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DNP Student Exxat Training Guide

Version Date Description of Change

1.0 5/11/2018 Original student guide; approved by specialty coordinators

1.1 6/6/2018 Added clarifying language for patient log’s 7 day entry period

1.2 8/22/2018 Removed “Confirm Preceptor” process; no longer a required step

Added “My Current Placement” information for Dashboard view.
1.3 9/5/2019 Information to view placements and add logs directly.

Removed directions to complete “Survey Evaluation” which is no
1.4 10/23/2019 longer utilized

Added directions for reviewing Pediatric hours in Patient Log
1.5 11/13/2019 Report

This guide contains information for all tasks DNP students are expected to complete in
Exxat. Part 1 includes an overview of each task, the timing, and quick reference
directions. Part 2 includes detailed instructions with screenshots for each task. Please
review the entire guide when you first access Exxat and prior to each term.

Part 1: Summary of Tasks and Timeline

Tasks Completed Once During Student Career

+»+ Activate your Exxat account
o You will receive an email invitation from Exxat. Follow the directions in the email and click the
link to activate your account. Once you activate it, you will be able to use your Net!D and
password to log in.
+» View the Exxat Steps Student Orientation Video on your Exxat Dashboard

«» Complete your “My Profile” information.
o Navigate: My Profile.

Tasks Completed Once Per Course at Start of Course

®

%+ Confirm your placement site details

A
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Navigate: My Placements
At the beginning of each course, you need to confirm your clinical sites are accurately
reflected. Notify your clinical placement coordinator of any discrepancies.

o Verify you see your clinical site(s) listed

+»+ Set up reviewer for timesheets (currently for FNP students only)

o Navigate: My Placements — Click on session name — Click “Complete Timesheet” on your To Do
List

o At the beginning of each course, you will add your CSF as your timesheet reviewer so you can
send them a notification each week when you have submitted your timesheet.
Click on Add Reviewer.
Type in the name and email address of your Clinical Supervising Faculty (CSF). Do not add
your preceptor.

Tasks Completed Weekly

+» Complete patient logs

o Navigate: My Placements — Click on session name — Click “Complete Patient Log” on your To
Do List

= Note, you can also navigate from “My Current Placement” under “Add Logs” on your

Dashboard view
You will enter a patient log for each patient you encounter.
You have 7 days, including the day of the encounter, to log it. For example, if you see a
patient on Monday, you will have until the following Sunday at 11:59 pm Arizona time to log
it.
Note: if you are placed at multiple sites, make sure you are logging on the correct site.
Complete all required fields as marked by asterisks. Complete other fields as applicable.
For Chief Complaint, use a short phrase to describe the reason for the patient’s visit.

O O O O

Use the Patient Summary/Clinical Notes section only to report relevant additional
information that is pertinent to the case, such as you were with the patient for over an hour
waiting for a psych consultation. Use this section sparingly. Most cases will not have
additional notes necessary.
+»* Resubmit rejected patient logs
o Navigate: My Placements — Click on session name — Click “Complete Patient Log” on your To
Do List
o View the statuses of your completed logs. If a log has the Flag icon, you need to make edits.
Flagged logs do not count into your completed hours.
o Click on the pencil icon to make edits. Use the School Comments to understand what edits
are necessary.
Click Complete when you are ready to re-submit.
When your log has been re-reviewed and accepted, it will count into your hours.
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R/

+» Complete timesheet (currently for FNP students only)

o Navigate: My Placements — Click on session name — Click “Complete Timesheet” on your To Do
List

o You will submit a timesheet each week. After you submit your timesheet, you need to initiate
a review request to notify your CSF your timesheet is ready for review.
Click Add Time Entry.
Add time for each day you worked at the site. Tag the preceptor you worked with.
When you have finished adding entries for the entire week, check the box saying you have
entered all time and click Submit Timesheet.
Back on the Complete Timesheet page, click Add Review Request.
Select the timesheet you have submitted and your reviewer to send a notification to your CSF
that your timesheet is ready for review.

Other Tasks Completed During Each Course

+» Monitor completed hours toward required minimum and pediatrics hours
Navigate: Patient Log Report

o

o Select your course(s). Optionally, add other filters.
o Your “Total Time Spent with Patient and Preceptor” is your total clinical hours.
o Scroll down to the “Graph” section and click the “Time Spent” tab
=  You will see a breakdown of time spent by age group
¢ Review evaluation feedback
o Navigate: My Placements — Click on session name for current course — Select “Complete and
View Evaluations” on To Do List
o Inthe “Evaluations Done on You” section, you can click the eyeball to view your score and
feedback for evaluations completed about you.
«» Complete Student Final Clinical Environment Evaluation
o Navigate: My Placements — Click on session name for current course — Select “Complete and
View Evaluations” on To Do List
o Inthe “Evaluations Done by You” section, click on the green pencil icon to complete your
evaluation of your clinical environment. Note, this form will only be open near the end of the
term.

Other Tasks Completed During Student Career

K/

«+» Update your “My Profile” information.
o Each term you should review your My Profile information. Update your information
accordingly.

Part 2: Detailed Instructions for Tasks
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Tasks Completed Once Per Course at Start of Course

+ Confirm your placement site details
o At the start of each course, you need to confirm your placement sites are accurately
displaying. Contact your clinical placement coordinator if any site is missing or incorrect.
o Click on My Placements.

IHE UNIVERSITY
LA\ AR ONA. R

Dashioard D OaD

Instructions:

‘Welcome to the new Bxxat University clinical education system. This system will serve as your central hub during your 15t year as a Nursing student.

ny Tutorials

EXXAT STEPS STUDENT ORIENTATION VIDEO
! This video introduces your students to the basic festures of the STEPS system,

B Pending Or Expired Document(s) & My Current Placement a

Ne document pending or expired. 1 Mock Session1 i Confirm Preceptor i1
maw1 - EETmson
@ 5.0 Weeks (ﬁMlaln‘!lldD‘rimlm(;!i of
1172018 - 127172018 =]
o Information Status
Status
En
o Verify you see your clinical site(s) listed.
THE UNIVERSITY R 2 Mickey Mouse
. OF ARIZONA. s S

My Placements

will find informati equirements jocuments made available by will also see a list of forms that are

Evaluation Summary

Session ( Site Details, ; * Setting
> Mock session1 Zsite 1
350 Fifth Avenue, 3ath floor, New Yark. New York(NY) - 10235

Pediatric Endocrinalogy (PE)

Displaying 1 - 1 of 1 Records show 25 Eknoms « < 1 =

o Note, you can also view your placement details on your Dashboard. Under “My Current
Placement” click on “View more details” to see all placements listed.
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z}A THE UNIVERSITY -
. OF ARIZONA.

2 (Logged as Mickey Mouse)

Dashboard I aD

Irezrucnons:

Welcorme to Exsat This system wil serve as yous central hub for your inical eduration.

Piease click on My wge 100 on your

You ean view the heurs you have spent with patients by age group. On your Patient Log Report, scroll down te the “Graphs™ seetion and dlick an the tab for “Time Spent” ta view 2 graph and table view of the hour breakdawn,

| Excat Academy Tutorials

)) EXHAT STEFS STUDENT ORIENTATION VIDED

This videa your students ta ures of

xpired Document(s) & My Current Placement

N Gocumert cencag o extired. 1 Mock Session1 & Complete Patient Log
IZ site 1

¢ Set up reviewer for timesheets (currently for FNP students only)

o Atthe start of each course, you will need to add your Clinical Supervising Faculty (CSF)
information as the reviewer of your timesheet. You will only need to add the information
once, then you will send your timesheet to your CSF each week.

o Click on My Placements.

THE UNIVERSITY . L
. OF ARIZONA. @ usersngone Mickey Mous

Dashboard D O D

inical education system. This system will serve as your central hub during your 15t year as a Nursing student.

| EXXAT STEPS STUDENT ORIENTATION VIDEO
/" This video introduces your students to the basic features of the STEPS system.

» Pending Or Expired Document(s) & My Current Placement

Mo document pending or expired. 1 Mock Session1 & Confirm Preceptor

2z site1

&. Complete Patient Log
350 Fth Avene, 34th floce, Mew York, New York(Ny) - 10235
@ s.0Weeks O Pediatric Endacrinology (PE)

1172018 - 12172018 £ Complete Ti

€ special Abilities

o Click on session name for your course.
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THE UNIVERSITY .
. OF ARIZONA. o @ usnusngone L

My Pacemens

50 see a list of forms that are

e contact, site requirements and any special documents made available by the site, You wil

¥ rotation to view additional information about the clinical site. You will find infarmation on s

_ luation Summary

Site Details Placement Dates 4 setting

m ZZsite 1 Pediatric Endocrinology (PE)
350 Fifth Avenue, 3ath floor, New York. New York(NY) - 10235

v

Displaying 1 -1 of 1 Records show 25 Elke:nms « | < 1

o Select Complete Timesheet on your To Do List.

THE UNIVERSITY
. OF ARIZONA.

Placement Details

Instructions: You may contact your preceptor 2-3 weeks before your rotation begins.
Please check the notes section for Important application steps that may need to be completed before you start your rotation.

The “To Do” list on this page includes all forms needed to be completed during your rotation. For further details on the content of these forms. contact your dlinical education team.

ROTATION TYPE: COURSE

N/A N/A

INGS:

DIATRIC ENDOCRIN

END DATE

12/1

Session:

/2018

Mock Session1

Site Name:

ZZsite 1

To send an email containing a profile link, click on the “Send Profile Link™ button Send Profile Link 3

@ Student Review Confirmation v ®7ToDo N
1 have reviewed all the for the site and that it will be my to with the site and provide any additional 4 Confirm Preceptor oo

documents requested by the site In a timely fashion.

= Site Detalls

Y e tame:zzsite s “ m 1 Victotia's Secret & PINK : o

& ten Cmniien

o Click on Add Reviewer.
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. OF ARIZONA.
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Timesheet
Session: T DATE: SET 5 ROTATION TYPE: COURSE:
Mock Session1 1/1/2018 PEDIATRIC ENDOCRINOLOGY (PE) N/A N/A
Site Name:
ZZsite1
Important Notes for Add Reviewer:
+ Reviewer is the person who is respansible for approving your time in the dinic.
* You can send your time log entries to only one person at a time.
5 buttan to add a p nd Click "Edit” to edit or delete the reviewr.

'+ Please remember to enter your time daily.

A LIST OF REVIEWERS t ’

No Reviewers Added. To add a reviewar please click on Add Reviwer

0 WEEKLY TIME LOG SUMMARY + Add Review Request Q Review Reguest Summary 2 paily TimeSheet Report

TOTAL TIME ENTERED: 0 HOURS 0 MINUTES

@ Review not requested Review requested v Approved ® Rejected @ Locked by School

o Typein the name and email address of your Clinical Supervising Faculty (CSF). Do not add

your preceptor.

5L ADD/EDIT REVIEWER

First Name * CSF First Name
Last Name * CSF Last Name

Email Address * ™ CSFEmail Address

Save & Close

o You will then see your CSF appear in your List of Reviewers.
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THE UNIVERSITY N .
. OF ARIZONA. ® @ usnengowe R

Timesheet @

Deta,

Session: START DATE: END DATE: SETTINGS: ROTATION TYPE: COURSE:
Mock Session1 1/1/2018 12/1/2018 PEDIATRIC ENDOCRINOLOGY (PE) N/A N/A
Site Name:

2zsite 1

Important Notes for Add Reviewer:

» Reviewer is the person who | opr [
 You can send your time log entries to anly ane person at a time.

» Please click on "Add Reviewer” bution to add a person/Reviewer and Click "Edit” to edit or delete the reviewer.
» Please remember to enter your time daity.

& LIST OF REVIEWERS o Add Reviewer

2 é Iida Pikaard | Egit >

€ WEEKLY TIME LOG SUMMARY # Daily TimeSheet Report

Tasks Completed Weekly

+» Complete patient logs
o You will complete a patient log for each patient you encounter. You have up to 7 days to
complete your patient log after the encounter. You have 7 days, including the day of the
encounter, to log it. For example, if you see a patient on Monday, you will have until the
following Sunday at 11:59 pm Arizona time to log it.
o Click on My Placements.

THE UNIVERSITY o o
. OF ARIZONA. o uanusngone & Mickey Mou

Dashboard DO D

Instructions:
Welcome to the new Exxat University clinical education system, This system will serve s your central hub during your 15t year as a Nursing student.

& Exxat Academy Tutorials

EXXAT STEPS STUDENT ORIENTATION VIDEO
| » )" i video introduces your sturents to the basic features of the STEPS system.

W Pending Or Expired Document(s) & My Current Placement -
ro document pending or expired. [] Mock Session1 & Confirm Preceptor [i1-]
Zsite & Complece patient Log ot
350 Fth Avenue, 34th flocr, New York, New YorkiN) - 10235
% Compls sions
@ 5.0Weeks O Pediatric Endacrinclogy (PE) 6 Cample ot
& et =)

1172018 - 120172018

Profile Status

o Click on session name for your course. Note, make sure you select the right clinical site if you

are placed at more than one.
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THE UNIVERSITY
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My Placements

Session Site Details

Zzsite 1
350 Fifth Avenue, 34th flaor, New York. New York(NY) - 10235

Displaying 1 - 1 of 1 Records

Select “Complete Patient Log” on your To Do List.

THE UNIVERSITY
. OF ARIZONA.

Placement Details

=y

Instructions: You may contact your preceptor 2-3 weeks before your rotation begins.
Please check the notes section for important application steps that may need to be completed before you start your rotation.

The *To D" st on this page includes all forms needed to be completed during your rotation. For further details on the content of these forms. contact your dlinical education team

lacement Dates

4 setting

Pediatric Endocrinology (PE)

show 25

[lrecoras < < 1 >

Session:

Mock Session1

Site Name:
ZzZsite 1

To send an email containing a profile link, click on thy

nd Profile Link™ button

ROTATION TYPE: COURSE:
N/A N/A

Send Profile tink &

1 have reviewed all the for the site and
documents requested by the site In a timely fashion.

that it will be my to

&= Site Detalls v
a o 2Zsite 1 “ m

A Victaria's Secret & PINK

Click Add Patient Log.

with the site and provide any additional 2 Conf

Note: if you are placed at multiple sites, make sure you are logging on the correct site.

THE UNIVERSITY
. OF ARIZONA.

Patient Log

Session: START DATE: END DATE: DURATION SETTINGS:

Mock Session1

A NotSubmitted o Completed s Reviewed @ Lock # Comment by School M School Flagged Logs

10 [o] recores

Date of Service v

Starred Log

Case No Template label Type Status
No data available in table

Showing 0ta 0 of 0 entries

A®
o
O
O

@ set up Clinical Setting Properties

search:

Actions School Comments
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o Complete all required fields as marked by asterisks. Complete other fields as applicable.
o Select the relevant ICD 10 Code(s) by clicking Add ICD Code.

8 Visit Information

ICD 10 CODE SELECTED + Add D Code !

ICD Code ICD Description

Code Description °
DIAGNOSIS BY SYSTEMS + Add Diagnosis PROCEDURE BY TYPE + Add Procedure

Diagnosis Description Action Procedure Description Action

No Diagnosis Added. No Procedure Added.

o You can search or browse to find the right code(s). Click on the code to select it.

</ Add ICD 10 Code @ Code can be added @ Code is 2dded already

(@ ICD 10 Code Q search Top 25 for Pediatric Endocrinology (PE)

Top 25 for Pediatric Endocrinology (PE) at this Site Top 25 for this rotation

I A00-B99-Certain infectious and parasitic diseases
I® C00-D48-Neoplasms
Im D50-D89-Diseases of the blood and blood-forming organs and certain disorders involving the immune mechanism
B E00-E90-Endocrine, nutritional and metabolic diseases
B FO0-F99-Mental and behavioural disorders
B G00-G99-Diseases of the nervous system
I8 HO0-H59-Diseases of the eye and adnexa
I8 H60-HI95-Diseases of the ear and mastoid process
I 100-199-Diseases of the circulatory system
=) &= J00-J99-Diseases of the respiratory system
e J00-Acute nasopharyngitis [common col D
[¥]- 8w ]J01-Acute sinusitis
[+]- Bm J02-Acute pharyngitis
[} Im J03-Acute tonsillitis
[]- @ J04-Acute laryngitis and tracheitis

[+]- Bm ]05-Acute obstructive laryngitis [croup] and epiglottitis
[+]- Bm ]06-Acute upper resp infections of multiple and unsp sites
[+]- #@ J09-Influenza due to certain identified influenza viruses
[} = J10-Influenza due to other identified influenza virus

[]- B J11-Influenza due to unidentified influenza virus

[]- m )12-viral pneumaonia. not elsewhere dassified

""" @ J13-Pneumonia due to Streptococcus pneumaoniae

----- @ J14-Pneumonia due to Hemophilus influenzae

Close
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o Select your role for the code.

< Add ICD 10 € Are you sure you want to enter J00 ? 1is added already

@ 1D 10 Code Student Role ? Observed (s Assisted >. Performed

Top 25 for Pediaty

[+]- I AD0-B99-Certain infectious and parasitic diseases

[+]- @ C00-D48-Neoplasms

[+]- = D50-D8g-Diseases of the blood and blood-forming organs and certain disorders invelving the immune mechanism
[+]- @ E00-E90-Endocrine, nutritional and metabolic diseases

[+]- @ F0O-F99-Mental and behavioural disorders

[¥]- @ GO0-GO9-Diseases of the nervous system

[+]- B@ HOO-H59-Diseases of the eye and adnexa

[+]- I H60-H95-Diseases of the ear and mastoid process

[]- I 100-199-Diseases of the circulatory system

[=]- % J00-]99-Diseases of the respiratory system

J00-Acute nasopharyngitis [common cold]

Jo1-Acute sinusitis

J02-Acute pharyngitis

J03-Acute tonsillitis

J04-Acute laryngitis and tracheitis

J05-Acute obstructive laryngitis [croup] and epiglottitis
J0B-Acute upper resp infections of multiple and unsp sites
J0g-Influenza due to certain identified influenza viruses
J10-Influenza due to other identified influenza virus

J11-Influenza due to unidentified influenza virus

OO ey OO ey OO ey OO ey OO ey OO ey O g O g O ey
(5 B K o B o B o B o K o B R B R B

112-Viral pneumenia, not elsewhere classified

]13-Pneumenia due to Streptococcus pneumeniae

J14-Pneumoenia due to Hemophilus influenzae

o FNP, PNP, and PMHNP students should choose applicable procedures from the “Primary
Case/PMHNP” procedure list. AGACNP students should choose applicable procedures from
the “Acute Care” procedure list.

o For each relevant procedure, select whether you Observed, Assisted, or Performed the
procedure.
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& Primary Care/PMHNP list v
Abdominal Paracentesis Abscesses—Incision and Drainage:
‘ -Select- v ‘ -Select- v
‘ | Anoscopy
Select- -Select- v
Observed Arthrocentesis
( A;s\sled ) -Select- -
Performed Auricular Hematoma Evacuation
-Select- v -Select- M
Bartholin Cyst Abscess—Incision and Drainage Breast Biopsy—FineNeedle Aspiration
-Select- v -Select- v
Burns—Debridement Capillary Blood Collection—Heel/Finger Stick
-Select- v -Select- v
Central Venous Catheter Access Cerumen Impaction Removal
-Select- v -Select- M
Cervical Cap Fitting. Insertion, and Removal Cervical Lesions—Cryotherapy
-Select- v -Select- ~

o For Chief Complaint, use a short phrase to describe the reason for the patient’s visit.

&1 Visit Information v

Clinical Setting Types *

New Patient-Outpatient v
Group Encounter Type Preventive Emergent Acute Chronic
Reason for Visit * Initial Visit Outpatient v
Type of Decision Making * Low Complexity v
Time spent with the Patient + 15 B Minutes
Consult with Preceptors * 10 B Minutes
Student Participation Performed 1-25% v
Are you seeing this Patient for first time, or is this is a repeat visit of this patient with you ? = New Patient to you ~

Chief Complaint

Normal text v Bold italic  Underline

|sore throat, cough

o Use the Patient Summary/Clinical Notes section only to report relevant additional
information that is pertinent to the case, such as explaining why you were with a patient for
an unusual amount of time. Use this section sparingly. Most cases will not have additional
notes necessary.

o Click Complete to submit your patient log for review. Only use the Save button if you want to
continue working on your patient log in the future. Saving will not submit your log.
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Patient Summary/Clinical Notes
Normal text ~ Bold  Jtalic  Underline
If any other Summary Notes

Please Spel

O

Complete

Note, you can navigate directly to the patient logs from “My Current Placement” on your

Log” link. Ensure you are adding the log for the correct site.

2 Patient Log 3
& My Current Placement .1 Report
Mock Session1
ZZ site 1 o
350 Fifth Avenue, 34ih floor, Mew York, Mew Yorl{hY} - 10
@ 5.0 Weeks

+ Procedure Log @ —
4 03/01/2012- 04/01/2020
Setting - Pediatric En

———
Dashboard. Click on “Add Logs” and choose “Patient Log” or click on the “Complete Patient

& Complete Patent Log
1235

Slaew (PEY
ocrinclogy (PE)

Add Logs ~ [i]
© View Session Activities
Mock Session1 & Complete Patient Log Add Logs ~ [i]
mock site
14824 | anderwood Drive, Eastvele, California(CA) - 92880
@ 5.0 Weeks [ 01/01/2018- 12/01/2020
Setting - Internzl Medicine
© View Session Activi
B3

*

Minimize Information
Resubmit rejected patient logs
o

£

If your CSF needs clarification or more information on a log you submitted, she/he can Flag it.

Flagged logs are rejected and will not count into your completed hours. You will need to
make necessary updates to your log and resubmit for CSF approval.

Using the directions above, navigate to “Complete Patient Log” to view your completed logs.
Use the key to understand the statuses of your logs. The lock icon represents a log that has
been approved and locked by your CSF. You will not be able to make edits to locked logs.
Approved and locked logs count into your completed hours. No action is necessary.
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THE UNIVERSITY . o
. OF ARIZONA. ® e

Patient Log O

Mock Session1
Site Name:

2Zsite 1

Griters | dReport

A NotSubmitted « Completed ¥ Reviewed @ Lock # CommentbySchool ™ School Flagged Logs Starred Log
(© Set up Clinical Setting Properties

10 |v| records Search:

Date of Service . Case No Template label Type Status Actions School Comments

snorz0ts 2018-p£.003 ‘/  patient Log | D ° 2
o s zmm ‘ 000 -
smnois - v 000

Showing 1 0 3 of 3 entries

If you see a Flag icon by the case number, it means that your CSF has reviewed your log but
has sent it back to you for edits. You will need to click the pencil icon to edit the log. You can
view the comments your CSF has provided to guide your edits in the School Comments

section.

THE UNIVERSITY
LA AR ONA. o suwa .

Patient Log [ tietp T & prin ]

Session: START DATE END DATE: DURATION SETTINGS:

Mock Session

Site Name:

22 site 1

A Motsubmitted + Completed Y Reviewed @ Lock # Comment by School M School Flagged Logs 7 Starred Log
0 Set up Clinical Setting Properties
10 |+ recorss Search:
Date of Service - Case No Template label Type Status Actions School Comments
snoams 20096003 Pt | a

5102018

0.
; () )

smots 2018-pE002 Patient Log v o ° °

o When you are ready to resubmit your log, click the Complete button. You will see the Status
has changed to a checkmark. This means you have resubmitted, but your CSF has not re-
reviewed yet. Note, the Flag icon still appears.
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THE UNIVERSITY
. OF ARIZONA.

Patient Log

Session.

Mock Session1

Site Name:

zz site 1

Add Logs

Showing 1 to 3 of 3 entries

O

necessary.

A

Patient Log

THE UNIVERSITY
. OF ARIZONA.

Session:

Mock Sessiont

Site Name:

ZZsite 1

Add Logs

A Notsubmitted + Completed

Showing 1 to 3 of 3 entrles

DURATION

® Comment by Schoal 1 School Flagged Logs

A Notsubmitted ¥ Completed & Reviewed @0 Lock
o | recorss
Date of Service Case Mo Template label Type
5102018 2018-PE003
5/10/2018 {2018 pe001 -) Patient Log
s/912018 2018-PE002 Patient Log

Reviewed @ Lock # Comment by School M School Flaged Logs

10 | records
Date of Service case No Template label Type
5102018 2018-PE-003 ==
snams @
5912018 2018-PE-002

Complete timesheet (currently for FNP students only)

O

SETTINGS

3

Status

Status

>

v

Actions

Q-
060
0060

Actions
0-
0-

oad

Griters | JMReport

0 Set up Clinical Setting Properties

Search;

school Comments

Once your CSF re-reviews. You will see the Flag icon disappear, and the status change to
approved and locked. Your log now counts into your completed hours. No further action is

R Filters 1 alRepart

€ Set up Clinical Setting Properties

Search;

school Comments

o

Each week you need to fill out a timesheet for the total hours you were at your clinical site.
Include all hours, even when you were on break or at lunch. First you will fill out your time

and submit your timesheet. Then you must initiate a review request to notify your CSF you

have submitted the timesheet for their approval.

O

Click on My Placements
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THE UNIVERSITY
. OF ARIZONA.

Dashboard

Instructions:

EXXAT STEPS STUDENT ORIENTATION VIDEO
! This video introduces your students to the basic features of the STEPS system.

¥

m Pending Or Expired Document(s)

No document pending or exgired.

A THE UNIVERSITY
. OF ARIZONA.

My Placerents

Session

™ Video Tulorial @

‘Welcome to the new Exxat University chinical education system. This system will serve as your central hub during your 15t year as a Nursing student.

nformation Status

Profile Status

O basic information En

& Spedial Abilities

. .
@ address information

& Education History

@ Employment Histary
© clinical Questionnaire
W Required Document:

2 Review &.5ign

Click on the session name for your current course

ite requirements and ar

Evaluation Summary

Placement Dates 4 setting

"3 Mock Sessiont zsita 1 Pediatric Endocrinology (PE)
350 Fifth Avenue, 34th floor, New York. New York(NY) - 10235
Displaying 1 - 1 of 1 Records Show 25 [glRerds € < 1 0 »

Select Complete Timesheet on your To Do List

THE UNIVERSITY € o Lueon -

. OF ARIZONA.

it application steps that may need to b

ms neaded to be complated during your

Session; START DATE: END DATE SETTINGS: ROTATION TYPE: couRsE
Maock Sessiont 1/1/2018 12/1/2018 PEDIATRIC ENDOCRINCLOGY (PE) N/A N/A |
Site Name:

ZZ site 1

o send an email containing a profile link. dlick on the "Send Profile Link" button Send Profile Link &I

& Student Review Confirmation

1 have reviewed all the requirements for the site and understand that it will be my responsibility to communicate with the site and provide any addtional
documents requested by the site in a timely fashion

8 Complete Timeshest

Y s ame 2z site 1 = m 1§/ Victoria's Secret & PINK o "
+  Mep sawiine o

o Click on Add Time Entry for the week you want to enter time
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A LIST OF REVIEWERS

j § 1» ard | Edit

©f WEEKLY TIME LOG SUMMARY

& Roview not requested

week Start Date - End Date Total Hours

1 1/1/2018 - 1/7/2018 0 Hours 0 Minutes
[EEIEREI o ours © Minutes

3 SRRl © Hours O Minutes

Review requested

Submit Status

Not Submitted

Not Submitted

Not Submitted

Review Status

@
@
L4

¥ Approved

+ Add Reviewer

Q Review Request summary J % Daily TimeSheet Report

Reviewer Name

TOTAL TIME ENTERED: 0 HOURS 0 MINUTES

Rejected

A(tég g

+ Add Time Entry

8 Locked by School

For each day you were at the site, click on Add Time Entry to enter the hours. It is not

necessary to fill time for days you were not at the site.

THE UNIVERSITY
. OF ARIZONA.

Daily TimeSheet

Student Name:

Mickey Mouse

Session:

Mock Session1

Site Name:

2Zsita 1

@ WEEK SUMMARY

Day Date TotalHours Action

Ty ovoznots orousovnses  [FEUTEENEY
Wednesday 01032018 0 Hours 0 Minutes
Thursday 01/0472018 0 Hours O Minutes
Friday 01052018 0 Hours 0 Minutes
Saturday 01/0672018 0 Hours O Minutes
Sunday 01/07/2018 0 Hours 0 Minutes

+ Add Time Entry

of TIME ENTRIES LOG

Date Time

No Recards Found

Houirs

oad

PEDIATRIC ENDOCRINOLOGY (P
Tagged Preceptor Nates Status Action

Enter your start and end time. It will automatically calculate your total hours. Tag the
preceptor you worked with. If you did not work with a specific preceptor, select No

Preceptor.
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& TIME ENTRY FORM

Date 1/1/2018
Start Time 8:00 AM
End Time 5:00 PM

Hours : Minutes *

Tag Preceptor * Alan Preceptor 1 EI

Notes

| was not Scheduled on this date.

Save & Close

o Once you have entered all your hours for the week, check the box by “I have verified all time
entries and completed filling this timesheet.” Then click Submit Timesheet.

©f WEEK SUMMARY ©f TIME ENTRIES LOG

Advanced Search v

Day Date TotalHours Action
Monday 0150172018 Hours 0 Minutes 4 Add Time Entry
Date Time Hours Tagged Preceptor Notes Status Action
Tuesd 0100272018 0 Hours 0 Minutes :
" e e - @O
Wednesday 010372018 Hours 0 Minutes 4+ Add Time Entry.

orearzots PERPTTRCSTEE  jsours O Minutes Preceptor 1, Alan Nk Rprred o °
Thursday 010472018 0 Hours 0 Minutes + Add Time Entry

Saturday 01/06/2018 O Hours 0 Minutes + Add Time Entry

010512018 [EETEETTET] @ Hours O Minutes No Praceptor Naz Approved
Friday 010872018 @ Hours 0 Minutes # Add Time Entry
Sunday 0107/2018 0 Hours 0 Minutes 4 Add Time Entry

& Review & Submit

verified all time entries and completed filling this timesheet.

o Navigate back to your Complete Timesheet page. Click on Add Review Request to notify your
CSF your timesheet is ready for review.
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4 LIST OF REVIEWERS + Add Reviewer

o WEEKLY TIME LOG SUMMARY Q Review Request Summary

4 Add Review Request ' & Daily Timeshest Report

TOTAL TIME ENTERED: 27 HOURS 0 MINUTES
@ Review not requested Review requested v npproved X Rejocted 8 Locked by School
‘Week Start Date - End Date Total Hours Submit Status Review Status Reviewer Name Action
, 27 Hours 0 Minates @
s 0Hours 0 Minutes Not Submitted @
s 0 ours 0 Mamutes ot Submieed @

o Click the box by the timesheet you are sending. Select the reviewer. Note, your reviewer list
is populated by the reviewer you set up at the beginning of the class. Click Send and Close.

@ SEND TIMESHEETS

SELECT WEEKS TO BE SUBMITTED

Week Number Year Total Hours Minutes

( v , 1 2018 27 4]

LIST OF REVIEWERS

SELECT REVIEWER @ki Pikaard npikaard@email.arizona.edu

STUDENT NOTES
Recipient Emailld: &  npikaard@email.arizona.edu
Notes:

Send & Close

o After your CSF has approved your timesheet, you will see the status update to a checkmark to

signal it was approved. If you don’t see a reviewer name by your timesheet, you have not
successfully sent it for review.
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A LIST OF REVIEWERS

1 TNk.nwaard ™

€€ WEEKLY TIME LOG SUMMARY

= Q Review Request Summary B Daily Timesheet Report

TOTAL TIME ENTERED: 27 HOURS 0 MINUTES

@ Review not requested Review requested o approved ) X Rejected & Locked by Schoal

Week Start Date - End Date Total Hours Submit Status Review Status Reviewer Name Action
1 [ESCEGECTI 27 +ours 0 Minutes v i Pikaard @ view Time Entry

2 [N © Hours 0 Minutes Not submized @ + Add Time Entry
217 0 Hours 0 Minutes Not Submitted @ # Add Time Entry

Other Tasks Completed During Each Course

¢+ Monitor completed hours toward required minimum
o Each course, you are required to log a minimum number of hours. It is your responsibility to
monitor your progress to ensure you are on track to complete the required number of hours.
o On the left-hand menu select Patient Log Report.

THE UNIVERSITY o oo ke sose
. OF ARIZONA. L & UA-Nursing D L Mou

Dashboard DO aD

Instructions:

Welcome ta the new Exsat University clinical education system. This system will serve as your central hub during your 15t year as a Nursing student.

B Exxat Academy Tutorials

EXXAT STEPS STUDENT ORIENTATION VIDEQ
This wideo Intraduces your students to the basic features of the STEPS system.

»>

W Pending Or Expired Document(s) Information Status

No document pending or expired. |

o Choose your course under Rotation. You can leave all other fields blank. Click Search. Note, if
you want to view your cumulative hours, choose multiple courses.
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THE UNIVERSITY esoess (e
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Patient Log Report - Mouse Mickey O

Mock Sessiont - Nothing selected v Nothing selected v tart Dat to

Select Al Deselect All
SEARCH @& LEAR
dn(x Session > ha

o Your “Total Time Spent with Patient and Preceptor” is your total clinical hours.
o Scroll down to the “Graph” section and click the “Time Spent” tab
= You will see a breakdown of time spent by age group

Setting  Rotatior

Time Spent Graph View shows the aggregate of the time spent with patients and the time spent while consulting with clinical preceptors .
Age Distribution Chart Time
8 Consult spent

with with Total
£ Age Preceptors Patient Time
=
o
L&J 6 Pre-Term | 2.20 hr 203hr 423hr
S (56.85%)
=1
2 New Born  0.27 hr 027hr  0.53hr
E 4 (7.12%)
E Infant{<1 | 0.10 hr 0.10hr  0.20hr
& ] year) 2.69%)
w |
E 2 = Child (1-10 | 0.20 hr 0.27hr 047 hr
- ] years) (6:32%)
g [

¢ Review evaluation feedback
o You can view the scores and feedback from evaluations your CSF and preceptor have
completed about you.
o Click on My Placements.
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THE UNIVERSITY R S

Dashiboars aTnoaD

Instructions:

Welcome to the new Exxat University clinical education system, This system will serve s your central hub during your 15t year as a Nursing student.

EXXAT STEPS STUDENT ORIENTATION VIDEO
This video introduces your students to the basic features of the STEPS system.

» Pending Or Expired Document(s) & My Current Placement -

Mo document pending or expired. 1 Mock Session1

()

Zsite1 &. Complete Patient Log
350 Fth Avene, 34th flocr, Mew York, New York( - 10235
@ s.0Weeks O Pediatric Endacrinology (PE)

luations ot

I Complete and v

1172018 - 121172018

Prafile Status
0.

& Special Abilites

Click on session name for your course. Note, do this for each clinical site you are placed at.

THE UNIVERSITY o Py
. OF ARIZONA. o

My Placerments

Evaluation Summary

Session Site Details Placement Dates 4 setting

Zzsite 1 Pediatric Endocrinology (PE)

350 Fifth Avenue, 34th flaor, New York. New York(NY) - 10235

Displaying 1 -1 of 1 Records show 25 Elze:was « < 1 > >

Select “Complete and View Evaluations” on your To Do List.

THE UNIVERSITY e
. OF ARIZONA. 1] y Mou

Placement Details Oa

Instructions: You may contact your praceptor 2-3 weeks before your rotation begins,

Please check the notes section for important application steps that may need to be completed befare you start your rotation.

The “To Do” list on this page includes all forms needed to be completed during your rotation. For further details on the content of these forms, contact your dlinical education team.

Session: END DATE SETTINGS: ROTATION TYPE COURSE
Mock Session? 12/1/2018 PEDIATRIC ENDOCRINOLOGY (PE) N/A N/A
Site Name:

zzsite1

To send an email containing  profile link. click on the “Send Profile Link" button Send Profile Link i

@ Student Review Confirmation v

1 have reviewed all for the site and that it will be my to with the site and provide any additional o0
documents requested by the site in a timely fashion
oo
[ =]
-
&
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o Inthe “Evaluations Done on You” section, you can click the eyeball to view your score and
feedback for evaluations completed about you.

THE UNIVERSITY
unnursngone A Mickey Mouse
. OF ARIZONA. @ ooy ’
Evaluation Summary o
£ Placement Details > Iy Evaluation Summary
Session: START DATE END DATE: SETTINGS: ROTATION TYPE COURSE:
Mock Sessiont 1/1/2018 12/1/2018 PEDIATRIC ENDOCRINOLOGY (PE) N/A N/A
Site Name:
IZ site 1
( ° Click icon to submit evaluation @ Click icon to view the evaluation Reciprocity form () Evaluation reviewed by Preceptor

Evaluations Done On You

Evaluation Form Name View Formis)

Preceptor Final Student Evaluation ot submitted

CSF Mid-Term Student Evaluation : P )

Evaluations Done By You

Evaluation Form Name View Formi(s)

Student Final Clinical Environment Evaluation o

+»» Complete Student Final Clinical Environment Evaluation
o Atthe end of each term you will evaluate your clinical environment for each site you were
placed at.
o Click on My Placements.

THE UNIVERSITY o o
. OF ARIZONA. W o uanusegone R Mickey Mou

Dashboard DO

Instructions:
Welcome to the new Exxat University clinical education system. This system will serve as your central hub during your 15t year as a Nursing student.

& Exxat Academy Tutorials

EXXAT STEPS STUDENT ORIENTATION VIDEO
| » )" i video introduces your sturents to the basic features of the STEPS system.

B Pending Or Expired Document(s) & My Current Placement ~
Mo document pending or expired. [ ] Mock Session1 & confirm Preceptor (i1}
ZZsite 1 & Complete Patient Log, »\rjd Logs ~ i Y=
350 Fifth Avenue, 34th flocr, New York, New York(NY) - 10235
8 Compl o )
© 5.0Wesks 5 Pediatric Endocrinology (PE) B Comple o
£ Comple e

1172018 - 120172018

Praofile Status
[

0 special Abilties

o Click on session name for your course. Note, do this for each site you are placed at.




THE UNIVERSITY OF ARIZONA COLLEGE OF NURSING

Learning & Healthcare
°| Technology Innovations

THE UNIVERSITY o PR
. OF ARIZONA.

Session Site Details Placement Dates -

350 Fifth Avenue, 34th floor, New York. New York(NY) - 10235

Displaying 1 - 1 of 1 Records

o Select “Complete and View Evaluations” on your To Do List.

Instructions: You may contact your preceptor 2-3 weeks before your rotation begins.

Please check the notes section for important application steps that may need to be completed before you start your rotation.

The To Do” list on this page includes all forms needed to be completed during your rotation. For further details on the content of these forms, contact your dlinical education team.

Session:

Mock Session1

OCRINOLOGY (PE)
Site Name:

2Zsite 1

To send an email containing a profile link. click on the “Send Profile Link" button

@ Student Review Confirmation v

1 have reviewed all the requirements for the site and understand that it will be my responsibiiity to communicate with the site and provide any additional
documents requested by the site in a timely fashion.

2z site 1 ] Y Victoria's Secret & PINK

My Pacemens Do

THE UNIVERSITY o T
. OF ARIZONA.
Placement Details

Nursngone  Bm

Evalustion Summary

Setting

Pediatric Endocrinology (PE)

show 25 Elke:nms « < 1 > »

COURSE
N/A

Send Profile Link i

o Inthe “Evaluations Done by You” section, click on the green pencil icon to complete your

clinical environment evaluation.
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Evaluation Summary o

Session: START DATE END DATE SETTINGS ROTATION TYPE: couRsE
Mock Sessiont /1/2018 2/1/2018 PEDIATRIC ENDOCRINOLOGY (PE) N/A N/A

Site Name:

ZZsite 1

° Click icon to submit evaluation @  Click icon to view the evaluation Reciprocity form ﬁ Eualuation reviewed by Preceptor
Evaluations Done On You
Evaluation Form Name View Form(s)
Preceptor Final Student Evaluation Mot submitted
CSF Mid-Term Student Evaluation ®
éﬁluatinns Done By You >

Evaluation Form Name View Forms)

Studsnt Final Cinical Environment Evaluation @




