Directions for IC Privacy Coordinators to
Track NIH Privacy Awareness Training
(Revised 12/12/08)
Step 1 - Follow this link: http://irtsectraining.nih.gov/admin/ 

Step 2 - At the Administrative Login Screen, type in the following:
· Your NIH ID Number (it’s also your NIH Badge Number).  If you don’t know your ID Number, you can search for it in NED (http://ned.nih.gov/search/search.aspx).
· Your Password.

· Select the “Submit” button.
Step 3 - From the Main Menu, select one of the following: 
· Report Query:  Allows you to create IC specific training reports.  See below for full instructions.
· Search for User:  Allows you to search for specific individuals within your IC and view/edit their training record.  See below for full instructions.
· Completion Records:  Allows you to quickly view your IC’s current training statistics.  See below for full instructions.
· Log Out:  Returns you to the administrative login screen. 
Report Query Directions:
Click on “Report Query”.
For Privacy Awareness reports, make the following selections under each query category:
· NIH Institute/Center – Not an option as your view is limited to your IC.
· SAC Code – Leave defaulted to “ALL”.  

· Type of Report – Select Privacy Awareness.
· Completion Status – Select one of these depending upon your interest.
· Remote Authorized Users - Not active for this report.
· User Type - Select one or any combination.
· NEW: Expected Start Date (EOD) – Select the start dates you want pulled.
· Include Users Marked NA – Not relevant for this report. 
· AD Account Users – Check the box.  
· Role-Based Training Record – Not relevant for this report.  
· User Information to Display - Select the information you want displayed. 
Once you have made the appropriate selections, select “Submit” to create your report (this may take a minute).  Your report will be displayed with the information you selected from the previous page along with the NIH ID, the number of modules completed, and a column to indicate if all requirements of the training have been satisfied.
If you wish to view an individual record, click on the “NIH ID” hyperlink.  The top of the page displays the number of records found and also provides a button that allows you to export the report to Microsoft Excel.  This will allow you to save the report to your desktop.  You can then save the Excel version of the report and tailor it to meet your need to generate compliance reports.  
Export/Download File

To Export/Download the file, you can:
· Open the file; save it

· Save the file; open it 
You can now work on the file and send it to others.  As appropriate, please send compliance reports of user training completion status to IC senior management.

Email Reminders
The following steps explain how to email individuals who have not completed their training:

· Tailor your report as described above.  Make sure to select the “Email” option under “User Information to Display” (Box 11).
· Submit the report (an email column will appear).
· Export the report to MS Excel.
· Click and drag your mouse to highlight only the email cells (do not highlight the entire email column).
· Copy the highlighted email cells.
· Open a new email in MS Outlook and paste the emails into the “To” field.
· Compose the email.
· Send the email.
NOTE:  There is a limit to how many emails can be copied from MS Excel and pasted into MS Outlook (you can send an email to approximately 125 recipients at a time).  If you have a significant amount of delinquents, it is recommended that you break up your report, as you see fit (by user type, broader SAC codes, etc), into several smaller reports and send the emails accordingly.
Search for User / Edit Training Records Directions:
· Click on “Search for User”.
· Type in the Last Name of the individual.
· Select the “Search” button.  This displays all NIH personnel within your IC with that last name.  The mini-report produced contains NIH ID, Last and First Name, and Institute/Center for each person found with the given last name.
· Click on the “NIH ID” hyperlink of the individual.
· Scroll down to see the individual record for all tracked training courses and modules.
· You can manually edit/update an individual’s training record by marking the boxes of the desired training course.  Once the appropriate boxes are marked, click “Update User Information.”
· Repeat previous steps as necessary.
NOTE: This website grants “read” and “edit” rights to all IC Privacy Coordinators to edit privacy records within their IC only.
Completion Records:  

· Click on “Completion Records”.

· Select “Privacy Awareness”.
· Click “Submit” to view your IC’s current privacy training statistics.

· From this screen you can “Export to Excel” or “Return to Report Menu”.

NOTE:  System administrators cannot provide completion certificates for individuals who took privacy training as a “Public User”, nor can they track a Public User’s training progress.  Public Users must complete privacy training in one session or else they will have to start over upon re-entry.  In order for a Public User to be marked as complete, he/she must print off a completion certificate and present it to the IC Privacy Coordinator (or other person delegated to track training) as confirmation.  An electronic version of the certificate could also be provided.  Once this is complete, the administrator can enter the training system and manually mark that individual as complete.
Log Out Directions:
· Click on “Log Out”.
· Close browser window.

 
Notes: 





You must be granted user rights to the administrative back-end feature of the training system in order to track user completion of the NIH Privacy Awareness Training course, and/or to run reports for your IC. �


If you, or others within your IC, need access to track user completion of the Privacy Awareness training course, wish to report a problem with the level of access you have been granted or with a report you are trying to generate, please contact the Office of the Senior Official for Privacy in the NIH Office of Management Assessment, OD, OM by calling (301) 451-3426 or sending an email to � HYPERLINK "mailto:privacy@mail.nih.gov" ��privacy@mail.nih.gov� 
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