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How to Document a Classroom

Only Training




I—
Sign In to My Account

Go to www.crisisprevention.com
1. Click on “My Account” in the upper right corner

Sign in to your account

® UNITED STATES (ENGLISH) v MR CPILEARNING || @ MY ACCOUNT

R, 877.877.5390

CRISIS PREVENTION . : i
m INST]TUTE Our Programs Industries Find Training Resources Q Search

Introducing Reframing Behavior — Now Available —>

De-escalation training solutions.
Customized to your organizational needs.

Join more than 42,000 Certified Instructors and 17 million trained professionals
creating safer workplaces worldwide.



http://www.crisisprevention.com/

Dashboard

After signing in to your account, you will see the Dashboard

1.

On the top panel, click on “Classes”

£

CRISIS PREVENTION

Norman TEST_NCI3_US

( ID: 8401177 )

My Certification

Nonviolent Crisis Intervention®

includes Verbal Intervention™

ACTIVE May 30, 2024 - May 30, 2026

F Pay Annual Membership Fee

Included with registration

‘ Complete Instructor Training >

Print your certificate

F Document Classes >

Recommended 2 per year

& Print ID Card

1 o 13 Classes

this cert cycle

11 TOTAL

Training Center

PLANNING & FACILITATION

Classroom Videos &
Resources >

Instructor Guides &
Presentations >

POST TRAINING

Document Training >

MANAGE ALL TRAINING
Instructor-Led Classes >
Online Modules / Blended Classes >

Instructor Management >

Explore Training Center

Py Hours ° Participants
o 95 this cert cycle - 5 this cert cycle

75 TOTAL 44 TOTAL

Order Materials

- ONLINE SEATS & WORKBOOKS

a View All Workbooks >

View All Products

Professional Development

Membership Benefits >
Certification History >
My Online Learning >

Find Training Programs >




Create the Class

1. Click on the “+ Create Class” button

CRISIS PREVENTION
4 INSTITUTE Qo> W
HH Dashboard 1
Classes
TRAINING MY ORGANIZATION
M Training Materials Active Archived
54 Classes - - .
18 Classes View Prior CPl Leaming History
2  Participants
Ze Instructor Management SEARCH CLASS NAME SORT BY
L2 View Seats Mearest Date v
= Show Filters
MY TRAINING
] My Online Learning V
il Test Class ABC =]
& Certification History

Nonviolent Crisis Intervention®
Class Date: Septemiber 20, 2024
Instructor: Morman TEST_NCI3_US
TEST_Ashley's Educatars US

5| Membership

2]

& Professional Enrichment

0y Community

i Convert Class Test B

Nonviolent Crisis Intervention®
Class Date: September 18, 2024
Instructor: Morman TEST_NCI3_US
TEST_Ashley's Educators US

SUPPORT
(2] Profile
()  Order History

R, ContactUs F i Initial - Classroom B

Nonviolent Crisis Intervention®

Class Date: September 09, 2024, September 10, 2024
Instructor: Norman TEST_NCI3_US, Annie TEST_APS3_ASD_US
TEST_Ashley's Educatars US

[ Sign Out




Create the Class

1. Enter a name for your class

2. Select the name of the Primary Instructor from the drop-down list

3. If another instructor helped support this training, click “+ Add Instructor” and select their name from the drop-down list
« If there were multiple co-instructors, click “+ Add Instructor” for each of them

4. Select the CPI program you trained
*  You will only see programs that you are certified to train

EJINSTITUTE S =
EH Dashboard NeW Clqss

TRAINING MY ORGANIZATION

lass Detail
[ Training Materials Class Details

gd Classes CLASS NAME*

2 Porticiponts 1

B Instructor Management

PRIMARY INSTRUCTOR *

Lo View Seat: ,-

E2d View Seats Norman TEST_NCI3_US 2
MY TRAINING + Add Instructor 3

] My Online Learning P PROGRAM™

5 Certification History Selact 4

5] Membership

75 Professional Enrichment * Cancel Create Class

7 Community

SUPPORT
2] Profile
(® Order History
R, ContactUs

8 [» Sign Out



Create the Class

1. Select which participant workbook you used
2. Select if there was any additional content
« Selections are based on instructor qualifications
3. Select the type of training that was delivered
4. Enter the date of the class and the initial hours

« If training was delivered over multiple days, click on
“+ Another Day” to add additional dates and hours

5. Select how long the training is valid

» This should align with your organization’s policies
and standards

*  CPI recommends a training be valid for 6-12 months

WHICH PARTICIPANT WORKBOOK ARE YOU USING?™

Nonviolent Crisis
lntervention Training

BT

—

3rd Edition

ADDITIONAL CONTENT*

None

TYPE OF TRAINING *

Initial Training

DATE OF CLASS* INITIAL HOURS*

o

11/25/2024 O o0
+ Another Day

HOW LONG IS THIS TRAINING VALID?™
(O 6 Months

@ 12 Months

(O Until Date

mmmu. mos

CPI Nonviolent
Crisis Int ntion

'l‘...n‘\.‘;

2nd Edition

Set this expiration rhtr-t; align v

C ‘:l recommends rtO 12 ﬂ”“t"!

Wit hy
ard"r"



I TRAINING FORMAT
@ (@ Classroom Only
C re ate t h e C I ass g:j;:mmummmumunmm

() virtual Meeting

‘ .. )
1. Select the “Classroom Only” training format O Blended (Oniine Course + Classroom)
. _________________________________________________________________________________________________________
+  Select how the classroom portion PARTICIPANTS WILL LEARN THE FOLLOWING PHYSICAL SKILLS
was conducted @ S
. . . . . Block & Move Hold & Stabilize
2. Select which physical skills participants _
Tuming Away
learned
4 Pull / Push [ Lever
. “ »” Wrist Bite Wrist Body
3. Click on “Create Class” to create the class Clothing Tuming Away Clothing Tuing Away
Hair Hair
Neck Neck
Body
Holding Skills
Seated Standing
Low-Level Restriction Low-Level Restriction
Medium-Level Restriction Medium-Level Restriction
High-Level Restriction High-Level Restriction
Team Control Position
Children's Standing Children's Segted
Skills.Child-Stand-Low-Level-Restriction Chair: Low-Level Restriction
Skills.Child-Stand-Medium-Lewvel-Restriction Chair: Medium-Level Restriction
Skills.Child-Stand-High-Level-Restriction Chair: High-Level Restriction

» Cancel @ Create Closs

10



Create the Class

In each class you can add notes
1. Select either “Class Details” or “Participants”
2. Click on the “Class Notes” button in the upper right-hand corner
3. Abox will appear where notes can be placed

4. Click “Save Notes” to save your information

EH Dashboard

TRAINING MY ORGAMNIZATION
R Troining Materials
51 Classes

Participants

MY TRAINING
CJ My Cnline Learning
& Certificotion History
Membership
75 Professional Enrichment

0y Community

SUPPORT
E  Profile
(& Order History
., ConftoctUs

[» SignOut

11

®

Test Class 1 - Classroom

7/11/202.

Class Details  Participants

CLASS NAME™

Test Class 1 - Classroom

PRIMARY INSTRUCTOR
Angel TEST_APS3_US

CP1 PROGRAM

Verbal Intervention™

WHICH PARTICIPANT WORKBOOK ARE YOU USING?

CP1 Verbal Intervention”
Training

TR

—

3rd Edition

2nd Edition

Class Notes

MOTES

X Cancel

A

Save Motes




Add Participants

After your class has been created, you will be directed to enter your participants
You can add participants two different ways:

1. You can add participants individually

2. You can import a file that provides participant information

Test Class 1 - Classroom 711172024
Class Details  Participants 2
0 Participants 1 [ Add Participant l [ mport Using A File l l Export List l
Name Blue Card ID Status

Your class is empty!

Let's add participants to this class.

1 Add Participant

12



Add Participants Individually

On the Add Participant screen, you will see a list of all participants previously trained within your organization

1. To add participants previously trained you can:
« Search by their name, email or external ID
«  Scroll to find each participant’'s name

2. Click on “Add to Class” to add that participant to the class

3. If all participants have been added, click “Done”
Otherwise, you can create new participants (see next slide)

Add Participant

@ SEARCH-NAME-EMAIL-EXTERNALID

SORT BY

Name Email

Add to Class @ Kyle Cooke kcooke@cpiorg.com

‘10 V‘ Showing 1-1of 1

13

Organization

TEST_Ashley's Educators US

Date Added v

External ID

Create Participant

Status

o[-

36



Add Participants Individually

If you need to add a new participant or if a participant is not listed, click on “Create Participant”
Enter the participant’s first name, last name and select your organization

Click on “Create & Enroll Participant” to add the participant to the class
Once all participants are enrolled, click on “Done”

B wnh =

14

N

Add Participant X
SEARCH-NAME-EMAIL-EXTERNALID SORT BY
| o~ 0
Create Participant
FIRST NAME™ LAST NAME* EMAIL (Optional) "=l | ORGANIZATION*| EXTERNAL ID (Optional)
| | =
Name Email Organization External ID Status

‘10 v‘ Showing 1-1of 1

kcooke@cpiorg.com

TEST_Ashley's Educators US

@

Done




Import Participants

15

To import a file, click on “Import Using A File”
Select your organization from the drop-down menu

If you have a file ready to import, click on “Choose
File”

If needed, you can download a template that follows
the preview format. Click on “Download Template”

*  When importing your file, make sure that it
follows the format shown below in the preview

Once your file has been added, click on “Import
Participants”

Test Class 3 - Blended

9/04/2024 | [J Class Notes

Class Details  Participants

1

0 Participants | Add Participant | | Impart Using A File Export List
Name Biue Card ID Status
Your class is empty!
Let's add participants to this class.
Import Using A File X

Upload & Preview Participant List

2

ORGAMIZATION™

| h |

Choose File | Nao file chosen 3

THINGS TO CHECK BEFORE YOU UPLOAD

» Does the first row of the file match the first row in the template?

* s your list limited to 200 participants?

= Are all email addresses properly formatted. including an "@" symbol?

» Does your file have any duplicates?

4 Download Template l 4
:"6'\".9'\".'
First Name Last Name Email (Optional) External Id (Optional) Blue Card ID (Optional)
X Cancel

5 Import Participants




Enter Blue Card™ Numbers and Submit Your Training

16

The final step to document your
training is to enter each participant’s
Blue Card™ ID number and select
their pass/fail status

If you need to make a change to a
participant, click on the box containing
three dots to either:

*  View/Edit participant
information

*  Submit an individual
participant’s training record

* Remove the participant from
the class

Once participant Blue Card™ ID
numbers and pass/fail statuses have
been entered, click “Submit All
Records” to submit your class

Test Class 1 - Classroom

7/11/2024 | [ g Class Notes

Class Details  Participants

1 Participants

I:‘ Name

I:‘ Kyle Cooke
kcooke@cpiorg.com

‘ 100 ~ ‘ Showingl-1ofl

Blue Card ID

Add Participant

[ Import Using A File Export List I

Status

~ Pass

-]

View/Edit Participant
Submit Training Record

Remove from Class

3 Submit All Records

Eg



Export Class Details (optional)

To receive detailed information on your classroom training, you can export a file
1. Click on “Export List”
An excel file will be downloaded that holds information containing:

Name

Email
External ID
Organization
Course
Status

Blue Card ID
Instructor
Training Format
Version
Hours

R

EH Dashboard

RAINING MY ORGANIZATION

[k Training Materials
£d Classes

Participants

¥ TRAINING

[J] My Online Learning
& Certification History
[ Membership

= Profescional Enrichment

7 Community
UPPOI
El  Profi

[» SignOut

Participants

7 Participants

SEARCH NAME OR EMAIL

=

Name

Amanda Batula

obotula@cpiorg.com

Em Twila
etwilo@test.com

ADTETAS

*Note — the Excel file has two tabs, one with class information, the

1gther with participant information

Status

Verbal Intervention™

T Expired (On 05/12/2024)

Organization

1

Create Participa

nt | | mpaort From File | Export List |

Blue Card ID

NCI3AEETEBR

SORT BY

Date Added

Last Trained

0512/2023 E’

Verbal Intervention™
~ Active [Until 01/15/2025)

See Details

Dementic Capable Care

" Active [Until 07/16/2025)

shigy's Educo

tors US

KYEBFGEFD

Verbal Intervention™
" Active [Until 07/16/2025)

See Details

shigy's Educo

tors US



Download/Print Documents

If needed, you can download and print:
Verification Letters, Training Records and
Certificates once the class is submitted

Select “Classes”

Select a class by clicking on its

name

Select the document you wish to

download/print

EH Dashboard

TRAINING MY ORGANIZATION

iR Training Materials

o0

Participants

View Seats

MY TRAINING

My Online Learning
Certification History
Membership

Professienal Enrichment

¥y Community

SUPPORT

=
®

18

Frofile
Order History
Contact Us

Sign Cut

Classes

Active  Archived
38 Closses

SEARCH CLASS NAME

T Show Fiters

EB Dashboard

TRAINING MY ORGANIZATION
[k Training Materials
£d Classes

Participants

£ View Seats

MY TRAINING
|;| My Online Learning
75 Certification History
Membership
75 Professional Enrichment

3 Community

SUPPORT

B Profile

(& Order History
My  ContoctUs

[+ SignOut

Classroom Only MD

Training Documentation

8/02/2024 | [J Class Notes

In this training. 4/4 participants have been recorded.

1= Print Verification Letters = Print Training Record

&) View Certificates

Class Details ~ Participants

4 Participants

Name

Tammy Gregory

Bob Minion

bminion@gru.com

Stuart Minion

sminion@grucom

Chandler Bing

CBing(@Friends.com

100

Showing L -4 of 4

Blue Card ID

ENGAABF3

NECCTTCA

NCI34D92A9

MEE4A320

Add Participan

l

i Impart Using A File ] ’ Export List ]

Status

+ Pass
08/02/2024

~" Pass
08/02/2024

" Pass
08/02/2024

~ Pass
08/D2/2024

Edit

Edit

Edit

R
NIRRT A R

Edit

i Ashley's Test Closs 9.11
Nonwviolent Crisis Intervention®
Class Date: September 11, 2024
Instructor: Angel TEST_AFS3_US
TEST_Ashley’s Educators US

i Ashley's Test Class
Prevention First™
Class Date: September 11, 2024
Instructor: Angel TEST_AFS3_US
TEST_Ashley's Educators US

i 10 Convert Class Test
NCI™ with Advanced Physical Skills
Class Date: September 06, 2024
Instructor: Angel TEST_APS3_US
TEST_Ashley's Educators US

(o) [-]

(o) ()

Gz 7]




How to Create and Document a

Blended Training




I—
Sign In to My Account

Go to www.crisisprevention.com
1. Click on “My Account” in the upper right corner

Sign in to your account

® UNITED STATES (ENGLISH) v MR CPILEARNING || @ MY ACCOUNT

R, 877.877.5390

CRISIS PREVENTION . : i
m INST]TUTE Our Programs Industries Find Training Resources Q Search

Introducing Reframing Behavior — Now Available —>

De-escalation training solutions.
Customized to your organizational needs.

Join more than 42,000 Certified Instructors and 17 million trained professionals
creating safer workplaces worldwide.

20


http://www.crisisprevention.com/

Dashboard

After signing in to your account, you will see the Dashboard

1.

21

On the top panel, click on “Classes”

£

CRISIS PREVENTION

Norman TEST_NCI3_US

( ID: 8401177 )

My Certification

Nonviolent Crisis Intervention®

includes Verbal Intervention™

ACTIVE May 30, 2024 - May 30, 2026

F Pay Annual Membership Fee

Included with registration

‘ Complete Instructor Training >

Print your certificate

F Document Classes >

Recommended 2 per year

& Print ID Card

1 o 13 Classes

this cert cycle

11 TOTAL

Training Center

PLANNING & FACILITATION

Classroom Videos &
Resources >

Instructor Guides &
Presentations >

POST TRAINING

Document Training >

MANAGE ALL TRAINING
Instructor-Led Classes >
Online Modules / Blended Classes >

Instructor Management >

Explore Training Center

Py Hours ° Participants
o 95 this cert cycle - 5 this cert cycle

75 TOTAL 44 TOTAL

Order Materials

- ONLINE SEATS & WORKBOOKS

a View All Workbooks >

View All Products

Professional Development

Membership Benefits >
Certification History >
My Online Learning >

Find Training Programs >




Create the Class

1. Click on the “+ Create Class” button

CRISIS PREVENTION
4 INSTITUTE Qo> W
HH Dashboard 1
Classes
TRAINING MY ORGANIZATION
M Training Materials Active Archived
54 Classes - - .
18 Classes View Prior CPl Leaming History
2  Participants
Ze Instructor Management SEARCH CLASS NAME SORT BY
L2 View Seats Mearest Date v
= Show Filters
MY TRAINING
] My Online Learning V
il Test Class ABC =]
& Certification History

Nonviolent Crisis Intervention®
Class Date: Septemiber 20, 2024
Instructor: Morman TEST_NCI3_US
TEST_Ashley's Educatars US

5| Membership

2]

& Professional Enrichment

0y Community

i Convert Class Test B

Nonviolent Crisis Intervention®
Class Date: September 18, 2024
Instructor: Morman TEST_NCI3_US
TEST_Ashley's Educators US

SUPPORT
(2] Profile
()  Order History

R, ContactUs F i Initial - Classroom B

Nonviolent Crisis Intervention®

Class Date: September 09, 2024, September 10, 2024
Instructor: Norman TEST_NCI3_US, Annie TEST_APS3_ASD_US
TEST_Ashley's Educatars US

[ Sign Out

22




Create the Class

1. Enter a name for your class

2. Select the name of the Primary Instructor from the drop-down list

3. If another instructor helped support this training, click “+ Add Instructor” and select their name from the drop-down list
« If there were multiple co-instructors, click “+ Add Instructor” for each of them

4. Select the CPI program you trained
*  You will only see programs that you are certified to train

EJINSTITUTE S =
EH Dashboard NeW Clqss

TRAINING MY ORGANIZATION

lass Detail
[ Training Materials Class Details

gd Classes CLASS NAME*

2 Porticiponts 1

B Instructor Management

PRIMARY INSTRUCTOR *

Lo View Seat: ,-

E2d View Seats Norman TEST_NCI3_US 2
MY TRAINING + Add Instructor 3

] My Online Learning P PROGRAM™

5 Certification History Selact 4

5] Membership

75 Professional Enrichment * Cancel Create Class

7 Community

SUPPORT
2] Profile
(® Order History
R, ContactUs

23 [» Sign Out



Create the Class

1. Select which participant workbook you used
2. Select if there was any additional content
«  Selections are based on instructor qualifications
3. Select the type of training that was delivered
4. Enter the date of the class and the initial hours

« If training was delivered over multiple days, click on
“+ Another Day” to add additional dates and hours

5. Select how long the training is valid

» This should align with your organization’s policies
and standards

*  CPI recommends a training be valid for 6-12 months

24

WHICH PARTICIPANT WORKBOOK ARE YOU USING?™

Nonviolent Crisis
lntervention Training

BT

—

3rd Edition

ADDITIONAL CONTENT*

None

TYPE OF TRAINING ™
Initial Training

DATE OF CLASS* INITIAL HOURS*

o

11/25/2024 5510
+ Another Day
HOW LONG IS THIS TRAINING VALID?™
(O 6 Months

@ 12 Months
(O Until Date

mmmu. mos

CPI Nonviolent
Crisis Int ntion

'l‘...n‘\.‘;

2nd Edition

Set this expiration rhtr-t; align v

C ‘:l recommends rtO 12 ﬂ”“t"!

Wit hy
ard"r"



Create the Class

1. Select the “Blended (Online Course + Classroom)” training format
2. Select which Learning Management System will be used*

*  Your company’s LMS

« CPI'sLMS
3. Select how the classroom portion will be conducted

TRAINING FORMAT
1 () Classroom Only

P . . -
® Blended [Online Course + Classroom)

WHAT LEARNING MANAGEMENT SYSTEM [LMS) WILL BE USED TO DELIWER THE ONLIMNE TRAIMING?
2 (@ My Company's LMS

O CPILMS

HOW WILL THE CLASSROOM PORTION BE CONDUCTED?
3 (@ In-Person

() wirtual Meeting

*Note — “My Company’s LMS” option will only appear if your organization has its own LMS
25



Create the Class

1. If you are using CPI's LMS, you will be prompted to select the following:
. Online course language
. Which organization the seats should be used from

TRAIMIMG FORMAT

() Classroom Only

(@ Blended (Online Course + Classroom)

WHAT LEARMING MANAGEMENT SYSTEM (LMS) WILL BE USED TO DELIVER THE ONLIME TRAINING?

(O My Company's LMS

@ @ CPILMS

HOW WILL THE CLASSROOM PORTION BE CONDUCTED?

(® In-Person
(O Virtual Meeting

ONLINE COURSE LANGUAGE®

Select

WHICH ORGANIZATION SHOULD SEATS BE USED FROM?*

Select

26



Create the Class

1. Select which physical skills participants will learn

2. Click on “Create Class” to create the class

@ PARTICIPANTS WILL LEARN THE FOLLOWING PHYSICAL SKILLS

Disengagement

Block Move Turning Away

Lever Pull / Push
Wrist Body Wrist Bite
Clothing Turning Away Clothing Turning Away
Hair Hair
Neck Neck
Body

* Cancel @ Create Class

27



Create the Class

In each class you can add notes
1. Select either “Class Details” or “Participants”
2. Click on the “Class Notes” button in the upper right-hand corner
3. Abox will appear where notes can be placed

4. Click “Save Notes” to save your information

EH Dashboard

TRAINING MY ORGAMNIZATION
R Troining Materials
51 Classes

Participants

MY TRAINING
CJ My Cnline Learning
& Certificotion History
Membership
75 Professional Enrichment

0y Community

SUPPORT
E  Profile
(& Order History
., ConftoctUs

[» SignOut

28

®

Test Class 1 - Classroom

7/11/202.

Class Details  Participants

CLASS NAME™

Test Class 1 - Classroom

PRIMARY INSTRUCTOR
Angel TEST_APS3_US

CP1 PROGRAM

Verbal Intervention™

WHICH PARTICIPANT WORKBOOK ARE YOU USING?

CP1 Verbal Intervention”
Training

TR

—

3rd Edition

2nd Edition

Class Notes

MOTES

X Cancel

A

Save Motes




Add Participants

After your class has been created, you will be directed to enter your participants
You can add participants two different ways:

1. You can add participants individually

2. You can import a file that provides participant information

Test Class 1 - Classroom 711172024
Class Details  Participants 2
0 Participants 1 [ Add Participant l [ mport Using A File l l Export List l
Name Blue Card ID Status

Your class is empty!

Let's add participants to this class.

1 Add Participant

29



Add Participants Individually

On the Add Participant screen, you will see a list of all participants previously trained within your organization

1. To add participants previously trained you can:
« Search by their name, email or external ID
« External ID is related to an individual’'s company ID number
»  Scroll to find each participant’s name
2. Click on “Add to Class” to add that participant to the class
3. If all participants have been added, click “Done”
Otherwise, you can create new participants (see next slide)

Add Participant X
@ SEARCH-NAME-EMAIL-EXTERNALID SORT BY
‘ Date Added s Create Participant
Name Email Organization External ID Status

."._'?J e h IS L -
Add to Class @ Kyle Cooke kcooke@cpiorg.com TEST_Ashley's Educators US

‘10 V‘ Showing 1-1of 1

30
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Add Participants Individually

Add Participant

—_—

If you need to add a new participant or if a participant

is not listed, click on “Create Participant” AR NAME VAL OR EXTERNALD S 1

2. Enter the participant’s first name, last name, email ("9 Date Acded
and select your organization

. " .. . Create Participant
3. Click on “Create & Enroll Participant” to add the
. . FIRST MAME™ LAST NAME * EMAIL™ ORGANIZATION* EXTERMAL ID [Optional]
participant to the class

4. Once all participants are enrolled, click on “Done”

TEST_Ashley's Educators US

* Cancel 3 Create & Enroll Participant

Name Email Organization External ID Status
Add to Class Theodore Chipmunk Il Theodore@aal.com TEST_Ashley's Educators US TC-FL-32 &
Add to Class Simon Ryan Chipmunk Simen@aol.com TEST_Ashley's Educators US SI-MA-42 &
Add to Class Alvin Chipmunk Alvin@oolcom AL-5C-56 &
Add to Class Keeley jones Keel@aol.com TEST_Ashley's Educators US FFF-333 &
Add to Class Rebecca Welton reb@aol.com TEST_Ashley's Educators US reb-232 &
Add to Class Ted Lasso thasso@asolcom TEST_Ashley's Educators US ted--fff &
10 1 23 45 63 4 m

Showing 1 - 10 of 623
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Import Participants

32

To import a file, click on “Import Using A File”
Select your organization from the drop-down menu

If you have a file ready to import, click on “Choose
File”

If needed, you can download a template that follows
the preview format. Click on “Download Template”

*  When importing your file, make sure that it
follows the format shown below in the preview

Once your file has been added, click on “Import
Participants”

Test Class 3 - Blended

9jo4/2024 | [J Class Motes

Class Details ~ Participants

1

0 Participants | Add Participant | Import Using A File Export List
Mame Blue Card ID Status
Your class is empty!
Let's add participants to this class.
Import Using A File X

Upload & Preview Participants List

ORGANIZATION*

TEST_Ashley's Educators US

Choose File | Mo file chosen

THINGS TO CHECK BEFORE YOU UPLOAD

» Does the first row of the file match the first row in the template?
= |s your list limited to 200 participants?
= Are all email addresses properly formatted, including an "@" symbol?

= Does your file have any duplicates?

1 Download Template

4

Preview
First Name Last Name Email External Id (Optional) Blue Card ID (Optional)
% Cancel 5 Import Participants

Efy



Add Participants

33

Note: When participants are added to a blended class, they
immediately receive an email that contains a link to their online
modules

Once a participant opens the module, they have 90 days to
complete it

From: CPl Learning <norsply@cpilearning. com:>
Sent: Tuesday, February 6, 2024 12:05PM

To: Lynn Allen <Lallen@ CrisisPrevention. coms
Subject: CPl Online Training Access

CAUTION: This email originated from outside of the organization. Do not click links or open
attachments unless you recognize the sender and know the content is safe.

£2CPI Learning

Dear Lynn,

This online training is a prerequisite to your upcoming training event and must be
completed prior to attending your session.

Start your online training
Note: This link should not be shared with others; it is unigue to you.

Sincerely,

Your CPl Team

This mailbox is not monitored; you will not get a response if you reply to this email.
Flease do not use a mobile device to view your online training.




How to View Online Module Completion Status

1. You can view the status of participant’s online
module completion at any time by clicking on

“Participantsu Test2 Blended

2. Progress will be shown under “Online Course” Class Details| Participants || 1

*  Online module progress will show after R 2 pTT—

Import Using A File l | Export List l

participants complete the first module

Name Online Course Blue Card ID Status
Beverly Crusher % VI3275EB87 v Pass
berushen@storflest.gov Not Started 07/24/2024
Williom Riker % MP057930 ' Pass
wriker@starfleet gov Not Started 07/24/2024

Missy Moo % NCCC3066 +/ Pass
mmeo@starfleet gov t Start 24/2024
Marco Polo % SI77D146 v/ Pass
mpolc@storfleet.gov Not Started 07/24/2024
Deanna Troi % NE4287E9 v/ Pass
dtroi@starfleet gov Not Started 07/24/2024
Jean-Luc Picard % MPOAFE56 +/ Pass
jpicard@starfleet.gov Not Started 07/24/2024

‘ 100 v‘ Showing 1 -60f 6

&[]
B
]
ZE
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Enter Blue Card™ Numbers and Submit Your Training

Before entering Blue Card numbers, you need to locate the blended class you have entered
1. Locate the class you have entered and click on the name of the class

B Dashboard

TRAINIMNG MY ORGAMIZATION
[ Troining Materials
£d Closses
£ Participants

£ DaoshbeardViewSeats

WY TRAINING
|;| My Online Learning
= Certification History
Membership
T Professional Enrichment

4 Community

Classes

+ Create Class

Active  Archived

7 Closses

SEARCH CLASS NAME

| (=]

T Show Filters

I i Safety Intervention Training July 2024 @
Safety Intervention™ Foundation — Working with Adults
Class Date: July 24, 2024

Instructor: Emily TEST_SIEC_UK
TEST_ashley's Educators uk

i Initial - Blended
Safety Intervention™ Foundation — Working with Children and Young People
Class Date: July 18, 2024
Instructor: Emily TEST_SIEC_UK

Wiew Prior CPI Learning History

SUPPORT
E  Profile
() Order History

35

Contact Us

Sign Out

TEST_Ashley's Educators UK

i Refresher - Blended
Safety Intervention™ Foundation — Working with Ch
Class Date: July 17, 2024
Instructor: Emily TEST_SIEC_UK
TEST_Ashley's Educators UK

ildren and Young People

SORT BY

Nearest Date -

0/1 RECORDED B

0/0 RECORDED B

0/0 RECORDED B




Enter Blue Card™ Numbers and Submit Your Training

36

The final step to document your
training is to enter each participant’s
Blue Card™ ID number and select
their pass/fail status

If you need to make a change to a
participant, click on the box containing
three dots to either:

*  View/Edit participant
information

*  Submit an individual
participant’s training record

* Remove the participant from
the class

Once participant Blue Card™ ID
numbers and pass/fail statuses have
been entered, click “Submit All
Records” to submit your class

Test Class 1 - Classroom

7/11/2024 | [ g Class Notes

Class Details  Participants

1 Participants

I:‘ Name

I:‘ Kyle Cooke
kcooke@cpiorg.com

‘ 100 ~ ‘ Showingl-1ofl

Blue Card ID

Add Participant

[ Import Using A File Export List I

Status

~ Pass

-]

View/Edit Participant

2 Submit Training Record

Remove from Class

3 Submit All Records

Eg



Export Class Details (optional)

To receive detailed information on your classroom training, you can export a file
1. Click on “Export List”
An excel file will be downloaded that holds information containing:

Name

Email
External ID
Organization
Course
Status

Blue Card ID
Instructor
Training Format
Version
Hours

R

EH Dashboard

RAINING MY ORGANIZATION

[k Training Materials
£d Classes

Participants

¥ TRAINING

[J] My Online Learning
& Certification History
[ Membership

= Profescional Enrichment

7 Community
UPPOI
El  Profi

[» SignOut

Participants

7 Participants

SEARCH NAME OR EMAIL

=

Name

Amanda Batula

obotula@cpiorg.com

Em Twila
etwilo@test.com

ADTETAS

*Note — the Excel file has two tabs, one with class information, the

ﬁther with participant information

Status

Verbal Intervention™

T Expired (On 05/12/2024)

Organization

1

Create Participa

nt | | mpaort From File | Export List |

Blue Card ID

NCI3AEETEBR

SORT BY

Date Added

Last Trained

0512/2023 E’

Verbal Intervention™
~ Active [Until 01/15/2025)

See Details

Dementic Capable Care

" Active [Until 07/16/2025)

shigy's Educo

tors US

KYEBFGEFD

Verbal Intervention™
" Active [Until 07/16/2025)

See Details

shigy's Educo

tors US



Download/Print Documents

If needed, you can download and print:
Verification Letters, Training Records and
Certificates once the class is submitted

1.
2.

Select “Classes”

Select a class by clicking on its
name

Select the document you wish to
download/print

EH Dashboard

TRAINING MY ORGANIZATION

iR Training Materials

o0

Classes

Active  Archived

38 Closses
Participants

View Seats SEARCH CLASS NAME

EB Dashboard

TRAINING MY ORGANIZATION
[k Training Materials
£d Classes

Participants

£ View Seats

MY TRAINING
|;| My Online Learning
75 Certification History
Membership
75 Professional Enrichment

3 Community

SUPPORT

B Profile

(& Order History
My  ContoctUs

[+ SignOut

Classroom Only MD

Training Documentation

8/02/2024 | [J Class Notes

In this training. 4/4 participants have been recorded.

1= Print Verification Letters = Print Troining Record ) View Certificates

Class Details ~ Participants

4 Participants

Name Blue Card ID
Tammy Gregory ENGAABFI
Bob Minion NECCTTCA

bminion@gru.com

Stuart Minion NCI34D92A9
sminion@gru.com
Chandler Bing MEE4A3ED

CBing(@Friends.com

100

Showing L -4 of 4

Add Participan

l

i Impart Using A File ] ’ Export List ]

Status

+ Pass
08/02/2024

~" Pass
08/02/2024

" Pass
08/02/2024

~ Pass
08/D2/2024

Edit

Edit

Edit

R
NIRRT A R

Edit

MY TRAINING
T Show Fiters
[ My Online Learning
£ Certification History
i Ashley's Test Closs 9.11
Membership Nonviolent Crisis Intervention®
. . Class Date: September 11, 2024
& Professional Enrichment Instructor: Angel TEST_APS3_US
TEST_Ashley’s Educators US
7 Community > ’
SUPPORT i Ashley's Test Class
) Prevention First™
B Profile Class Date: September 11, 2024
p - Instructor: Angel TEST_AFS3_US
(& Order History TEST_Ashley's Educators US
% ContactUs
[+ SignOut i 10 Convert Class Test

38

NCI™ with Advanced Physical Skills
Class Date: September 06, 2024
Instructor: Angel TEST_APS3_US
TEST_Ashley's Educators US

(o) [-]

(o) ()

Gz 7]




How to Move a Blended Class to

the Class Management and
Documentation Workflow




I—
Sign In to My Account

Go to www.crisisprevention.com
1. Click on “My Account” on the upper right corner

Sign in to your account

® UNITED STATES (ENGLISH) v MR CPILEARNING || @ MY ACCOUNT

R, 877.877.5390

CRISIS PREVENTION . : i
m INST]TUTE Our Programs Industries Find Training Resources Q Search

Introducing Reframing Behavior — Now Available —>

De-escalation training solutions.
Customized to your organizational needs.

Join more than 42,000 Certified Instructors and 17 million trained professionals
creating safer workplaces worldwide.

40


http://www.crisisprevention.com/

Dashboard

After signing in to your account, you will see the Dashboard

1.

41

On the top panel, click on “Classes”

£

CRISIS PREVENTION

Norman TEST_NCI3_US

( ID: 8401177 )

My Certification

Nonviolent Crisis Intervention®

includes Verbal Intervention™

ACTIVE May 30, 2024 - May 30, 2026

F Pay Annual Membership Fee

Included with registration

‘ Complete Instructor Training >

Print your certificate

F Document Classes >

Recommended 2 per year

& Print ID Card

1 o 13 Classes

this cert cycle

11 TOTAL

Training Center

PLANNING & FACILITATION

Classroom Videos &
Resources >

Instructor Guides &
Presentations >

POST TRAINING

Document Training >

MANAGE ALL TRAINING
Instructor-Led Classes >
Online Modules / Blended Classes >

Instructor Management >

Explore Training Center

Py Hours ° Participants
o 95 this cert cycle - 5 this cert cycle

75 TOTAL 44 TOTAL

Order Materials

- ONLINE SEATS & WORKBOOKS

a View All Workbooks >

View All Products

Professional Development

Membership Benefits >
Certification History >
My Online Learning >

Find Training Programs >




Locate the Class to Move

Blended classes created prior to the introduction of the new Workflow (December 11, 2024) do not appear as an “Active” or “Archived” class.

Instead, you must locate them from the “CPI Learning History” list and move them to the new Workflow.

1. Select “View Prior CPI Learning History”

EH Dashboard

TRAINIMNG MY ORGAMIZATION
[[R  Troining Materials
£d Classes

£ Participants

MY TRAINING
L] My Online Learning
i Certification History
B  Membership
& Professional Enrichment

23 Community

LPPO
El  Profi
(& Order History

[ SignOQut

42

Classes

+ Create Closs

Active  Archived 1

2 Classes

Wiew Frior CPl Learning History

SEARCH CLASS NAME SORT BY

= Show Filters

@ Emergency Room Training
Monviclent Crisis Intervention®
Class Date: July 16, 2024
Instructor: Angel TEST_APS3_US, Nelly TEST_WNCI3_ASD_US, Annie TEST_APS3I_ASD_US
TEST_ashley's Educators us

i Test Class 3
Verbal Intervention™
Class Date: May 12, 2023
Instructor: Angel TEST_APS3_US
TEST_ashley's Educators us

5w

Showing 1-2of 2

| Nerest

Date

0/2 RECORDED E’

0/2 RECORDED E




Locate the Class to Move

> wbh =

Once you've located the class you want to move, select the “Document Class” button
Ensure the date of the class is correct, add the initial training and refresher hours

If the class was more than one day, click on “+ Another Day” to add additional dates
Click on “Update Class”

Manage Classes

43

Search...
Date of In-
Date Enralled
Class Name Course Name Instructor Person 1
Created * | L Learners
Training

MCDCC-1 Crisis Prevention Institute: Dementia .. Doris TEST_DCC_LUS 21 Nov 2024 1 Document Class
MC DCC - 20 Crisis Prevention Institute: Dementia ...  Daris TEST_DCC_US 21 Mov 2024 20 Document Class
MC DCC - 2 Crisis Prevention Institute: Dementia .. Doris TEST_DCC_LUS 21 Nov 2024 2 Document Class

MC DCC -2 Crisis Prevention Institute: Dementia .. Daris TEST_DCC_US 21 Nov 2024 2 Document Class

MCCC-2 Classroom Culture Add Itiﬂnﬂl C|u$$ Detﬂils

MCCC-3 Classroom Culture -k g E E . -
E— ' In order to complete the documentation for this class, we need a bit more information. Could vou select the progrom you were training?

MCCC-2 Classroom Culture
DATE OF CLASS™ INITIAL HOURS* REFRESHER HOURS ™ 2

MC VI3 -3 Verbal Intervention 3rd Edition _ Emer the number of hours eoch group s

X = 11/25/2024 B 0 0 @ attending for the doy. f not ottending that doy,
enter

MCWI3-1 Verbal Intervention 3rd Edition

- Another Day
|10 v| Showing 1 - 10 of 33 3

¥ Cancel

4

Update Class




Move the Class

1. When collecting additional class details, you may be asked to select the exact program you delivered

. For example, if you taught Nonviolent Crisis Intervention, you will be prompted to select the program type

with any specialty topics

2.  Once you select the program, be sure to enter the date of the class, initial hours and any refresher hours

3. Make sure to click “Update Class”

Additional Class Details

In order to complete the documentation for this class, we need a bit more information. Could you select the program you were training?

() Nonviolent Crisis Intervention®, 3rd Edition, Positive Behavioral Interventions and Support @
() NCI™ With Advanced Physical Skills, 3rd Edition, Positive Behavioral Interventions and Support
() NCI™ With Advanced Physical Skills, 3rd Edition

(® Monviolent Crisis Intervention®, 3rd Edition

DATE OF CLASS™ INITIAL HOURS * REFRESHER HOURS™* @
_ B Enter the number of hours each group is
11/25/2024 B 3 0 @ attending for the day. If not attending that doy,
enter O
—+ Another Day
* Cancel

Update Class

44



Move the Class

Once converted, you cannot make changes to the following items:
* Primary Instructor
« Class Name
» Participant Workbook
* Training Format

Class Details  Participants

TRAINING FORMAT

Blended (Online Course + Classroom)

HOW WILL THE CLASSROOM PORTION BE CONDUCTED?
In-Person

ONLINE COURSE LANGUAGE

English

WHAT INDUSTRY SHOULD THE EXAMPLES SHOW?

HE

WHICH ORGANIZATION SHOULD SEATS BE USED FROM?

TEST_Ashley's Healthcare US (12 seats available)

CLASS NAME®

mjm Classroom only class #1

PRIMARY INSTRUCTOR*
Angel TEST_APS3_US

ADDITIONAL INSTRUCTOR*
Ashley TEST_APS3_MH_US

-+ Add Instructor

CPI PROGRAM

Nonviolent Crisis Intervention®

WHICH PARTICIPANT WORKBOOK ARE YOU USING?

2nd Edition

45



Move the Class

1. Select the Physical Skills that were used
in the class

2. Make sure to click “Save Changes”

46

<)

PARTICIPANTS WILL LEARN THE FOLLOWING PHYSICAL SKILLS

Disengagement Skills
(] Strike

(] Pull/ Push
[ Whrist
(] Clothing
(] Hair
[ Neck

Holding Skills
() Seated
(] Low-Level Restriction
[] Medium-Level Restriction
(] High-Level Restriction

(] children's Standing
(] Low-Level Restriction
(] Medium-Level Restriction
(] High-Level Restriction

(] Bady
(] Bite

(] Hold & Stabilize
() wvrist (] Body
(] Clothing [ Bite
(] Hair
() Neck

(] Lever
() wvrist (] Body
(] Clothing
(] Hair
() Neck

(] Standing
() Low-Level Restriction
[] Medium-Level Restriction
(] High-Level Restriction
() Team Control Position

() Children's Seated
() Chair: Low-Level Restriction
(7] Chair: Medium-Level Restriction
(] Chair: High-Level Restriction

* Cancel

@)=




Move the Class

47

You will now need to enter each participant’'s Blue
Card ID, their pass/fail status and the type of
training (initial or refresher)

Click on the ellipses if you need to
*  View/edit a participant
*  Submit their training record
* Re-send the enrollment email
*  Remove them from the class
Select “Submit All Records”

MC NCI3 - 2

Class Details  Participants

2 Participants

Name

US TestUser

nci_testuser_S@ae.us

US TestUser

nci_testuser_4@ae.us

100

Showing 1-20f2

Online Course Blue Card ID

Mot Started

Not Started

Add Participant ] [ Import Using A File I I Export List I
Status Type
~ Pass Initial E]

~ Pass

Initial

View/Edit Participant
Submit Training Record
Re-send Enrollment Email

Remove from Class

3

Submit All Records



Class Administration and

Reporting




I—
Sign In to My Account

Go to www.crisisprevention.com
1. Click on “My Account” in the upper right corner

Sign in to your account

® UNITED STATES (ENGLISH) v MR CPILEARNING || @ MY ACCOUNT

R, 877.877.5390

CRISIS PREVENTION . : i
m INST]TUTE Our Programs Industries Find Training Resources Q Search

Introducing Reframing Behavior — Now Available —>

De-escalation training solutions.
Customized to your organizational needs.

Join more than 42,000 Certified Instructors and 17 million trained professionals
creating safer workplaces worldwide.
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http://www.crisisprevention.com/

Dashboard

After signing in to your account, you will see the Dashboard

1.

50

On the top panel, click on “Classes”

£

CRISIS PREVENTION

Norman TEST_NCI3_US

( ID: 8401177 )

My Certification

Nonviolent Crisis Intervention®

includes Verbal Intervention™

ACTIVE May 30, 2024 - May 30, 2026

F Pay Annual Membership Fee

Included with registration

‘ Complete Instructor Training >

Print your certificate

F Document Classes >

Recommended 2 per year

& Print ID Card

1 o 13 Classes

this cert cycle

11 TOTAL

Training Center

PLANNING & FACILITATION

Classroom Videos &
Resources >

Instructor Guides &
Presentations >

POST TRAINING

Document Training >

MANAGE ALL TRAINING
Instructor-Led Classes >
Online Modules / Blended Classes >

Instructor Management >

Explore Training Center

Py Hours ° Participants
o 95 this cert cycle - 5 this cert cycle

75 TOTAL 44 TOTAL

Order Materials

- ONLINE SEATS & WORKBOOKS

a View All Workbooks >

View All Products

Professional Development

Membership Benefits >
Certification History >
My Online Learning >

Find Training Programs >




Locate Active Classes

1. Active classes are automatically displayed

» Active classes are those that have not reached their expiration date chosen at the time of class creation
2. Active classes display in date order, they can be sorted alphabetically as well

B Dashboard

TRAINING MY ORGAMIZATION
R Training Materials
4 Classes
£ Participants
Hg  Instructor Management

Ead  View Seots

MY TRAINING
[J My Online Learning
& Certification History
Membership
7  Professional Enrichment

2y Community

SUPPORT
[E Profile
(2 Order History
%, Contact Us

[ SignOut
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1

Classes

Active | Archived

19 Classes | iew Prior CPI Learning History (1

SEARCH CLASS NAME SORT BY

2 Mearest Date -

= Show Fiters

i Customer Care Training E’

Nonvislent Crisis Intervention®
Class Date: November 25, 2024
Instructor: Morman TEST_MCIZ_US
TEST_Ashley's Educators US

F i Test Class ABC B
Nonviolent Crisis Intervention®
Class Date: September 20, 2024
Instructor: Morman TEST_NCI3_US
TEST_Ashley's Educators US

i Convert Class Test E\
Nonviolent Crisis Intervention®
Class Date: September 18, 2024
Instructor: Morman TEST_MCIZ_US
TEST_Ashley's Educators US




Locate Archived Classes

1. Archived or expired classes will be shown here
« Archived classes have surpassed their expiration date that was chosen during class creation
* No edits or changes can be made to archived classes

B Dashboard

Classes

TRAINING MY ORGANIZATION

R Training Materials Active Archived 1
& Classes
1 Closses View Prior CP1 Learning History (0
2 Participants
£&  Instructor Management SEARCHI CLASS NAME SORT BY
Lad  View Seats Mearest Date

= Show Filters
MY TRAINING

] My Online Learning V
i TEST Alex expired class E’
& Certification History Dementia Capable Care
Class Date: August 15, 2023
Instructor: Doris TEST_DCC_US
TEST_Ashley’s Educators US

Membership
7 Professional Enrichment

y  Community

25

SUPPORT Showing1-1of1

[E Profile
(& Order History
%, Contoct Us

[= SignOut

52



Edit an Active Class

1.

53

To make changes to an Active Class, click on the name of the class you would like to edit
Classes without a blue check mark are pending and have not been submitted

£3

CRISIS PREVENTION

INSTITUTE

HH Dashboard

TRAINING MY ORGAMIZATION

®
&
.%

2

Lad

Training Materials
Classes
Participants

Instructor Management

2 View Seats

MY TRAINING

-

2]

ET:‘

23]

My Online Learning
Certification History
Membership
Professional Enrichment

Comrunity

SUPPORT

Profile
Order History
Contact Us

Sign Out

Classes

Active  Archived

18 Classes View Prior CPl Leaming History

SEARCH CLASS NAME SORT BY

Mearest Date “

= show Filters

F il Test Class ABC B
Nonviolent Crisis Intervention® 1
Class Date: Septemiber 20, 2024
Instructor: Morman TEST_NCI3_US
TEST_Ashley's Educatars US

i Convert Class Test B

Nonviolent Crisis Intervention®
Class Date: September 18, 2024
Instructor: Morman TEST_NCI3_US
TEST_Ashley's Educators US

F i Initial - Classroom 6/6 RECORDED B

Nonviolent Crisis Intervention®

Class Date: September 09, 2024, September 10, 2024
Instructor: Norman TEST_NCI3_US, Annie TEST_APS3_ASD_US
TEST_Ashley's Educatars US

@EN)

-




Edit an Active Class

1. To edit an active class, click on “Class Details”
* You can make select changes to pending and

submitted classes including:
« Class name
»  Type of Training
« Date of Class
* Initial Hours
*  Physical Skills
« Participants
2.  Make sure to click “Save Changes”
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HE Dashboard

iy

TRAINING MY ORGANIZATION

Training Materials

g Classes

2

Participants

S Instructor Management

G View Seats

MY TRAINING

=}

My Orline Learning

& Certification History

Membership

7 Professional Enrichment

03 Community

=
@
kS
|53

SUPPOAT

Profile
Order History
Contoct Us

Sign Out

Test Blended Course.9.6.24

9/05/2024 | [ Class Notes

@ Class Details ’articipants

CLASS NAME™

Test Blended Course 9.6.24

PRIMARY INSTRUCTOR®
Doris TEST_DCC_US

 Add Instructor

CPI PROGRAM

Dementia Capable Care

Dementia
Capable Care

Training

2nd Edition

PARTICIPANTS WILL LEARN THE FOLLOWING PHYSICAL SKILLS

Disengagement

Block & Move

Lever
Wirist
Clothing
Hair
Neck

Holding
Standing
Team Control Position
Low-Level Restriction
Medium-Level Restriction
High-Level Restriction

* Cancel

Body
Turning Away

WHICH PARTICIPANT WORKBOOK ARE YOU USING?

i S

Foundation Behaviors

Turning Away

Pull / Push
Wrist
Clothing
Hair
Neck
Body

Seated
Low-Level Restriction
Medium-Level Restriction
High-Level Restriction

e

Foundation & Behaviors

Bite
Turning Away

OIr-—"




Add Participant(s) to an Active Class

1.
2.
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If additional participants need to be added to a class, click “Participants”

Select “Add Participant” to enroll additional participants

B8 Dashboard

TRAINING MY ORGANIZATION

i

Training Materials
Classes

Participants

Instructor Manaogement

Wiew Seats

WY TRAINING

-
=
=
o

My Online Learning
Certification History
Membership
Professional Enrichment

Community

SUPPORT

=
®
%

=

Profile
Order History
Contact Us

Sign Out

Test Blended Course.9.6.24

Class Details

1 Participants

Mame

Hollie Hobbie
hhobbie@ae.us

1232456

100

Showing 1- 1of 1

Participants

1

Credential Number

2

| Add Participant | ‘ Import Using A File | | Export List |
Status
~ Pass Izl
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Modify Participant Information

1.

To make modifications to an enrolled participant, click on the three dots and select “View/Edit Participant”

Test Blended Course.9.6.24

9/05/2024 | [J Class Notes

Class Details  Participants

1 Participants

D Name

[ ] Hollie Hobbie
hhobbie@oe.us

123456

100

Showingl-1of 1

Credential Number

Add Participant ] [ Import Using A File ] [ Export List ]

Status

+" Pass

®

(-]

View/Edit Participant

Submit Training Record

Remaove from Class




Modify Participant Information

1. Click on “Edit Participant Info”
2. Here, you will be able to edit the participant’s:
« Name
Email
*  Organization
« External ID
3. Click “Save” to save your changes

Participant Details

Hollie Hobbie

TEST_Ashley's Educators US
123456

FIRST NAME™

Hollie

LAST NAME*

Hobbie

EMAIL [Crpiional)

ORGANIZATION *

Participant Details

x TEST_Ashley's Educators US

Hollie Hobbie

TEST_Ashley's Educators US

I @ Edit Participont Info I

EXTERMAL ID [Cptional)

123456

* Cancel

Nonviolent Crisis
Intervention
3rd Edition

+ Show Class Details

Dementia Capable
Care

2nd Edition

+ Show Class Details

Nonviolent Crisis
Intervention®
3rd Edition

+ Show Class Details

Close

57




Remove Participant(s) from an Active Class

1.

If you need to remove a participant from a class, click on “Participants”

2. Click the ellipsis on the far right-hand side of the participant’s name
3. Click on “Remove from Class”
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Test Blended Course.9.6.24

Class Details | Participants 1

1 Participants

Name Credential Number

Hollie Hobbie
hhobbie@oe. us

123456

100

Showing 1- 1 of 1

Add FParticipant | ‘ Import Using A File | | Export List ‘
Status
+" Pass E\

‘Wiew/Edit Participant
Submit Training Record

3 Remaove from Class




Download/Print Documents

If needed, you can download and print: BB Doshioard Classroom Only MD -
Verification Letters, Training Records and
Certificates i} Training Materials

£d Classes In this training. 4/4 participants have been recorded.

(11 L1
1 . S e | eCt C |asseS £ Participants 1= Print Verification Letters = Print Troining Record ) View Certificates

2.  Select a class by clicking on its
name

Training Documentation

MY TRAINING Class Details Participants

[ My Online Leaming 4 Participants Add Participant ] i Impart Using A File ] ’ Export List ]
.
= Certificotion History
3.  Select the document you wish to & cericoton st
. Name Blue Card ID Status
download/print
75 Professional Enrichment Tammy Gregary ENGAABFZ " Pass & E]
08/02/2024 Edit
3 Community
ini NECCTTCA P
Rp— Bob Minion . .Dss ) E{: E]
bminian@gru.com 05/02/2024 :
H Dashboard cl B Profile
asses (2)  Order History Stuart Minion NCI34D9249 ~~ Pass y E]
TRAINING MY ORGANIZATION cminion@gru.com 05/02/2024 Edit
. W, ContoctUs
il Training Materials Active  Archived
o — [+ signOut Chandler Bing HEE4A3ZD -/ Pase &
$J Classes z.
38 Closses CBing@Friends.com 08/02/2024

5 Participants

SEARCH CLASS NAME

View Seats
100

My TRAINING Showing 1 - 4of 4

T Show Fiters

[ My Online Learning

& Certificotion History

i Ashley's Test Closs 9.11 B

Membership Nonviclent Crisis Intervention®
. . Class Date: September 11, 2024
& Professional Enrichment Instructor: Angel TEST_APS3_US

TEST_Ashley’s Educators US
7 Community > ’

SUPPORT i Ashley's Test Class E]
. Prevention First™

B Profile Class Date: September 11, 2024

Instructor: Angel TEST_APS3_US

(® Order History TEST_Ashley's Educators US

¥y  ContoctUs

[ SignOut i 10 Convert Class Test E]
NCI™ with Advanced Physical Skills

Class Date: September 06, 2024

Instructor: Angel TEST_APS3_US

59 TEST_Ashley's Educators US




How to Transfer a Participant




I—
Sign In to My Account

Go to www.crisisprevention.com
1. Click on “My Account” in the upper right corner

Sign in to your account

® UNITED STATES (ENGLISH) v MR CPILEARNING || @ MY ACCOUNT

R, 877.877.5390

CRISIS PREVENTION . : i
m INST]TUTE Our Programs Industries Find Training Resources Q Search

Introducing Reframing Behavior — Now Available —>

De-escalation training solutions.
Customized to your organizational needs.

Join more than 42,000 Certified Instructors and 17 million trained professionals
creating safer workplaces worldwide.
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http://www.crisisprevention.com/

Dashboard

After signing in to your account, you will see the Dashboard

1.
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On the top panel, click on “Classes”

29 CRISIS PREVENTION
E2INSTITUTE

w

Norman TEST_NCI3_US

( ID: 8401177 )

My Certification

Nonviolent Crisis Intervention®

includes Verbal Intervention™

ACTIVE May 30, 2024

F Pay Annual Membership Fee

Included with registration

F Complete Instructor Training

Print your certificate

F Document Classes

Recommended 2 per year

& Print ID Card

May 30, 2026

1 o 13 Classes

this cert cycle

11 TOTAL

Training Center

PLANNING & FACILITATION

Instructor Guides & Classroom Videos &
Presentations > Resources >

POST TRAINING

Document Training >

MANAGE ALL TRAINING
Instructor-Led Classes >
Online Modules / Blended Classes >

Instructor Management >

Explore Training Center

Py Hours ° Participants
Q 95 this cert cycle - 5 this cert cycle

75 TOTAL 44 TOTAL

Order Materials

- ONLINE SEATS & WORKBOOKS

a View All Workbooks >

View All Products

Professional Development

Membership Benefits >
Certification History >
My Online Learning >

Find Training Programs >




Locate the Class

1. Click into the class that you want to transfer participants from
* Note: Participants can only be transferred from classes that have not been submitted

%) CRISIS PREVENTION
E2INSTITUTE

Classes

EH Dashboard

TRAINING MY ORGANIZATION

R Training Materials

84 Classes Active Archived
&  Participants
40 Classes View Prior CPI Learning History
Ze Instructor Management
SEARCH CLASS NAME SORT BY

£s1  View Seats

Nearest Date v

MY TRAINING
= Show Filters

[l My Online Learning

& Certification History V B
i Test Class ABC (Cw1RecorDED )

23] Membership Nonviolent Crisis Intervention®
Class Date: September 20, 2024
&  Professional Enrichment Instructor: Norman TEST_NCI3_US

> TEST_Ashley's Educators US
) Community

SUPPORT 1 i Convert Class Test B

Nonviolent Crisis Intervention®

[ Profile Class Date: September 18, 2024
® OrderH Instructor: Norman TEST_NCI3_US
@ rder History TEST_Ashley's Educators US

R, ContactUs

[> SignOut i Initial - Classroom E]
Nonviolent Crisis Intervention®

Class Date: September 09, 2024, September 10, 2024

Instructor: Norman TEST_NCI3_US, Annie TEST_APS3_ASD_US

TEST_Ashley's Educators US
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Transfer a Participant

1. To transfer a participant to another class, click on the ellipses next to their name

2. Click ‘Transfer to Another Class’

Convert Class Test

9/18/2024 | [J Class Notes

Class Details  Participants

2 Participants

r. MName

Angela Francis

Afrancis@cpi.com

Kimmy Gibbler
kgibbler@oe.us

100

Showing 1 -2 of 2

Add Participant ] l Import Using A File l l Export List l

Blue Card ID Status

+ Pass

+ Pass

View/Edit Porticipant
Submit Training Record
Ae-send Enroliment Email

Transfer to Another Class |[JETA

Remove from Class

64



Transfer a Participant

1. If the participant has started the online modules, a box will appear asking if you would like to keep the participant’s progress or have
them start over/reset progress

2. You will also need to select which class you want to transfer the participant into

3.  When ready, click ‘Transfer Participant’

Transfer to Another Class (e=»

Angela Francis

Currently Enrolled In: Convert Class Test

ONLINE COURSE
@ Keep current progress
(O Start over / reset progress

SELECT A CLASS *

Search...

December 2, 2024 | Emily - Blended Training Test #1
Transfer Participant

MNovember 18, 2024 | Rachel's Test Class
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Transfer a Participant

1.  Once you click ‘“Transfer Participant’ a blue box will appear stating they were successfully transferred

L mes irem e s e blarmrmenTE RICTD | ISR 1y

@ Angela Francis was successfully transferred to Rachel's Test Class (September 18, 2024).
1 View Class »

|

Convert Class Test

9/18/2024 | [J Class Notes

Class Details  Participants

1 Participants

|—. Name Blue Card ID
Kimmy Gibbler
kgibbler@oe.us
100

Showing 1-1ofl

Add Participant l l Import Using A File ] [ Export List ]

Status

" Pass B
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Transfer a Participant

67

If there is no option to transfer a participant into another class, this box will appear

It contains information on how to create a new class with the exact specifications so that you can successfully transfer that participant into
a new class

To create a new class, click ‘Create New Class’

Transfer to Another Class e=» X

This participont is unable to be transferred into another claoss because there is not an active class with the same program requirements. The program name, workbook, additional content, and delivery method

must match.

To proceed, create a new class with these specifications.

Current Class

Name Blended Seats Retest MD
Program Name Nonviolent Crisis Intervention®
Workbook 2nd Edition

Additional Content Mone

Training Format Blended

* Cancel Create New Class




Important Notes

Participants can only be transferred to and from classes that have not been submitted
Certified Instructors can only transfer participants to classes where they are the primary or secondary instructor
Business Administrators can transfer participants between all classes listed in their account

To transfer a participant into another class, they must go into another class that has been created with the same specifications as the
class they were originally enrolled in

« Ex: NCI 3 Edition Blended - NCI 3 Edition Blended
. Ex: APS 2nd Edition Classroom = APS 2nd Edition Classroom

All participants can be transferred to another class as long as their record has not been submitted

A participant who has completed the course can be transferred; however, they will be transferred with course progress remaining at 100%.
There will be no option to reset course progress

You are able to transfer a participant from an unsubmitted class to a submitted class

If no classes appear for a participant to be transferred into, that means that there is no class created with the exact specifications as the
current class the participant is in. You can easily create a new class and transfer the participant in it if needed



How to Delete a Class




I—
Sign In to My Account

Go to www.crisisprevention.com
1. Click on “My Account” in the upper right corner

Sign in to your account

® UNITED STATES (ENGLISH) v MR CPILEARNING || @ MY ACCOUNT

R, 877.877.5390

CRISIS PREVENTION . : i
m INST]TUTE Our Programs Industries Find Training Resources Q Search

Introducing Reframing Behavior — Now Available —>

De-escalation training solutions.
Customized to your organizational needs.

Join more than 42,000 Certified Instructors and 17 million trained professionals
creating safer workplaces worldwide.
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http://www.crisisprevention.com/

Dashboard

After signing in to your account, you will see the Dashboard

1.

71

On the top panel, click on “Classes”

29 CRISIS PREVENTION
E2INSTITUTE

w

Norman TEST_NCI3_US

( ID: 8401177 )

My Certification

Nonviolent Crisis Intervention®

includes Verbal Intervention™

ACTIVE May 30, 2024

F Pay Annual Membership Fee

Included with registration

F Complete Instructor Training

Print your certificate

F Document Classes

Recommended 2 per year

& Print ID Card

May 30, 2026

1 o 13 Classes

this cert cycle

11 TOTAL

Training Center

PLANNING & FACILITATION

Instructor Guides & Classroom Videos &
Presentations > Resources >

POST TRAINING

Document Training >

MANAGE ALL TRAINING
Instructor-Led Classes >
Online Modules / Blended Classes >

Instructor Management >

Explore Training Center

Py Hours ° Participants
Q 95 this cert cycle - 5 this cert cycle

75 TOTAL 44 TOTAL

Order Materials

- ONLINE SEATS & WORKBOOKS

a View All Workbooks >

View All Products

Professional Development

Membership Benefits >
Certification History >
My Online Learning >

Find Training Programs >




L
Delete the Class

1.
2.

72

Find the class you want to remove and click the ellipses on the right-hand side
Click ‘Delete Class’

Classes

<+ Create Class

Active  Archived

1 Classes
SEARCH CLASS NAME
MCNCI3 -2
= Show Filters
il MC NCI3 - 2

Nonviolent Crisis Intervention®
Class Date: November 26, 2024

Instructor: Morman TEST_MCI3_US
TEST_Ashley's Educators US

25

Showing 1-1ofl

View Prior CPI Learning History (i

SORT BY

Nearest Date i

X Clear Filters

(1:

Wiew/Edit Class

@l Delete Class




Delete the Class

1.
2.

73

A box will appear asking that you confirm your request to delete
If you want to delete the class, click ‘Yes, Delete Class’

If you changed your mind, click ‘No, Cancel’

Are you sure?

You are about to delete class MC MCI3 - 2. This action cannot be undone.

(@

Yes, Delete Class




Important Notes

74

Classes can only be deleted if they have no participants
All participants must be transferred to another class or must be removed from the class

Participants who have completed the online modules at 100% or who have been submitted cannot be removed from the class, therefore
the class cannot be deleted



CRISIS PREVENTION Thank You!

INSTITUTE

crisisprevention.com | 877.877.5390
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