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How do | view my own location’s employees and volunteers who have
online registrations within VIRTUS Online?

Training | Toolbox | Library | My Dioces« IMminislml:ionI

1. Select the “Administration” tab from the tabs
at the top of the page:
a. New User Signups — indicates that the
training session has past and the user is

Administration

Mew User Signups
Preregistered Users
Lisers

User Seanch

We are working on the Expired/Expiri
It will return soon
Live training report

aWaiting apprOVaI. Tramamy rsmsnauanion » Calendar of Scheduled Training Session Information
. . . Training Bulletins = Training bulletin report
b. Preregistered Users — indicates that the Oriine Training Modues « Compliance Audit—Chart C/D Combo Upcoming PGC-A sessions 9
. . . Live Training » Compliance Audit—Reguired Documenis Sessions com :
pleted in 2019 422
« Master Repori—Local level, Report to screen
user reglstered an upcoming session — : NewMast;Repm AN D! Seesions compleled in 2018 433

Sessions completed in 2017 439
Sessions completed in 2016 507
Sessions completed in 2015 423
Sessions completed in 2014 443
Sessions completed in 2013 531
Sessions completed in 2012 411
Sessions completed in 2011 422
Sessions completed in 2010 438
Sessions completed in 2009 363

IVIRTUSOndine |-

ese | Administration

Compliance Reports
User Reports.
Training Reports.
Background Checks
Required Documents
Lacafion Report

(the coordinators will be notified via
email of the registration)

c. Users —indicates the list of users within
the coordinators location(s)

B oR

.

2. The employees and volunteers for your
affiliated location(s) will be listed in
alphabetical order by last name. You can also
search in the Search box for individual users,
then select “User Search”. If an individual is

Administration

New User Signups Local Users
Preregistered Users

Users

missing from your list: =5 (N FT | G —
Yraioing Butetns A|IBICIRIEIEIG
a. First, double check other possibilities of name -
spellings, including hyphenated last names e e
and nicknames.
b. Additionally, the person may not have User D: ssttes
registered online, or they may have registered ——
themselves with a different location within your i
organization.
Primary Location: (St Francis of Assisi (Ridgefieis Park) v &
c. If the user is listed within your location(s), you RS may . Ra Losaton st Ea
will have the ability to edit information within o e e i ) = - e

+ Add Role and Location

Show Inactve

the General Tab, such as User ID, Name,
Email, Location and Role, and then select

Showing 1 to 1 of 1 eniries
@ =Endordsletz role
Title er Function: [Uoluniser

Save or Save and Review. e, (R v
Contact w/ Minors?: [No v
Supervisor or Manager?: [Na v
d. To fully inactivate a record, please click on the Profie: (£55 U Al

Account status: Actve ¥
Service Began: (101212018 |5

Inactive selection from the dropdown within
Account status.

Service Ended: =
Last Login:

Communication Options: @ Receive irsining bulletin remindars wia smail

e. |If a Caution appears in the Special User
Options, please contact the Diocesan Safe
Environment Office to determine the issue.
The issue may appear in the Notes section.

Special User Options: X CAUTION

Notes: [jotes

2ava | | aavm ana Review | [ canem

f. To update Location and Role, click on Add
Role and Location and select Role, Location

and Start Date (if unknown, leave blank or put Primary Location: [S{ Francis of Assis (Ridgereld Pa] Ve
Roles: . X [
the date you enter the update) and Save. To Pimary . Role Location Star End
inactivate a Role/Location, click on the red = Bt agenek Parky it = .
stop sign to inactivate or delete if it is an o e —
owing of 1 entries active

incorrect selection. The green check signifies
the primary location and role.

@ = £nd or delet= role

Page 2 of 12



How do | search the entire organization to view if a particular person has
an online registration, and make changes to their account and/or affiliate
them with my location?

1. Select the “Administration” tab from the tabs
at the top of the page;

2. Search in the Search box for individual users,
then select “Go”. For searching tips:

a.

Insert the letters of the individual’s last
name, first name, user id or the email
address. Each one of these items must be
searched separately and cannot be
combined into one individual search (i.e.,
“John Smith” must either be searched as
“John” or “Smith”).

Searching with the first several letters of
the last name usually yields the best and
largest scope of results (i.e., search “Smj”
rather than just “Smith”).

If a particular individual is missing, double
check other possibilities of name
spellings, including hyphenated last
names and nicknames. It is also best to
search more than once for the same
person using a different search query.

Training | Toolbox | Library | My Dioces: Administraliun

Administration

System Administration

Hew User Signups
Preregistered Users
Users

User Search

VIRTUS Online Administratio

Quick Links

User Search

Enter a piece of information about the user:

=)

(userid, first, last, email)

Search Results for: test

27 matches found.

test

test
test
test

Alana registration
registration
registraticn
registration
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3.

If a match is found, then click on the person’s
last name to view their account

Note: Within the searched person’s account
page, the Local Administrator will not be able
to make/save any changes if the person’s
Primary Location or Additional Location(s) do
not match the Local Administrator’s location.
In this case, the Local Administrator should
communicate with the Diocesan Coordinator
to request that the individual’s account be
updated with the appropriate affiliated
location.

If the searched person’s “Primary” or
“Additional” locations match the
Administrator’s, then the Local Administrator
will be able to update/save changes to their
account, including the ability to change the
person’s “Profile,” “Email Address,” etc.

If a match is not found, it may be that the
person did not create an online registration
and still needs to create one.

Primary Location: | St Francis of Assisi (Ridgefizld Park) v &
Roles:
Primary . Rale Location Start End

St. Francis of
Aszisi (Ridgefield Park)

-SgkctOnz ¥ -SekectOnz ¥

olunteer Edit —

Showing 1o 1 of 1 entries

= £nd or delete role

Save

| Zawe | [ sawsand Review | [ Cancal |
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How do I assist with recovering an individual’s username or password as
a Local Administrator?

1. The LO(_:aI Administrator may assist with Training | Toolbox | Library | My Diocess Administraﬁun
recovering the username/password only for

accounts that already exist Administration

System Administration
First, search the database to find the online New User Signups VIRTUS Online Administratio
account by reviewing the instructions listed o asiered s Quick Linke
within this document under the section User Search
entitled, “How do I search the entire
organization to view if a particular individual
has an online registration, make changes to
their account and/or affiliate them with my
location?”
2. Once the account is located, click on the last
name to pull up the profile information
a. If the Local Administrator shares the
same “Primary” or “Additional”
location as the individual, then the
administrator can ask the system to
send the individual his/her user ID
and password User ID: [test201908251226 |
Salutation:
i. First, the Local Administrator First Name: [Registration |
should check that the email Middle Name: | |
listed within the account is e S | I
accurate Email: |noaddress@virtus.org | Email account info

ii. If the email is not accurate, then
the administrator should update
the email address and select
“Save and Review” at the bottom
of the page

iii.  Once the email is updated and
correct, select “Email account
info,” and ask the individual to
retrieve the message from their
email account and proceed
accordingly

b. If the Local Administrator does not
share the same “Primary” or
“Additional” location as the
individual, the Local Administrator
can only inform the individual of
his/her User ID and request that the
individual use the password
recovery function on the homepage
of www.virtus.org
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How do | create a Master Report within VIRTUS Online?

There are three ways to get to the Master Report screen after selecting the Administrative Tab.

brary | Facilitators | Educators | My Diocese | Services | Formacion | Administration

VIRTUS Online Administration

Quick Links

Approve users

Schedule a session

Live training report

Calendar of Scheduled Training
Rankings

Training bulletin report

Compliance Audit—Chart C/D Combo
Compliance Audit—Required
Documents

Master Report—Local level, Report to
screen

Master Report—Downloadable

/ Spreadsheet

* New Master Report (updated for
2019)

Session Information

Upcon|  There are three ways to get to the Master
Sessiq  Report screen. If selecting “Compliance
Sessiq Reports” then select “Master Report.” If
Sessiq  selecting “Audit Center” then select “Master
Sessiq Report.”

Sessions completed n 2015 ©
Sessions completed in 2014 | 30
Sessions completed in 2013 | 36
Sessions completed in 2012| 37
Sessions completed in 2011 | 30

Seacinne ramnlated in 20101 44

The Master report allows for a variety of selections and combinations to filter your database
information to customize a report. This is the top half of the screen. Make selections from this menu.

Master Report

Location:|| -- Select 3 location --

3| (required)

Profile:|| aLL PROFILES ¥

Role:|| aLL rOLES J

Group:|| ALL GROUPS

Report Period: Start: =
End: =

Limits results to users who were active in the selected date range: however, all training bulletins will display:

Show the location of live training

Special Options: Show bulletin esunts for users who are not required to complete cantinuing training

Display Options: Display YES or NO for compliance items
= Display the date for compliance items

Filters:| | | Show inactive users

7 Active Completed PGCA Live Training Gompleted Background Chacks

Tre cneckoones limit the results o users that were actve, completed training, or completed & background check during the repart period.
Previausly, the report only checked “active”. If none are cnecked then the date fiters will not be used. Repart will be limited to users meeting afl checked critena.

User Fields to Display:| X Last Name, First Name
Login ID

X Status
Email
Middle Initial
Salutation
Address
City
State
ZIP
Daytime Phone
Evening Phone
Primary Location
Profile
Roles (Incesses processing time)
Group
Position
Continuing Training Status
Approval Date
Registration Date
Database ID (May assist VIRTUS Helpdesk)
User Notes
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In order to generate the most effective report, make the desired selections to create the needed
report.

Compliance Fields to| | jve Training
Display: Protecting God's Children for Adults
Protecting God's Children for Facilitators
Office of Child & Youth Protection, Palicy Compliance
Praesidium Training-Religious Orders
Bulletins
Protecting God's Children for Adults
Online Training
The Safe Environment Awareness Program for International Priests™
Pretecting God's Children® Online Awareness Session 2.0
Pretecting God's Children® Online Awareness Session (Spanish Version 2)
Healthy Relationships for Teens
Healthy Relationships for Teens/PGCA
Bullying/Cyberbullying
Pretecting God's Children® Online Awareness Session 3.0 (Spanish)
Pretecting God's Children® Online Maltreatment Awareness Session 3.2
Pretecting God's Children® Online Awareness Session 3.0
Virtus® Protecting God's Children® Re-certification Training for Adults
Virtus® Protecting God's Children® Re-certification Training for Adults—2nd Edition
Virtus® Protecting God's Children® Re-certification Training for Facilitators
Background Checks
Any background check
Required Documents
Code of Conduct

Run rw to screen | Run report to Excel
It is advisable to “Run report to screen” first to make

sure the report is what you expected. If not, you can go
back to this screen and select other options.

Generate the New Master Report

Administration
) ) . ) L. System Administration
The report that is essential for auditing locations and combining N Master Report
all the most important details into one easy to read report is the " —
. . . . Locations
New Master Report. The This report allows administrators to filter [§EZass
. . All Saints Catholic School- Broken Arrow (Broken Arrow)
user requirements revealing only the most recent dates of Location: |cavar Gemter. (e
. Cascia Hall {Tulsa)
com p I etIO n. é’s&:;:ﬁ:"?;ﬂm g:xar:acnec, ).C(h;,?,::: :rr rE:;)lern Oklahoma (Tulsa)
Bishop
s Feve Fole Canolc Chartios Employes
) ) N ) ) ) ) E:N;Igr)'g;ﬁr;‘::. ?;Ier\:::ncharlllesVolun(eer
This report offers you the flexibility of combining or listing Lossien eport
. User Field
requirements separately. serreies
@ Last
Salutation
Login ID
Emall

= Account Status

@ Primary Location

 All Locations (select to find users In secondary sites)
© Roles

@ Profile

In addition to filtering locations and/or roles, the new master
report can filter users who are currently active, or active during a
specific period of time, or reveal all users active and inactive for a

® Position
location. This is very helpful as an end of year report for .
locations. o
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How do | view my own online personal training completion/ requirements
and print my certificate?

1. There are muItipIe Ways to VieW your Training | Toolbox | Library | My Diocese Adminigtralionll
completed training. One way is to select
the “Training” Tab from the tabs at the top o

Systemn Administration

of the page; then, click on “Training T — VIRTUS Online Administratiof

Compliance” and then “Training Report” Preregistered Users
1== Quick Links

Administration

User Search

Training Compliance

» Proof of Attendance
» Training Report
2. As shown below, all completed training and ¢ ContactHivCoordnate

training bulletins read will be listed. It is
also possible to print a certificate by
clicking on the certificate icon.

LIVE TRAINING

Title Date Training Location Status
Protecting God's Children for Adults | 10/07/2006 1:30 PM | Center for Pastoral Leadership (Wickliffe)| Approved D

TRAINING BULLETINS

Type Featured | Read | Missed
Protecting God's Children for Adults (click here for details) m 110 1
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How do | review an account to see if a background check, required
document and/or training have been completed?

1. In order to review an account’s main profile

page, the Local Administrator must first - - - —
. , Training | Toolbox | Library | My Diocese | Administration

search for the user and click on the person’s
name to open up the profile. If the Local Administration
Adm!nlstrator is having difficulties Iocatlr_lg an Systom Adminstration
individual who has an account, please view Nesw User Signups VIRTUS Cnline Administratior
the section in this document entitled, “How ostered fsers o

. ., ; Quick Links
do | view my own location’s employees and User Search

volunteers who have online registrations
within VIRTUS Online”?

General jContac™ "nfo | Background Check |Required Documents [ Training

2. To view the Background Check, select the
“Background Check” tab. To record a
background check, please click on Record
a background check for this user.

Background Screening

10/20/2019  Level 2 DB Check Test Registration  Test Yes

ferified Volunteer/Sterding Backchec

Record a background check for this user

Date Type & Provider Name Submitted Run By ReportlLocation Comments Complete Edit

3. To view a Required Document

acknowledgment, select the Required

Documents Tab. To record a required Required Documents
document, please click on Record a Document Date Received Recorded By Comments Edit
dcoument for this user. 2019 Code of Conduct 1212012019

II Record a document for this user

4. To view a training information, select the
Training Tab. To add this user to an  —

General | Contact InfolBackaround Charl BRsmmirad me—-o—- v

Approval Date: 10/21/2019

upcoming session, please click on Add this

. . LIVE TRAINING
user to an upcoming session.

Title Date Training Location Status
Protecting God's Children for Adults | 12/14/2019 10:00 AM | St. Antoninus (Newark) Approved []

Add this user fo an upcoming session
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How to view scheduled sessions and print attendance sheets?

View a List of Upcoming Training Sessions

Select the “Administrator tab” and then select either “Calendar of Scheduled Training” in the middle
of the screen or “Live Training” under “Training Administration” in the left-hand green margin.

' | Facllitators | Educators | My Diocese | Services | Formaclon

VIRTUS Online Administration

Quick Links
* Approve users
* Schedule a sesslon
e Live training report
o Calendar of Scheduled Training < Qe——————————
* Rankings
* Training bulletin report
* Compliance Audit—Chart C/O Combo
» Compliance Audit—Required Documents
* Master Report—Local level, Report to screen
* Master Repont—Downioadable Spreadsheet
« New Master Report (updated for 2019)

If “Calendar of Scheduled Training” is selected, this screen is displayed

. Note the print icon.

ﬁ Printer friendly]

Calendar of Scheduled Training

From: To: Go

Protecting God's Children for Adults
Date/Time Location Facilitator Max size
06/10/2018 11:00 &M St. Helen (Westfield) Carolyn Colonna 20
05/09/2018 100 Put Archdiocese of Newark Pastoral Center (Newark) Karen Clark 12
04/28/2018 11.00 At Our Lady of Peace (New Providence) Walerie Mitreuter 40
04/21/2018 1z:00 Py 8t Paul the Apostle (Jersey City) Vanessa DeVillava 18
04/21/2018 10:00 AM 5t. Joseph (East Orange) Karen Cavaness 25
04/20/2018 r.00 Pm §l Aloysius [Jers_ey City) Jose Planas 60

Sassion conducted in Spanish

04/19/2018 o:a0 am Archdiocese of Newark Pastoral Center {(Newark) Karen Clark 12
0411372018 @00 am Seton Hall University (South Orange) Karen Clark unlimited
03/22/2018 730 P11 Notre Dame (North Caldwell) Mary Ellen Theel 15
03/22/2018 12000 AM Motre Dame (North Caldwell) Mary Ellen Theel 15
03/22/2018 10:00 M St John the Evangelist (Bergenfield) Rosemarie Flood 20

If “Live Training” is selected, this screen is displayed: (screen only partially displayed)

Live Training

+ Manage training types

This function allows you to manage the list of live tr;

« Schedule training s

Select “Schedule training sessions” to also view a list of scheduled trainings.

Thig function allows you view and schedule sessions.

» Manage registrations

This function allows you to manage the list of people who have pre-registered for live training sessions. You may also print sign-in sheets for live training sessions
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Print Attendance Sheets for Live Training Sessions

Select the “Administrator tab” and select “Live Training” under “Training Administration” on the left

green bar. Then select “Manage Registrations.”

Administration

Live Training

Manage training types
This function allows you to manage the list of live training courses.

Schedule training sessions
This function allows you view and schedule sessions.

Manage registrations <=

Record training

Approve training
This function allows you to approve users' reguests for credit for attending live training sessions

Record children's program training
This function allows you to record atlendance of children's program training sessions

Training_reports

This function allows you to generate reporis for live training sessions

Run reports by users

Run report by training session

Export data for training certificates

Run report showing registrant count per training session

Run report showing confirmed attendance count per training session

Enter session evaluations
This function allows you to enter the results from paper evaluations forms.

Session ion Report Overview
This function allows you to report on the results of session evaluations.

Session ion Report - By Facilitator or By Session
This function allows you to report on the results of session evaluations for a specific facilitator or session.

This function allows you to manage the list of people who have pre-reg for live training sessions. You may also print sign-in sheets for live training sessions

This function allows you to manually record users’ attendance of live training sessions (in cases where the user did not record their own attendance)

Select A Session:

Continue

02/26/2018 1:00 PM - [Chancery at the Catholic Center - Kansas City) - Protecting God's Children for Adults £

select “Continue.”

+« Show Pre-registration/Attendance count by,

Choose a session from the dropdown box and

Mote: This repaort shows those individuals who FRE-registered and'or attended this training session.
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If an individual took the VIRTUS training in another Diocese, how do we
ensure the training appears in the Database?

1. If an individual tells you that they have Resources  Reporting Child Abuse  Contact Information ~ Help / FAQs
completed the training in another diocese, as
long as they received credit for that training For help with registration, passwords, User IDs,
H background checks and website questions,
and have an online account, the y|RTUS please click here to first review our Online Help / FAQs section
Help Desk can transfer that user into the as your question may already be answered.
Diocese so that the training they Completed After reviewing the Online Help / FAQs section, for additional questions regarding
appears in the VIRTUS database. When online assistance, message us using our Online Helpdesk Email Form.
transfers occur, the VIRTUS Help Desk will
contact the Diocesan Safe Environment
Coordinator. and ask them to review the VIRTUS toll-free phone number for online assistance, questions and ordering:
! 1-888-847-8870
account to ensure that it is properly situated.
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