How many facilities should we initially import onto the templates?
Just put those facilities that you will be using in the near future.  Only put the information that is required.  Once facilities have been entered they can go on and fill in any additional information as they so chose under the “My info” channel.  For a facility/site all you need is the site’s name and zip code.  Once this Clinical information is obtained and placed in the templates you can then import it.  You would then do the same for the Clinical Staff- CIs and CCCEs.  For those you need the person’s first and last name and the e-mail they want linked to this system.  That e-mail will be their user name.  They then need to be provided with a default password.  Keep it simple, for example DOMINICAN.  Once they successfully log- in they may change their password by clicking on 'Change Password' in the 'My Info' channel.  
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What if a student or CI forgets their password? When they go to log on they can click “Problem logging in” and they will then be asked to enter their email address.  If it is the one on record within the system they can then have the password sent to them.  Also the ACCE/DCE can open the student or CIs profile and at the very bottom check the box which states “Send Survey Site access information to this user on Save.” A system generated e-mail will be sent to the email on file for the particular CI, CCCE, or student.  
What is necessary for an individual to have access to the site?

· A profile must have been created by a participating school.  This is from the CCCE/CI imported templates.

· Successful completion of the APTA training modules

 How do you know when an individual has taken the APTA training?

Go to set up menu, then CI/CCCE.  You can search for an individual by clinical site or by name.  If you search by clinical site you will be able to see all from that site that have a profile.  Look at the ‘survey site access’ column.  If there is an “X” then they have successfully completed the training and logged onto PTCPI Web.  If it does not appear however it can mean one of two things: they did not take the training or they took the training but have not logged into PTCPI Web since then.
How does the CI/student begin the evaluation?  
The individual would go to www.ptcpiweb.org/login , enter their username (e-mail) and password. 
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The individuals home page will then appear (The student and CI home page have the same appearance).  On the lower left hand section of the screen is a channel “My Evaluations.”  
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To fill out the CPI Eval, the student will click on the name of the Clinical Site they are attending.  The CI will click on the name of the student they are evaluating.  They will also see the percentage of completion of the evaluation.  After clicking on their CPI's name, they will see their criterion page.  They can see the status, the previous rating, comments made and the last time they updated the criteria.   
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To start the PT CPI, they can either click on the name of a criterion, or click on 'Full Instrument View' to edit the entire PT CPI at once.  

[image: image5.png]~n PT CPI

Web

e |98 [Heb] [Log Out] [Home]

o to PT CPI Web Evaluation site A
— Spring 2008 Self Assessment N

fame: o new messages
8 Sty iy Messace Certer
= SchoolProgram: |Your University /Your School

stuerti@test edu

Period: | Spring 2008 /Block A
Phone flumber:
444.444-0430

My Info Last Updated:
0472312008 05:18:47 PAA

Test Student 1

Professional Practice - Clinical Reasoning

S 5. Applies current knowledge, theory, clinical judgrment, and the patients values and perspective in patient management

® Chance Password

[View Sample Benaviors :[View Introduston ] [View Instructions |

Comments: (Provide comments based o the performance dimensions including supendsionfguidance”, quality’,
complexity, consistency”, and efficiency”)

1 Unreviewed incident: T present logical rational for my clinical decisions. I also
5 bisms make clinical decisions within the context of echical
T.an practice.

My Incdent Certer

Mid Term ®‘OOO(‘)OOO (‘)OOO (‘)OOO(‘)OOO (‘)

e e
ssraaa oo e ] i

ent Shadort
Section Sign O: lckine boxblow o Indiateyou are fshed wit s sectn o e evaluation
This section has been completed.





When the student or CI feels they have completed a criteria, they should check 'This section has been completed' in the green box and click 'Save'.  If they are intending to return to this criteria, they just need to click 'Save' to retain their progress.  You can edit a “Completed’ criterion at any time before you sign-off on your PT CPI.  To edit a criteria just click on it.  When all criteria have been marked as 'Complete', a 19th criteria will appear asking the student/CI to sign-off on the PT CPI.  Once they check the box that they are signing off on the evaluation, THEY CANNOT EDIT THEIR CPI!!!  
 When can a student/CI view the other party evaluating?  





   
When the student/CI check the sign off box, the other party evaluating (CI/Student), can see the other's evaluation, as well as the ACCE/DCE can see the ratings and comments. 

When can the ACCE/DCE view either the student’s or CI’s evaluation?   

              
The ACCE/DCE’s PT CPI page allows you to monitor progress on how much of the evaluation is complete (i.e. in progress 25% completed, 50% completed, etc…)  Only when the evaluation has been signed off on can the ACCE/DCE view the document.  

How does a student/CI/CCCE view each other’s assessment at once?  

Once the student and CI are ready to discuss their results, after both have completed and signed off on the evaluation, they can view all of the evaluation data by clicking 'Full List View' in the 'My Eval' channel on the home page.  For a student or CI to view all of the evaluation data for a midterm or final, for discussion and review, they can click on the 'View All Eval Data' icon in a CI's evaluation.  For a student/CI to sign-off that they have reviewed the other's CPI, they can click on the flashing 'Sign Off Now' icon.

From the ACCE/DCE’s perspective, in the ‘Export/Logs’ menu, go to Eval Status and click on ‘View all eval data’ in a CI evaluation row. 
Some facilities have asked if the CI and the CCCE can view the evaluation prior to going over it with the student so that any feedback changes can be made accordingly.  

   
The CI should complete the evaluation but not sign off on it until viewed by the CCCE.  Changes can then be made as needed and then signed off prior to viewing with the student.  
What if a student has multiple CIs?

If each CI logs in under their username/password, each would have to complete a separate evaluation which can be time consuming!  Most facilities have the CIs just log-in under one person and complete accordingly.  Another option seen is where the CCCE meets with the CI’s and enters the evaluative summaries for the group.  
What if computer access is very difficult to obtain?

A hard copy of the tool can be printed from the home page.  For students/CIs it is under APTA links channel “PT-CPI June 2006”, for ACCE/DCE’s it is on the home page under Support Information.  It is on the bottom right- PTCPI Form.
ACCE’s/DCE’s

When getting ready to begin the process…I suggest sending the information about the PTCPI, especially the training piece as early as possible to the facilities you are going to be using but at a minimum 1 month ahead of your start date.  I put a note in with the student information packet letting them know we were going to be using the new tool, that all users would need to complete the training to have access and also to verify the e-mail that at least the CCCE wanted to use as their login.  

If you or your students, CIs or CCCEs have any troubles with the Learning Center, please contact

APTA Member Services at 1-800-999-2782x3395 or at LearningCenterAdmin@apta.org.

