CCTS Training Center Instruction Manual: Internal Learners

Purpose: This document contains instructions for how faculty, students and staff within the University of lllinois
system can access and navigate the CCTS Training Center.

Contact: Jaclyn Jackson (jaclynj@uic.edu)

ime: Click on: https://training.ccts.uic.edu/

Once on the training site, click on Register
Choose the option that applies to you; since you are a UIC student, faculty, or staff member, you will be
directed to the next page to add your UIC email address. This will pull your information and allow you to
login with your Shibboleth account in the future.
Once the information is entered, you'll be directed to a screen where you can then click on the Course
Catalog link and filter by:

o Course Type

o Research Position

o Topic
Once registered (either UIC or Non-UIC) and once signed in, you will enter the training portal and will
not need to fill out the forms again.
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UIC Center for Clinical and Translational Science Site Purpose:

Overview: The goal of this site Is 1o provide researchers with education and resources on tools and

The CCTS Is an NIH funded research center at UIC that aims to transiate scientific
discoveries into better health and better medicine and to conduct innovative clinical and

translational research Biomedical Informatics Core:

As part of the Clinical and Translational Science Award (CTSA) program, the UIC CCTS The CCTS Biomedical Informatics (Bl) Core is the principal provider of informatics support
sefves as a hub which seeks to accelerate the research process by enabling scientific for clinical and translational research at UIC. The BI Core offers a range of services
discoveries to reach patients and populations faster, and to improve population heaith including the delivery of and use of clinical data, developing tools for informatics-intensive
particularty among minorities and underserved populations studies, and offering educational opportunities focused on informatics application

With these initiatives, the CCTS strives to develop and support a diverse clinical
translational workforce that can attend to today's multifaceted health problems
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CCTS Training

The CCTS Online Training Center presents online courses to develop your skills.

All courses can be browsed in the Course Catalog.

services provided by the UIC Center for Clinical and Translational Science (CCTS)

|

TRANSLATIONAL SCIENCE Copyright ® 2020 - The Board of Trustees of the University of llinois at Chicago

v2020


mailto:jaclynj@uic.edu
https://training.ccts.uic.edu/

CCTS Training Center Instruction Manual: Internal Learners

s uic.edu/RegisterType CCTS Training

About Contact

CCTS Training

Course Catalog Register  Login

Register

type below

| am not from UIC
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| CCTS Training

| https://training.ccts.uic.edu/Register.aspx

CCTS Training  Course Catalog ~ About  Contact Register  Login

Register (UIC)

Your account will be created using your University E-mail address, using your University Active Directory (AD) password. You will receive an email allowing you to activate the new account

UIC E-mail I

]:Fum by Research Position: Fiiter by Topic:
tior v Any Toplc

=Cauen Cataloa

Filter by Course Type:

CCTS QUICKSet i2b2 Training CIR : C in Training
Position: Any Position:

Topic: Blomedical Informatics/Data Science Topic: Human Subject Protections

Description: Description:

QUICKSet. of "Query

Logging in with a UIC Shibboleth account:

e Start at https://training.ccts.uic.edu/ and click on Log In
e Click on Log in with Shibboleth
e Add your user name and password for your Shibboleth account
e You will be brought to the course catalog where you can filter by:
o Course Type
o Research Position
o Topic
o For In-Person Courses (seminars, workshops, etc.) you’ll be brought to the courses that are available to
enroll in. Click on Learn More
e Then click on Enraoll
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¢ Once enrolled, you'll be directed to a Registration Confirmation page and will also receive a
confirmation email. You may click on Add to Calendar from the Training portal, or a calendar invitation
will be included in the confirmation email that is sent to you.

« =>C o @ @ httpsy/ira 5. uic.edu TN R + 3 ! L O @ =

CCTS Training Course Catalog About Contact

CCTS Training

The CCTS Online Training Center presents online courses to develop your skills.

All courses can be browsed in the Course Catalog.

UIC Center for Clinical and Translational Science Site Purpose:
Overview: The goal of this site is to provide researchers with education and resources on tools and
The CCTS = an NiH funded research center at LIC that aims to fransiate scientific services provided by the UIC Center for Clinical and Transiational Science (CCTS)

CCTS Training  Course Catalog  About  Contact

Staff
Please Log in with Shibboleth.

External Users

Email:

Password:

Forgot your password?

THE
UNIVERSITY OF

ILLINOIS
AT
CHICAGO

g

Please log in

Application requesting login: UIC Shibboleth
jaclynj

Forgot Password? Security Information
To reset your password, please visit the ACCC password The following servers are authorized fo ask for your
management page. password:
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Filter by Course Type: Filter by Position: Filter by Toplc:

niine ( tior Any Tof -

CCTS QUICKSet i2b2 Training CIR : C in Research Training
Position: Any Position:
Topic: Biomedical Informatics/Data Science Topic: Human Subject Prote

Description Description

UICKSeL. or "Query UIC Knowledge Set.” is the CCTS Blomedical Informatics Core CIRTification. Community Involy

arch Training is a human research

sion of the 12b2 (Informatics for Integrating B

Xy and the Bedside protections training progran ally for community partners. If you will

K The purpose of this 0ol Is resea S 10 access de-identified be involved in research a 5 recruiting research participant

linical data from the U1 Health system

in aggreg: atient counts. QUICKSet blaining informed consent, or collecting data, this training Is for you. This course wil

can faciitate a study by helping researchers 1o quickly establish the feasibility of cover

arrying out a research study or clinic K through hypothesis

ontinually modifying their own searches, and 1o dentity potential conorts for cinica [ Leam wore |

tnals

CCTS Training Course Catalog About Contact Hello, jaclynj@uic.edu My Courses Course Admin Log off

Course Catalog

Filter by course type:

In-Person Courses E‘ Search

Best Practice Hour - Top 10 Reasons for Modifications from the Best Practice Hour - Understanding Study & Protocol Design -
IRB - 3/17/2020 4/21/2020
Topic: Human Subject Protections [ I I 1 Topic: Study/Site/Lab Management ( I I |
Description: Description:
Speaker: Rachel Olech, CIP, Senicr Regulatory Specialist, Speaker: Darlene Kitterman, Director, UICC Clinical Trials
~__Center for Clinical and Translational Science ‘Starts 3”7’2020' i ‘Star‘ls 4f2”2020’

You are enrolled in this course. You are enrelled in this course.

Learn More

Learn

Catalog About Contact C Course Admin Log off

Best Practice Hour - Recruitment & Retention: Best Practices & Using Social Media - 6/16/2020

Description: Community Engagement Core and Regulatory Core, Center for Clinical and Translational Sciences

Event(s):
Date Time Location
6/16/2020 12:00 PM - 1:00 PM College of Medicine East Tower 7th Floor, Room 787

Enroll

CCTS Training  Course Catalog ~ About  Contact Hello, jaclynj@uic.edu My Courses  Course Admin  Log off

Registration Confirmation

s tice Hour - Recruitment & Retention: Best Practices & Using Social Media - 6/16/2020. You will also receive a confirmation email
If you would like to add this in-pirson event to your calendar, click the button below

Add to my Calendar

v2020 4



CCTS Training Center Instruction Manual: Internal Learners

CCTS Training

Course Catalog About Contact Hello, jacly .edu My Courses

Course Admin

Log off

Registration Confirmation

You are now enrolled in Best Practice Hour - Recruitment & Retention: Best Practices & Using Social Media - 6/16/2020. You will also receive a confirmation email
If you would like to add this in-person event to your calendar, click the button below.

Add to my Calendar

CCTS Website | CCTS Service Request System | Biomedical Informatics Page

@ CENTER FOR CLINICALAND
TRANSLATIONAL SCIENCE Copyright @ 2020 - The Board of Trustees of the University of lllinois at Chicago

Cpening CalendarEvents_12.ics

You have chosen to open:

i CalendarEvents_12.ics

which is: iCalendar File
from: https://training.ccts.uic.edu

‘What should Firefox do with this file?

@ Open with | Microsoft Outlook (default) -

") Save File

[ Do this automatically for files like this from now on.

QK
Example of confirmation email and calendar invite:
- Best Practice Hour - Recruitment & Retention: Best Practices & Using Social Media - 6/16/2020 Event - Appointment T E - 8 X
APPOINTMENT INSERT FORMAT TEXT REVIEW
=
E‘?J m Calendar D @ F/j :r\.= z Show As: |l Busy - O < i . Pr.l.ate Q
. c. y " . ! HighImportance
Save & Deffte O ronyard - APPointment Scheduling Skype Meeting Invite Reminder: |None . |Recurrence Time  Categorize Zoom
Close h Assistant | Meeting Notes  Attendees Zones - Low Importance
Rctions Show Skype Meeting Meeting Notes  Attendees Options Tags Zoom My Templates ~

Save & Close ther one on your calendar.

Save this item and close the
ment & Retention: Best Practices & Using Sodal Media - 6/16,/2020 Event

window.
Location College of Medicine East Tower 7th Floor, Room 787
Start time Tue £/16/2020 E 12:00 PM - All day event
End time Tue 6/16/2020 EI 1:00 PM -
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=] s <D0 NOT REPLY> CCTS Training Registration Confirmation - Message (HTML) ?TE - x
MESSAGE ADOBE PDF
P - LT -] L - 4 .
[T Ignare x t_ﬂ rL_él L__) 72 Meting Admin E3 To Manager ‘f = Rules E £ ; = | a5 i Find Q @
ET Team Email v Done 0 OneNate ) Related -
[ Delete  Reply Reply Forward - Move Assign  Mark Categorize Follow  Translate com  Insights View
o Junk - Ply i [EW More - =] Iy ; = 5 A 9 9 9
& Al | ¢ Reply 8 Delete ¥ Create New . [P Actions - Policy - Unresd z Up~ . [+ Select~ Headers
Delete Respond Quick Steps ] Move Tags ] Editing Zoom ~
Thu 3/5/2020 2:34 PM
<NO REPLY> CCTS Training System <ccts@uic.edu>
<DO NOT REPLY > CCTS Training Registration Confirmation
To Jackson, Jadyn
Message }%CalendarEvEntﬁllics 826 B)
Hello Jaclyn Jackson,
Thank you for enrolling m Best Practice Hour - Recruitment & Retention: Best Practices & Using Social Media - 6/16/2020.
A file 1s attached to the this email that can add all m-person traming events to your calendar.
H s
MESSAGE ADOBE PDF
~ Y =] g s &
B Ignore x & rﬁ_(l L__)] 2 Mesting Admin E3 To Manager W i Rules H [ = | g i Find @
EJ Team Email v Done 0 OneNote [E) Related -
. Delete  Reply Reply Forward - Move Assign  Mark Categorize Follow Insights View
' Junk - ply Reply EWMore~ |2 Reply = S~ g k|
&g Jun al I More £ Reply & Delete ¥ Create New . [ Actions Palicy = Unread - Up~ [3 select Headers
Delete Respond Quick Steps ] Move Tags ] Editing Zoom -~
Thu 3/5/2020 2:34 PM
<NO REPLY> CCTS Training System <ccts@uic.edu>
<DO NOT REPLY= CCTS Training Registration Confirmation
To Jackson, Jadyn
Message | [ CalendarEvent_12.ics (826 B)
Hello Jaclyn Jackson,
Thank you for enrolling in Best Practice Hour - Recruitment & Retention: Best Practices & Using Social Media - 6/16/2020.
A file is attached to the this email that can add all in-person tr; 3
P Microsoft Qutlook =)
‘E Add this Internet Calendar to Outiook?
You should only open calendars from sources you know and trust.
Attachment “Calend T2
CCTS Training Regist@tion Confirmation”
—
B H s Best Practice Hour - Recruitment & Retention: Best Practices & Using Social Media - 6/16/2020 Event - Appointment ? EH - @ %
APPOINTMENT INSERT FORMAT TEXT REVIEW
i Wi
E’?j x [[E Calendar D @ El ‘; 22 show As: |l Busy [ | Private Q
= 7 and y | :
) ! - 1 HighImportance
Save & Delete £ Forward ~ Appointment Scheduling Skype Weeting Invite Reminder |None - |Recurrence Time  Categorize * Lowl Zoom
Close Assistant Meeting Motes Attendees Zones - ow Importance
Actions Show Skype Meeting Meeting Notes Attendees Options Tags Zoom My Templates ~
Save & Close ther one on your calendar.

Save this itern and close the
window.

Location College of Medicine East Tower 7th Floor, Room 787
Start time Tue 6/16/2020 E| 12:00 PM - All day event

End time Tue 6/16/2020 E 1:00 PM -

ment & Retention: Best Practices & Using Social Media - 6/16/2020 Event
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Tracking Your Courses
¢ When you go back to the training portal, the course you registered for will state that you are registered.
e You can click on My Courses which will list the courses you have registered for and any courses that
you have completed.
o After a course has been moved to Completed Courses, click on Get Certificate and Complete
Evaluation.

D& vicedu B -9

CCTS Training Course Catalog About Contact Hello, jaclynj@uic .edu My Courses Course Admin Log off

Course Catalog

Filter by course type:

In-Pe n Course - Search

Best Practice Hour - Understanding Study & Protocol Design - Best Practice Hour - REDCap and Data Management - 5/19/2020
4/21/2020

Topic: Data Management I I
Topic: Study/Site/Lab Management .
“ Description:

Description: Speaker: Hajwa Kim, MS, Associate Director, Biostatistics
510/
Speaker: Darlene Kitterman, Director, UICC Clinical Trials Core -CCTS SIS HINa0e0
Office Starts 4/21/2020
s> \ou are enrolled in this course. ——

You are enrolled in this course.

Best Practice Hour - Recruitment & Retention: Best Practices &
Using Social Media - 6/16/2020

Topic: Recruitment & Retention . I

Description: Community Engagement Core and Regulatory Core
Center for Clinical and Translational Sclences
> You are enrolled in this course. Starts 6/16/2020

My Courses
Current Courses Completed Courses
Event(s) RS =
Get Certificate Complete Evaluation
Date Time Location
12 ye of Medicine East Tower 7th Floor, Room
M
Event(s):
Date Time Location
12:00 PM - 1 lege of Medicine East Tower 7th Floor. Room
PA
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CCTS Training Course Catalog About Contact 0, jaclynj@uic edu My Courses Course Admin Log off

Best Practice Hour - Top 10 Reasons for Modifications from the IRB - 3/17/2020 - Certificate

Certificate

the course!

CCTS Training Course Catalog About Contact Hello, jaclynj@uic edu My Courses Course Admin

Best Practice Hour - Top 10 Reasons for Modifications from the IRB - 3/17/2020 - Certificate

Certificate

- -
Opening Certificate.pdf =)

Congratulations on completing the course!
You have chosen to open:

Downioad Certificate "L Certificate.pdf

which is: Adobe Acrobat Document (163 KB)

from: https://training.ccts.uic.edu

What should Firefox do with this file?
@ |Open with | Adobe Acrobat (default) ./

CENTER FOR CLINICAL AND Save File
TRANSLATIONAL SCIENCE Copyright O

Do this automatically for files like this from now on.

oK I Cancel
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CENTER FOR CLINICALAND
TRANSLATIONAL SCIENCE

Jaclyn Jackson has completed course

on 3/24/2020

Completing the evaluation.

My Courses

Current Courses

Best Practice Hour - Recruitment & Retention: Best Practices &

Using Social Media - 6/16/2020

Event(s):

Date Time Location

6/16/2020 12:.00 PM - 1.00 College of Medicine East Tower 7th Floor, Room

PM 787

Best Practice Hour - Understanding Study & Protocol Design -

4/21/2020

Event(s):

Date Time Location

4/21/2020 1200 PM - 1:00 College of Medicine East Tower 7th Floor, Room

PM 787

Completed Courses

Best Practice Hour - Top 10 Reasons for Modifications from the IRB -
3117/2020

You completed th

course on 3 2020

Unenroll

Unenroll
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CCTS Training  Course Catalog  About  Contact Hello, jaclynj@uic edu My Courses  Course Admin  Log off

Course Evaluation for Best Practice Hour - Top 10 Reasons for Modifications from the
IRB - 3/17/2020

1) Example - Evaluation Question 1

1 (Lowest)
3
4
5 (Highest)

2) Example - Evaluation Question 2

Yes

No

——
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