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FLS - Online Instruction Guide: Program Administration

Logging onto the System

1. To access the FLS-Online.org Program Administrator Module please go to the
following web address:
a) http://fls-online.org/program.php

2. Enter Account Info
a) Enter Program ID & Password (provided in your FLS Packet Cover
Letter)
b) Click on the Login Button

3. After successfully logging in, the Program Administration Panel should appear on
you 1 screen.
a) If this is your first time logging in, please confirm that the listed account
information is correct.
b) Please pay close attention to the Time Zone as this will dictate the
recorded completion dates/times posted for your users. *If left incorrect,
the accuracy of your reporting will be compromised.

FLS Program Administration

Program Name SAGES Editorial Review

Program Type Residency

Director Ed Rosado

Coordinator Lisa Jukelevics

Time Zone (GMT -8:00) Pacific Time (US & Canada)

- Add a User

I Edit Program Information
User List Excel format

# Logout
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Edit Program Information

1. Select the “Edit Program Information” option from the Program Admin Panel.

Program Name SAGES Editorial Review
Program Type Residency
Director Ed Rosacdlo

Cocrdinator Lisa Jukeievics

2. The Edit Information Panel should appear on your screen
a) Please make all necessary edits
b) Click on “Update Program Information” button

Please Note: if you would like to change your password, you may do so from this panel.

Edit Program Information

Program Name SAGES Editorial Review
Program Type Residency +

. First Name Last Name
Director Ed Rosado

First Name Last Name

Coordinator Lisa Jukelevics

Time Zone (GMT -8:00) Pacific Time (US & Canada)

Enter Password Re-Enter Passward
Change Password

Update Program Information
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3. A message box indicating that your update was successful should now appear on
your screen.

g iUpdate Successiui

. The program information has been updated,

Creating A New User Account

1. Select the “Add a User” option from the Program Admin Panel.

Program Name SAGES Editorial Review

Program Type Residency

MDiroctor EAd Dacadn

Coordinator Lisa Jukelevics

Time Zone (GMT -8:00) Pacific Time (US & Canada)

b Add a User
- Edit Program Ini. rmation

5 User List Excel format
# Logout
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2. The User Admin Panel should appear on your screen
a. Fill in all required information
b. Click the “Submit” button

Alplra-RETEAG GTily | O SERbOls OF SEaces,

o spaves.

« The user was added successfully,

Program Name SAGES Editorial Review
Program Type Residency

Director Edwin Rosado
Coordinator Lisa Jukelevics

Time Zone (GMT -8:00) Pacific Time (US & Canada)

b Add a User
e Edit Program Information

E| User List Fxcel format
¥ Logout
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Editing a User’s Profile

* Once you have created an individual user account, it will appear on the admin panel
home screen. (The very first screen that appear after you log in)

To edit a particular user’s profile

1. Locate the specific user
2. Select “Edit”

Program Type Residency

) Pacific Time (LIS & Cana

Edit Program Information

3. The user profile page will now appear on your screen
a. Edit the necessary information
b. Click on the “Submit” button

FLS Program Administration

Add a User

Username: [ ] ipheemumeric oniy. wo spmbals or spaces.
—— —

First Name:

Last Name:

Ermnail:

Gender
Birthdate

Education Status

Speclalty
SAGES Member
ACS Member
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Tracking a User’s Progress

1. Quick Glimpse:
a. The user listing on the main admin page indicates whether or not each

individual has completed a specific module, the last login date, and total

time spent on the system.

Program Name  SAGES Editorial Review
Program Type Residency

Time Zone (GMT -8:00) Pacitic Time (US & Canada)

d First Last

" hName Name

Delete Netaile Fdit Lleername Dasswor

2. Detailed Tracking Data
a. To access detailed tracking information, select the “Details” tab for the
specified user.

Program MNarme SAGES Editorial Review

Program Type Residency

Director Edwin Rosado

Coordinator Lisa Jukelevics

Time Zone (GMT -8:00) Pacific Time (US & Canada)

b Add a User

I Edit Program Information
] User List Excel format

% Logout

Total
Last Login Time Module 1 Module 2 Modulg
Spent

First Last q Registration
Name Name Date

Dele e Details Edit Username Password
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c. To view an overview of completed sections select “Completion”
- The section completion summary should now appear on your
screen.

arm Esta blishment and Tr ' acement
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d. To view a detailed breakdown on how much time the user spent on a
specific section, select “Time Spent”.
- The time breakdown tables should now appear on your screen.

e. To view the user’s results from each of the section reviews select “Review
Scores.”
- The review scores should now appear on your screen.
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Export List Of Program’s Users

1. Select “User List Excel Format” from the Program Admin Panel

Director
[l i e Dimam Tolom ] st mm
Coordinator Lisa Jukelevics

Time Zone (GMT -8:00) Pacific Time (US & Canada)

B A

[=h usetlist.xls
L=

Program Name SAGES Editorial Review which is a: Microsoft Excel Worksheet
from: http: /fFls-online. org

Program Type Residency

wWhat should Firefox do with this file?
Director Edwin Rosado

icrosort Ornce Excendefauc)

() Save ko Disk

Coordinator Lisa Jukelevics
Time Zone ({GMT -8.:00) Pacific Time (US & G

p Add a User
p Edit Program Information

| Jser List Excel format

# Logout

3. The file entitled, “userlist.xIs” will be saved to your default location.
* Most defaults are set to your desktop or my documents folder.
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Viewing the FLS Content

Once a user has had an account created, they are ready to start viewing the on line
material. Individual users will be instructed to report any difficulties or technical
issues to their program administrator. If the issue persists the program
administrator should call the SAGES office for technical assistance.

The below instructions are available as a separate handout “FLS-online Instruction
Guide - Viewing Online Content.pdf” to distribute to each of your individual users.

1. To access the FLS Online content, please go to the following web address:
a. http://fls-online.org

2. The FLS intro page will load
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3. After the introduction, the login page will aear

4. Once the user enters the login information provided by the program
administrator, they will enter the FLS-Online Learning Module and can begin
reviewing the material as they like.
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Contributors Index Contact Logout

If you require technical assistance please call the SAGES office at 310-437-0544 x 108
Or E-mail: ed @sages.org



