[image: image1.png]COMPOSITE HEALTH CARE SYSTEM 11




CHCS II Training Materials

Download Instructions Guide

[image: image2.jpg]



July 16, 2004
Version 1.1
Prepared By:

The CITPO Deployment Operations Center

Skyline 2, 5203 Leesburg Pike, Suite 907

Falls Church, Virginia 22041

(703) 284-7400 or (866) 837-1924

CITPO-OPSCTR@ha.osd.mil

1. Purpose: 
1.1. This Composite Health Care System II (CHCS II) training materials download instruction guide outlines where training materials can be downloaded once the Implementation and Training Vendor concludes the initial end user training phase. This guide offers helpful information and guidance to staff members at all levels responsible for training this new technology. 
2. Types of Training Materials: 
The CITPO Implementation and Training (I&T) Vendor uses courses designed specifically for MTF user roles.  The strategy may include but will not be limited to the use of live and/or virtual instructor led presentations, e-Learning methods, user performance activities and over-the-shoulder implementation assistance. 

Training courses will support the user's encounter with a patient and focus on teaching them how to use the application to enable them to do their jobs and provide optimum patient care.  Training focuses on each user's role.  Training will take place as close to the clinic activation date as possible, and delays in system utilization should be minimized whenever possible.  Nurses, clerks and support personnel will receive their training prior to, or at least at the same time as, the providers whom they support.  This is to ensure that when providers begin using CHCS II, the personnel that support them will have been trained on CHCS II. 

Upon the conclusion of initial end user training, each site receives printed materials for delivering training as well as CDs that include these training documents and other related reference materials. These materials are received by the site prior to the Implementation and Training Vendor concluding initial end user training. As an added measure, the sites are encouraged to visit the websites outlined in this document and download the latest materials. 
2.1. CHCS II Training System (CTS): Training for CHCS II will be conducted on laptop computers pre-configured with the CHCS II training software and the ability to access the CHCS II Training System (CTS).  The CITPO I&T Vendor team provides this hardware for use during training.  The training hardware with the training system will not remain at each MTF, following implementation; therefore, the https://chcswebsrvr.spawar.navy.mil is available to each site for downloading the training system. 
2.2. CHCS II Training Materials found on the www.citpo.ha.osd.mil website: 
· Lesson Plans
· Quick Reference Guides
· Student Guides
· Exercises
· Presentations
· User Manuals
· Train the Trainer (T3) materials
· Client Administration training

3. Downloading Instructions

3.1. CHCS II Training System

3.1.1. SPAWAR Account Request Instructions: Once your account has been submitted to the appropriate approval authority, you will receive an automated email notification when a decision has been made regarding your access request. Note: Site requires 128 bit encryption. 
· Browse to https://chcswebsrvr.spawar.navy.mil
· Accept server PKI certificate by clicking “Yes”

· Click “Request a Logon and Password” to submit an account request

· Fill out the request form and click “Submit”

3.1.2. Account Logon

· Browse to https://chcswebsrvr.spawar.navy.mil
· Accept server certificate by clicking “Yes”

· Click “Sign into NON PKI-Enabled CITPO Logistics HW/SW Maintenance Web Site”  (Note: this link does not require a client PKI certificate)

· Enter your username and password and click “Logon” (Note: use the username and password you submitted with your request)
3.1.3. CTS Software Download Request: Your request will be reviewed and an automated email message will be sent to you when a decision is made. If you are granted access, you will be provided a download link on the CTS Download page.  

· Log in, if you have not already done so

· Click the “CTS Software” link located under the “Links” menu (Note: you can also find the “CTS Software” link under the “Software” section of the web site. This is located on the navigation bar at the top.)

· Click the “Go” icon next to the CTS Software to fill out the request for download form

· Fill out the form and click “Submit” 

3.1.4. CTS Software Download: Each person has five (5) days from your first CTS download to successfully complete the download. 
· Log in, if you have not already done so

· Click the “Software” link located on the navigation bar at the top of the website

· Scroll down to the “Software Downloads” section

· Click the “Go” icon next to the CTS Downloads

· Click the link of the item you wish to download
3.2. CHCS II Training Materials
3.2.1. CITPO Extranet Account Request Instructions: Once your request has been submitted to the appropriate approval authority, you will receive an automated email notification with a user name and password. Accounts are usually set up within one business day.  

· Browse to http://citpo.ha.osd.mil/index.html 

· Look for the yellow icon in the upper right hand and click “Register”
· Fill out the electronic new user sign up form and click “Create an Account”

3.2.2. Account Logon

· Browse to http://citpo.ha.osd.mil/index.html
· In the upper right hand corner of the home page, click “Login”
· Enter your username and password and click “Login” (Note: username and passwords are case sensitive)
3.2.3. Password Change: Before you will be granted full access you will need to change your password. Please go to profile (button in the upper right hand corner) and change your password. 
· Every 90 days you will be prompted to change it. Remember your password and user id are case sensitive. If you log on 3 times incorrectly, you will be locked out. You will need to contact the CITPOWebmaster@tma.osd.mil in order to unlock your account. Please remember to "Log Out". 
· Due to the security requirements of the site, if you log on successfully to the secured site please be aware that if you close the browser without logging out, you will be unable to log back in until the site times your account out (10 -20 minutes). So always remember to "Log Out". The security requirements of the site also disable the "back" button at the top of your browser. You will have to navigate using the links within the site. 

3.2.4. Security Compliance Testing: In order to comply with security protocol guidelines, access to the CITPO secured web site and the information it contains will be denied until you pass the computer security test. This will be an annual test. Every year users will need to retake the test. 

· When you log onto the site you will see the training module. Read the training information by clicking on the links in the side bar menu on the left side of the screen. 
· Once you have read the information carefully, click on "Take the test" at the top of the page. 

· You will know how many answers you have gotten correct by looking at the top of the page (it will be highlighted in red). 

· You will need to answer at least 10 questions correctly in order to pass. 
· If you passed you will be automatically logged into the secure site. 
· If you see the training module still available, you will need to take the test again.
3.2.5. Training Materials Download: All training materials are posted in either .pdf; .xls; or .ppt formats 
· Log in, if you have not already done so

· Click on “Projects” on the top menu bar to get to the Projects page of the website

· Click on “CHCS II” and look for the Ops Center link

· Click on “Ops Center” and follow link to “Training”

· Click on your appropriate Service Training Materials section to gain access to the correct documents

· Click on the appropriate training material to Download files and select either “Open” or “Save” 
· Once all the materials are downloaded don’t forget to Logout of the CITPO site (if you do not logout properly, your session will be timed out in approximately 10 minutes).
3.3. CITPO List-Serve Mail Notifications: If you would like to receive an automated message when the training materials have been updated, please submit, via email, the following information to Amy.Purtan@tma.osd.mil

· Name

· Email address

· MTF Name

· Role

4. Points of Contact
4.1. Deployment Operations Center

· Toll-free number: 
866-837-1924

· Local number: 
703-284-7400

· Email: 
CITPO-OPSCTR@ha.osd.mil

4.2. SPAWAR Webmaster: 
· David Wicke

· David.wicke@navy.mil
· 843-218-6304

4.3. CITPO Extranet Webmaster: 
· citpowebmaster@tma.osd.mil
