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NJLMN Course Sponsor Guide

Accessing the Course Sponsor Tool - ADMSPN

Go to https://njlmn.njlincs.net/admspn

Log in with your NJLMIN email and password

**Contact the NJLMN Helpdesk at 609-358-1218 — njlmn@njlincs.net**

Across the Main Menu are Template Tabs:
Main Menu — use this tab to return to the main menu from any page

Attendance Certificate — a blank certificate for NJLMN courses (includes NJDOH statement)
Sign In Sheet Template — a blank sign in sheet to record attendance (includes NJDOH statement)

Course Template — use this document as a course outline for your records (optional)
Course Sponsor Guide — a copy of this guide

NJ Health

Mo Jurspy Departrmant of Hasith

Home Course Catalog Library

TEMPLATE TABS \

NJLMN

New Jersey Learning Management Network
New Jersey's principal online resource for public health workforce development

About NJLMN

Course Applications

Course Application Reporting

My Office Setup

Catzlog Registration/Attendance Activity Reporting *

Catalog Functions (roster, ragistar/update attd etc) *

Haroes

Main Menu || Attendance Certificate H Sign In Sheet Template || Course Template || Course Sponsor Guide

APPROVED PROVIDER Course Sponsor Office for
Rutgers, NJAES, Office of Continuing Professional Education

Create NEW Course Application for this office

Online | Classroom
IN PROGRESS Course Applications

PROCESSED Course Applications

Manthly Summary of Course Application Activity

\Update Course Sponsar Contact Information for this Cffice
Administrator List

List of Approved Providership Privileges for this Office
Starting 50 Days Ago: BY MONTH BY SITE BY COURSE
For Specified Date Range: BY MONTH BY SITE BY COURSE
CURRENT Sponsored Offerings

ARCHIVED Sponsored Offzrings

HEROES Demographic Profile Report

Logout

Brought to you by New Jersey Degartment of Health
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NJLMN Course Sponsor Guide

Creating A New Course Application:

e At the Main Menu, scroll down to Course Applications
e Select the course application type (Online or Classroom)

Note: Classroom courses = held on-site on a specific date/time — course may be online or webinar format;

Online courses = self-paced programs, primarily web based; expiration date required; course can be
renewed up to additional 3 years

Complete All Fields on the COURSE APPLICATION tab: General Course Information

General Course Information Section: (*Red Asterisk indicates required fields)
1. Application Type — Displays application type selected - Classroom or Online
e Recertification Course — when checked = Maximum of 3.00 credits
2. Sponsoring Organization Name
e 2a. Additional Text — Add co-sponsor or additional sponsor information
3. Course Title
4. Sponsoring Organization Website Address — Must include http:// before website URL.

Main Menu Attendance Certificate Sign In Sheet Template Course Template Course Sponsor Guide

Edit CLASSROOM Course Application: ID=11217

 Selact - Save Application in progress and click Submit, to save application without submitting to catalog Administrator,
= Select - Send to Catalog Administrator and click Submit, when application is complets.
» Selact - Cancel Application znd click Submit, to end this session without saving.

i

Current Status: Application Saved, but not yet sent
Save Application but do not submit v || Submit

Course Application Dates Times and Locations

General Course Information
* Required Field

1. APPLICATION TYPE: CLASSROOM

Check if this is a Recertification Course

2. Sponsoring Organization Name NJDOH Public Health Infrastructure, Laboratory, and Emergency Preparedness

2a. Additional Text

350 characters left

3. Course Title * |[public Health 101

4. Sponsoring Organization Website Address
(URL must begin with either http:// or https:// ) http://www.state.nj.us/health

PLEASE NOTE: Sponsor Organization’'s website address will appear on course display in catalog.
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General Course Information Section (continued): (*Red Asterisk indicates required fields)

5. Contact Name - The contact information entered will be posted directly to the Catalog -- please make
sure that it is accurate.

6. Phone

7. Mobile Phone (optional)

8. Fax (optional)

9. Email Address

10. # Of CEs — this number must match the number of contact hours calculated on the
Dates/Times/Locations tab.

Note: Types of Credits available on course application, are based on your office’s approved providership
status(es).

5. Contact Name * Susan Girgis

6. Phone * 732-932-9271

Contact Information entered will

7. Mobile Phone now display on course catalog

9. Email *
njimn@®njaes.rutgers.edu

10. # of CEs™*
(The PHCE Contact hours will determine the number of MAX Hours in the Dates Times and Locations section)

© PHCE (Public Health CE) Credits
If Selected, Please fill in the following:

Total Contacts Hours (99.99) 5.00 Credit types available on course
NO CEs Offered

application are dependent on the type
of Providership(s) each office has.

NCH (Nurse Contact Hours - NJSNA) Credits
If Selected, Please fill in the following:
Total Contacts Hours (99.99)

© NO CEs Offered

CHES (Certified Health Education Spedialist) Credits

If Selected, Please fill in the following:
Total Contacts Hours (99.99)

9 NO CEs Offered
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General Course Information Section (continued): (*Red Asterisk indicates required fields)

11. Course Description — Enter up to 500 characters of text

12. Agenda/Additional Information — Optional text field for additional course information (i.e. links to
website, registration info, additional fees, parking information)

13. Share My Course — Allow other course sponsors to copy this course
(Currently available to participating County Coordinators)

14. Presenter(s) — up to 10 presenters may be added

15. Target Audience(s) — select as many as applicable

11. Course Description *
471 characters left

Enter course description HERE

12, Agenda/Additional Information
(text entered in this field will appear on the NILMN catalog)

420 characters left

Enter additional text, such as Agenda, directions, registration link, food, etc.

12. Clone My Course:
{This check box will allow other Course Sponsors to duplicate and sponsor this course)

14. Presenter(s) *

Add a presenter

1. |Presenter 1

2. |Presenter 2

&)

15. Target Audience(s) &

Flease Select Audience(s) A
Health Officer remave
Registered Environmental Health Specialist (REHS) remane

42 characters left

Other target audience(s)
additional Target audiences - EMTE




NJLMN Course Sponsor Guide

General Course Information Section (continued): (*Red Asterisk indicates required fields)

16. Course Fee — Amount entered will display on the course catalog (alternate fees can be added to
additional text field# 12)

17. Catalog Display Options:
e Accepting Registrations — Maximum enrollment feature will display when selected. Enter

registration amount to activate the Waitlist feature.

e Outside Registrations — Sponsor will be contacted for all registration
e Save the Date — No registration option available
e Archived — Course will not display on current catalog

18. Notes to NJLMN Catalog Administrator — Special Notes to Administrator (not required; will not display
on catalog)

19. MRC Curriculum — This field will only display in MRC-Approved Provider offices

IMPORTANT: Click SAVE Application Information button to save information on this tab before proceeding.

16. Course Fee 0.00

17. Catalog Display Options.

a. Course Registration Status? *

@ pccepting Registrations
(Use NILMN to accept registrations)
Maximum Enrollment * 600
IMPORTANT - New Feature: MAXIMUM ENROLLMENT applies only when selecting "accepting registrations”
»» MAXIMUM ENROLLMENT has been initially set to a high number (600} and will not create a waiting list.

»> Unless you want to create a waiting list - DO NOTHING; proceed with application.
»> Modifying the MAXIMUM EMROLLMENT value will create a waiting list for registrants above the number you enter.

@ Qutside Registration
(Course Sponsor will be point of contact for registrations)

© save the Date
(Course will appear on catalog; No registrations accepted)

@ archived
(Course will NOT appear on catalog)

18. Notes to NJLMN Catalog Administrator

— limit text to 250 characters (approx. 50 words).

250 characters left

19. MRC Standard Curriculum Checklist *

Please Select Curriculum [~]

CORE: IS 700 remove

SAVE Application Information ]
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Complete All Fields - DATES / TIMES/ LOCATIONS Tab

Note: This tab will not be active for Online Course Applications.

e MAX HOURS displayed are the # of CEs entered on item 10 on the General Information tab.

e Enter Dates, Times, and Locations for each offering of the course.

e Use the calendar icon to enter dates.

e Set Start and End times — choose AM or PM (time selected will appear on the catalog)

e Select the total amount of Non-Credit Activity (i.e. introduction, breaks, lunch, evaluation period)

e Enter location information in text box — enter as much or as little of the address as you would like
displayed on the catalog

e Multi day courses/conferences - add the date/time/location information for Day 1, Day 2, Day 3...etc.
of the course under 1 offering.

e Click SAVE OFFERING

e Add additional offerings as necessary — click Add an Offering button above Offering 1
(i.e. same course offered on different dates/times/locations)

IMPORTANT: Number of Credits entered in Item 10 (# of CEs) on the General Information tab must equal

Total Time Entered minus Non-Credit Activity time. An error message will appear if these numbers don't
match.

Course Application Dates Times and Locations Supporting Documents
Course Offering(s) Dates and Locations *

MAX HOURS 5.00

(Must equal start time to end time minus the non-credit activity
This number is derived from the PHCE contact hours in #10 of the Course Applicatoin tab above.)

Add an Offering

DAY 1 0):\ @0 DAY 3 DAY 4 DAY 5

Date: 2012-04-16 .4 | | Date: | | pate: | | pate: | | pate: ]

Start Time: 9:00 AM Start Time: Start Time: Start Time: Start Time:

End Time: 3:00 PM End Time: End Time: End Time: End Time:

Non-Credit Activity Non-Credit Activity Non-Credit Activity Non-Credit Activity Non-Credit Activity

(Lunch/Breaks/Other) (Lunch/Breaks/Other) (Lunch/Breaks/Other) (Lunch/Breaks/Other) (Lunch/Breaks/Other)

1hr [~] omin  [+] omin  [v] omin  [+] omin  [+]

Cook College - 123 street - 123 street - 123 street - 123 street

Campus Center, New (& city, state city, state city, state city, state

New Brunswick, NJ - - - - -
[ SAVE OFFERING 1 | [ Delete This Offering |
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Update the CURRENT STATUS of The Application:

Now you are ready to submit the course application for posting.
e Use the dropdown menu under Current Status
e Select SEND TO CATALOG ADMINISTRATOR
e Click SUBMIT

You may also SAVE the current application for later submission or CANCEL the application at this point.

Main Menu Attendance Certificate Sign In Sheet Template Course Template Course Sponsor Guide

Edit CLASSROOM Course Application: ID=10399

» Select - Save Application in progress and click Submit, to save application without submitting to catalog Administrator.
» Select - Send to Catalog Administrator and click Submit, when application 1s complete.
» Select - Cancel Application and click Submit, to end this session without saving.

Current Status: Application Saved,ﬁ Iﬁnrxgpo( yet sent

__§af?éwus.?!!921@.9'_09!25.?.,,3] _Submit | After completing the course

Send to Catalog Administrator application, change the status
In progress

oplicatio
Cancel Application hes and Locations

to Save, Send to Catalog
Administrator or Cancel.

General Course Information :
* Required Field Click SUBMIT

1. APPLICATION TYPE: CLASSROOM

IMPORTANT TIPS:

Remember to SAVE your Application information (bottom of the General Information tab).

Verify all information is complete and accurate before submitting to the Catalog Administrator.
Primary Administrator changes must be sent by mail to Angela Derry-McKithen at NJDOH.

Secondary Administrator changes can be sent by email to Susan Girgis.

If you have submitted an application and need to add additional offerings, a new application is not
necessary. Send the dates/times/location of additional offerings via email to the Catalog Administrator.

**Contact the NJLMN Helpdesk at 609-358-1218 — njlmn@nijlincs.net**
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How Courses Display on the Catalog:

The course application allows course sponsors to enter information that will be directly displayed on the
course catalog. This vertical format provides registrants with essential course information, such as course
descriptions, course contacts, credits, fees, and presenters.

NJLMN
MNew Jersey L ng Mansgement Merwerk

Nerw Aerany's principal asiinr resswrce for pbsite besith wonkferee deveiopmest

Haome Course Catalog Libsrary Ferum Practce Exchangs Cernmusily Calandar Comtact s

Z018 Fublic Health Forum
Juna 18, 2018 5130 AM-3:130 PM

Sponsarud By
MIDOH Public Health Infrastructurs, Laberatory, and Envargincy Pripaned nass

httpe/ fnj.gov haalthfhfindax shiml
Locatice

R Comfarancs Caster - Hamilan
100 Guair bridges Podd Marcarvilia , M1 05510

Conkact Lal

Corpiing Liswrick
BOD-384-5157

B0 30240907

eitepivia Sirsr ek i by g
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Public Haalth OF 8 17714 450 hiur[s)
MCH: 4.50 hour[a}

Thix Mirw Jarssty D rimast of Haalth (RIO0H) OFfcs of Local Pubke Haalth [OLPH), is collaboeation with tha R Jrsey
Asgeviation of Cousty and City Haalh OMcials (MIACTHO), prsen s thi 2008 Pubbe Halth Fonars e kel Baal
digartimnia.
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Latibada: 40, 2485070
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Bruakout Sessor

Fastaring Collabaration for tha Cosrunity Rasilises and Ermanotey Man gas
Pkl Haalth Rekponsa 1o Opioid Msuse and Deendoss Epidanmic

Wharking Tegather Lo Pravan v or b i D s and Saleguand Lo

bz Haalth [Egroving Populition Haalih
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Creating an Online Course Application:

e Select Online Application from the Main Menu to begin

e Expiration Date may be up to 3 years from Application Date (course can be renewed after expiration)

e One roster will be created for all registrants for the duration of the course offering

e Date/Time/Location tab is not applicable for online courses

e The course will be Archived from the catalog after the expiration date and will be eligible for renewal
at that time

e Complete General Course Information and then SAVE your application

Course Application Dates Times and Locabians

Section Updated 1:12:12 PM
General Course Information
* Reguired Field

The date selectec (less than 3 years fram tocay) determines when this onling course and credits expins.
The course will b= removed from the cataleg an the expiration cate.

*lagre-12-31 =

1. APPLICATION TYPE: ONLINE

Check f this & a Recertfication Course

Z. Sponsoring Organization Name Ocean County Health Department
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Editing an In Progress Course Application:
At the Main Menu select the link for the In Progress Course Applications -- this link will display a list of course
applications that your Office has started but has not yet submitted for posting to the catalog.

Managing In Progress Course Applications:

Changes can be made to the course application that are displayed on this page
Click Edit to continue editing a course application that has not yet been submitted to the Catalog

Administrator

Click Copy to copy this course application. The copy will display in this In Progress list

Click Delete to remove a course application from your Office. This option is only available for course

applications that are In Progress and have not been submitted or approved by the Catalog

Administrator.

NJ Health

New Jorsey Departmant of Health

Home Course Catalog Library

Welcome Susan Girgis

Main Menu

NJLMN

New Jersey Learning Management Network

New Jersey’s principal online resource for public health workforce development

Attendance Certificate

Contact Us

Sign In Sheet Template

My IN PROGRESS Course Applications

for Rutgers QA Office - Approved Provider

App  App

Id  Version App Type
Under

8560 2 Development
CLASSROOM
Under

8518 2 Development
ONLINE

Creation
Date

May 22,
2015

May 12,
2015

Course Title

2015 Convention of Course

Sponsors

Online Course Sponsor
Training

About NJLMN

Course Template Course Sponsor Guide
Contact
Name App Status Last Updated

Susan Girgis

Susan Girgis

Application Saved, but
not yet sent

Application Saved, but
not yet sent

Aug 17, 2015 -
10:08:05 AM

Aug 17, 2015 -
10:08:02 AM

Last Sent

Logout

App
Form

Edit
Copy
Delete
Edit
Copy

Delete

10
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Viewing and Copying Completed Course Applications:
At the Main Menu select the link for Processed Course Applications -- this link will display a list of course
applications that your Office has submitted and posted to the course catalog.

Processed Application Queue:
e View or copy course applications that have been submitted to the Catalog Administrator
e Course applications in this list have already been posted to the course catalog and cannot be edited.
e Clicking Copy for a course application from this list will create a new, editable copy of the application in
the In Progress application list (see previous page). All information from the General information tab
will be copied. However, the date/time/location information will not transfer to the new application.

N rioalth NJLMN

Mo Jersey Dopartment of Health New Jersey Learning Management Network
New Jersey’s principal online resource for public health workforce development

Home Course Catalog Library Contact Us About NJLMN

Welcome Susan Girgis Logout

Main Menu || Attendance Certificate || Sign In Sheet Template || Course Template || Course Sponsor Guide
PROCESSED Course Applications

for Rutgers, NJAES, Office of Continuing Professional Education

Showing 50 most recent processed course applications.
View older applications: 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19

App App Creation Contact Last Last Catalog App

Id  Version MPPTYPe Date EroEe TR Name Updated  Sent GOEEEE CEUs  ctatus  Form
Juloz, Jul 0z, CE/fLE L’isbtlfj 2= View
11582 2 AP-CEU Jul 02, Wegetation Identification Jacqueline 2018 - 2018 - Administrator CEU# Offeri o
CLASSROOM 2018 South Findra 11:07:3% 11:07:3% has APPROVED =ring. _
AM AM application OQutside ~apy
Registration
Jul 0z, Jul 0z, CE/LE Ezsbthej == .
11581 2 AP-CEU Jul 02, Identification of Tidal Jacqueline 2018 - 2018 - Administrator CEU# Offeri
CLASSROOM 2018 Wetland Plants Findra 03:07:06 03:07:06 has APPROVED aring.
PM PM application euiiz Copy
Fegistration
Jul 0z, Jul 0z, CEfLE Ejitlf: 2= View
11580 > AR-CEU Jul 02, Introduction to Wetland Jacqueline 2018 - 2018 - Administrator CEUZ  Offerin o
CLASSROOM 2018 Indentification Findra 02:07:35 03:07:2% has APPROVED ing. -
PM PM application Outside ARy
Registration
Posted as
. Jun 259, Jun 29, CE/LE i o
11578 , AP-CEU Junzs, WDEPUSTIENING ST pamela  2018- 2015~  Administrator e Wiz
CLASSROOM 2018 P Mayer 03:06:23 03:06:23 has APPROVED . g
(October classes) - Outside Copy
=/} = application - }
Registration
Jun 23, Jun 23, CE/fLE ﬁisbtlfj 2= View
11578 2 AP-CEL Jun 28, Methodalogy for Jacqueline 2018 - 2018 - Administrator CEU# Offerin b
CLASSROOM 2018 Delinezting Wetlands Findra 11:06:24 11:06:24 has APPROVED Dutside?’ _—
AM AM application =ioe ~apy
Reqgistration

11
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Course Functions: Update Offering

At the Main Menu select the link for Current Sponsored Offerings -- click this link to view all of your Office's

current (upcoming) course offerings that have been posted to the catalog.

Update Offering Tab

e This tab allows you to update event Location, Registration Status, Date, Time, Note Text, and Maximum

Enrollment amount (if Accepting Registrations is selected) and Course Contact information

e Registration Status can be updated to Closed, Cancelled, Archived, Outside Registration, or Save the Date

Course
Nam=

Location

Status *

Offering
Date *

Offering
Time *

Contact
Nam=

Contact
Phone

Contack
Maobile
Phone

Contact
Fax

Contack
Email

Note Label

Note Text

Maximum
Enroliment
p

URL

Update Offering

Course Test

123 Here Test
Burlington NI @38816

P
Qutside Registration (Registration process is being handled outsids of the NJLMN) v

2017-01-01 iz (VY Y-MM-DD)
1:00 PM-2:00 PM
Test Test Last

999-222-8888

Please Note

This is an optional fisld,

The text of this lzbal will appear on the catalog STATUS column as a link to the Note Text (se2 below). The Mote Lzbel and the Note Text are used in
conjunction to allow the administrator to annotate their MILMN catalog offering with additional information, advisories, etc, For the Note Label the typical
walue is PLEASE NOTE

This is & one dsy course, Course Date: Jan 21,

2017 location: 123 Here Test

Burlington NI @38816

<prSponsor:Rutgers Q4 Office - Approved Provider
<br»Registration is available only through this

sponsor.

<p»For more information or to register, contact

Test Test Last =
<br>Phone: 999-222-3888 -

This is an optionazl fizld, This field allows the administratar to provide special information/ advisory fetc text.
Please limit note text to 500 characters (approx. 100 words).
Input text rather than copy/pasting it from other sources such as Word Docs, etc.

600

This value sets the maximum number of people wheo can enrall in your course as "REGISTERED", After maximum has been attzined, people will be
waitlisted.
If you do not want waitlisting to be invoked, enter 500

hittp://

Submit

Browght to you by Mew Jersey Department of Heslth

12
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Course Functions: Registering Attendees

At the Main Menu select the link to either Current Sponsored Offerings or Archived Sponsored Offerings --

click these links to view all of your Office's current (upcoming) and archived (past) course offerings that have
been posted to the catalog. For each offering, tabs are available to view and update the roster and waitlist.

Register/Add to Waitlist Tab:

e When Accepting Registration is selected, the NJLMN will create a roster when individuals register.
e When Outside Registration is selected, the registration roster and attendance will need to be created

by the course sponsor.
e Click Register/Add to Waitlist to begin

e Search for individuals in our database by Last Name or Email address to add registrants to the roster.

e You will be prompted to confirm registration the registration to the roster or waitlist.

ot NJLMN

Hew Jursey Dupartment of Health New Jersey Learning Management Network
New Jersey's principal online resource for public health workforce development

Home Course Catalog Library Contact Us About NJLMN

Welcome Susan Girgis

Main Menu || Attendance Certificate H Sign In Sheet Template H Course Template H Course Sponsor Guide

Logout

Back to Offering List
Please find learner to be registered/waitlisted for:

Mo Site
May 10, 2017

Find Learner Account

Find Method Enter Find Criteria
by Last Name v Dswift Find
Find Results for "0Oswift"
Last Name First Name MI Email Account ID Enroll
OSwift T tswift@mail .com 35832 Register/add to Waitlist

Brought to you by Wew Jersey Department of Health

13
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Course Functions: Submitting Course Attendance

At the Main Menu select the link to either Current Sponsored Offerings or Archived Sponsored Offerings --
click these links to view all of your Office's current (upcoming) and archived (past) course offerings that have
been posted to the catalog. For each offering, tabs are available to view and update the roster and waitlist.

Show Roster Tab:
e Use the check box under Attended to mark attendance
e Click Submit Attendance button to confirm attendance (save your changes) and update transcripts
e Submitting attendance can be done multiple times without duplicating credits on individual transcripts

Nriealth NJLMN

N Jorey Dopartwsset of Heslth New Jersey Learning Management Network
New Jersey's principal online resource for public health workforce development

Close this Window

Print Me

Roster for

Course Test

123 Here Test Burlington NJ 08016
January 01, 2017

1:00 PM-2:00 PM

| # | FirstName | LlastName | Email Address | Attended | ______Enrollment |
1. G OPaltrow paltrow@vyahoo.com Delete
2. B OPitt pitt@yahoo.com Fi Delete
3. K 0West kwest@yahoo.com Delete
Submit Attendance

Brought te you by New Jersey Department of Health

14
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Where to Store Supporting Documents and Course Records

This table can be found on page 18 of the New Jersey Public Health Continuing Education Providership Program's Policy
and Procedures Manual.

Stored on the NJLMN in
the Course Application Form

Stored by the Approved Provider Organization
electronically or in hard-copy

Title of the educational program

Description of the need for / purpose of the
course (participant learning objectives and
goals)

Course agenda which justifies the number of CEs
assigned to the educational program

CV, resume, or Speaker Biographical Data Form
for any persons involved in planning and/or
presenting the educational program (if using
Speaker Biographical Data form, the Approved
Provider Organization is responsible for storing
these records)

Description of the course to be posted on the
NJLMN Catalog

Marketing materials (if applicable)

Description of the need for / purpose of the
course (participant learning objectives and goals)

Copies of any course materials distributed to
participants

Course contact information and names of
individuals presenting the educational program

If the educational program received commercial
support, documentation detailing how program
integrity was maintained

Number of CEs assigned to the educational
program

Process to verify participant completion of the
educational program and how participants were
informed of these requirements, including
participant attendance form(s)

Target audience

Written or electronic verification of attendance

Date(s) / Time(s) / Location(s) of the educational
program

Co-Providership Agreement (if applicable)

Participant names / NJLMN user names (emails) /
number of contact hours awarded

Copy of the evaluation tool(s), completed
evaluations, and a summative evaluation report

15
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The NJLMN Course Application Supporting Documents:

Documents (ie. Directions, agenda, handouts, presentation slides) that need to be linked to the course offering
should be emailed to NJLMN Catalog Administrator for posting (njlmn@njlincs.net).

All course information needs to be stored according to the NJDOH Approved Provider Manual.

16
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