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To Add a New Course

Log into your Instructor account by going to www.pedfactsonline.com.

Peduatric Fest A for Care % |

- e www pediactsonline.com

Pedlatﬂc F'ITS‘ Ald l-—lsd—dme eatanna Lien valen of vl S
for Caregivers and Teachers e .

Heterae §oenary

CHOE e DUBDN 00w 10 KN
W Ot LRSI AN
Eavymarn

Merw 10 s e T

THOE heie 0 redee your Y-
@ BCRES O M ICTASE
LOO08 IS NERTeT 1D anhey An
AoLadd OO0 Can De fourd miioe
B Bk cover of Pedatne Aol
L0 % Cawpves 807 Teached
Sacon? EQD0A. wiech L B4
prrchased 5y calleg 07442
00

NOTE Ve 10-Sgk sccess
940 C8* b Wond 0 e
SLLPN8 (ode (0] Pade Yirl

caow 17 Pahatric Foost Aoy
About Ped¥ ACTY Aout Pedf b Ty Regintes for 3 Cosrve -

Larsgven tecand
EDon TR s i W

Rngister for & Course Pacl AL TY Inatrucion Timd o8 Inatracion t;.u»:;u?-:‘::m
L e
Find an Instrecior Become 8 PedFALTS Fag w0l T3 perchene § rew
Il bor BLLERS ChDe pmase Ll L
Podl ACTa Courne Updates 4425000

batgrmeng saars (M0 P

Purchase Waterus Mla“:ylbn‘rw"rw
Chech Your Knowledoe R e L L]
Anveee Koy Istrucion Logn Furwt dmon Users Cnly R

www.jblearning.com



Click on the “Instructor Login” link under the yellow box labeled “Instructors”.
If you do not know your Username or Password, please contact the AAP by emailing info@pedfacts.org
or call 800/433-9016, ext 4798.
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Pediatric First Aid

Instructor Login

Oninch Links

Click on the “Courses and Rosters” heading in the Instructor Only area. Press the “Create a Course” button,
which is located above the course table. After entering your course details, press the “Submit” button

to save your changes. Note that any new course with an expiration date that falls after today’s date is
immediately visible on the Student Sign-up page.

Courses and Rosters Courses Assisting Profile Open Roster Search Students Course Registrations

[=] =]

Onsite 10/09/2012 04/05/2013 Approved Onsite View Edit Delete
Course Roster

' Onsite 03/21/2013 01/01/2014 Public Pending Hybrid View Edit Delete
| Course Roster

Onsite 08/31/2012 01/01/2014 Public Unsubmitted Onsite View Edit Delete
Course Roster

' d

Onsite 01/16/2012 01/01/2014 Public Unsubmitted Onsite View Edit Delete
Course Roster

Hybnd 08/28/2012 01/01/2014 Public Pending Hybnd View Edit Delete
Course Roster

[next] [last)




To exit the form without saving the course details, press the “Cancel” button at the bottom of the form.

* Start Date
[ ]

* End Date

Course Time l

(8:00 am - 5:30 pm)

iknr T
* Roster Type | Onsite
Course Description

Training Site

* Address Line One

MdressLheTwo| ‘

Address Line Three ‘
* cm "
* State |

* Zip Code

* Country | yNITED STATES
* Registration Phone I

* Registration E-Mail
* Access Type:
(Submit | [ Cancel |




To Edit Course Information

Select “Edit" that occupies the same row as the course details. An “Edit Course” box will open. Once
modifications to the course details are completed, press the “Submit” button to save your changes.

Pediatric First Aid A Acadeny of Pod it e
for Caregivers and Teachers Q o Schosl Nurses

- e

Instructor Only

About PedFACTs
Courses and Rosters Courses Assisting Profile Open Roster Search Students Course Reqgistrations
Register for a Course

PedFACTs Course

Hybrid 10/14/2013 10/16/2013

Creste & PedFACTs Onsite 04/01/2013 04/02/2013 Public Unsubmitted Onsite View
Course Course Roster
S [next] [last]




To View the Course Roster

To view a Course Roster, press the “View Roster” near the course’s details.
Courses and Rosters Courses Assisting Profile Open Roster Search Students Course Registrations

Create a Course

Course Status: Al |v] Roster Stats: Al [+]

Onsite 10/09/2012 04/05/2013 Public Approved Onsite View |Edit Delete

Unsubmitted Onsite View Edit Delete
Roster

Onsite 08/31/2012 01/01/2014

Pending Hybrid View Edit Delete |
Roster

| Hybrid 08/28/2012 01/01/2014

[next] [last]

Onsite 10/09/2012 04/05/2013 Approved Onsite 11/06/2012 03/07/2013

Students

Nancy Smith NSmith@_.com Complete Pass
] Jane Brown JaneBrown@_.net Incomplete Pass
[ Move Selected Student(s)to | ABC Training -8/31/2012 [+]

Assisting Instructors

Justin Lee JLee@_.com




To Add an Assisting Instructor

Select “Edit” next to the roster in which you are adding the Instructor. Using the drop down box next to
“"Add" (located beneath the “Course Roster” heading), select “Assisting Instructor.” An “Add Faculty” box
will appear. Enter the instructor’'s email address, and press the “Search Instructors” button.

- l=l

Student
Students Assisting Instructor

( Move Selected Studentis)to | [+]
Assisting Instructors

Add Faculty
Email: [ Search Instructors | [ Close |

B If a match is found in the database for the email address that was input, the instructor’'s name will appear
beneath the “Assisting Instructors” box. This prevents duplicate individuals and email addresses from
being entered into the database. To add the selected candidate to the course, press the “Add to Course”
button at the bottom of the form. The selected candidate’'s name, email address, and any accompanying
details, will be displayed in the “Assisting Instructors” portion of the roster.

To exit the “Add Instructor” box without submitting any changes, press the button labeled “Cancel” in the top,
right-hand corner of the form. Please note that you cannot add an Assisting Instructor after a roster has been
submitted. If this occurs, please contact the AAP by emailing info@pedfacts.org or call 800/433-9016, ext 4798.
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To Add a Student

Using the dropdown box next to “Add” (located beneath the “Course Roster” heading), select “Student.” An
“"Add Student” box will appear. Enter the student’s email address, and press the “Check Email” button.

Courses and Rosters Courses Assisting Profile Open Roster Search Students Course Registrations

E—
Student
Students |Assisting Instructor

[ Move Selected Student(s)to ] [~]
Assisting Instructors

Submit Roster
R

Add Student

Email: [ CheckEmail | [ Close

B If a match is found in the database for the email address that was input, the student’s information will
appear in the “Add Student” box. This prevents duplicate individuals and email addresses from being
entered into the database. To add the selected individual to the course, press the “Add to Course” button
at the bottom of the form. The selected candidate's name, email address, and any accompanying details,
will be displayed in the “Add Student” form.

Add Student

Email: | \John.Campbell@_.com [Check Email [Closel
John.Campbell@_.com John Campbell  Incomplete Not Enrolled
Students
I.P'I John Campbell John.Campbell@_.com Incomplete [»] |Fail [+] Selectl
Move Selected Student(s) to) [~]

To exit the “Add Student” box without submitting any changes, press the button labeled “Close” at the
bottom of the form. Please note that you cannot add a Student after a roster has been submitted.

Another way to add a student to a roster who has already redeemed their

access code is by searching the open rosters.

Select the heading labeled “Open Roster”.

Click the “Search” button and type in the last name of the student you are wanting to add to your roster.
Choose the “Select” button next to the student’'s name and then click "“Add to Course”.

You can then add him to the course they are planning to attend by selecting “Add” and “OK".

The individual will now appear as a student in your course roster. o




Another Way To Add a Student

‘About PedFACTs

Courses and Rosters Courses Assisting Profile Open Roster Search Students Course Reqistrations

PedFACTs Course E

Knowledge Answer Michael Smith MSmith@_.org 5 Wall Street
Key Burlington,
MA, 01801
us

About PedFACTs

PedFACTs Instructors

Become a PedFACTs i

Instructor Brian Jones JonesB@_.com 5 Wall Street

Create a PedFACTs Burlington,

Course MA, 01801
us

Instructor Login

Scaleece | Search |

FAQ

Updates

Purchase Matenals

First Edition Users Jackie Martin Martin@_.net 5 Wall Street

Onty Burlington, Course

MA, 01801
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Mark Scaleece = MSC@_.com 5 wall 5t Hybrid Incomplete Add to Course
Knowledge A 5 wall st
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Create a PedFACTs




Another Way To Add a Student (Continued)
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Courses and Rosters Courses Assisting Profile Open Roster Search Students Course Reqistrations

Register for a Course
Find an Instructor
PedFACTs Course Add Mark Scalise to an available course: X Close
Evaluation
CourseType  Start Date End Date Description Course Status o
M“"‘"'“' F il Hybrid 10/14/2013 10/16/2013 Private Course  Unsubmitted Add
Key Onsite 11/20/2013 11/20/2013 Private Course  Pending Add
Hybrid 10/22/2013 10/30/2013 Private Course  Unsubmitted Add
School
oo | G i
Course - Pediatric
Onsite 06/26/2013 06/26/2013 First Aid for Private Course  Approved  Add
Caregivers and
About PedfFACTs Faachars
PedFACTS Instructors Onsite 04/01/2013 04/02/2013 Public Course Unsubmitted Add
Onsite 01/01/2014 12/31/2014 Private Course  Unsubmitted Add
ey T Onsite 11/06/2013 11/26/2013 pedfacts Private Course  Unsubmitted Add
Create a PedFACTs | Search |

Quick Links

Register for a Course
Find an Instructor
FaQ




To Edit a Student’s Details

Press the “Select” link that occupies the same row as the student’'s name. A “Student Details” box will
appear. Once modifications to the student’s details are completed, press the “Submit” button to save your
changes. To exit the “Student Details” box without submitting any changes, click the “Cancel” button at the
bottom of the form.

Students
[[1 Ryan Taylor Ryan.Taylor@_.net Incomplete Fail [«] Select Delete
(Move Selected Studentis)to ] | ABC Training -8/31/2012 [=]
Student Details
Emaik: Ryan.Taylor@_.net
First Name: |Ryan
Last Name: Taylor
) Caregiver
© parent
Designation: ) Teacher

) other (Please specify below.)

Preferred Mailing Address
Address Type: ' Other E]
Address: 5 Wall Street
Address Line 2: I |
Address Line 3:
City: ‘Burlington ]
State: Massachusetts E]
Zip Code: 101803
Country: us =
Preferred Phone Number
Phone Number Type: Home IEI
Phone:

(Submit] [Gancel] (10]




To Approve Pending Students

Pending students are those students who have registered for a course but have not yet received
an approval or denial email from the instructor. They can be found listed under the
“Course Registrations” heading.

Select the “Approve” button that occupies the same row as the student’'s name. A “Send Approval” email
box will appear.

B The applicant’s email address is displayed next to the “To:" field. Note that you are unable to
edit this field.

B The “From:” textbox contains an editable field and should display the coordinator’s default email address.

B The “Subject:” textbox contains an editable field. This is the subject that will be displayed to the
email recipient.

B The text area below the subject line contains an editable text field. The body of the email will be
displayed to the recipient exactly as it appears in this text area. You may modify this content.

Press the “Update Status and Send” button to send the email. The applicant is now approved to participate
in the course. The student's information is viewable in the "My Courses/My Rosters” screen. To exit the
“Send Approval” email box without changing the student’s status and without sending the email response,
press “Cancel.”
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Register for a Course
Approve or deny pending student enroliment in your courses.

Find an Instructor @ == g

PedFACTs Course Johnson, Ethan 10/22/2013 -- 10/30/2013 Approve | [Deny |
Garcia, Luis Onsite 6/26/2013 -- 6/26/2013 CApprove | (Deny |

Check Your

w Answer Send Approval

To: EJohnson@_.com

From: LSGarcia@_.net |
EEER e

<p>You recently signed up far 3 FedFACTas course with

About PedFACTs Jackie Boghes oa 10/33/2013. Your registzaticn Bas bess
approved for this course. </p><p>Review the Fediatric
PedFACTs Instructors First Aid for Caregivers snd Teachers (PedFACTs)
Participant Manual and return to www.pedfactsonline.com.
Become a PedFACTs #edeem your sccess code, found in the front of yous
Instructor participant manual, and create your username and
passwozd. Take the online pretest and prin: suz your
Create a PedFACTs certificate. If you have selected the Hybrid course
Course option you will be directed o work through thres calins
modules, followed by a final exa=.</p><p>You will receive
Instructor Login A confirmacion emall fram your iastructor with specific

information on course logistics, such as locasion, feas
{if applicabla!, and tims of the course.</p><p>If you
have any guestions regarding the FedFALTs course,

mazerials, or any othar issuss pleass contact the
Division of Life Support Frograms st B00/433-5016; ext.
4758, or via e-mail at pedfactsdaap.crg.</p><p>Sincersly.

</pr<p>Division of Life Support Frograms
Register for a Course Staff<br/>American Academy of Pediatrics</p>
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To Deny a Pending Student

Select the “Deny” button that occupies the same row as the student’'s name. A “Send Denial” email
box will appear.

B The applicant’s email address is displayed next to the “To:" field. Note that you are unable to
edit this field.

B The "From:” textbox contains an editable field and should display the coordinator’s default email address.

B The “Subject:” textbox contains an editable field. This is the subject that will be displayed to the
email recipient.
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Register for a Course
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PedFACTs Course App or deny pending student enroliment in your courses.
Check Your Johnson, Ethan Hybrid 10/22/2013 -- 10/30/2013 [Deny )

I = =
::-lomlmr Garcia, Luis Onsite 6/26/2013 -- 6/26/2013 (Approve | (Deny )

L

Send Denial
Te: EJohnson@_.com
From: LSGarcia@_net |
About PedFACTs Subject: PedFACTS Course Denal
PedFACTs Instructors ’-tp)\’nu zecently signed up for a FPedFALTs course wich
Jackis Hughes on 10/22/2013. Your registraticn has been

Become a PedFACTs denied for this course.</p><p>¥You will receive a sepasate

amail from your instructor with specific information on
why your registzation was denied and how you can zegiste:z
Create a PedFACTs intc an alternate course. </p><p>If you have any questions
regarding the PedFACTs course, materials, or any other
issuas plesase contact the Division of Lifa Support
Instructor Login Progzams at 800/433-5016; exc. 4758, or via e-mail at

pedfactsfaap.org.</pr<p>Sincerely, </p><p>Division of Life

Support Programs Staff«<br/>American Academy of
Register for a Course

FPediazrics</p>

Find an Instructor

FAQ




To Edit a Student’'s Grade

Open the roster in which you would like to edit by selecting “View Roster”. The column labeled “Onsite
Module” is editable by using the drop-down list. Once the desired fields are updated, a pop up box will
appear confirming the module status has been updated..

Students

[ Lucas Anderson L.Anderson@_.org Complete [+] [Fail

Pass
Move Selected Student(s) to [+]

Submit Roster for Approval

Press the “Submit Roster” button at the bottom of the roster screen. Submitting a roster indicates to the
course administrator that the roster is ready for the review and approval process. Note that a roster cannot
be edited after it has been submitted for approval. Only someone from the AAP office can edit a roster
after submission.

N

Onsite 08/31/2012 01/01/2014 Public Course Unsubmitted Onsite

Students

[C] Olivia Harris Harris55@_.net Incomplete |Fail [w]  Select Delete

( Move Selected Student(s)to | | ABC Training -8/31/2012 ]
Assisting Instructors

Davis ZDS17@_.com
Jackson Martind@_.org




