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Overview

• Viewing the grade book 

• Viewing the user report

• Grading the assignments

Presentation Outline

• Student courses

• Viewing the gradebook

• Viewing the user report

• Mark handwashing and gloving 
grade

• Mark classroom presentation 
completed

• Review Exam answers and Mark 
Remediation

• Observation checks

• View Student Qualification 
certificates

Walk Throughs
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Student Courses
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Step 1: From your 
trainer dashboard, 
select a course:

Accessing the student course
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Viewing the gradebook

• Click on the 
Grades tab

• Choose the 
group you want 
to view grades 
for, and then 
you will see all 
your students 
and their grades
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Viewing the user report

• Click on the 
Grades tab

• Change the 
Grader report to 
User report
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Viewing the user report (cont.)

• You will be taken to 
the student’s User 
Report, which will 
act as their Initial 
Summary & 
Qualification Form.

• If you would like to 
print the report, 
please use your 
browser’s print 
feature to Print as a 
pdf

• or as a paper copy. 
For most 
browsers, you can 
right click the page 
and click on 
“Print.”
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• Click on the 
Hand/Gloving 
total grade 
link

• Click on Grade

Mark Handwashing and Gloving Grade



9

• Search for the student 
in Change user and 
select them in the 
dropdown

• Enter a 1 in the Grade 
field

• Click on Save 
changes

• You can click on the 
arrows in the right 
corner to change 
students or search for 
each user in the 
Change user field

Handwashing and Gloving Grade
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• Click on the 
Classroom 
Presentation 
Completed link

Mark Classroom Presentation Completed
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• Search for the student 
in Change user and 
select them in the 
dropdown

• Enter a 1 in the Grade 
field

• Click on Save changes

• You can click on the 
arrows in the right 
corner to change 
students or search for 
each user in the 
Change user field

Mark Classroom Presentation Completed (cont.)
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1. Click on the exam 
you wish to review 
for the student

2. Click on the 
Attempts link on the 
next page

3. Click on Review 
attempt for the 
student you wish to 
review the answers 
of

*Follow these same 
steps for the Practice 
tests.

Review Exam Answers

1. 2.

3.
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Review Exam Answers (cont.)

• You can view each question the student got wrong in the quiz navigation.
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Review Exam Correct Answer

Hover over the “X” or “✓” 
to view the correct 
answers.
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*Please Note:

1. There are 2 types of 
remediation:  Multiple 
Choice and Written 
Documentation.

2. You must enter the 
Remediation score 
before the student can 
access the 2nd 
attempt.

3. Do not enter the 
remediation score 
unless the student did 
not pass attempt 1.

Remediation: Multiple Choice and Written 
Documentation
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• Search for the 
student in Change 
user and select them 
in the dropdown

• Enter a 1 in the 
Grade field

• Feedback comments 
must include a date.

• Click on Save 
changes

Observation Checks
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View Student Qualification Certificates

• Click on Acknowledgement 
of Qualification

• Click on Group you wish to 
see the Qualification 
certificates for and then 
click on View # issued 
certificates

• You will see all the users in 
the group that have 
received the 
Acknowledgement of 
Qualification
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Thank You

This concludes our training presentation

Open Discussion  
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