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How do I view and edit my own location(s) accounts for the employees
and volunteers who have online registrations within VIRTUS Online?

1. Select the “Administration” tab from the tabs
at the top of the page:

a. New User Signups — indicates that the
training session has passed, and the
user is awaiting approval.

b. Preregistered Users — indicates that the
user registered an upcoming session

c. Users —indicates the list of users within
the coordinators location(s)

2. The employees and volunteers for your
affiliated location(s) will be listed in
alphabetical order by last name. You can also
search in the Search box for individual users,
then select “User Search”. If an individual is

missing from your list:

a. If the user is listed within your location(s),
you will have the ability to edit information
within the General Tab, such as User ID,
Name, Email, Location and Role, and then
select Save or Save and Review

b. Ifa CAUTION appears in the Special User
Options, please contact the Archdiocesan
Safe Environment Office to determine the
issue. The issue may appear in the Notes
section.

c. The Primary Location should be selected
within the box. To update Location and
Role, click on Add Role and Location
and select Role, Location and Start Date
(if unknown, put the date you enter the
update) and Save. To inactivate a
Role/Location, click on the red stop sign to
inactivate or delete if it is an incorrect
selection. The green check signifies the
primary role. To edit, Hover over the
designated Role, Location or Date.

d. The ability does exist to add additional
locations/roles to the user’s record. If you
fully inactivate your location from a user’s
record, you can no longer edit the record.

Training

Educ tors | Administration

Administrauon

System Administration

New User Signups VAR TUS Online Administration for Local Administrators
Preregistered Users

User Search

ick Links Session Information

« Approve users

Training Agministration . Schedule a session Upcoming PGC-A sessions

Training Bulletins « Live training report Sessions completed in 20183
Online Training Modules » Calendar of Scheduled Training Sessions completed in 19301
Live Training + Training bulletin report

Reports

« Gompliance Audit—Chart C/D Combo
« Compliance Audit—Regquired Documents

Cempliance Reports « Activity Report
User Reports + Master Report—Local level, Report to screen

Training Reports = New Master Report (2020)

Background Checks
Requirsd Documants
Location Report

Audit Center

User Search System Messages

Go

Download Resources (user id, first, last, email)

Contact the Helpdesk

Enter a piece of information about the user: There are no system messages at this time.

System Administration
New User Signups User Search

Preregistered Users

Users

User Search Enter a piece of information about the user: I:I
(user id, first, last, emall)

Training Administration Show inactive users: [

Training Bulletins Go

Online Trainina Modules

Contact InfolfBackground CheckfRequired Documents

UserID: pneal_jacksan

Salutation:

FirstName: pat |
Middle Name:

Last Name: Tast

Email:

Primary Location: [Chancery Office {Jackson) %K

Rolss:
Primary Role ~ « Rale Lacation Start

%

© Voluntser  Chancery Office (Jackson) 08062017
+ Add Role and Lacation

Showing 1t 10f 1 entries [CIshow Inactive

® - End or delete role | Ending &l roles does not inactivate the account
Titlo or Function:

Profils: [User ik

Continuing Training: [Reguired to complete continuing training using VIRTUS Online: manthly bulletins |

Account status:

Service Began: 09/06:2017 [

Service Ended: [
Last Lagin: 09042018

Communication Optiens: [ Receive training bullefin reminders via email

Special User Options: [ This individual Is a facilitalor
[5] This individual has acoess to the educator tab
[ This individual Is a loal administrator
The user's administrative nights are limited based on the options you choase below
SELECTRIGHTS... | SELECTLOCATIONS...
[J CAUTION

Notes:

Save | SaveandReview | | Cancel

Primary Lacation: | Chancery Dffice (Jackson) -] &

Roles:
Primary

Rels Role Location Start End

®

@ ‘olunteer Ghavcery UEHBR020
il Office {Jackson) ki

O B | |- Select One - E ] = save

Showing 110 1 of 1 enfries [ Show Inactve

® - cr o delote i | Eoding all st goes ol inactats the accnunt
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How do I search the entire organization to view if a person has an online
registration, and make changes to their account and/or affiliate them with
my location?

1.

Select the “Administration” tab from the tabs
at the top of the page.

To see the most complete list of users
available click on the User Search in the left-
hand side of your screen. Enter in search
term and make sure to click “Show Inactive
Users, then select “Go”. For searching tips:

a. Insert the letters of the individual’s last
name, first name, user id or the email
address. Each one of these items must be
searched separately and cannot be
combined into one individual search (i.e.,
“John Smith” must either be searched as
“John” or “Smith”).

b. Searching with the first several letters of
the last name usually yields the best and
largest scope of results (i.e., search “Smi”
rather than just “Smith”).

¢. Ifanindividual is missing, double check
other possibilities of name spellings,
including hyphenated last names and
nicknames. It is also best to search more
than once for the same person using a
different search query.

If a match is found, then click on the person’s
last name to view their account

Note: Within the searched person’s account
page, the Site Administrator will not be able to
make/save any changes if the person’s
Primary Location or Additional Location(s) do
not match the Site Administrator’s location.

Administration

System Administration
New User Signups VIRTUS Online Administration for Local Ad

I_.lsgr; mr B
‘ User Search Quick Links

* Approve users

Training Administration « Schedule a session

Training Bulletins + Live training report

Online Training Modules + Calendar of Scheduled Training

Live Training + Training bulletin report

= Compliance Audit—Chart C/D Combo

Reports = Compliance Audit—Required Documents
Comgpliance Reports + Activity Report

+ Master Report—Local level, Report to screen

+ Mew Master Report (2020)

Search Results for: test

27 matches foun|.

First Name

_test Alana registration
_test registraticn
_test registration
_test registration

AAdministrator, Site

Contact Infol] Background CheckJRequired Documents

User ID: |local jackson

Password: ssssssssssss |

Salutation: |- Please select - ~

First Name: |sjts

Middle Name:

Last Name: |Apdministrator
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If the searched person’s “Primary” or
“Additional” locations match the
Administrator’s, then the Site Administrator
will be able to update/save changes to their
account, including the ability to change the
user’s “Email Address,” “Mailing Information,”
inactivate or activate an account, etc.

[ Sawa | | Saweand Rewview | | Cancs |

If the Save bUttonS are not |Ocated at the Primary Location: | Carmel Mission Parish (Carmel) v
bottom of the account, it is I|ke|y that the Site Additional Locations: Christ the King Parish (Salinas)
. y (Click to add or remove locations...}
Administrator’s account does not match the ROIES: \oyuniaar ¥
L , . * Volunteer
searched individual's account. In this case, (Click to add or remove roles._)

the Site Administrator should
communicate with the Archdiocesan Safe
Environment Coordinator to request that
the individual’s account be updated with
the appropriate affiliated location.

4. If a match is not found, it may be that the
person did not create an online registration Local Users

and still needs to create one. E—

RISITIUIMIWIX|Y|ZIAL

If the individual is unable to complete a _ " e s o = 150
registration online, an account can be o
added by clicking on Add New User (see

page 8).

If an individual completed training at another
diocese, the VIRTUS Help Desk
(helpdesk@yvirtus.org or 888-847-8870) can
transfer the user into the Diocese. When
transfers occur, the VIRTUS Help Desk will
contact the Diocesan Safe Environment
Office and ask them to review the account
to ensure that it is properly situated.
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How do I assist with recovering an individual’s username or password as
a Site Administrator?

1.

The Site Administrator may assist with
recovering the username/password only for
accounts that already exist.

First, search the database to find the online
account by reviewing the instructions listed
within this document under the section

entitled, “How do | search the entire
organization to view if a particular
individual has an online registration,
make changes to their account and/or
affiliate them with my location?”

Once the account is located, click on the
last name to pull up the profile
information.

a. If the Site Administrator shares the
same “Primary” or “Additional”
location as the individual, then the
administrator can ask the system to
send the individual his/her user ID and
password.

i First, the Site Administrator should
check that the email listed within
the account is accurate

ii. If the email is not accurate, then
the administrator should update
the email address and select
“Save and Review” at the bottom
of the page.

iii.  Once the email is updated and
correct, select “Email account
info,” and ask the individual to
retrieve the message from their
email account and proceed
accordingly.

b. If the Site Administrator does not share

the same “Primary” or “Additional”
location as the individual, the Site
Administrator can only inform the
individual of his/her User ID and request
that the individual use the password
recovery function on the homepage of
www.virtus.org.

Administration

AAdministrator, Site

) Background Check Required Documents §Training f Summary

User ID

Salutation

Password:

First Name:

Last Name:

Email:

: local_jackson

i |- Please select - ~

Site

Middle Name:

AAdministrator

pneal@virtus.org

|| Email account info

Username:

Password:

Meed login information

LOGIN FOR EXISTING ACCOUNTS

Sign In

PASSWORD RESET

10 guuu Ties Earsginlioat o zossaezzcacd bl bune
Account please sobe kboio

Uszmame o omall acness

USERNAME RECOVERY

F WIS 1L TR HaH g

o i v e sl sl wss ez wised wlln bis

IFp00 st 42rgotzn 152 uIemame and szl adzesss sszocizied WHe S2UF AT0EURT peast ZeTphls
th= inkie THEH I s T HI

al
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How do I review an account’s Safe Environment items and add a new
background check/required document?

In order to review an account’s main profile
page, the Site Administrator must first search
for the user and click on the person’s name
to open up the profile. Once a user is
selected, an “active” user will have all of the
following tabs associated within the account.

The Background Check information will
appear with the Background Check Tab,
and the ability exists to Record a background
check for a user.

The Required Documents that are
electronically acknowledged will appear
within the Required Documents Tab, and
the ability exists to Record a document for a
user.

The training information will appear within
the Training Tab, and the ability exists to
print the training certificate by clicking on the
certificate icon.

a. If live training is accessible, the user
can be added to an upcoming session.

b. Online trining can be assigned, as
needed.

c. To record previous training use the
instructions on pg 9

To review a summary of the compliance
items, please click on the Summary Tab.

If you see a CAUTION notification on a users
account, please contact the Diocesan Safe
Environment Coordinator for additional
information.

General | Contact Info Pr\vateBackgrounu CnecKRet lired Documents§ Training | Summary|

9 Scredimg

Date Type & Provider Mame Submitted Run By Report Location Comments Complete Status

06/16/2020 Fastrax
Sefectian

User Background Check Teb  Paterson, NJ Yes Approved

Record a background check for this user

Force Background Check Prompt

Prompt History

Prompted by Prompted on

| | |
Contact InfojBackground Chec JRequired Documents |Training

Required Documents

Document Date Received Recorded By Comments
Protection of Children Policy  06/16/2020 Registration
Declarations 06/16/2020 Registration

I Contact Infol] Background Check Required Dot |ment5Tra|mngSu \mary]

Approval Date: 06/16/2020

LIVE/INITIAL TRAINING

[Tite [Date

[Training Location [status |
|Protecting God's Chilaren for Aduits 0810412018 .00 AM| Christ the King Churcn (Soutnaven) | Approved [

Add this user to an u

TRAINING BULLETINS

|Type |Fealureﬂ ReadlMisseu‘
|Protecting God's Children for Adulls (cick here for details)| 1 o | 1]

Manually secord training bulietins for this user

ONLINE TRAINING MODULES

None

Administrator, Local
General | Contact Info || Background Check jRequired Documents || Trail ingSummary

General Information

Primary Location All Saints Catholic Academy(Naperville)

All Saints Catholic Academy (Naperville)
Locations and Roles | .« Vglunteer

Profile Volunteer - Parish, works wichildren

Most Recent Training

Training Date
Protecting God's Children for Adults | 02/07/2020

Most Recent Completed Background Check

Background Check Date
Selection - Combined | 02/10/2020

Most Recent Required Document

Document Date
Policy Regarding Sexual Abuse of Minors | 02/07/2020

Page 6 of 14




How do I assign the Vulnerable Adults Training Module?

1.

To assign directly from the user’s
account, please click on the Training
tab and then click on ‘Assign Online
training to this user’ and follow the
instructions in number 6 below.

For multiple assignments, click on the
“Online Training Modules” on the left-
hand side of the screen.

[ —

General | Contact Info | Private | Background Check jRequired Documents | Training

Approval Date: 08/20/2020

TRAINING RECORDS

Training
Protecting Ged's Children for Adults

[Location
Importad
A This: user 10 &0 upcoming LIVE sesgion

Assion ONLINE training to hs user

Training Administration

Click on ‘Assign online training

Training Bulletins

Online Training Modules
Live Training

Online Training

modules’ to assign the module.

Select a user(s) by selecting’Look up
users by name’ to view. Then click on
‘Continue’.

Profile
Role
Facilitators

In Step1, type in the users first or last
name, and select when it appears in

« Assign online training modules
This function allows you to assign online training modules to your users.

« Online training reports
This function allows you to run repoerts for anline training modules.

+ Online awareness fraining reports
This function allows you to run reports for the online awareness training modules.

Assign Online Training Modules:

Location Archdiocese of Denver - Pastoral Center (Denver) »
Group Default ~
Administrator ol

Archdiocesan School Teacher, Principals, and Administrators ~

® Loock-up users by name
Select users from list

Include inactive users

Continue ==

1. Type the users first or last name below, then select a user from the list that appears

the ‘Search Users’ box. Then add. The
user(s) will appear in Step 2 within

‘Selected Users’, and you always have
the ability to de-select as needed. Then
“Submit” the user(s) selected in Step 3.

Click on either English or Spanish
Vulnerable Adults online training. It will
default to a due date of two weeks;
however, you can change this date.
Click “Assign Training” to complete the
assignment.

‘*
Please note that once assigned to a
person’s approved record, they will
have access to the online training when
they next log in to their account.

‘» I ‘EI

2. Verify the users you selected
1 usen(s) selocted

Selected Users

> Pat Test (pneal_toledo)

3. Click this button to submit the the user list

Submit |

7] Vulnerable Adults Training Module
] Vulnerable Adults Training Module (Spanish)

If a user already has completed any of the modules above what should the system do?

) Assign the module again.
® Do NOT assign the module again

Assign Training
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How do | add a new user?

1. On the Administration tab, click “Users” in
the left menu and choose Add New User
and provide the needed information.

Choose “Required to complete continuing
training by policy” as the Continuing
Training Status and “User” as the Profile.

Local Users
Search Add New User > Show Inactive Users
AIBIC|D|EET S — U PIQIRISITIUIYIWIXIY|ZIALL
Records found: 239 users. Reqular Licenses: Total = 15000

First Name User ID Training Date

Add New User

Please provide the information requested below

First Name: |
Middle Name: |
Last Name: ‘

Nickname: |

2. Select the primary location and then the
associated role(s), and any additional
locations and correspond roles.

3. Please select the option needed to set up
the account:

a. Add to an upcoming session
scheduled.

b. Add to a session already attended
(PGC only —if CTP, see pg. 9).

c. Iftraining is not scheduled through
Schedule Training, select No
Training. The user will be placed in
New User Signup until a session is
chosen or previous training recorded
as explained on page 9.

I Email: | No email

Continuing Training Status: | - Please Select - ~|

Profile: [ Please Select— +|
Optional
Address: |

Address line 2: |
city: |
State: | - Select ) v

ZIP:

Daytime Phone: ‘
Evening Phone: |
Cell Phone: |

| Continue |

Please select the primary location where Test Registration works or volunteers.

Location: | - Please select - ~

Continue

Tlwasam sduan b Il il sgegibp, ¥ass nn | wsluel 2 lud cins ks,

o Aeckrsniikliml s

M cnMeluntesr
27 %m0 1k 0 SRR O YNTMRT T  H TT or DR I TY T T

1| Piwetvamz fucli

1| P

Add New User: Test Registration

Please select an option for Test Registration
® Add Test Registration to an upcoming session

() Test Registration already attended a session

() No training

Continue
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How do I record training to an existing record (including one that
occurred before the transition to VIRTUS)?

1. To record training when the session is not
scheduled within the site, you can click on
‘Live Training’ in left hand menu of the
Administration Tab, and choose ‘Record
Training’

Type in the User information and then select
to enter into the box and then continue.

2. Use the top sections to record a training that
occurred since August 2020 under the VIRTUS

Training Administration

Training Bullefins
Online Training Modules
Live Training

* Record training
This function allows you to manually reg

¢ Approve training
This function allows you to approve use

Record Training:

Step 1 - Select the Users:
Type the user information:

Filtered by INDIVIDUAL Click here fo change

No Users Selected

Continue

curriculum.

If the session is not scheduled within the
dropdown or was taken before July 31, 2020,
you can enter the training session information

that the user attended. \

3. Select the training course from the list
(usually Called to Protect), enter the location,
and the training date. Click on ‘Record
attendance’ to add the training to the user’'s
account.

Record Training:
INDIVIDUAL Users

Step 2 - Select the Training Session Attended:

Please select the live training session that the user(s) attended from the list below

[ Please select ~|

| Record attendance |

—OR—

I you do not see the training session that the user(s) attended on the list above please enter the course, date and location f
the boxes below:

Training | - Please select -- s
Course

Training |- Please select - ias
Location

|-Month- v -Day-v|-Year-v
[12 v[Joo v ][ AM~

Training Date

| Record attendance |
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How do I create Reports within VIRTUS Online? (see Step 5 for shortcut)

1.

There are various reports that can be
created using VIRTUS Online. To begin,
select the “Administration” tab from the tabs
at the top of the page. Then choose a repo
within Quick Links. The reports can be
viewed on the screen or exported to a CSV
file and saved in Excel format.

Quick Links

Approve users
Schedule a session
Live training_report

Calendar of Scheduled Training

Training bulletin report

Compliance Audit—Chart C/D Combo

Activity Report by User

Compliance Audit—Required Documents

Master Report—Local level, Report to screen (previo

version)
+ Compliance Report
Run Report to Screen Export Report to CSY | « New Master Report (2022)
The Compliance Report pr.owdes the most Compliance Report
clear snapshot of the compliance status of
users. Filters include Location Role and the  [Vseispage o see usercompliance siatus
. . First Name: Last Name: Compliant: Active:
Safe Environment required elements. \ | | | Cany-v] Yes
Location Role Profile frams
\—AII— vl \—AII— vl |—AH— vl EBGC E Bulletins
[ Documents [ Training
‘ Run Report ‘ | Reset ‘ | Cancel | | Export | |

The New Master Report — 2022 is essential for auditing

locations and combining all the most important details into one

easy to read report.

User Fields

Filters

- All Locations —
Blessed Sacrament (Denver)

Location:

« Last
This report allows coordinators to filter user 7 First
requirements revealing only the most recent dates Middie
. . e Nickname
completion. This report offers you the flexibility of Salutati
. . . alutation
listing requirements separately. ¥ Login ID
< Email

Account Status
Primary Location

of
combining or

Primary Location 1D
All Locations (select to
Roles in primary locati
All Roles

Profile

Position/Title
Continuing Training St4

Background Checks

] Gombins all selsctad background chack types into ons Golumn - You must sslsct the items below to combine

[ Manual Test BGC

<] Selection: Compined

Required Documents

[| Combine il sslected document types into one column - You must select the items below to combine

[ cate of Conduct

[2] Hald Harmless Agreement

Training
[ ] Combine sll sslected training types into one
Live

[ Protectng God's Children for Adults
L Dilecica Code Chi Eaciii

column - You must select the items below to combine

Page 10 of 14




In addition to filtering locations and/or roles, the new master report can filter users who are currently
active, active and pending, or reveal all users active and inactive for a location. This is very helpful
as an end of year report for locations.

Bulletins

[+] Protecting Ged's Children Tor Adulls

) Show anly users wha are currently acfive

¥ Show only users who are currently activa (including pending usars)

() Show only users wha are currently pending

) Show users wha were active from: [07/01/2018 = to: [osanzoon ][5

' shaw all users’

Run Report to Scrasn | | FExport Report to GV |

4. The C/D Report assists diocesan coordinators with completing the audit reports. It gathers and
totals Role data for specific line items on the annual audit, such as training and background checks.
It will report Role totals regarding the # of complete and # of not compete items for the audit period

selected. To access this report, select the Administration tab, then the oo
quick link for Compliance Audit- Chart C/D Combo. Choose your report L T letin report
year, your location, and training and background check renewal Gompliance Audit—Chart C/D Combo
parameters from the drop-down menus. Select the Run button.

TS

Compliance Audit—Required Documents
Activity Report

Compliance Audit - Chart C/D

There two different methods for running this report:

1. Include users who were active at ANY TIME during the audit period

5. Expiring Background Checks and Training can also be quickly viewed by choosing “Click
here for details” the main Administration tab.
VIRTUS Online Administration for Local Administrators

Quick Links Expiring Background Checks and Training

« Approve users

. Schedule & sassion Click here for details

Click on number expiring to see list of users needing to renew background or training.

Administration

stemn Administration

New User Signups Expiring Background Checks
Preregistered Users

visers Background checks are valid for: 5 years
Usei. —h

Expiring in 60 Days

NOTE: This is a quick look option to see upcoming expirations. b

Training Bulletins

Please use the “Compliance Report” for the most accurated listing ~ ESEESEN = ™"
. raining is valid for. years
of compliance status.

Expiring in 60 Days
22

Required Documents

Locafion Report

Page 11 of 14



How do | merge a duplicate record?
****If in doubt — please contact the Safe Environment Office to request the merge.***

1. To merge a duplicate record, it is
extremely important to ensure that you
are confident the accounts to be
merged are for the same individual—as
there are many individuals who share
the same name. If you’re aware that
there is an incorrect merge, or a merge
mistake, we must be notified at the
VIRTUS Helpdesk within 24 hours at
888-847-8870. Otherwise, we may not
be able to retreive the information to
correct the account. Please do not
backspace after completing the merge.

2. A potential duplicate is possible when
you see NOTE: This is a potential
duplicate account. (Click here to see
potential matches) within a users
account.

3. All of the potential matches should
appear here. If this seems accurate,
toggle “This is a duplicate” for each of
the individuals and select “Continue
with merge process” at the bottom of
the page

4. Review the potential duplicates. You
will see the full details of the accounts,
and you will be able to select the
“destination” account by clicking first on
the “Keep this account” option located
on the left. NOTE: You are maintaining
one of the accounts and adding the
information from the other account(s) to
the destination account
denoted/toggled as “Keep this
account”.

5. Check the “Keep” box options on the
right to select what’s maintained in the
merge. Proceed by clicking on the box
at the bottom of the page of “Merge
Records and Review.”

6. Review all of the tabs within the
individual’s profile to verify the merged
records.

Administrator, Local

General | Contact InfoBackground Check jRequired Documents f Training § Summary

NOTE: This is a potential duplicate account.
(Ci R )

Merge Duplicated Users
Current User Potential Matches
Name Local Administrator 6824060 MName Local Administrator 5659867
User ID lncal_admin_test User ID terry_montaray
Address Address
Daytime Phons Daytims Fhone
Evening Phone Evening Phone
Email Emall pneal@virtus org
Primary Loeation Carme! Mission Parish (Carmel) Primary Location Carmel Mission Parish [Carmel)
Training Date Training Date 1216/2019 1:00 PM
Training Location Training Location 3acrad Heart & S1. Banadict Parish (Hollister)
Registerad 02062020 Registered On 121132017
Approved 05062020 Approved On 12152017
Accaunt Status Active User
This 15 a duplcate
Continug with merge procass

# Kuep this sccoant
Name Lozl Administrstor
User 1D wocal_adwin_lest
Acldress
Daytime Phone
Evening Phone
Profile Uss
Frimary Location Cammel Mison Panish (Carmed)
Account Status: Actve Lser
Hegestered USRI
Approved 1502020
Last Legin
Liva Training Hong
Backyround Checks Hone
Requirsd Documants Hong
Lmline Trainieg | pogule Assigned | Staned  Completed Score Keep
?I:Iﬁiflil!:'.lilijl-zzrlam:!1lm=n-:.'!-‘.-'d:\’m-:_\-.HI'.' U PR P =
2 Kaap this account
Name Locsl Adminkstrator
User II1 temy_mentarey
haldrass
Uaytime Phone
Evaning Phong
Profie Uses
Primary Location Cammel Misicn Fansh (Canma)
Account Stahus: Achve Usar
Date Reghstered 12132017

Appraved On 1213017
Last Login BS0S2020
Live Trainirdl | Type Location Date Swlus | Keep
Protecting Gof's Children %r Aduits Sacred Hear: & 5t Banedict Parizh (Hollzter) 12182018 Approwed
Backyround Checks | Type Date Stalus | Keep
Ceparment of Jusice DOJ 04242020 Compkte [
Hequired Hocuments Typa Date [re
Driver Training Racord (242020 5
Onling Trainied | Module Assigned  Stamed | Completed  Seore| Keep

5T2_2430878 - Frotacting God's Childran® Oning

Awiareness Session 3 QIS 0S04AD 05040 k4

Mengs records and review | | Merge records snd reum o user list
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How do I schedule and manage records for Protecting God’s Children

Live Sessions

1. After selecting the “Administrator tab”
select “Live Training” under the

“Training Administration” tab on the left

green bar. Then select “Schedule

Administration

System Administration
New User Signups Live Training

Preregisterad Users

training sessions,” then “Add a new
session.”

2. All the fields on this screen should be
complete. The more information you
have about a scheduled session the
easier it will be to manage. Make sure
to include instructions to where and

what building the training is being held,

especially where one should go once
an attendee arrives on the property.
This will reduce people arriving late
and frustrated for not knowing where
the training is held. Then click on Add
Session.

3. Select the “Administrator tab” and
select “Live Training” under “Training
Administration” on the left green bar.
Then select “Manage Registrations”
and “Select a Session” to manage.

4. You may create a sign in sheet and
print, export to Excel, or email the sign
in sheet. It is also possible to print
certificates prior to the session so they
are ready to be signed, and an email
reminder may be sent to the
preregistered users. Facilitators can
view this same screen for only the
sessions they facilitate, so they can
therefore perform these tasks
themselves. Diocesan administrators
can view all scheduled sessions.

* Schedule training sessions
Message Board This function allows you view and schedule sessions

.

Training Administration Manage registrations
N ) This function allows you to manage the list of people wh

Training Bulletins sessions
Online Training Modules
Live Training + Record training

This function allows you to manually record users' attend
Reports

Compliance Reports + Approve training

User Reports This function allows you to approve users' requests for ¢

Schedule Training

‘ Add a new session ‘

Current Training Scheduled:

Add Training Session:

Training Title: ecting God's Children for Adulls /|

Language: i
Location: |z Selnet— |

| This session will be neld via videa conference (Zoom, WebEx, ete)
Start Date: [ —
Number of days: [1 |
Start Time: |- setect - ~| . [
Length: .

2 ; s i
Maximum Size: | theeram Edank i tees i e size i | et 0 % prevent onbne regeTation)

1 Print clock howrs on traming cerfificate

Facilitator. Available Facilitators
Jostionst) T FTel ] Selected Facilitators

Click 50 B0 >>

<< Click 10 remave

Contact Name: | 1 b s e el b

Contact Number: Y bk ha sumbr vl b
Contact Info: | Snow contact infommation during regestration
Notes: facrisaliptishdenis b ks it el

{put affiee cass rainchians hars)

Ard Sessaon | | Back (Discard changes)

Schedul - .
This function allows you view and schedule sessions.

+ Manage ragistrations
This function allows you to manage the list of people who havy

sessions

Select A Session:
Upcoming sessions | Past Sessions: 2020 2019 2018

\ 11/24/2018 10:00 AM - (Our Lady of the Assumption Parish - Watsonville) - Protecting God's Children for Adults (Spanish) V|

ontinue |

E @ E E

Create sign-in sheet Export sigr-in sheet Print certificates  Print certiioates
sorted by location  sorted by user

Email sign-in sheet to: | Please Select -

Or enter an email address below:

Email 'S;lgn-lrn Sheet
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How do I approve training of a record and use batch processing?

To approve records from a Protecting
God’s Children Awareness session,
click on the Administration tab and click
on New User Signups or Approve
Users within the Quick Links. Review
the sign in sheet for accuracy and
completeness, so the training can be
“approved.”

2. Within the New User Signup link, this

TraininngooIboleibra ry] Facilitators lAdministration

Administration

System Administration

VIRTUS Online Administration

Quick Links

* Approve users

allows you to view the list of individuals
who have preregistered for a training that
has already taken place. A review of the

Continuing

Profile: | User v | (Click to show profile details)

Training: [Required to complete continuing training per policy

Account status:

account should include a review for
account accuracy, profile and user

Training session: Protecting God's Children for Adults

TATI2019 12:00 AM
St. James The Less Church (Corinth)
(Make changes...) {Approve training without acfivating sccount)

designation, continuing training status
and completion, acknowledgement of
required documents, and background
check submission disposition.

Once all diocesan requirements are met,
the registrant is considered approved and

Bave © Don't Process | cancel

Delete Registration

their account can be processed by
selecting “User” as the profile with an
Account status as Active and then select
“Process Registration.”

Administration

New User Signups

Search

ayavEn

Diocese of Youngstown

Batch Pracessing |]

Batch processing: Batch processing must
be used with due care or it will require
going back into accounts to find incorrect
information and make corrections. To
Batch Process, select the link on the top

User Batch Processing

STEP 1 — Sele@ a live fraining session:

L

-1 session —

Continue

User Batch Processing

right of the New User Signups list
and select the session in STEP 1.

STEP 2 — Select users fflim the list below:

r Adulls
All Saints (Denver)
07/0212020 $:00 AM

. . Name Email Location |BGChack Title |Role
5, Wlthln STEP 2, Select the user from | |testdenverlogation, registration (B862328] noaddress@virtus org Cathedral Basiica of the Immaculals Canception (Derver) [7r22720 fuisa[Volunteer
. ] |lestdenvertwenty, registiation (6862317) noaddress@virtus.org Cathedral Basilica of the Immaculate Conception (Denver) lY’ZZ’ZU test Volunteer
the list of users who attended the | [tienenoies: egaiaion G552 ey [l el o]
. [ |lestinobocCode tegistralion (GAG2323) org (Denver) |7r22r20 test Volunteer
SeSS |On 0 registration (§862327) noaddress@virtus_org All Souls (Englewood) :7#22‘20 test Volunteer
| [lestsscondies!, egisiation (6862524) noaddress @virtus.org Cathiedral Basilica of the Immaculale Conception (Derver) |7izziz0 lest|Volunteer
Continue  Starl Over |
6. Within STEP 3, select the action
tO appI’OVG the attendeeS I STEP 3 — Sslel the action to perform on the users selected: (click here wo ses Users celected)
a . C|ICk On Approve the tra|n|ng @ |Approve the training records for these users and actlvate thelr accounts 'Prol'lls:
~ |using the profile, status, and special functions listed an the right: | Uszar -
reocrds Continuing Training Staty
(1 These users are notre
‘ t] H .
b. Se|eCt User as the PFOfI|e (1 These users have accy
‘ (1 These users are requir|
c. Select ‘These users are @ These uses ars requil
. . . (7 These users are requirl
required to complete continuing
. . . Special functions:
training per policy JALL of these individug
d C I t th b t h B ALL of these individug
" O m p e e e a C prOCeSS (NOTE: Zome background o
7y | Transler these users to the session listed below:
-- Select a new session —
| Delete these users jonly pre-registered Users can be deleted)

Complete the batch process

Start COver
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