STUDENTMAX® 5.0

SUPPORT DOCUMENTATION

EDUCATION PARTNERS

OCN

Oregon Center for

NURSING

Because Oregon’s Health Depends On It.




StudentMAX® Support Documentation

EDUCATIONAL PARTNER
A user from a college or university, or a program within a college
CLINICAL PARTNER

A user from a clinical facility or a department within a facility
NETWORK ADMINISTRATOR

A user with administrative privileges for a specific licensed StudentMAX® network.
This user will be able to make global changes for their particular network, and serve
as a point of contact for the education and clinical partners for that network.

NETWORK

A group of schools and clinical facilities using StudentMAX within a geographical
area

REGION

A subdivision of a network
PROGRAM

The focus area of the placement (i.e.Nursing, Pharmacy, Social Work, etc)
TERM

The school-defined period of time in which the placement occurs (i.e. spring, fall)
STATUS

The status describes where a given placement is in the negotiation process. There
may be many status codes listed in StudentMAX®. The main status codes used by
most networks are as follows:

e Active — a placement that has been approved by a clinical partner

e Archived — a past placement

o Denied — a placement that has been refused by a clinical partner

¢ Pending — a placement requested by a school and awaiting a decision

PLACEMENT TABLE DEFINITIONS

A placement is a record created to make a request for student experience at a
clinical facility. The Placement Table lists all records within a particular network and
is filtered by clinical site or school, depending how the user is logged in. The
following are definitions for each column in the Placement Table:
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ID

The unique identifier assigned by the StudentMAX® program for each
individual placement

NUMBER [PERMANENT ID]

A number permanently assigned to a placement by a network administrator.
This number facilitates tracking through the rollover process.

SCHOOL SITE

The school, college, or university from which students are placed in their
clinical experience

CLINICAL SITE

UNIT

TYPE

The physical location where a student will be performing their experience

The physical location (i.e. floor, building) within a clinical site where the
student will be assigned

The type of experience the student will have as part of their clinical placement
(i.e. Med Surg, OR)

NUMBER OF STUDENTS

The number of students in a specific clinical rotation

INSTRUCTOR OR COURSE

This column denotes the course number taken by the student and the
instructor name

ROTATION TYPE

LEVEL

SHIFT

A descriptor of the makeup of the students participating in the placement (i.e.
cohort, observation, preceptor)

The level of educational progress specific to a given student or group of
students (i.e. freshman, LPN)

The date and time schedule the clinical experience/rotation will take place
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START DATE

The date the clinical experience is set to begin
END DATE

The date the clinical experience is set to end
DAYS OF THE WEEK

Denotes the day(s) of the week/shift codes the student will attend the
placement

ROLLOVER PROCESS

The process to request placements for a specific term from year to year. This
process reduces data entry and helps maintain college/clinical site relationships.
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ACCESSING STUDENTMAX®

LOGGING IN
1. From the main screen (see image above), click the blue LOGIN button

2. Enter your user name, which is the email address used at setup

3. Enter your unique password

StudentMAX
An Oregon Clinical Placement System
Home About StudentMAX®

User name studentmax2@gmail.com

‘7

Password ssssse

Forgot password? LOGIN

4. Click LOGIN

RESET PASSWORD

1. At Login screen click on ‘Forgot password?’

To reset your password, please enter your username (email address) and a password reset link will be

emailed to you.
User name

SUBMIT

Enter your email address and a password reset link will be sent to you

Open your email and click the link
Create your new password and login

DASHBOARD

Upon logging in, you will immediately see the StudentMAX® dashboard. The
dashboard contains menu tabs search fields and options, a “snapshot/quick link”
view, and a News/Documents window to provide announcements and the most

recently uploaded documents.
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OCN

. o far Welcome I
Oregon Center for Networ

NURSING | Menu Tabs Leou|ten

Because Oregon’s Health

Search i A
. ‘ Home ‘ Placements ‘ Reports ‘ Resources | Other tables Requirement Contact Us
Fields
Placement ID Program Region Clinical Site Unit Type College Site
Al ¥ Al ¥ Al ~ | (Al | Al v Al w7
Term Year Start Date End Date Status Display Results
Al ~ Al v (] =] - @mtahi\ad
Snapshot/ \
Quick
L | n ks !5 Placements awaiting a decision M“"I News
test
22216 €SN MedSurg 5  09/03/2012 10/26/2013° Q Documents
22215 CSN MedSurg 12 StudfentMAX 50
Webinar
22154 All Inactive  MedSura 10 (] Schedule. PDF

!5 Upcoming student placements |

22217 CSN 7th Floor MedSura 1 09/03/2012 10./'26f20122
22219 CSN MedSurg 5 08/16/2013 10/31/201:
22218 CSN MedSurg 5 08/13/2012 10/311'2012[ ]
v
- News/
L‘I Do you need to submit a new placement opportunity? |
o - Documents
L New resources have been added | .
(@ S Window

E‘I Have a question? |
E‘I Do you need to run a report?

PERMISSION LEVELS

StudentMAX® has three levels of permission for all education sites. Your level of permission is
set by the Site Administrator or Network Administrator.

VIEW ONLY [GUEST]

Those with View Only access will be able to view placements and export data.

MANAGE PLACEMENTS

Those with Manage Placements access will be able to view placements, make new placement
requests, change placement requests, and run reports
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SITE ADMINISTRATOR

A Site Administrator is a designated person at the Education Site who can manage
placements, but also update tables, verify student information and assign students to
placements. (The Student Module is currently under development.)

HOME TAB

Clicking this link will return you to the Dashboard view.

PLACEMENTS TAB

The Placements tab has four items:

Home Placements Reports Resources Other tables Review student Contact Us

Show My Approved Placements  Show My Placement Requests  Submit a New Request  Rollover

SHOW MY APPROVED PLACEMENTS

Displays all of your placements on ACTIVE status. These placements are approved by the
Clinical Partner.

Approved Placements I4 4 Page 1 | of1 P Bl PerPage 50 |v Displaying 1 - 16 of 16
mmmmulmllaa
7 22221 Cente.. 4A Peds 1

"f'.){j?.] 22217 CSN Cente.. 7th.. Me.. 1 09/03/2... 10/26/2.. D D D D D
8)73@) 22219 CSN Cente... Me.. 5 08/16/2... 10/31/2... D DD
£3739) 22218 CSN Cente... Me.. 5 08/13/2... 10/31/2... D D

SHOW MY PLACEMENT REQUESTS

Displays all of your placements on PENDING status. These placements have not
received a decision by the Clinical Partner or the Clinical Partner decision is Approved
With Changes. A decision of Approved With Changes means the Clinical Partner has
made adjustments to the placement and the Education Partner should make an
Education Partner decision of Accepted to make the placement ACTIVE. For more
information, see Accepting or Rejecting Placements.
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Placement Requests [4 4 Page |4 of 1 b Bl PerPage |50 ~ Displayingl-7of 7 -+
87 22220 CSN Cente... 4A Peds 1

&)7)@) 22216 €SN Cente... Me.. 5 09/03/2... 10/26/2... D D

87 22215 CSN Cente... Me... 12 D D

317 22117 CSN Desert... Me... 5

When viewing the Approved Placements or Placement Requests screens, you will see the
placements in the Placements Screen.

PLACEMENT TABLE SCREEN

The placements screen displays under the Placements tab options. It is a filtered list of
placements based on either manually entered criteria or pre-defined criteria, such as Approved
Placements.

The title shown in the upper left-hand identifies the list, Approved Placements in the following example.

To the right of the title are the navigational elements including move to first page, move back
one page, current page, total number of pages, move forward one page, move to last page,
lines displayed per page, identification of displayed page, and total number of pages.

Approved Placements l{ 4 Page 1 of 1 b Bl PerPage 50 v Displaying1-16 of 16 l + M)
Vs 2222 N Cente.. 4A Peds 1

'.J . : Title Add Item

217197 2221 N Cente... 7th.. Me.. 1 09/03/2... D

—_' B —' and Export

719 22219 CSN Cente Me.. 5 08/16/2 D
#1719 22218 CSN Cente Me.. 5 08/13/2_. 10/31/2 D D

In the upper right corner are the Add Item button (if allowed by credentials) and the Export
button.

SORTING YOUR RESULTS
You can sort the placements on the placement screen alphabetically and numerically.

1. Click on desired column heading (a white triangle will appear)
2. Select Sort Ascending (0to 9, Ato Z) or Sort Descending (9to 0, Zto A)
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Approved Placements |4 4 Page 1{ of 1 » Bl PerPage 50 v Displaying 1-16 of 16 +Mr}

|_\ I
A
2222] 24 Sort Ascending nte.. 4A  Peds 1

37 | %] Sort Descending

93719 2221 m columns , hte. . 7th_ Me. 1 09/03/2... 10/26/2.. D D D D D
9 7@} 22214 [ Filters » Inte... Me.. 5 08/16/2... 10/31/2... D DD
9y 7@ 22218 CSN Cente__ Me . 5 08/13/2.. 10/31/2._. D D

DISPLAYING INFORMATION

You can choose the columns you wish to see in the Placement Table display to give you
more flexibility in viewing your data in the table. The columns displayed are as follows:

ID Rotation type

Number [Permanent ID] Level

College Shift

Clinical Start Date

Unit End Date

Type Days of the Week (M — Su)
Num of Students Comment

Instructor or Course

You can hide columns to reduce the amount of information you see on the screen.
Hiding columns does not delete data. To turn columns on or off for view:

1. Click on any column heading
2. Select Columns to display the list of available columns

3. Clear check box for columns to be hidden (display changes when check box is
cleared)
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4. Click outside of menu to close and return to display

Approved Placements |4 4 Page [{ of1 » Pl PerPage 50 |v Displaying 1-16 of 16 4]
- 44 Sort Ascending

7 22221 CSN ‘ ; 1

23 %} Sort Descending
N

£17)@) 22217 csN i Columns @ o D D

8)7)@) 22219 SN d [ Filters b gs;;;;:r D D

£17)@) 22218 csN Centenni Med | 7 Clinical D

8 7y@) 22078 csN Centenni__ 7th Med | @ UMt N

Type

“_]’_]fb_] 22074 CSN Centenni 7th Med Num of Students N
N . . Start Date

0y 7

J_]fb_) 22079 CSN Centenni 7th Med B End Date D

&)7)@) 22118 N Centenni... Inact... Med.. :l
. N N v

£31771@) 22114 CSN Centenni... Med.| o D

VA 22111 CSN Centenni.. 7th.. Med.|® Th D D
R F

"_] ,’_] 22112 CSN Centenni... 7th... Med.. Sa D D
N s A ; 7 S

81710 22105 CsN Centenni_. 7th.. Med |~ "

FILTERING YOUR INFORMATION

You can filter the information in the table view to narrow the search result to show specific
information, such as a particular clinical site or a specific unit. To filter your results:

1. Click on the desired column heading

2. Select Filters to see an input box

. 1%l SortA di )
05 Jupiter 21 So Scen |n_g 5 Bitton N... Cohort
2l Sort Descending
03 Jupiter 55 Columns v | 2 Bitton N... Cohort
02 Jupiter| @ Filters b | da Cohort
01 JupiterU Earth AAA 5 Caohort

3. Input a word or number to filter, and press the ENTER key. In some cases, you will
be given a list of choices. Select the radio button for the criteria you wish to filter and
press ENTER.

4. Click outside of menu to close and return to display

NOTE: When a column is filtered, the column header will appear in italics. To
remove a filter from a column:

1. Click on the desired column heading
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2. Uncheck the radio button next to Filters

CUSTOMIZING COLUMNS
You can adjust the column size to help in customizing your table view. To do this:

1. Move your cursor between the column to see a two arrows icon <
2. Click and drag to expand the column

Column adjustments and filters will be saved so you don’t have to reset your column
widths and filters every time.

NOTE: You will need to reset your column widths and filters if you change
browsers or switch to different computers.

EDITING IN TABLE
You can make changes to the placement directly in the table.

1. Click directly on the data you wish to change

JupiterU  Earth Or
JupiterU R |~ Be

: Earth
st JupiterU : Cd

NP Cli...

JupiterU | Pluto 2 cq

Venus
Jupiterl Earm Py
MTatia=Yall| Earth 2 (1

2. Depending on the type of information in the column, you will see a PULL DOWN
MENU, CALENDAR or FREE TEXT.

3. Change the information and click outside of the box to make the change

NOTE: Changing information within the table WILL NOT generate an email. If you
wish to make sure the clinical partner receives an email of the change, please use the
EDIT icon.

EXPORTING RESULTS FROM TABLE
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1. Click the Export icon in upper right corner

Approved Placements

"_l 22221

IL:

7@ 22217

(5

.?_,@_'] 22219
$1719] 22218

R

14

4

Page {

CSN
CSN
CSN

CSN

of 1 B Ml PerPage 50 ¥ Displaying 1- 16 of 16

Cente 4 Peds 1

Cente... T7th.. Me... 1 09/03/2... 10/26/2..
Cente Me.. 5 08/16/2 10/31/2
Cente.. Me... 5 08/13/2... 10/31/2..

2. Select desired output type (CSV, Excel, Pdf, Word)

3. Click Export

4. Click Save (to open Save As dialog box) or Open(to open file in application)

Do you want to open or save this file?

EH

If opening output in Excel, columns may need to be re-sized to display contents correctly
(#### indicates column is too narrow for contents. Click and drag the right border of the

nial 1 vi

Export Type: v
csv
Ca Excel
Pdf
Word

MeASira 1

Export Type:  |Excel v

Cancel Export

|@|

Mame: 04252012171505.xs
Type: Microsoft Excel Worksheet
From: 118.70.248.55

Open ][ Save ]i Cancel i

“while files from the |ntemet can be uzeful, some fles can potentially
harm your computer. [F you do not trust the zource, do not open or
save this file. What's the risk?

column to re-size). See Printing Output Files for printing assistance.

NOTE: Export will include ONLY the visible columns you have set up in your table
view. If you wish to export all columns, you will need to filter to show all columns. Also,
choosing the Export icon will only give an output of the table results you are
viewing. To see more detailed information, you may wish to run a report. See the

Reports section for more information.
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PLACEMENT TABLE ACTIONS

From the Placement Screen, you will see the ‘Action’ column. This column contains three

options:
Approved Placements [4 4 Page of 1 » »l
Number | College | Clinical
23621 Test JupiterU  Earth
Edit JupiterU Earth
61 JupiterU  Earth
@a@ 16336 JupiterU Earth

Click on the ‘View’ icon to view the details of the record.

. e Welcome Professor Bitton
s % Network Milky Way Network
- e-'S\& L PN |y Y
X

ID# 15914 Unit Monday

Number Number of Students 10 Tuesday

Program Total Students Over Wednesday D

Course of Placement

Region Total Hours Per Student120 Thursday

Term Fall College Site JupiterU Friday D

Year 2012 Instructor/Course: Bitton NUR201 Saturday

Start Date 7/1/2012 Level SR Sunday B

End Date 7/31/2012 Rotation Type Cohort Status Active m
2/1

Clinical SiteEarth Type Peds Rollover Yes [7',_
2

Comments Comment By Comment Time B2

Need to do Fridays Jana Bitton 06/18/2012 21:24:45 713

Fridays would be ok too. Professor Bitton 06/18/2012 21:22:34 713
8/2

#1719 23606 JupiterU  Earth Psy.. 10 Bitton N_. Cohort R 09/01/2_.. 10/3

Close the ‘View’ screen by clicking the X’ in the upper right of the screen.

EDIT
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Click the ‘Edit” icon to pull up the Placement Form to edit the record:

Change Placement

15914

Professor Bitton
Fridays would be ok too

Jana Bitton
Need to do Fridays

Placement Detail | Assigned Students

Education Placement Decision

Accepted

[

View History

Number Number of Students
10

Program Total Students Over Course of Placement
Region Total Hours per Student

[=] 120
Term College Site

[=] Jupiter [=]
Year Instructor er Course
2012 [=] Bitton NUR201
Start Date Level
July 012012 SR =
End Date Rotation Type
July 21 2012 Cohort [=]
Clinical Site Status

Earth = Adtive =

Type Request Type *

Mew Flacement [=]
Unit = v you like this placement to rollover every
Shifr M T w Th F sa Su
setodp I ECECE L

DELETE

Click the delete icon to remove the placement permanently from the database.

m Region Clinical Site Unit Type Sch|
¥ Al Al Al v Al Al
Start Date End Date Status Display Results
s 3| Al + @ in table
Confirm x|ndar
?/' Are you sure you want to delete this entry?
S
ts Pag 6 of 26
;| oK Cancel RACHE
JupiterU  Earth Onc 5 Cohort JR
JupiterU  Earth Peds 10 Bitton N Cohort SR

NOTE: No emails are sent to involved education or clinical partners if arecord is
deleted. The delete icon will ONLY appear to the user that created the record. If you did
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not create the record, the Delete icon will not show. If you feel the placement should be
deleted and you do not have permission to delete the record, please email your network
administrator or send an email to support@studentmax.org.

WORKING WITH PLACEMENTS

In addition to viewing or editing placements, there are some other options for working with
placements.

SEARCH FOR PLACEMENTS

The search bar is located under masthead/logo and will appear on every page. Searching
may be performed from any screen.

Term

Al

Placement ID Program Region Clinical Site Unit Type College Site

Al x| | Al v Al v Al v Al v Al X

Year Start Date End Date Status Display Results

v! (Al = 3 3 Al v & intable
O in calendar

TO SEARCH FOR PLACEMENTS:

Click the down arrow of each field to enter criteria into desired fields to limit search.
a. You may select multiple options by clicking on each label.
Select desired Display Results
a. In Table: Results will display in the Placement Table view
b. In Calendar: Results will display in a Calendar view [Under Development]
Click SEARCH (results will display on screen)

Click RESET to remove search criteria

NOTE: The system default is set to ‘All’ as the header of each field. This denotes the
option of selecting all the options in the field, or you can select individual options in each

field
able

. If there is only one option to select, the system will default to ‘All’ and you will not be

to select the option.

CHANGE PLACEMENTS

When changing a current placement, a good practice is to add a comment to explain
the necessity for change.


mailto:support@studentmax.org
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Click Placements tab

Click on Show My Approved Placements or Show My Placement Requests
(depending upon placement status) to view placements

Click Edit Record icon to the left of the desired placement to view details
Update/enter field values as necessary

5. When placements are changed, fields that have been changed will be highlighted
in yellow. Mousing over the highlighted fields will show the original value.

6. Click SUBMIT to capture the changes. An email will be sent out to the Education
and Clinical partners to notify them of the change.

May 012012 Junior
End Date Rotation Type =
May 312012 Gp Rotation [=]
Clinical Site = Status =
Centennial Hills [=] Active [=]
Type = Request Type *
Peds =] New Placement [=]
Original value: MedSurg
Unit
th Floor El ‘Would you like this placement to rollover every year?

Shift M T W Th F Sa Su
3 0 3 Y O R = I 5 Y
Clinical Placement Decision Education Placement Decision

Approved wiChanges =] =]

Comments:

__FosT

IDENTIFY CONFLICTS

StudentMAX® can identify conflicts between placement requests. If your request at a
specific clinical site conflicts with an approved or requested placement for the same unit,

There are conflicting placements with your request

type and days of the week, the system will generate an error message:

You will have three options:
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VIEW CONFLICT: This will open a table in another browser window to view all
conflicting placements.

After reviewing the potentially conflicting placements, you can close the browser
window and return to the error screen.

OVERRIDE: If your review shows the placement to not be in conflict or if you
wish the clinical partner to review your placement despite the conflict, choose
‘Override’ and the placement will be submitted.

CLOSE: If you wish to make changes to your placement to avoid a conflict,
choose ‘Close’ to go back to your original request without submitting the request
to the Clinical Partner.

ACCEPTING OR REJECTING PLACEMENTS

When a Clinical Partner submits a decision on a placement, they will either enter a
decision of APPROVED, APPROVED WITH CHANGES or DENIED.

If the decision is APPROVED, the Education Partner takes no action. The
placement status automatically changes to ACTIVE.

If the decision is DENIED, the Education Partner takes no action. The placement
status automatically changes to DENIED.

If the decision is APPROVED WITH CHANGES, this means the Clinical Partner
APPROVES of the placement request, but the education partner should review

any changes made before final approval. This requires the Education Partner to
complete the Education Partner Decision field.

TO COMPLETE THE EDUCATION PARTNER DECISION FIELD

Click Placements tab
Select Show My Approved Placements listing

Click Edit Record to Accept, Accept w/Changes, or Reject the placement request
using dropdown list under Educational Placement Decision

Click SAVE

e ACCEPT the placement will change the status of the placement to ACTIVE.
e ACCEPT WITH CHANGES will keep the status of the placement as PENDING.
e REJECT the placement will change the status of the placement to DENIED.
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SUBMIT A NEW REQUEST

This link will open up the form to complete to create a new request. To submit a new
request:

Click Placements tab

Select Submit a New Request

Complete the New Placement Request form.

Click SUBMIT

AP w DN PRE

NEW PLACEMENT REQUEST FORM

Complete the New Placement Request form to capture the information about your
placement:

New Placemen t Opportunity
Number Number of Students *
Program Total Students Over Course of Placement
v
Region Total Hours per Student
Term * College Site *
Fall h Al -
Year * Instructor or Course
2012 bt
Start Date Level ~
Junior ¥
End Date Rotation Type *
DEV 1
Clinical Site * Status *
v Pending v
Type * Request Type *
[ New Placement [
Unit
= Would you like this placement to rollover every year?
Shift M T w Th F Sa Su
Comment

PLACEMENT REQUEST FORM FIELDS

The following table describes each field in the Placement Request Form. Fields marked
with an * are required:



StudentMAX® Support Documentation

Field

Description

Number [Permanent
ID]

OPTIONAL: A unigue identifier specific to an individual network

Number of Students*

The number of students expected to participate in a placement

Program

The program to which placements are assigned (i.e., Nursing,
EMT, PT, Pharmacy, etc.)

Total Students Over
Course of Placement

The total number of students over the course of the placement
(Used primarily for observation rotations)

Region

A division of the network by geographic region or system

Total Hours per

The number of hours each student must accrue as part of their

Student placement experience

Term* The academic term (i.e., Fall, Winter, Spring)
College Site* The college site of the education program
Year* Year

Instructor or Course

Instructor or Course associated with the placement

Start Date The date when the placement begins
Level* The academic level of the students assigned to the placement
End Date The date when the placement ends

Rotation Type*

A description of the composition of the group of students (i.e.,
Junior, Senior, 1* year)

Clinical Site* The hospital or other clinical site

Status* The disposition of the StudentMAX® placement

Type* The type of rotation (i.e., MedSurg, L&D, etc.)

Request Type* Identification of the placement as a New Placement Request,
Change Placement Request or a Rollover Placement

Unit The unit of the clinical site where the placement will take place

Shift The times of the shift

M —Su Days of the week
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Field Description

Comments Discussion between Education and Clinical partners about
specifics of the placement. NOTE: Comments will not be
added to the placement without clicking the POST button.

ROLLOVER

Student placements can be ‘rolled over’ from term to term to reduce data entry and help
retain relationships between clinical sites and schools. THIS FEATURE IS
CURRENTLY UNDER DEVELOPMENT, however you will still be able to roll over
placements manually. Please see the MANUAL ROLLOVER section for more
information on how to manually rollover placements.
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You can generate reports in StudentMAX® to pull out specific information. StudentMAX® gives
you two options for running reports: Standard Reports, to run specific, pre-defined reports; and
Create Reports, to run your own unigue queries.

STANDARD REPORT

Standard Reports are generic, specific reports built by StudentMAX® to calculate some of the
most common information. For Education Partners, the Standard Reports are as follows:

Standard Report Title Summary
Inactive Units Report A list of all units marked as ‘Inactive’ by Clinical Partners
Clinical Requirements A list of all student requirements for clinical placement as updated
Report by Clinical Partners [Under Development]
Student Placement Displays a list of placements for your school during a specific Term
Schedule and Year
Student Placement A list of all student placements sorted by student name [Under
Schedule by Name Development]

Standard Reports will be updated often and there may be more options than listed above.

CREATE REPORTS

With Create Reports, you can query your data using specific criteria, and then export the results
to Excel or another spreadsheet program for analysis or additional formatting.

The Create Reports screen is divided into two sections. The top section allows you to select the
data you wish to filter using pull down menus. The bottom section allows you to choose how you
want your information displayed.
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Create

Choose the
information you
want to display.

L

Choose how you
want the information
displayed.

Search filter
Network

Program

Level

Education Decision

Region
College Site
Term

Year

Miky Way Network
Al
Al
Al

I
Al
Al
Al

Al

Report fields and advanced critena

Report name
Order by 1

Calculation

None

None

< IEEEEEE

v

Rotation Type
Instructor
Clinical Decision
Clinical Site
Unit

Type

Status

Show Fields
Order by 2

Calculation On

Al
Al
Al
Al
Al
Al

Al

Al
None

None

R IEEEEEE

To create your own report:

S o

Your results will open in a new browser window.

NOTE: The system default is set to ‘All’ as the header of each field. This denotes the
option of selecting all the options in the field, or you can select individual options in each field. If
there is only one option to select, the system will default to ‘All’ and you will not be able to select

Go to the Reports tab
Select Create report

Choose the criteria you wish to filter (top box)

Select Show Fields to choose the fields you wish to display

Name the report (optional)
Click RUN REPORT

the option.

EXPORTING RESULTS

Once you have run a Standard Report or Create Report, you can export your results to Excel or
another spreadsheet program to format your data or to perform further analysis. To export your
results, click the Export icon at the top of the output screen. You will be able to export to Excel,

CSV or Word formats.
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) Milky Way Network | Reports

4 @ https//wurw.studentmax.org/ R

Export Repart

Ul 1 il mbambid Results Icon

StudentMIAX !
y";l!r Oregon Clinical Placement System

Report date December 19,
2012

Mursing Spring 2013 01/14/2013 02/28/2013 Earth Peds 13w

Nursing NY Spring 2013 01/07/2013 02/28/2013 Earth Peds 13w
Spring 2013 01/07/2013 02/28/2013 Earth Peds 13W

RESOURCES

The submenus on this tab will give you additional information about the partners within your
network, documents and news articles.

OUR PARTNERS

This is a list of all Education and Clinical Partners on your network. There is also a link to the
email address of the Site Administrator at the site. Click the name of the contact and a new
window will open to send the person an email.

Clinical Partners Education Partners
Earth Hospital Bitton, Jana Jupiter University Bitton, Professor
Pluto Hospital Brown, Stacey Mars University Brown, Professor
Venus Hospital llic, Kelley Saturn University Gordon, Asst. Professor
Non Partner Test Brown, Stacey

SHARED DOCUMENTS

Shared Documents are documents available across the network. These documents could have
been uploaded by you or by someone else on your network who has given you access to view
and download.
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VIEW DOCUMENTS

To view a Document:

1. Select Resources

2. Select Shared Documents

Shared documents Page |4 4 Page |1 of1 » »| PerPage 50 |~ Displayingl-4of4

File Name Description Modified a
test document test document 01/03/2013
test fdsafd 09/26/2012
Skllls Chart Skills Chart 07/11/2012
StudentMAX Quick Start Guide StudentMAX Quick Start Guide 06/01/2012

Document Type

General Annou. ..

General Annou. ..

General Annou. ..

General Annou. ..

DOWNLOAD DOCUMENTS
To download a Document;:

Select Resources

Select Shared Documents

Click the Document Name link

Choose OPEN to open file or SAVE to save file

O DD RE

Opening test document.DOCK | x|

You have chosen to open
test document.DOCX

which is a: Microsoft Werd Decument

from: hitps://www.studentmax.erg

What chould Firefox do with this file? |
@ Openwith | Microsoft Werd (default) -
() Save File

[] Do this automatically for files like this from now on.

‘ oK |[ ::ancel]
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MY DOCUMENTS

My Documents are documents you upload to the network. You can share your documents to
other schools in your network, other clinical sites or students.

UPLOADING DOCUMENTS

To upload a document:

Go to the Resources tab

Click on My Documents

Click the Add Item link on the top right of the table

Enter a File Name

Click the Select Files button and choose the file you wish to upload

Enter a Description

N o g wDdRe

Choose a Document Type
a. Atthistime, Document Types are set up by Network Administrators. Please

contact your Network Administrator or send an email to support@studentmax.org

if you have a specific document type you’d like to create.
Choose who will receive Access
Click the Submit button

Create Document

File Name
il
Upload File———
Description
Document Type General Announcements

Access Al v
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NOTE: At this time, documents are shared with ALL clinical sites or ALL schools in the network.
Please consider emailing documents containing confidential information outside of the
StudentMAX® system.

NEWS

News items are short articles to communicate information to all users or to specific schools or
clinical sites of a particular network. These items will show in the news bar on the dashboard
and in the News submenu under Resources.

ADDING A NEWS ITEM
To add a News item:

Go to the Resources tab

Click the News link

Click the Add Item link on the top right of the table

Enter a Title for the News item

Choose the Clinical site or College site to share the News item

© g > w Nk

Enter the news information in the Details box

New News

Title

Clinical Al w7

College Al v

Details

Tahoma B IO AN A Y =SE=E= @ =2 B

NOTE: All News Items must be approved by your Network Administrator before it will be visible.
Please contact your Network Administrator for approval or send an email to
support@studentmax.org if your network does not have a Network Administrator.
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OTHER TABLES [SITE ADMINISTRATORS ONLY]

Site Administrators (see Permission Levels) have the ability to update certain tables. This tab
will give you access to those tables to ensure the information you have for your site is the most
accurate.

You will only be able to update information for certain tables that pertain to your school site. Any
item designated with a College Site of All cannot be updated.

Please work with your Network Administrator or StudentMAX® Support when adding new
or deleting any information from these tables to ensure the most accurate handling of
your placements.

TERMS

This is a list of the Terms used by your school site. The Sort Order column represents the order
in which the Terms appear on the table. You can update the name of the term and the sort
order.

UPDATING TERMS

To update the Term:

Go to Other Tables

Click on the Terms link

Click the Edit icon in the Actions column
Update the term

Click the Save button

a b wnh e
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Terms Page Page |1 of 1 Add Item Export
Term: Fal
*1©7 Fall Sort order: 1
1@ Winter College Site:
"1@3 wisp
> : Cancel Save
K| Spring
*1@} Summer

This is a description of the program level of the student. For example: Senior, Junior, 1% Year,
etc.

UPDATING LEVELS

To update the Level:

Go to Other Tables

Click on the Level link

Click the Edit icon in the Actions column
Update the term

Click the Save button

o > w e

Levels Page Page |1 of 1 Add Item Export
Abbreviation: Grad 1st yea
Level: Graduat -
¥ | ADN 1st Sem raduate Jupiteru
College Site: i hd )
¥ | Grad 1st yea L Jupitert Jupiteru
JR
MN
Cancel Save
SR

ROTATION
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This is a description of the makeup of the clinical placement group. For example: Cohort,
Observation, Preceptorship, etc.

UPDATING ROTATIONS

To update the Rotation:

1. Goto Other Tables
2. Click on the Rotation link
3. Click the Edit icon in the Actions column
4. Update the term
5. Click the Save button
Home Placements Reports Resources Other Tables Review Student Contact Us
Placement ID Program Region e S — School Site
Al YA YA -
Term Year Start Dat ARgtt)?’:::;tbmi SmaliGp aybl‘lesults
A“ w A" o table
calendar
Rotation: Small Group
Rotation Page |4 4 Page |1 of 1 Add Item Export
Colege Site: JupiterU v
) el | cancel || save 5l
o Leadership All
29 Obs Observation All
\-”_' Preceptors Preceptorship All
.”_I‘_]@_] SmallGp Small Group JupiterU

REVIEW STUDENT [SITE ADMINISTRATORS ONLY, FUTURE BUILD]

THE STUDENT MODULE IS CURRENTLY UNDER ADDITIONAL DEVELOPMENT. MORE
INFORMATION WILL BE PROVIDED IN A SEPARATE DOCUMENT. PLEASE CHECK BACK
FOR UPDATED INFORMATION.

The Review Students tab gives access to all students registered at your school site. Students
create their own profiles. If a profile appears to be missing for a student, please contact the
student to make sure they have set up their school site accurately, or contact your Network
Administrator/StudentMAX® Support.
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Students |4 4 Page of1 » »l PerPage Displaying 1 - 4 of 4

Action | Name BirthDate
Edit John D. Oh. Male 503-555... john.d.ch@gmail.us Yes
Student
Records Keith Higbee Male {503) 25... student test@studentmax.te... Yes
Aubrey Bitton Female studentmax9@gmail.com Yes
Kayla Tyler Female 503-555... ktylertest@gmail test.com Yes

To open a student profile, click the Edit icon in the Action column.

Student Credentials

- Health H Training H Background H Employee H Specific Criteria ‘

First name MaKenzie | Address 122304 SE 131t Avenue |
Middle name | | State |Wash'|ngton |V|
Last name ‘Rowland | City 'VANCOUVER kg
Phone 503-254-7711 | Email address ' makenzie@test.test.vn |
Zip 198683 | Date of Birth February 08 1995 |

Graduation date |March 13 2012 |
Gender OMale @Female

CONTACT US

The Contact Us tab provides information for contacting StudentMAX® Support and to leave
comments or questions.
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FOR MORE INFORMATION ABOUT STUDENTMAX®, PLEASE CONTACT:
Contact Us:

StudentMAX Chinical Placement System
Oregon Center for Nursing

5000 N. Willamette Blvd.

Portland, OR 97203

p: (503) 943-8772
info@studentmax.org

WHAT DO YOU THINK ABOUT STUDENTMAX®?

Have a comment about StudentMAX®?7 Would you like someone from the Oregon Center for Nursing to call you? Please
complete the form below and someone will be in touch soon!

Comments/Questions

[ SEND |
HELP CENTER

You can access the StudentMAX® Help Center by clicking the Help link in the top right of the
screen next to the log in name.

Welcome Professor Bitton
Network Milky Way Network

Log Out | Help

The Help Center has Frequently Asked Questions, video tutorials and other documentation.
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STUDENTMAX® HELP CENTER

Ereguently Asked Questions
My login doesn't work anymore. How do | log in?
Where can | see my placements?
| think | might be missing some tabs or menu options.
View All

Tutorials
Educational Partner
Submit New Request
Orientation to the new StudentMAX

Clinical Partner
Submit New Request

Student Portfolio

Documentation (PDF)
StudentMAX® User Manual - Education and Clinical Partners
StudentMAX® User Manual - Student Portfolio
StudentMAX® User Manual - Network Administrator

Contact the Support Center
Still can’t find the answer to your question? Let us know and we’ll get back to you right away.

Contact the Support Center
Running version code: 5.0.103
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PRINTING OUTPUT FILES

Printing will vary depending upon application being used. The steps for Excel are shown below.

PRINTING FROM EXCEL 2003

1. Click File on the toolbar

2. Click Page Setup

3. Select Landscape under Orientation on Page tab

4. Switch to Sheet tab

5. Select Gridlines under Print

6. Click OK to close Page Setup dialog box

7. Click View on the toolbar

8. Select Page Break Preview

9. Click first blue line on the left and drag to far right of the data (setting spreadsheet to

print one page wide)

10. Print document (File = Print)

A B € D EILF G H | JIKIL[MN[O[F
1 ld Number |CollegeSite | ClinicalSite | Unit| Type | NumberOfStudent StartDate EnidDate M | T |W|Th|F|[Sa|Su
2 [22221 1410001 12:00:00 Akt 1110001 12:00:00 A
3 22217 1 9/3/2012 0:00 102620120000 [0 (DD |D
4 22219 5 8f16f201ﬁ0 10/31/2013 0:00 D [D|D
5 22218 = EEIBM 0:00 1043152012 0:00 D D
E 22078 |mal M’ZDH 0:00 12132013 0:.00[0 [N D
7 (22074 Click and drag blue dotted line to far right [ 9320130:00 12/13/2013 0:00 NN D
8 22079 1 12:00:00 AM 1140007 12:00:00 Ak DD
9 22156 — o e 1 12:00:00 Al 11710001 12:00:00 Ak D
10 (22118 5 1410001 12:00:00 Ak {1/10001 12:00:00 Ak
11 [22114 5 8/20/2012 0:00 11/21/2012°0:00 D |D
12 22111 1 8/20/2012 0:00 11212020000 [0 (DD (D

b
b

i 4

A OO0A AN OCLO0 Dk

A OO0A ASLOOLOn Dk

ol
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PRINTING FROM EXCEL 2007

1. Click Page Layout on the toolbar
2. Select Orientation > Landscape
3. Select View on the toolbar
4. Select Page Break Preview

5. Click first blue line on the left and drag to far right of the data (setting spreadsheet to
print one page wide)

6. Print document
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MANUAL ROLLOVER

Student placements can be ‘rolled over’ from term to term to reduce data entry and help
retain relationships between clinical sites and schools. The rollover process can be initiated
at any time, but usually takes place once or twice a year. A manual rollover process involves
four steps:

Step 1: Network Administrator exports placements to rollover

The Network Administrator will export all placements for a particular term to Excel. The
Network Administrator will then advance the YEAR field to the following year, clear out the
START DATE and END DATE, and sort the placements by COLLEGE SITE.

The Network Administrator will then distribute placement lists via email to each Education
Partner for review with a deadline for placement submission.

Step 2: Education Partner updates placements in Excel

Education Partner will edit the following fields in the Excel spreadsheet provided by the
Network Administrator:

INSTRUCTOR OR COURSE END DATE
START DATE LEVEL

Before the deadline set by the Network Administrator, the Education Partner
representative returns the updated list of placements to the Network Administrator via
email.

Step 3: Network Administrator works with StudentMAX® Support to upload
placements

The Network Administrator contacts StudentMAX® Support to arrange for placement
upload. Rollover placements will receive a new PLACEMENT ID, however the NUMBER
[PERMANENT ID] number will not change.

Rollover placements will be uploaded and marked as a Rollover Placement.

Step 4: Clinical Partner submits decision on rollover placements

The Network Administrator will alert Clinical Partners via email and/or News Items of when
Rollover placements are uploaded for decisions. Clinical Partners can enter decisions of
APPROVED, APPROVED WITH CHANGES or DENIED for the placements in the
StudentMAX® system.

If your network does not have a designated Network Administrator, please contact
StudentMAX® support if you’d like to rollover your site’s placements.
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TECHNICAL SPECIFICATIONS

SYSTEM REQUIREMENTS

e Web Browser: Internet Explorer, Firefox, Google Chrome, Safari
e Office 2007 or later

¢ Monitor 1280x1024 resolution or greater

¢ High speed internet connection

URL INFORMATION

The URL or site address for StudentMAX® is www.studentmax.org. We do not recommend
parking another domain for StudentMAX®, but redirecting a domain is possible. Please contact
StudentMAX® Support for more information.
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