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Getting Started

Students will receive a welcome email with login credentials to access the course at www.mapmass.com and
instructions by 9am on the course start date. Sometimes the email will go directly to a spam or junk folder.
Please look for an email from Admin User (via Massachusetts Medication Administration Program Training
Resources and Support) <noreply@neindex.org> Follow instructions from the email. If your student did not
receive the email on the day the course started, please contact CODER@umassmed.edu for assistance.

Resource Packets

Students must have a Resource Packet for this course. These are available through this link on MAP Mass.
They are currently being offered at no charge. In lieu of ordering a Resource Packet from CDDER, Service
Providers may assemble their own Resource Packets. If interested, contents of the resource packets may be
found at: www.mapmass.com under the “Student and Trainer Resources” section.

Please note: Training blister packs must be provided for students; images of blister packs may not be used.

Course Technology

This course is built in a Learning Management System (LMS) called Moodle.

Browser support:
Moodle is compatible with any standard web browser. Moodle works best with the following browsers:
Desktop: Chrome, Firefox and Safari. This course has not been fully tested in Edge.
Mobile (smart phones or tablets) Internet Browsers: Mobile Safari, Google Chrome
For the best experience and optimum security, we recommend that you keep your browser up to date.
To get started, go to:
1. Site Name: (https://mapmass.com/): MAP Mass
2. Loginto MAP Mass Online by clicking the “Log in” button which is located in the upper right corner of
the homepage.

Resetting Passwords

e If you, or one of your students, forgets the password, click on the “Forgotten your username or
password?” link (shown in the image below).
o The system will send you a link with instructions on how to reset it.
o Please be aware that the student must have already logged in at least once and changed their
temporary password before this “Forgotten your username or password” option will work.
o Please contact CODER@umassmed.edu if the student is having issues.
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a Cookies must be enabled in your browser @

]
Forgotten your username or password? ——m—uo = .. .
sl i Forgot log in information?
Log in Click here.

(0 Remember usemame

How do students fix name misspellings or change their email address in Moodle?

e Beginningin 2021, students no longer have the ability to edit their own profile. Students should
contact their MAP Trainer to alert them to name misspellings, changes, or to update the email address
on file. MAP Trainers should confirm the change and forward the info to cdder@umassmed.edu so the
profile can be updated in Moodle.

The MAP RIA Course

Once logged in, use the dropdown in ‘MAP Courses’ to select the MAP Certification Training.

Massachusetts Medication Administration Program Training Resources and Support

HOME MY COURSES SITE ADMINISTRATION MAP COURSES v MAP SUPERVIS@R COURSE (MMMS) v RIA CURRICULUM v

MAP Certification Course

MAP Train-the-Trainer Course

The MAP Program

Under Massachusetts Department of Public HEd pepa ¢ viedication Administration

Program (MAP) allows specially trained unlicensed direct care staff to administer or assist in the

administration of medications to individuals living in residences in the community, such as group homes. Read the FAQs (]
MAP makes it possible for these individuals to safely receive their medications at home. The trained direct

care staff, who are familiar with each individual and their specific need, are able to administer medication as a

normal part of the individual’s daily routine.

Home Page

Selecting ‘MAP Certification Course’ will open the course home page (also called a dashboard). Immediately
clicking on the arrow in the upper right-hand corner (see image below) will expand the viewing area for the
course.
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@ Massachusetts Medication Administration Program Training Resources and Support

HOME MY COURSES MAP COURSES v MAP SUPERVISOR COURSE (MMMS) v RIA CURRICULUM ~

al

Responsibilities In Action Massachusetts MAP Certification Training

Course  Farticipants  Grades  Reports

¥ Welcome! Collapse all

Responsibilities in Action
Understanding the Connections

i
8
)

Medication Administration Program
Certification Training

Course Index

This is a new addition to Moodle 4.1 and can be accessed by clicking on the icon in the upper left-hand corner.

Massachusetts Medication Administration Program Training Resources and Support

HOME MY COURSES SITE ADMINISTRATION MAP COURSES + MAP SUPERVISOR COURSE (MMMS) + RIA CURRICULUM ~

=

@ RIA Cert Training / Introduction

Introduction

Book More «

If you open it, you will see all of the course units and quizzes listed out in order.
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:ui ation Administration Program Training Resources and Support

v Welcome!

v Start Here: Introduction
SBMATION  MAPCOURSESv  MAP SUPERVISOR COURSE (MMMS) v RIA CURRICULUM v
~ Unit1 )
@ Working at a MAP Registered.
© Unit 1Quiz Book  More v

v Unit2
@ Observing and Reporting &

 Done: Read

O Unit 2 Quiz

v

@ Medication &

O Unit 3Quiz
— Online Training Instructions

@ Interacting with a Health.. &

Welcome! The MAP Certification online training is a blended program that presents the required curriculum content in an i ive manner with ing skills practice.

O Unit 4 Quiz

< ©h5 « Youwill complete each of the 9 online units.

® Obisining, Storing and S @ « At the end of each unit, you must pass an online quiz with a score of 80% or higher in order to move to the next unit.

e Clicking on a Unit Title or Quiz will bring you automatically to that page.
e The lock symbols indicate units and quizzes that have not yet been completed. Clicking on a “locked”
unit or quiz will not allow you to go to that page.

e This could be a great way for students to review the course content, once they have completed all of
the units.

Accessibility Tools

Moodle has several tools to help navigate the course. Accessibility tools can be found at the top of the Block
Drawer.

ReadSpeaker is a tool that reads text aloud, gives you access to a dictionary, and will translate the text. The

icons appear on each page. Click the speaker button on any page to hear that read out loud. Note that this
won’t work on Knowledge Checks.

MAP User’s Manual Page 5 of 37 Revised 12/1/2023



Responsibilities in Action (RIA): Massachusetts MAP Certification Training

MAP Trainer User Manual

X
Massachusetts Medication Administration Program Training Resources and Support

ReadSpeaker webReader

DASHBOARD MY COURSES  SITE ADMINISTRATION ~ MAP COURSES v  MAP SUPERVISOR COURSE (MMMS) v RIA CURRICULUM ~ ‘ Eu

1
In maintenance mode Accessibility

esponsibilities In Action Massachusetts MAP Certification Training AlA A B
- "
purse Participants Grades Question bank Launch ATbar  [J(always?)
v Forums
Welcome! Collapse all

@ News and Announcements

Responsibilities in Action
Understanding the Connections

§5 Discussion

‘ abde ol ‘

You can also hear the page read by highlighting a section first and then clicking the Listen button.

Meet David Cook

Review the following case study. We will refer back to it throughout the unit.

David is a 52-year-old man with Down Syndrome. David is indepaadantauith ootivities of daily living (ADLs) and receives
community-based day supports. During day program hours, he <) Listen butings and volunteers in the community. In the
evening David enjoys spending time with friends and family. Atars a continuous positive airway pressure device
C-PAP) to help keep his airway open due to sleep apnea (a potsleep disorder in which breathing repeatedly
stops and starts). He is on several medications to treat high blood pressure, gastroesophageal reflux disease (GERD), swollen,
painful joints (osteoarthritis) and a seizure disorder.

—_—

If you don’t know what a word means, highlight the word and choose the dictionary option to see a definition.
If the word is already highlighted in blue, you can click it to see the glossary term instead.
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The principles of medication administration are:
« Mindfulness

« Supporting abilities

= of) Listen
« Communication
gl Dictionary
Mindfulness: &9 Translate

« Always remaining M and focused during medication administration; paying attention.

« Thinking about what you are doing and not something else; be observant and report observations.

o As you begin administering medication, you will quickly become familiar with which person receives what
medication at what time. You will even get familiar with the size, shape, color and markings on the medication its
Because of this:

= Never allow medication administration to become routine
= Consider changing the order of who you administer medications to first to help yourself remain mindful

This tool also links to Google Translate, which is a program that gives you an approximate translation in other
languages. You can highlight a section of text and choose “translate” to read the text in different languages, or
click the play button to hear it in that language.

Review the following case study. We will refer back to it throughout the unit.

David is a 52-year-old man with Down Syndrome. David is independent with activities of daily living (ADLs) and receives
s in outings and volunteers in the community. In the

community-based day supports. During day program hour(ig PEESCH]
evening David enjoys spending time with friends and fami:l wears a continuous positive airway pressure device
(C-PAP) to help keep his airway open due to sleep apnea ( % — ious sleep disorder in which breathing repeatedly

stops and starts). He is on several medications to treat higii vioou - gastroesophageal reflux disease (GERD), swollen,
ranslate

painful joints (osteoarthritis) and a seizure disorder.

Review the following case study. We will refer back to it throughout the unit.

community-based
evening David enjo;
(C-PAP) to help ket

David is a 52-year-old man with Down Syndrome. David is independent with activities of daily living (ADLs) and receives

uring day program hours, he participates in outings and volunteers in the community. In the
— e with friends and family. At night David wears a continuous positive airway pressure device
en due to sleep apnea (a potentially serious sleep disorder in which breathing repeatedly

stops and starts). | Blp Translate

medications to treat high blood pressure, gastroesophageal reflux disease (GERD), swollen,

painful joints (oste)EraEEIe B}l rrench (France) ® |apanese Bl rortuguese (Portugal) Turkish

@l chinese (Mandarin) M German i®; Korean B}l romanian B, | jkrainian
:2 Danish E Greek = Latvian B Russian ﬁ Vietnamese

Previous = Dutch = Hungarian %IE Norwegian (Bokmal) n Spanish
;:E English = \ndonesian mmm Polish == Swedish
== Finnish i} ralian Portuguese (Brazil) === Thai

ace com/mad honl fuiew nhn?id - 3026Rhantarid— 24502
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% TRANSLATE Be o o aa |8 x

Please note: The text has been translated for your convenience using
translation software powered by Google Translate. Reasonable efforts have
been made to provide an accurate translation, however, no automated
translation is perfect nor is it intended to replace human translators.
Translations are provided as a service to users of this website, and are
provided "as is." No warranty of any kind, either expressed or implied, is
made as to the accuracy, reliability, or correctness. Neither ReadSpeaker
nor the website owner is in any way responsible for the translation.

| UNDERSTAND

Aqui estéo alguns exemplos: 'Estou com dor de cabeca' 'Minha garganta doi'
'Estou triste’ 'Estou cansado’

by Google Translate

X Close N

Please note: The text has been translated for your convenience using translation software powered by Google
Translate. Reasonable efforts have been made to provide an accurate translation; however, no automated
translation is perfect nor is it intended to replace human translators. Translations are provided as a service to
users of this website and are provided "as is." No warranty of any kind, either expressed or implied, is made as
to the accuracy, reliability, or correctness. Neither ReadSpeaker nor the website owner is in any way
responsible for the translation.

Accessibility Toolbar

This toolbar will increase or decrease the size of text on your screen. It does not affect the size of images. To
enlarge images, use keyboard controls on your computer. Holding down the Ctrl key plus + or — will increase or
decrease screen resolution on many machines.

The Accessibility Toolbar can also be used to add background color to text thereby making it easier to read.
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HOME  MYCOURSES  SITEADMINISTRATION  MAPCOURSESv  MAP SUPERVISOR COURSE (MMMS) v RIA CURRICULUM v

Responsibilities In Action Massachusetts MAP Certification Training

Course  Settings  Participents  Grades  Reperts  More v

v Welcome!

Responsibilities in Action
Understanding the Connections

578
&@@

The Massachusetts
Medication Administration Program
Certification Training

Collapse all

I

Accessibility

A A ¥

~ 2B

Launch ATbar  [always?)

Forums
@ News and Announcements

f2 Discussion

Trainer Grading ltems
B Transcription Assignment Rubric

[ Transcription Assignment
Instructions

E Medication Administration Grading
Instructions and Checklist

B Medication Administration Skill
Check ASSIGNMENT

Viewing Participants in your Group

Step 1: Go to the Course

Step 2: Locate the “Participants” tab in the Contextual Menu near the top of the screen.

Responsibilities In Action Massachusetts MAP Certification Training

Course Participants Grades

¥ Welcome!

Responsibilities in Action
Understanding the Connections

i
@'@?

Step 3: Locate the “Search” field: Only the group(s) you are facilitating should be viewable.
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Enrolled users

Match  All =

+  Add condition

4 participants found

First name

f Last name

RB Rose Bush (CDDER TEST)

%y Tammy Trainer (CDDER TEST)

o o o

v
TrainerT_04-06-23 (TEST)

La!ﬂ”a'“em,ﬂECDEFGH\JKLMNOPQRSTJ

Email address

rosebush@gmail.com

MAPTrainercdder@gmail.com

v

F‘rStnamemABCDEFGHIJKLMNDPQRSTUVWXVZ

w X v z

Roles

Student

MAP Trainer

Groups

TrainerT_04-06-23 (TEST)

TrainerT_04-06-23 (TEST)

Last access to course

14 days 2 hours

53 secs

Step 4: The list will filter to the group chosen and show you the number of participants.

Enrolled users
Match Al 3

+ Add condition

4 participants found

First name
/ Last name
-

o -

o RB Rose Bush (CDDER TEST)

w] '_’ Tammy Trainer (CDDER TEST)

N Al TrainerT_04-06-23 (TEST) %

La3"”3‘“5AECDEFGH\JKLMNOPQRSTJ

Email address

rosebush@gmail.com

MAPTrainercdder@gmail.com

v

F'rS‘"amemABCDEFGH\JKLMNOPORSTUVWX‘/Z

w X Yy Z

Roles

Student

MAP Trainer

Groups

TrainerT_04-06-23 (TEST)

TrainerT_04-06-23 (TEST)

Apply filters

Last access to course

14 days 2 hours

53 secs
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Progress Bar

e How much of the course has the student completed?

As students complete each unit and unit quiz, their progress is automatically registered as complete.
Students will see a green checkmark on the dashboard once the activity is complete.

¥ Start Here: Introduction
m . « Done; Read
¥ Unit1
! - :
' — -
Done: Receive a passing grade
¥ Unit2
PR « Dene: Read

e The Progress Bar is a time-management tool for the student. It visually shows which Units and Quizzes a
student needs to complete in the course. It is color coded so a student and the MAP Trainer can quickly
see what they have and have not completed/viewed.

e Clicking on Overview of students will show progress for all the students in your training group.

e If you have Audit students, you’ll need to change the dropdown to either Audit or All participants to see
their progress.

Progress Bar

Progress: 3%

Mouse ower or touch bar for info.
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Overview of students

L3

Visible groups TrainerT_10-06-22 = Role| Student

Choose...

All participants
Manager

O MAP Trainer

O Shriver Managers
Agency Guest
Course Supporter

Select all Deselect all With selected users... | Choose... Audit
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Moodle has two primary communication tools: Announcements and Discussion.
o Announcements are a one-way communication tool for MAP Trainers to easily send news or
updates to the students in their group. Students should periodically check this section for new

Announcements.

o Discussion: This is a two-way communication tool for students and their MAP Trainer, or for other

students in the same group. This is a great place for students to ask questions or seek additional

clarification!

Both are in the “Forums” block on the right-hand side of the dashboard.

Massachusetts Medication Administration Program Training Resources and Support

HOME  MYCOURSES  SITEADMINISTRATION  MAP COURSESv  MAP SUPERVISOR COURSE (MMMS)v  RIA CURRICULUM v

v Welcome!

Responsibilities in Action
Understanding the Connections

iy
6.2

Collapse all

Accessibility
A A+ ¥
AR

Launch ATbar  (J(always?)

Forums
@ News and Announcements

Discussion

Or below the video on the course homepage.

Responsibilities in Action
Understanding the Connections

&8,
*ﬁ@@

The Massachusetts
Medication Administration Program
Certification Training

Course Overview

Welcome to the MAP Certification training! This training will take approximately 16 hours to complete. You have two weeks to complete this course.
This includes 9 units and an online quiz at the end of each unit that you must pass at 80%. You must also complete 2 required skill activities that will be
graded by your MAP trainer (Unit 6: Transcription Assignment and Unit 7: Medication Administration Demonstration Assignment)

The husetts
Medication A ation Program
Certifi raining

Watch on [E8Youlube

== information on ADA Accommodations and Identification Requirements for testing

@ Discussion Forum: Use this pace to discuss topics with other students in your class, or to ask your MAP Trainer questions.

. Course Announcements: Y r MAP Trainer will post general news and announcements in this space. Please check this space often!
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Posting to Announcements (for MAP Trainers)

MAP Trainers can post a new Announcement by first opening the Announcements Forum and then selecting
‘Add a new topic’ and then ‘Post to forum’. The “Separate Groups” field should default to your group
automatically. If you are teaching more than one group, the “Separate Groups” dropdown will show all your
groups. Please select the group you wish to post to. Students cannot respond to Announcements.

Note: Students will receive an email notification when new Announcements are posted. They will not receive
this email notification until they are officially in the course at 9am on the day their course begins. Please wait
until after 9am on the course start date to post your Announcement.

Forum  Subscriptions  Reports  Export

Your MAP Trainer will post general news and announcements in this space. Please check this space often!

:

Separate groups: TrainerT_04-06-23 (TEST)

Subject 1]

Message 1]

.J
o
4
==}
~
1]
m
liil
1]
&
o’}
5]
[=
-
L ]
]
[+]

Posting to the Discussion Forum

Students and MAP Trainers can post to the Discussion Forum by first opening the Discussions Forum and then
selecting “Add a new discussion topic” and then “Post to forum”. The “Separate Groups” field should default
to your group automatically. If you are teaching more than one group, the “Separate Groups” dropdown will
show all your groups. Please select the group you wish to post to.

Note: Students will receive an email notification when new Discussions are posted or responded to. Trainers
will also receive an email notification when students respond. Email notifications are not sent until students
are officially in the course at 9am on the day their course begins. Please wait until after 9am on the course
start date to post Discussion topics.
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Discussions

Forum

Subscriptions

Reports  Bxport

Use this space to discuss topics with other students in your class, or to ask your MAP Trainer questions
@

Add discussion topic
Separate groups: TrainerT_04-06-23 (TEST)

Subject

Message

il
&P
@
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Messages

Moodle also has a messaging system when you can chat one-to-one with your students or other people in
your group. It is located on the upper right-hand side of your screen, next to your profile. Click the messaging
bubble to open messaging; click the bubble again to close it.

I <O O -
An alert will show when you have a new message.

DT > O

Students have the option of adding other students or MAP Trainers as contacts. If someone requests to add
you as a contact, you will see a notification on the message bubble. After opening messaging, you will see a
notification for the new request. You will also receive a notification via email that someone would like to add
you as a contact. You don’t have to be someone’s contact to chat with them, as long as your messaging is not
restricted (see below).

b

JO I *

<€ Contacts

Under Privacy notification (gear icon), you can restrict messaging to only your contacts or to anyone in the
course.

Q &

i

& Contacts
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€ Settings

Privacy

You can restrict who can message you

My contacts only

© My contacts and anyone in my courses

Notification preferences

(:) Email

General
(:) Use enter to send

Knowledge Checks

Here are some helpful reminders about Knowledge Checks that may benefit your students.

o Expand the viewing area by clicking the diagonal arrow in the bottom right corner. This makes the
Knowledge Check exercise much larger!

Who can act as a MAP Consultant?
A Licensed Practical Murse (LPN) may act as a MAP Consultant,
o True & False
S Check @
T Question w1 178 ¢ Ca l‘

o Navigate to the next slide by using the tool bar at the bottom, or the “Next” or “Back” buttons. Use the
“Check” button to quickly see if your answers are correct. If your answers are incorrect, this will show
you the correct answer.
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A Pharmacy Technician may act as a MAP Consultant.

& True 1 False
.
T Question #2 i 208k

Who can act as a MAP Consultant?

A Pharmacy Technician may act as a MAP Consultant.

l @ False

< True

Correct!

Duaston £2

Who can act as a MAP Consultant?

o Some of the Knowledge Checks contain images with lots of text. To read those images better, click on
the “Click here to enlarge image” button to open the image in a new window on your browser. Use the
keyboard controls on your computer to scale the image up or down. On many computers this is done

by holding down the Ctrl key and the + or — button.

Retry the act ;.-ry by clic ur;g the Retry tl .'-.ns~x;\er$ are not graded, To move :_::rt;-Ja_e'; 5I|.:I+5_ r_l-<.k -'.‘-t NEXT* <-|"Br\LH-I:.:\;-".:ms
or use the bottom navigation bar. Click the diagonal arrows in the bottom right to view this In full screen,
Liquid Medication Drug Facts Label #1
Type ical answers in white boxes
Oral Saline Laxative
1. Oral Saline Laxative strength mg
per ml
For rallef of cccaslonal © Check
phaon [ o crecx
ORGINAL FLAVOR
12 M oz (355 mL) | Click here to enlarge image | @
HEECEE e e I e I e
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Quizzes

This course has nine unit quizzes that the student must pass with a score of 80% or higher. Students can
attempt these as many times as want. Each quiz is available after completing the corresponding unit.

Begin the quiz by clicking on the “Attempt quiz now” button.

& RIA Cert Training
Unit 2 Quiz

« Done:Read  Todo:Recelve agrade  To do: Receive a passing grade

The final quiz for Unit 2 ins a total of 10 multiple-choi i that have four answer choices. Read each question and answer choice carefully and choose the

ONE best answer. Good Luck!

Grading method: Highest grade

Grade to pass: 8.00 out of 10.00

After answers are submitted, a summary screen with the quiz grade appears, along with an indication of which
guestions were missed. Red x’s next to an answer choice indicate that it is incorrect. Green checkmarks
indicate that the answer choice was correct. For missed questions, the corresponding Unit and section number
in Moodle appears as a reference for the student. Here is an example of the message, “Incorrect. Please
review Unit 4, section 8.2”

Massachusetts Medication Administration Program Training Resources and Support

Quiz navigation

OME  MYCOURSES  MAPCOURSES~  MAP SUPERVISOR COURSE(MMMS)~  RIA CURRICULUM ggggg
[~ R Hok

State

Campleted on  Wed

nber 20, 2023, 10:20 AM ReadSpeaker webReader
Time taken 1 mi;

Grade 9.00

fesdbak Congratulations! You received a grade of 80% or higher.

Click here to proceed to the next unit

Question Your Supervisar must be informed anytime you contact the
Select one:
Pharmacy Technicy X Incorrect. Please review Unit 1, section 3.1
Technical Prescribl
HR Person

MAP Consultant

Question An example of when you need to contact a MAP Consultant is whan

Select one:
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Grades

Students can check their gradebook by going to the menu on the Course Homepage and selecting “Grades”.

Responsibilities In Action Massachusetts MAP Certification Training

Course Grades

¥ Welcome!

Responsibilities in Action
Understanding the Connections

278
%@@

The Massachusetts
Medication Administration Program
Certification Training

Here they will see grades for all the quizzes and other assignments.

Grade item Grade Range Percentage Feedback
~ Responsibilities In Action Massachusetts MAP Certification Training

® 3 v 0-10 80%

B unit2 Quiz v 10 0-10 100 %

£ Unit 3 Quiz v 10 0-10 100 %

e n v 8 0-10 80%

B ynit5quiz v 10 0-10 100 %

™ 2 v 9 0-10 90 %

I v 10 0-10 100 %

B it 5 Quiz v 10 0-10 100 %

& v 8 0-10 80 %

R Niad _;7-‘-.-_ TR o 0-100 92% great job but you did miss one item

D ‘\._27:': .w e % fail 0-100 33% Please redo.

[ T':-'-z:-.:'.'.-'—?= gnment Rubric & 0-100
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They will also see any feedback from their Trainer on graded assignments.

R ;\f'.ecIAC"r:m pcsignment ¥ pass 0-100 92% great job but you did miss one item.....
2 ;\f'.ecIAC"r:m Pretest X fail 0-100 33% Plesse redo
View Student Grades
To view grades for all the students in your training group, go to the Course Homepage and select “Grades.”
Responsibilities In Action Massachusetts MAP Certification Training
Course Farticipants Grades Reports
Responsibilities In Action Ma... =
First name / Last name * Email address B Unit1Quiz% [ Unit2Quiz® [ Unit3Quiz® [ UnitdQuiz®$ [ Unit5Quiz® [ Unit6Quiz® | Unit7Quiz $ [ Unit8Quiz ® [ UnitdQuiz %
G (oen Bush (COOER BR  rosebush@gmail.com v 108, v 108 v 10& v o@ v 10Q, v 10& v 10@, @ -@
TEST)
PT Paige Turner B paigeturner@test.test -Q -Q @ @ -a @ @ @ -@
) HaYeldez (CDDER 1 | 1 e 7aiggmail.com -a v 10@ v 10@ v 8@ v 5@ v 9Q v 9@ v @ ol
TEST)
Override Student Grades

Occasionally Trainers may have a need to override a student grade. For example, a Trainer may wish to enter a
pass/fail for the Medication Administration Demonstration assignment in the gradebook instead of grading
through the assignment feature. Note: students will not receive the email notification if you do an override.

Grades must be assigned in the Med Admin Video Assignment or Pretest if you wish to trigger the email
notification.

Once in the gradebook, turn editing on by clicking on the “Edit Mode” button in the upper right-hand corner.

k1 o =

3o © |

wurces and Support
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Use the bar at the bottom of the screen to scroll over until you see the item you want to grade. Example is
Med Admin Pretest.

Either:

1) Type a number grade into the white box and click enter on your keyboard or click ‘save changes’ at the
bottom of the screen. Note: a score of 83 or higher on the Med Admin Assignment or Pretest will
trigger a ‘pass’. The grade box will turn brown to indicate the override.

OR:

2) Click on the gear icon (if you don’t see the gear icon, ensure that you’ve turned editing on). This
opens a screen where you can do additional editing (see below)

83

etest =
&
o
| 8 |
&
| 8 |

83

In this editing screen:

e Check the box that says “Overridden” and then type a number grade into the grade box. A score of 83
or higher on the Med Admin Assignment or Pretest will trigger a ‘pass’.

e Scroll down and type comments in ‘Feedback’. This feedback will appear in the student’s gradebook.

e Save changes.
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Edit grade
Use

Item name

Final grade 2] |

-
>
@
fii
iif
lil
lil
&
[}

MAP Trainer Lesson Plan

MAP Trainers now have access to a Lesson Plan, created to give trainers guidance on how to teach the course.
The timeline in the Lesson Plan can also be modified to meet specific service provider needs. Only people with
a MAP Trainer login can access this file. Follow the steps below to access the Lesson Plan.

Step 1: From the Home Page (once you have logged in), click the “View Resources” button under “Student and
Trainer Resources”.
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a Mo

Massachusetts Medication Administration Program Training Resources and Support

HOME MY COURSES MAP COURSES + MAP SUPERVISOR COURSE (MMMS) v RIA CURRICULUI

The MAP Program

Under Massachusetts Department of Public Health (Department) regulations, the Medication Administration
Program (MAP) allows specially trained unlicensed direct care staff to administer or assist in the

administration of medications to individuals living in residences in the community, such as group homes. Read the FAQs (>}

MAP makes it possible for these individuals to safely receive their medications at home. The trained direct
care staff, who are familiar with each individual and their specific need, are able to administer medication as a
normal part of the individual's daily routine.

MAP Certification Course MAP Train-the-Trainer Course MAP Information
This is an introductory course. Staff must be This is an advanced course for eligible licensed Announcements, Information, and MAP State
registered through a MAP Trainer. professionals seeking to become a MAP Trainer. Agency Contact List

Contact your MAP Coordinator for details.

—

Enter course

MAP Training Resources Student and Trainer Resources D&S DT MAP Certification Test
MAP-related Webinars, Tutorials, and other Training Resources for the MAP Certification Course Documents and Resources
Resources

View Resources View Resources
View Resources

Step 2: Click the “Map Trainer Lesson Plan” link under the “MAP Trainer Resources” section and then click
“MAP Trainer Lesson Plan” on the next page to prompt a download of the Word document.

Student and Trainer Resources

Student Resources

« RIA Curriculum (PDF download)

« Handout: Are you Ready for Online Leaming?

« Moedle Student User Manual

- Optional Transcription Workbook 2 (PDF download)

MAP Trainer Resources

« Assemble your own resource packet

= 2021 Course Dates (Word document)

. Registration Template (Excel) updated 11-20-20

= Sample 'Welcome Letter' to students

« Supporting Staff for Online Leaming

. @ Moodle MAP Trainer User Manual (updated 2021 version coming soon)
D ey
©) MAP Trainer Lessen Plan

- (9 January 8th, 2021 MAP Trainer Webinar demo/questions of the new webpage
- () MAP Tech Support Call Summaries

@ These items require a MAP Trainer login to view
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MAP Trainer Resources

Resources

« Moodle MAP Trainer User Manual (updated 2021 version coming soon)
- Mondle Trainina for new MAP Trainers (Powerpoint download)

MAP Trainer Lesson Plan

Reports

Moodle has several useful reports for you: Activity completion, Course completion, and Log Reports.

Step 1: Log into MAP Mass Online
Step 2: Locate the Responsibilities in Action: Massachusetts MAP Certification Training Course.

Step 3: Go to the Contextual Menu at the top of the Course Homepage and select “Reports.”

Responsibilities In Action Massachusetts MAP Certification Training

Course Participants Grades Reports

Step 4: Click on any of the Completion Report links to be taken to that report.

Responsibilities In Action Massachusetts MAP Certification Training

Course Participants Grades Reporis

Reports
Course completion
Logs

Activity completion

Step 5: This view should automatically default to your group; if not, use the dropdown to select your group.
This will show you which activities all the students in your group have completed.

Activity Completion Report

This report is useful for seeing which Course Activities (Units, Quizzes, Assignments) each student has
completed. This includes required and optional activities.
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Each activity is marked as “complete” with a green checkmark with the student completes it.
o Med Admin Skills Check is marked as “complete” when a student receives a grade.
o The Med Admin Pretest is marked as “complete” when the student receives a grade.
o The Transcription Assignment Rubric is marked as “complete” when the student receives a grade.

Course Completion Report

This report is useful for seeing which required course activities each student has completed. Only required
activities are included here. The required course components are Units 1-9 and the Unit 1-9 Quizzes. This
report also shows whether the student has completed the full course. Note that there is a scroll bar at the
bottom of the screen that you can use to scroll the view to the right to see all the components. Please ignore
the “Manager” column, it has no meaning.

Course completion

Separate groups: TrainerT_04-06-23 (TEST)
All participants: 3
F"S‘"a‘“gm»‘«st)EFGH\J4Lh‘r\CFQRC\’UVWXVZ

Las‘”a‘“‘iuéﬁiEEFSF\\KLMVEP]?STN\.",“‘XVZ

Criteria group Activities Approval  Course

Aggregation method Al

ing and Reporting

Unit 3 Quiz
Unit 4 Quiz
Unit 5 Quiz
Unit 7 Quiz

@  Working ata MAP Registered...
Observ
Unit 2 Qu

@  Medication Occurrences

@  Chain of Custody: Part 1
@  chain of Custody: Part 2

@  Interacting with a Health ...
@  Administering Medications: ...

B units 1-5 Summary and ...

@  Recording Information
@  skills Practice

=4

€  Introduction
r

e

R nit 2 Quiz
@  Medicat
[

o

8  obt

r

(<]

r

First name / Lastname  Email address

Rose Bush (CDDER  rosebush@gmail.com
TEST)

Paige Turner paige.turner @test test

Ella Valdez (CDDER  EllaGD78@gmail.com
TEST)

Boxes with dotted red marks indicate an item that was manually overridden, most commonly done as a result
of transferring activity from the old Shriveronline site to mapmass.com. MAP Trainers can override completion
by opening the ‘Activity Report’ (see page 19 for instructions) and manually clicking on a box. Once saved, that
completion will appear here on the ‘Completion Report’.
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Activity completion
Separate groups: TrainerT_04-06-23 (TEST) Include  All activities and resources % Activity order ~ Order in course %
Fi/S"‘amEmAB(‘DEFGH\JKLMNC‘PC‘RSTUV W X|Y | Z

LaSt”ameméB.’JDEF’SHIJ\'{LMNOPQRSTJ‘/WXVZ

rosebush@gmail.com

paige turner(@test.test

EllaGD78@gmail.com [ 2 @ v/ B M MNE ™ ¥ & U

Log Report

This report is useful to see which Activities (Unit Books, Quizzes, Assignments) a particular student viewed on
a particular day.
o All days: select the day or keep it as ‘all’ if you wish to see all dates for a particular unit or quiz.
o Working at a MAP Registered Program: use dropdown to select the specific Unit, Quiz, or Activity
you wish to view
o All actions: leave as all actions
o All sources: leave as all sources
o All events: leave as all events
o Standard log: leave as standard log
e C(lick ‘Get these logs’ to see log data. You will see all your students listed (from all groups).
e Note: This does not include time spent reading the hard RIA curriculum, making the videos, practicing
transcriptions on paper, or any time spent in TMU.

Logs

Choose which logs you want to see:
Responsibilities In Action Massachusetts MAP Certification Training + All participants +  [more] All days E
All activities : All actions = All sources  # All events E =2 Standard log E
Get these logs
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I A A+ W

ey - |

Launch ATbar  [(always?)

Responsibilities In Action Massachusetts MAP Certification Training

Course Participants Grades Reports
Forums
h ! Collapse all
Welcome: clapses @ News and Announcements
Responsibilities in Action i} Discussion

Understanding the Connections

@@ Trainer Grading ltems
@ @ Transcription Assignment Rubric
& @ E Transcription Assignment

Instructions

E Medication Administration Grading
Instructions and Checklist

The Massachusetts
Medication Administration Program
Certification Training - : .
Medication Administration Skill

Check ASSIGNMENT

Course Overview Medication Administration PRETEST

Welcome to the MAP Certification training! This training will take approximately 16 hours to complete. You have two

weeks to complete this course. This includes 9 units and an online quiz at the end of each unit that you must pass at 80%.
You must also complete 2 required skill activities that will be graded by your MAP trainer (Unit 6: Transcription Assignment
and Unit 7: Medication Administration Demonstration Assignment). Y .

our estimated time spent in course is:

Dedication
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A Student’s Complete Report

This is a useful way to see a complete history of the student including when they last viewed each unit, and all
their unit quiz attempts date and score. This is useful if you are verbally requiring a student to start the course
over or review a particular unit again. The Complete Report shows all views of that activity.

From Participants, select a student’s name, then ‘Complete Report’.

RB Rose Bush (CDDER TEST) Message Add to contacts

User details
Email address

rosebush@gmail.com

Country
United States

Timezone
America/New_York

Course detalls
Course profiles

Required MAP Trainer Webinars

Responsibilities In Action Massachusetts MAP Certification Training

iac T =3

Unit 1
W Book: Working at a MAP Registered Program
23 views - most recently Thursday, April 13, 2023, 12:25 PM
& Quiz: Unit 1 Quiz

Grade: 10/ 10
Attempt 1: 10.00/10.00 - Thursday, April 13, 2023, 12:27 PM

Unit 2
@ Book: Observing and Reporting
30 views - most recently Thursday, April 13, 2023, 12:20 PM
® Quiz: Unit 2 Quiz

Grade: 10/ 10
Attempt 1: 10.00/10.00 - Thursday, April 13,2023, 12:31 PM
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Viewing the Dedication Tool

This Block allows MAP Trainers to see the estimated dedication time for students in a Moodle course.
Dedication time is the sum of all sessions for a user.

Note: Dedication tool data does not include time spent reading the hard RIA curriculum, making the videos,
practicing transcriptions on paper, or any time spent in TMU.

Step 1: Locate the Dedication block and click on “Full Report” so the tool will open.

P ibilities In Action 1usetts MAP Certification Training

Dedication
¥ Welcome!

Responsibilities in Action
Understanding the Connections

$@$

%@ Student Resources

he Massachusetts ° =
Medication Administration Program
Certification Training

82

B (PDF
Course Overview & or
Welcome to the MAP Certification training! This training will take approxis 16 hours to plete. You have two weeks to complete this course. This downloas

includes 9 units and an online quiz at the end of each unit that you must pass at 80%. You must also complete 2 required skill activities that will be graded by

Step 2: When the tool opens, you will see all of your students in all of your groups listed. You can view a

complete session duration report on any student by clicking the gear icon to the right of their name
(highlighted below).

Responsibilities In Action Massachusetts MAP Certification Training

Course  Parficipants ~ Grades  Reports

Time spent in course

Total of all time spent in course: 22729 hours 1 min

7 mins
Excludes sessions less than 2 mins
Y Filters
First name / Last name Group Session duration
EV Ella Valdez (CDDER TEST) TrainerT_04-06-23 (TEST) 2 hours 50 mins -
f? Tammy Trainer (CDDER TEST) TrainerT_04-06-23 (TEST) 6 hours 49 mins -2
RB Rose Bush (CDDER TEST) TrainerT_04-06-23 (TEST) 1 hour 39 mins -39

Download tabledataas ~ Comma separated values (.csv) =

MAP User’s Manual Page 30 of 37 Revised 12/1/2023



Responsibilities in Action (RIA): Massachusetts MAP Certification Training
MAP Trainer User Manual

Responsibilities In Action Massachusetts MAP Certification Training

Course  Participants  Grades  Reports

Time spent in course

Total of all time spent in course: 22729 hours 1 min
Average time spent in course: 10 hours 7 mins
Excludes sessions less than 2 mins

Y Filters
Firstname / Last name Group Session duration
EV EllaValdez (CDDER TEST) TrainerT_04-06-23 (TEST) 2 hours 50 mins & -
Q View session duration report
S Tammy Trainer (CDDER TEST) TrainerT_04-06-23 (TEST) 6 hours 49 mins
> Y Q Alllogs
RB Rose Bush (CDDER TEST) TrainerT_04-06-23 (TEST) 1 hour 39 mins L

Dowriosd abe deta e Comma separated values (o)

Responsibilities In Action Massachusetts MAP Certification Training

Course  Participants ~ Grades  Reports

Time spentin course

Ella Valdez (CODER TEST) © message Add to contacts
EV

Excludes sessions less than 2 mins
T Filters

Session start Session duration

Thursday, August 31, 2023, 8:51 AM 1 hour 44 mins
Wednesday, September 20, 2023, 2:05 PM 2 mins 42 secs
Thursday, September 21,2023, 3:45 PM 53 mins

Friday, September 22,2023, 2:13 PM 2mins 17 secs
Wednesday, October 11, 2023, 11:55 AM 7 mins 27 secs

Download table dataas ~ Comma separated values (.csv) *

Note: Students can only view their own session duration. They do not see other students in their group.

Using ‘Log in as’ to view what participants in your group view

e MAP Trainers have the capability to log in as other student users.

e This capability is allowed for a MAP Trainer role within a course and within their own group. It allows
the MAP Trainer to login as another course participant (within their group) and browse (as that user)
within that course only. This is useful for seeing what your students see, for example to check a
restriction they are reporting or an error/difficulty they are having in the course.

Note: After using the ‘Log in as’ function you are automatically logged out of Moodle when you return to your
normal role. This is for security reasons. If you login again you will be redirected to the page that you were on.
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How to Use:

Step 1: Access the Participant list within the course (your group)

e C(lick on the student whose profile you’d like to view.

Participants
.
- - .
Seinc Fer name e Emas sadrem Sz e
N 1] ey ™ at] ] ko L ¥
] = .
= Fo
e

Step 2: From the User’s profile, Click the "Log in as" link.

Limer detals MEcrllanen s

Emal address Wiew all biog ez
ETCTE TSI (10 15

Agancy
Faoscaies HRcs 0 Pl Alaie o T = ]
U
Feoi It Agarney
Fanzberdras Sauaae Suspan P
lepa
by
= e
= Jtice reper
nrpisE
LAl
rseg 5 20D LTI
Cowree protie
Al L Ak LRE
I =ITATIC
Fodes
HE-aling Ka (S]] g nas
Group
FUEA

Step 3: Click “Continue”

Alzheimer's Disease and Related Dementias (ADRD)

Step 4: Browse as User
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Step 5: To go back to your normal role, logout.

Angie (student) Aguire . -
e |ogaed in &8s Bree Cunnngha

- ‘ : -

Grading Assignments

Units 6 and 7 incorporate skills practice. After practicing in Unit 6, students will do a transcription assignment
either on paper or by using their computer to complete a medication sheet. If completed using their
computer, they will access the assignment through TMU at https://ma.tmuniverse.com. This short video
explains the activity and shows how to use the editing tools, click between pages, and submit the assignment.

After practicing in Unit 7, students complete the medication administration demonstration via an in-person
session, a live virtual face to face session, or by uploading the demonstration on a recorded video. The grading
rubric is used to grade recorded videos that are submitted for your viewing. The rubric can also be used to
grade a demonstration that the MAP Trainer viewed in person or virtually.

Finding the Assignments to Grade: From the home screen (dashboard), use the MAP Trainer Administration
Block to the left of the dashboard to easily find links to the graded items. This block is not visible to students.

There are three graded items in the RIA Cert course:

1. Transcription Assignment Rubric at end of Unit 6
2. Medication Administration Skill Check Assignment at the end of Unit 7
3. Medication Administration Pretest at the end of the course

Trainers receive an email notification when a student submits on #2 or #3. There is nothing for the student to
submit on the Transcription Assignment.

Grading the Medication Administration Skills Check (Assignment or Pretest)

Step 1: From the home screen (dashboard), use the MAP Trainer Administration Block to the right of the
dashboard to view the Student Assignments, then select Med Admin Video Assignment

Step 2: Scroll down until you see ‘View all submissions’.
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Grading acion  Choose

Separate groups: MAP Group 2

resivame [l 2 & o o ¢ e S [ e o
Last name - A B 3 E F

First
name | Last
Usar Last madified
Select  picture  name Email address Status Graie Edit [submisston)  Online text

CODER  eddermas@umassmed edy  Submilled m it + Moy, July
Shriver Tar grasding 6. 2020,
10-30 AM

CODER  CDDER465@gmail.com ar. E ]
groups =~ Demonstration Group #
Grading summary
Hidden from students No
Participants 3

Submitted 3

Needs grading 0

View all submissions

Step 3: Here you will see each student who has submitted an assignment. You will either see a link to their
video (click the link), or a thumbnail for a video to play. Select ‘Grade’. You can also use this option to grade
demonstrations that you viewed in person or virtually. You should see all students in your class listed here,
regardless of if they actually submitted a video or not.

Step 4: Use the embedded grading rubric (image on next page) to grade the assignment by clicking on the ‘Yes’
or ‘No’ column in each row. The box will turn green once you click on it to indicate a ‘Yes’ or a ‘No’. You must
choose one answer for each item. An item cannot be left blank.

The activity is Pass/Fail. A ‘Pass’ is 10 out of 12 boxes checked with a ‘Yes’. Once you save changes, the
following happen:

e Either a ‘pass’ or ‘fail’ grade will automatically be generated on this screen.
e That grade also appears in the student’s gradebook.
e The checkbox on their dashboard changes to either a green checkmark for ‘pass’ or a red line for ‘fail’.

e The completion box in the Activity Completion Report will change to either a green checkmark for
‘pass’ or a red line for ‘fail’.
More detailed instructions via an instructional video on the grading rubric are here:
https://youtu.be/iLolDwDX1qg4
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1. Prepare Yes, read the Mo, did not great job
medication (med) demonstrate this step
sheet to identify the
med to administer
P
2. Prepare Yes, unlocked the med Mo, did not
box demonstrate this step
s
3. Prepare Yes, located the Mo, did not
correct med demonstrate this step
o
4. Administer Yes, did crosscheck 1- Mo, did not
Verbally Check 5 demonstrate this step
Rights (HCP order and
pharmacy label)
P
Fesdhark flles >
Mandmum size Tor new fles: 2G6
0 |[o El=m
s
You can drag and dioo fikes here 1o add them.
RN < I7] | Sawve changes | Sawve and show next | Reset

Students are automatically notified via email that their assignment was graded.
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Note: you can grade a student even if no submission was provided. To do this, select “grade” next to their
name and follow the instructions above for entering pass/fail and comments. If you observed the video pass
live (virtually or in person) you may wish to enter ‘viewed via Zoom’ (for example) in the feedback comments
as a reminder for yourself.

Grading the Transcription Assignment

Grading on this item works the same way as grading on the Medication Administration Skill Check assignment
or pretest, except that students will not submit anything. In fact, there is no option for the student to submit
something in this assignment. The rubric is solely used for the MAP Trainer to grade the transcription attempt,
whether done in-person, virtually face-to-face, or on the computer.

1. Open the Assignment Rubric

Click on “View all Submissions”

3. Sort by group and/or find student name in the list of submissions (there are no ‘submissions’ to view;
you are only using this to find the student name and associate a rubric with that name)

4. Click on Grade

Directions for grading will appear

6. A'Pass'is 10 out of 12 boxes indicated with a 'Yes'

N

b

More Detailed Directions for MAP Trainers:

Use the grading rubric to capture a 'passing' assignment from a student who completes the

practice transcriptions in Unit 6. Students may use the resource packet materials, or MAP Trainers can choose
to have students complete a transcription practice using the transcription workbook #1 (TWB1) or by
completing the online practice in TMU.

Focus on the transcription exercises that include an HCP order in which a current medication has been
discontinued and a new ‘time limited” medication has been ordered. When using the resource packet
materials, the corresponding transcription exercises are labeled as Skills Practice and are ‘Activity’ numbers 2,
3,4,5,6,and 7. If you prefer to use TWB1, they are labeled as ‘Exercise’ numbers 2, 3, 4, 5, 6, and 7. If using
TMU for this assignment, all transcriptions meet these criteria.

MAP Trainers are not required to 'upload' a picture of the transcription or scan a paper transcription, unless
they choose to. The completion of this grading rubric is all that MAP Trainers need to capture. It is not
necessary to keep track of the number of attempts or keep copies of the transcription on file. Students may
redo this as many times as is necessary to obtain a passing score.

Failing Grade: Trainers may choose to capture a failed 'rubric'. In that case, the student will be notified by
email that the Trainer has given feedback. The student will see a 'fail' mark for this skill assignment on their
course dashboard and in their Activity Report. Trainers may want the student to complete a second attempt at
a 'passing' score. Instead of capturing a 'fail', Trainers may instead provide verbal feedback for the student to
keep practicing.
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Passing Grade: If a 'pass' is captured, the student receives an email notifying them that the Trainer has given
feedback. The student will see a 'pass' mark for this assignment on their course dashboard and in their Activity
Report.

To Grade: Indicate a 'Yes' or 'No' for each step below by clicking on the 'Yes' or 'No' column in each row. The
box will turn green once you click on it to indicate a 'Yes' or a 'No'. You must choose a 'Yes' or 'No' for each
item. An item cannot be blank.

What the student sees: When the student opens this assignment from their dashboard or from the link in the
notification email, they will see that each line item has been scored as 'Yes' or 'No', as well as any text typed
into the feedback boxes.

This activity is pass/fail. A 'Pass’ is 10 out of 12 boxes indicated with a 'Yes'.

Notice of Course Completion

Once a student submits the Unit 9 quiz the MAP Trainer will receive an email notification like the one below.
This is to alert the trainer that the student has completed the 9 units. Note: This email notification is
generated when the student submits the Unit 9 quiz, not necessarily when they pass. Use the link in the
notification email to quickly check the quiz grade.

From: Ella Valdez (CDDER) (via E.K. Shriver Center Online) <noreply@neindex.org>
Date: Thu, Jan 21, 2021 at 2:23 PM

Subject: Ella Valdez (CDDER) has completed Unit 9 Quiz

To: MAPTrainer CDDER <MAPTrainercdder@gmail.com>

Hi MAPTrainer CDDER,

Ella Valdez (CDDER) has completed 'Unit 9 Quiz' (https://shriveronline.org/mod/quiz/view.php?id=3045) in course 'Responsibilities In Action Massachusetts MAP Certification
Training '.

You can review this attempt at https://shriveronline.org/mod/quiz/review.php?attempt=33204.

Once a student passes the Unit 9 quiz, a section titled “Almost Done! Next Steps” will appear on the
dashboard, under Unit 9.

Students are then eligible to take the Pretest Components. They should read through the “Mandatory Pretest
Instructions” and follow the links on that page.

Finally, students should read through “Final Steps” and then complete the course evaluation.

THE END
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