stark OPRC7 - Stark
B courses » Horme, f-Coursas OPRC 7 - Tuscarawas Is or go to Bulk Enroll
o Users ' ) ) ) ) OPRC 7 - Washington
Days left to group expiration: No expiration HYBRID-OH-Kelly-20221003
= eCommerce > OPRC 7 - Thrive Stark
Show 50 courses Q

(B Reports >

] s Name s Seats Student Progress Active in Last 24h Actions
{& Settings > [ —

6 Car Seat Basics 19/00 oo spots 0 students

10/ 15 completed
@ Tutorials

3. Select All Users in the drop-down list.

{} & carseateducation.org/dashboard

S c
( a’ w = Current Group: ~ OPRC 7~ Stark = ViewAs Student
S —— ———

@ Dashboard [1]

[
b3

* 0

Courses for OPRC 7 - Stark

Bl Courses > Home /| Coursas TJ View All Submissions or go to Bulk Enroll
i i i i
Days left to group expiration: No expiration

Q Alusers  ff—
S

Show 50 courses Q
Bulk Upload
1 Memberships

D $  Name s seas Student Progress Active in Last 24h Actions
T eCommerce > 6 Car Seat Basics 20/00 oo spots S 0 students
G Reports 2 Showing 1101 of 1 courses n
& Settings >
© Tutorials

4. To search for a student by name, type the name in the Search Users box.
5. Click the ellipses (three horizontal dots) next to the student’s name.

6. Choose Manage Courses from the pop-up menu.
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2 View s Student @

Y] = Curentorowp: ORG-Stk
@ Dashboard o
Manage Students for OPRC 7 - Stark
[ Courses > 3
] cou
Hame 1 S or goto Bulk vl
e
= Days left to group expiration: No expiration
Alusers
2 Bulk Upload Show 50 users Q
& Memberships
o o - s Lasthame s emal s ke Completon LastLogin =
Switch To
T eCommerce > =
s} 0 3411 Student by 1 dayago Go'to Profile
5 >
9 Repots . Enrollina Course
o 3369 Student r— Never
&  Settings > Manage Courses
0 e 3229 Student s Vweekago View Certificates
Tutorials
(2] View Activity
(s} @ 3210 Student S 4days ago
Somplend View Orders
0 @ 3195 ) Student ., 2 weeks ago EI
complecsd
o 3144 Student - 2 weeks ago
7. Click the ellipses next to the course.
h i from th m
8. Choose View Progress from the pop-up menu.
& = EASRESI === s verms | @)
@ Dashboard [ |
Courses
O users $
Student: |
T eCommerce >
& Show 50 couses
Reports >
B setings 3 o o st +  Eorolmentome S taiAceeisd Expe Date s N
® Tutorials 6236 Car Seat Basics . 100 Oct 11,2022 2 weeks ago Never B
—100%

Showing 1101 of 1 courses

“ View Progress

1
View Activity -

Download Certificate

Remove

Reset

Revoke Access
Grant Access
Assign Certificate

Update Expiration Date

9. View the student’s progress.

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

View Progress

Car Seat Basics /

Home / Courses

Obtained Marks

Name

® Car Seat Basics

Seorm

@ Car Seat Basics QUIZ

View Progress

Car Seat Basics

Download Certificate

© 10

Total Marks

Status

— | 0%

—

Time Spent

1h13m22s

0h2m23s

[©) 80

Percentage

Last Accessed

2 weeks ago

2 weeks ago

B Download Report ¢ Edit Progress

Details

8/10
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Group Admin: Reviewing Student Quiz Results

Viewing in Student’s Progress
v Follow the directions provided in the previous section, Group Admin: Monitoring Student Progress.

Using a Notification Link

1. From the notification emall 1. From the notification email, click the link to the quiz results.

REAR-FACING
CAR SEAT

A Quiz has been submitted

Hello,

We wanted to notify you that a Quiz (Car Seat Basics QUIZ) has been submitted

by Amandall 1 [ B

You can view the Quiz results here: View Results h

Have a great day!

Copyright © National Safety Council - All rights reserved.

O If you are not currently logged in to Learning Portal, you will be prompted to login.
2. The link takes you to the student’s View Progress page. Scroll to the Quiz module.

3. Click the small document icon to open the quiz results.

View Progress

Home / Courses / CarSeatBasics / View Progress

Car Seat Basics B Download Report ¢ Edit Progress

Download Certificate

8 © 10 © 80 ©

Obtained Marks TowlMarks . Percenta ge

Name Status Time Spent Last Accessed Details

© Car Seat Basics
Scorm —— | 00%

/-
oo O2m23s 2 weeks ago aw h

1h13m22s 2 weeks ago !

@ Car SeatBasics QUIZ

4. The quiz opens in a pop-up window. Scroll to review results.
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@ Car Seat Basics QUIZ Total Score

9/10 © 1/10 % 1/3 © 0h2m ®

Question 1 of 10

Children should ride in the back seat of a vehicle until at least age:

Your Answer
13

Correct Answer

13

Explanation

Best practice is for children to ride in the back seat until they are at least 13 years old.

5. Incorrect answers are flagged with an Incorrect label.

6. Forincorrect answers, compare the student’s response to the correct response.

Question 6 of 10 onrack

The function of a booster seat is to (select all that apply):

Your Answer

position the child so the vehicle’s seat belt fits on the hips and upper thighs and across their shoulder

Correct Answer

position the child so the vehicle’s seat belt fits on the hips and upper thighs and across their shoulder, prevent seat belt syndrome

Explanation
The job of a booster seat is 10 position the child so the vehicle's lap belt fits on the hips and upper thighs and the shoulder belt fits across the shoulder, not 1
ouching the neck. This proper placement of the seat belt helps prevent seat belt syndrome. Improperly positioned seat belts can cause serious injuries to th

e spine and abdominal organs

Group Admin: Viewing Course Insight Report

To view the status of your group’s progress through the course, use the Course Insight report.

v" Login to your account at carseateducation.org.

1. For group admins with multiple groups in the Learning Portal, use the Current Group drop-down list
to select a group.

O For group admins with one group in the Learning Portal, the view will default to your group. The
Current Group drop-down list is not available.
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2. Select Reports in the left menu pane.

RS
b3
¥
(=]
)

[} @ carseateducation.org/dashboard

< c
k. 'E > k = Current Group: 2 ViewAs Student
Bl .-

OPRC 7 - Muskingum

@ Dashboard o OPRC 7 - Noble
. Courses for OPRC 7 - Stark ROtk
a ourses ? Home / Courses OPRC 7 - Tuscarawas | Cgg o Bulk Enroll

OPRC 7 - Washington

S Users >
Days left to group expiration: No expiration HYBRID-OH-Kelly-20221003
T eCommerce > OPRC 7 - Thrive Stark
Show 50 courses Q

© Reports  fm—

D s Name s Seats Student Progress Active in Last 24h Actions
&  Settings > |

6 Car Seat Basics 19/00 oo spots T 1=cump‘:'e" 0 students L

@ Tutorials

3. Select Course Insight in the drop-down list.

“ C (Y @ carseateducation.org/dashboard ® % » 0O &
a’ w PN = Current Group: ~ OPRC 7- Stark = ViewAs Student ¥

@ Dashboard 0

Courses for OPRC 7 - Stark
[E]  courses > = Vi i s

Home../ Gourses iew All Submissions Assign Students or go to Bulk Enroll
O  users > o e

Days left to group expiration: No expiration
T eCommerce >

Show 50 courses Q
@ Reports v
) s Name s Seats Student Progress Active in Last 24h Actions
RESSRIE -

6 Car Seat Basics 20/00 o0 spots 0 students

10/ 16 completed

TJ Site Audit Log

Ta  Overview

TJ  CourseInsight h

T4 Studentinsight

4. Inthe Select a Course box, begin typing the course name and select the course when it displays.
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&« C {} @ carseateducation.org/dashboard/reports/Ims?report=courseinsight 2 % ®» 0O &
k e > >\ = Current Group: ~ OPRC 7 - Stark 2 View As Student @

e e I

@ Dashboard (1]

Course Detailed Report

Home / Reports

o Users 5 © Leamn more about Reports )
o3 Start typing
here
= eCommerce > Select a Course : car Select
course

(@ Reports v Car Seat Basics

o Select a Course
Please select a course from the above dropdown to view the report

[E  courses >

{& Settings >

@©@ Tutorials

5. Use the Status drop-down list to filter the student status by Started, In Progress, or Complete.

O You may select more than one option from the Status list.
6. Click on Enrollment Date, Start Date or Completed Date to sort by date.

7. Click on Export Results to generate an Excel spreadsheet.

€ C ) @ carseateducation.org/dashboard/reports/Ims?report=courseinsight Q v v » 0 &
{ ‘E - = = Current Group: OPRC 7 - Stark 2 ViewAs Student @

= A

@ Dashboard o

Hevcass R Course Detailed Report

Home

S  users >

Filter

E  eCommerce > Selecta Course : Car Seat Basics

i
Car Seat Basics

© Tutorials Not Started e
In Progress

Completed
Sort
NamefEmai staus + EolmemDme ¢ SunDae ¢ CompletonDate | ¢ LastAccessed ¢ xitonDae ¢ Percentage Achieved Time Spent Cortifcate Acieved
N
25-0ct-2022 Never Never Oh Om No
rted

0% 21-0ct-2022 Never Never 0h Om No

100% 13-0ct-2022 13-0ct-2022 13-0ct-2022 1 week ago Never 90.00 1h15m Yes

12-0ct-2022 13-0ct-2022 3 days ago Never OhOm No
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