
 
TO ALL RESIDENTS 
 
Re: AMA Training modules 
 
 
 
Here are details on how to access the AMA modules.  Below is the IPM Module 
Library “list”.  Also below is the information related to logging on.  The modules 
that have been most useful according to past residents are: 
 

• health care quality 

• sleep deprivation 

• coding and documentation 

• confidentiality 

• what you should know about gifts 

• navigating managed care 

• medical records documentation 

• do's and don'ts difficult pts 

• conflict of interest 
• fraud and abuse 

• understanding clinical trials 

• malpractice 

• cultural competency 

 

 
  
Please plan to having all the modules done  during residency. Please give 
me some feedback. 
  
Chandru Sundaram 



 

 

 

 

The American Medical Association (AMA) is thrilled the Indiana University 
School of Medicine is participating in the Introduction to the Practice of 
Medicine (IPM) program. IPM is an online educational series designed to 
help your residents develop the competencies required by the ACGME, 
while helping you track and report their progress. 

IPM offers 23 course modules that you and your residents may review on 
such topics as health care quality, physician employment contracts, sleep 
deprivation and resident intimidation.  To access the IPM Web site go to: 
http://iusmgme.knowbase.com/login.asp 

 

User name: (your email address)  

Temporary password: ipm 

Please refer to the attached IPM manager training guide as you begin to 
use the IPM. We certainly hope you and your residents find the IPM 
program to be an excellent and valuable learning resource. If you have any 
questions or feedback on the program or courses you would like to see 
developed, please e-mail ipmhelp@osma.org with your comments. We 
look forward to hearing what you have to say. 

Thank you!  
 
The American Medical Association 











 

Page 1 of 36 

 

 

 

 

 
 

Learning Management 
System (LMS) 
Training Documentation 

 

For 

General Manager 
 

 
 

 
 

 
 
 

Created by 

Knowbase Networks 

 
 

Revised: 10.01.2008 

 



 

Page 2 of 36 

 
Technical Support 

 
Welcome to the Introduction to the Practice of Medicine. This series of modules is designed to 
complement and reinforce what is being taught in the patient setting and didactic curriculums in 
residency and fellowship training programs.  
 
This online series is a collaboration between AMA, OSMA (Ohio State Medical Association) and the 
Ohio State University Medical Center. The modules address the ACGME general competencies and 
topics are identified by competency. Each module has a post assessment and a brief evaluation. 
 
This document is designed to guide you through the deployment and management of learners, 
managers, learning content, assessments, surveys and more using the Knowbase Learning 
Management System, and to aide you in providing technical assistance to end users. 
 
Technical Requirements for the Program: 
Internet Explorer 6.0 or greater 
Adobe Acrobat Reader 6.0 or greater 
Flash Player 8.0 or greater 
Speakers for audio 

 
For Questions About the Program: 
Contact ipmhelp@osma.org.  
 
For Technical Support: 
Call us at 800.766.6762 from 8:30 A.M. to 4:30 P.M. EDT, Monday through Friday, and ask for IPM 
Technical Support. Or you can send us an email at ipmhelp@osma.org. 
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Frequently Asked Questions 
 

Below is a list of Frequently Asked Questions as it relates to usage of the Knowbase Learning 
Management System.  Each question/statement will be followed by a brief answer and references to 
pages within this manual for additional, more detailed instruction. 
 

How do I input new users? 
Please contact your system administrator to add new users. 
 

I forgot the web link for the residency training program. 
The URL is: http://ipm.knowbase.com/[your organization’s name or abbreviation] 

1.  Login to the LMS – page 6 
 

A user has lost their password.  Can you retrieve it for them? 
You can’t retrieve a user’s password.  What you can do is contact your system administrator to reset the password to 
something general the learner can use to login.  Upon login, the learner can change the temporary password to something 
more personal. 

1. User changes password – page 9 
 

The user’s name and/or email are incorrect on the registration form/user profile. 
Please contact your system administrator to update the learner’s record 
 

The user logged in, but doesn’t see the courses he or she is supposed to take. 
Direct the employee to the myCourses section of the LMS. Click on the plus (+) sign next to the content tiers listed to view 
assigned courses. Note: If the employee does not see any courses posted, they may not have been assigned to the course, or 
may have logged in with an incorrect username/password.  In either of those cases, you should contact your system 
administrator to ensure the learner is properly assigned to groups and that they are using the correct login. 

1. myCourses section – page 10 
 

When the user opens the course, he or she can’t see the video. 
Instruct the user to download Flash Player 

1. Download Flash Player – page 10 
 

The user can’t locate the post-assessments. 
Post-assessments can be accessed at the end of each module. 

1. Access a post-assessment – page 12 
 

The user can’t locate the surveys. 
Surveys can be loaded via a link upon passing a post-assessment. 

1. Access a survey – page 15 
 

How does the user access their lesson completion certificate? 
Certificates can be accessed on the myScore Screen, which automatically displays upon completion of the post-assessment. 

1. Open or save a certificate – page 18 
 

How does the user access their program completion certificate? 
Program certificates can be accessed from the last required lesson on the myScore Screen, which automatically displays after 
a completed post-assessment, or through the myReports section of the LMS. 

1. Open or save a certificate – page 18 
 

How does the user access previous certificates? 
Previously created program certificates can be accessed through the myReports section of the LMS.  Click “myReports” on the 
Start Page and then the “View My Certifcates” link. 

1. Open or save a certificate – page 18 

How does the user see their testing results? 
Go to myReports. Click on “Individual Test Reports”. He/she will be able to view all of the tests that were completed and the 
final scores. 

1. View test results – pages 20 
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Logging In to the LMS 
 
To access the Learning Management System (LMS), open your web browser and type the appropriate 
URL (http://ipm.knowbase.com/[your organization’s name or abbreviation]) in the address bar and hit 
“Enter”.  You will be directed to the Login Screen pictured below.   
 
To login, enter your “Username” and “Password” and click the Log In button. 
 

 
Your “Username” will be provided by the system administrator and your initial “Password” is “ipm”. 

 
When you login for the first time, you will need to complete the 
registration form, to which you will be automatically directed. 
 
The “First Name”, “Last Name” and “Email Address” fields will be 
filled in for you, as your system administrator has this information.  
If this information needs updated, please speak with your system 
administrator. 
 
You must enter/select data for each required field (marked with a 
red asterisk) or you will not be able to complete your registration, 
and, therefore, your learning. 
 
After completing the form, click the “Done” link at the bottom of 
the screen to save your information. 
 

  
If you forget your password, you can click the “Forgot your password? Click here!” link on the login 
page.  Enter the email address registered in the system in the field on the next screen, and then click 
the Submit button.  Your password will be emailed to you. 
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The Start Page 
Upon logging into the LMS, you will be directed to the Start Page, pictured below.  We’ll review some of 
the navigational features and sections of the LMS that you’ll be using. The Introduction to the Practice 
of Medicine LMS consists of learning modules, lessons and assessments; discussion and solution 
forums; surveys and an event calendar. Please note that only Administrators and Managers have a 
“mySurveys” link on the Start Page. 
 

 
 
At the top of the screen, in the uppermost gray bar, you can see two buttons: Help and Logout.  When 
you are finished working within the LMS, click Logout to end your session.  Help displays contact 
information for technical support. 
 

 
 

You’ll also notice other buttons toward the top of the screen: Home, Learning, News/Events, 
Discussions and Reports, which will direct you to the various sections of the LMS.  Clicking Home at 
any time will return you the Start Page.  You can access your assigned learning and assessments 
through the Learning button.  To view upcoming events, click the News/Events button, and to 
participate in learning discussions or access stored documents, click the Discussions button.  To view 
reports for yourself and learners assigned to you, click the Reports button. 
 
The buttons on the LMS header are available from every screen of the LMS.  
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You can also access these and other sections of the LMS via the links in the center of the Start Page:  

• myCourses directs you to a catalogue of your assigned learning 

• myReports directs you to the reporting section of the LMS 

• myLearningForum directs you to both discussion and solution forums 

• mySurveys directs you to survey reporting (available to Administrators and Managers) 

• myProfile allows you to change your password and personal information 

• Certificates allows you to view certificates earned by learners assigned to you 
 

 
 

You will also notice the event calendar in the left-hand column, from which you can access offline event 
information.  To access an event, simply click its date or name; a pop-up window will display event 
details, including location, time, organizer and more. 
 

 
 
You can also access the Event Calendar through the News/Events button in the page header.  This 
option allows you to scroll through different months and years by clicking the month abbreviation or the 
“Last Year” and “Next Year” links in the heading row.  To access event details, click the “Event Name”. 
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Manage Your User Profile and Password 
 

You can change your password and update your user information through the myProfile section of the 
LMS.  Begin by clicking the “myProfile” link on the Start Page.  Remember, you can return to the Start 
Page at any time by clicking the Home button toward the top of any screen. 
 

 
 
CHANGE PASSWORD 
To change your password, click the “Change My Password” link on the myProfile Screen.  Then, enter 
your “Current Password” in the appropriate field on the next screen.  Create a new password by typing 
it into both the “New Password” and “Confirm New Password” fields.  To save it, click the OK button. 
 

 
CHANGE PROFILE INFORMATION 
To change your personal profile information, click the “Edit My Personal Information” link on the 
myProfile Screen.  Update your personal information in the fields provided and click the “Done” link at 
the bottom of the screen to save your changes.  To make changes to your name or email address, 
please contact your system administrator. 
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Access Your Learning 
 

To access learning content assigned to you, either click the Learning button in the page header or the 
“myCourses” link on the Start Page. 
 

 
 
You will need Flash Player installed on your system to view the learning modules.  If you do not have 
Flash Player, click http://flashplayer.version-9.com/index.asp?aff=007&camp=msn_flash_us2&se=msn 
to download and install it. 

 
 

Content related to the ACGME requirements will be listed in an expandable menu, as pictured below. 
The top level of this expandable content menu contains Content Tiers, denoted by black books.  Click 
the plus (+) sign to expand the tier and the black book icon will change to an open book. 
  

  
 
 

Under each content tier are modules (denoted by gray books), and under those are lessons (denoted 
by document icons).  You will notice that the first content tier provide you with access to all courses in 
alphabetical order. The tiers under the first tier segment learning based upon competency. Click the 
appropriate title to begin the lesson.  Learning that has already been accessed is marked with a green 
checkmark; learning you have not taken is marked with a red “x” in a circle.   
 
Lessons open in a new window, while assessments typically load within the LMS window.  Your 
learning modules include streaming video alongside a slide presentation.  If you need to review a 
section, or advance to another section, you can use the navigational arrows. 
  
 

CONTENT TIER 

MODULE 

LESSON  

STREAMING VIDEO 

SLIDE 

PRESENTATION 

ASSESSMENT 

E-MAIL FORM 
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Courses currently available in the IPM program are: 

• Choosing the Practice That’s Right for You: Some Practical Considerations 

• Coding and Documentation for Resident Physicians 

• Confidentiality 

• Conflict of Interest Issues - Compliance 

• Cultural Competency in Healthcare 

• Do’s and Don’ts When Dealing with Difficult Patients 

• End of Life Myths 

• Financing a Practice Start Up 

• Fraud and Abuse Regulatory Overview - Compliance   

• Health Care Quality: Measuring Physician Performance 

• Introduction to Personal Finance 

• Malpractice 101 

• Medical Record Documentation: Case Studies   

• Medical Record Documentation: It’s Impact on Patient Care Communications 

• Navigating Through the Managed Care Maze 

• Patient Safety 

• Physician at Teaching Hospital Guidelines - Compliance   

• Physician Employment Contracts: What You Need to Know 

• Resident Intimidation 

• Sleep Deprivation: Your Life and Your Work 

• Thriving Through Residency 

• Understanding Clinical Trials - Compliance   

• What You Should Know About Gifts to Physicians from Industry 
 
DISCLAIMER: The content of the modules contained in My Courses does not constitute legal advice, or 
express the opinion(s) of the American Medical Association, The Ohio State University Medical Center, 
or the Ohio State Medical Association, or their respective counsels or staff.  For legal advice, the viewer 
should consult a legal advisor. 
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Take an Assessment 

After completing the lesson, you will need to take any assessments associated with it, which can be 
accessed at the end of each lesson.  To access an assessment, click on its name. The module window 
will close and the assessment will load within the LMS. You will be directed to a screen similar to the 
one pictured below.  To take the assessment, click the “Proceed to Test” link. 
 

 
 

NAVIGATING THE ASSESSMENT 
At the bottom of each assessment screen are the navigational buttons (Back and Next) and a button to 
Finish & Grade the test.  You should not grade the test until you are finished answering every question 
on every screen. If you do, any unanswered questions will be marked incorrect.  After answering all the 
questions on the screen, click the Next button to continue to the next screen. The final screen of the 
test will not have a Next button.  After filling in the final answer(s) on the last screen, click the Finish & 
Grade button to receive your score. 
 

 
 

 
TYPES OF QUESTIONS 
You may encounter One Answer, Multiple Choice, Short Answer, Matching and Open Ended questions 
within each assessment.  We’ll quickly review these question types for you. 
 
One Answer  
Questions with only one correct answer display as radio buttons, which allow you to choose only one 
from the list of answers. To make a selection, click on the radio button. A dot will appear inside the 
circle when an answer is selected. To change the answer, click on a different radio button. 
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Multiple Choice  
The correct answer may be two or more of the answers listed, displayed as checkboxes. To select an 
answer, click the checkbox so that a checkmark appears inside it.  To deselect an answer, click the 
checkbox again and the checkmark will disappear.  

 
Short Answer  
Short Answer questions require you to match your response letter-for-letter with the correct answer.  
This means you must pay close attention to spelling and formatting of words.  If you misspell a word, it 
will be marked incorrect by the auto-grading system. To enter your answer, click your mouse pointer 
inside the textbox and type. 

 
 
Matching  
Matching questions require you to pair items from List A (Question) to an item from List B (Answer). To 
make a match, enter the corresponding row letter from List A in the appropriate textbox in List B. 
 

 
 
Open Ended  
Open Ended questions are essay questions that will be manually graded by your manager.  To enter an 
answer, click your mouse pointer inside the textbox and type. 
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FINALIZING AN ASSESSMENT 
The last question of each test will not have a Next button.  Fill in your answer to the last question, and 
then click the Finish & Grade button.  A confirmation box will appear.  Click OK. You will be redirected 
to a survey (page 14) and then to the myScore screen, pictured below. The myScore screen displays 
your name, your score, the amount of time it took you to complete the assessment, the assessment 
status and all questions that you answered incorrectly (if you received a passing grade).  If the 
administrator has set the option, you will be able to also see what the correct answers to those 
questions are; if not, you will only see the question. 
 

 
 
RETAKING AN ASSESSMENT 
If you did not meet the accuracy requirements, or are not satisfied with your score, you may be able to 
retake the assessment.   
 
If you want to change your answer to a question after clicking the Finish & Grade button, you will have 
to retake the entire assessment.  Each time you click to start the assessment, your previous answers 
are archived in an instance, or testing session, within the LMS to make way for a new set of answers.  
Therefore, you CAN navigate Back and Next while taking the assessment without losing your answers, 
but, you CANNOT Finish & Grade the test, then go back to change one or two answers without taking 
the entire assessment again. 
 
You may only take an assessment 3 times. After that point, you will no longer have access to the 
assessment. If you need to provide a user with access, please contact the system administrator. 
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Take a Survey 

Surveys are optional and can be accessed once a passing grade is attained on the assessment.  
Answer each screen of questions and click the Next button.  You may navigate back and change a 
previous answer using the Back button.  The last screen of the survey has a Done button, which you 
should click to finalize and submit the survey. Questions marked with a red asterisk require an answer 
in order to advance through the survey. 
 

 
 
TYPES OF QUESTIONS 
Surveys have several question types, including Single Answer, Multiple Choice, Short Answer, Open 
Ended and Matrix.  We’ll quickly review these question types for you. 
 
Single Answer 
Single Answer questions allow you to choose one option from a list of predetermined options.  Single 
Answer questions appear as either radio buttons or dropdown boxes.  To make a selection from a 
dropdown box, click the down arrow on the right side of the field, move your mouse over your choice to 
highlight it and click.  The list will roll back up with your selection appearing in the field.  
 

 
 
To make a radio button selection, click inside the circle next to the choice you want to make.  A dot will 
appear inside the circle when it is selected. To change your selection, simply click inside another radio 
button. 
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Multiple Choice 
Multiple Choice questions allow you to make multiple selections from a list of predetermined answers 
using checkboxes.  To make a selection, click inside the checkbox.  When an item is selected a 
checkmark appears within the checkbox.  To deselect an answer, click the checkbox again and the 
checkmark will disappear.  It may also include an “Other” option.  If you select “Other”, you must specify 
what “Other” is in the textbox. 
 

 
 
Short Answer 
Short Answer questions allow you to enter short, or one-line, answers to a question.  To enter your 
answer, click your mouse inside the textbox and type.  Please note that some questions will require you 
to enter information in a specific format.  For example, if a field requires a date, you must enter it in the 
format mm/dd/yyyy, where “mm” is the two-digit month, “dd” is the two-digit day and “yyyy” is the four-
digit year.  Such questions will have an example format for you to the right of the field. 

 
Some fields will require that you enter a number, while others accommodate multiple-line and answer 
ranking. Multiple-line Short Answer questions allow you to provide an answer for any number of related 
items. 

 
 
Ranking questions allow you to assign a number to the value of listed items as they appeal to you, or to 
order the answers in chronological sequence. 

 
 
Open Ended 
Open Ended questions are similar to Short Answer questions, except they allow for long, multiple-
sentence responses to a question.  The field is much larger, making it easy for you to see about five 
lines of text at one time. To enter your answer, click your mouse inside the comments box and type. 
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Matrix 
There are several types of Matrix questions, but they all follow the same basic principle.  You will make 
selections based on items in the heading column (furthest to the left) and heading row (top-most row).  
In the example below, the question wants to know what feelings the respondent associates with the 
colors in the heading column (Red, Green and Blue).  Respondents can make multiple selections from 
the list of predetermined answers, listed in the heading row.  These Matrix questions can also use radio 
buttons to allow only one answer per row. 

 
Another Matrix question has short textboxes in each column, where you can type in your own 
responses to the corresponding heading row and column.  To enter an answer, click inside the textbox 
and type. 

 
Rating Matrix questions give you a specified scale (heading row) on which you will rate the items in the 
heading column.  You are allowed to make only on selection per row. 
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Access Your Certificates 
Upon successful completion of a course lesson and assessment, you will be given a certificate of 
completion.  For some courses, you are required to print and submit a copy of this certificate in order to 
receive credit for the course.  Ask your system administrator or manager if any of your courses require 
this.  To access your certificate, click the “Click Here to download your new Certificate” link on the 
myScore Screen. 
 

 
 
In the pop-up dialogue box, click the Open button to view and/or print the certificate, or click Save to 
save the certificate PDF to your hard drive. 
 

 
 
If you choose to Open the certificate, Adobe Acrobat Reader will launch on your computer, displaying 
the certificate.  You can print or save your certificate from Acrobat Reader. 
 
Some IPM programs will require you to complete a specific number of courses.  Upon completion of 
those courses, you will receive a Program Completion Certificate. 
 
You can access a previously created certificate through the myProfile section of the LMS.  Click the 
“myProfile” link on the Start Page and then click the “View My Certificates” link.  You will see a listing of 
all completed certificates.  To view one, click the appropriate “Click Here to download your new 
Certificate” link. 
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Access Your Learners’ Certificates 
To view certificates for your learners, or modify their assignments to certificates, begin by clicking the 
“Certificates” link on the Start Page.  On the next screen, enter the learner’s first or last name in the 
textbox, and then click the “Search” link. 

 

The page will refresh to show a table of all users with that name.  If you don’t know how to spell the 
entire name, enter as many letters as you can and the system will return all users with that letter 
combination in their name. 

 

Find the learner’s name in the table and click the appropriate “Update” link.  You are able to see which 
certificates the learner has earned in the “Currently Assigned Certificates” table, if any.  By clicking the 
appropriate “Remove” link, you can remove the certificate assignment from the user, requiring them to 
retake the course and pass the assessment again. 

 
 

Likewise, you can assign a certificate to the user by selecting the name of the course for which you 
want the certificate assigned from the “Assign A Certificate” dropdown box.  Then, click the “Add” link 
below the dropdown to complete the assignment. You can use this if your learner completes equivalent 
training offline or from another source.  You can also track how many offline courses the learner has 
completed, by updating the number in the “Previous Lectures” textbox, and then clicking the “Update 
Number” link next to it. 
 
When you’re finished viewing and/or updating the learner’s certificates, click the “Done” link at the 
bottom of the screen to save your changes. 
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Access Your Reports 
 

To review your current testing status or detailed reports on the tests you and your direct reports have 
taken, click the “myReports” link on the Start Page. 
 

 
 
myReports has four sections, as pictured below: “Current Testing Status”, “Individual Test Reports”, 
“Manager Reports” and “Grade Tests (Managers Only)”.  Only managers and administrators have 
access to “Manager Reports” and “Grade Tests”. 

 
 
CURRENT TESTING STATUS 
Clicking “Current Testing Status” will direct you to a summary listing of all the assessments assigned to 
you and their statuses, including score and time and date taken.  To access individual score reports, 
click the assessment name. 

 
 

This will display a simple report, pictured below, that shows the “Minimum Score Required to Pass”, 
your “Score”, “Time” it took you to complete the assessment, assessment “Status” and “Date Taken”. 
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INDIVIDUAL TEST REPORTS 
Each time you take an assessment, it creates an instance of your testing results.  Through “Individual 
Test Reports”, you can review your assessment results for each instance of taking an assessment, with 
the most recent instance at the top.  To view instance results, click the appropriate “Test Name”. 

 
 
Upon clicking the “Test Name”, you will be directed to a simple report, pictured below, that shows the 
“Minimum Score Required to Pass”, your “Score”, “Time” it took you to complete the assessment, 
assessment “Status” and “Date Taken”. 
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MANAGER REPORTS 
Managers and administrators have access to several reports to track and view the progress of their 
learners.  Reports gather information from the various assessments taken by learners and can be 
customized by date and reporting groups. Managers can access these reports from the myReports 
Screen by clicking the “Manager Reports (Managers Only)” link. 
 

 
 
Available reports are listed in the “Select a Report” dropdown box, as pictured below.  To select a 
report, click the arrow on the right-hand side of the dropdown field so that the available reports list 
appears.  Highlight and click the report name you wish to view.  The dropdown should roll back up with 
the selected report name appearing in the field. To customize your report, select a date range in the 
first row, which will limit your results to assessments completed within that timeframe.   

 
 
Then, you may need to select which reporting groups you want to include in your report.  To select a 
reporting group, click the checkbox next to the reporting group name.  When a reporting group is 
selected, a checkmark appears inside the checkbox.  To deselect a reporting group, click the checkbox 
again and the checkmark will disappear.   
 

 
 
Finally, you may need to select which assessments you want to include in your report by checking the 
appropriate checkboxes. Then click the “Next” button located to the right of the “Select a Report” field. 
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Upon running a report, you may also have options to sort the results and to export the results as a 
spreadsheet-ready CSV file, as pictured below.   

 
To sort results, select a sorting option in the first dropdown (first consideration) and subsequent 
dropdowns as you’d like. Then, click the Sort button. 
 
To export the report as a spreadsheet-ready CSV file, click the link above the table, and then click 
either Open to open the exported report with your computer’s default spreadsheet software, or Save to 
save the exported report to your hard drive or a disk. 
 
Here is a summary of many of the reports available through the LMS: 
 
Average Test Scores 
This report will help you keep track of the progress of your direct reports by listing the average test 
scores for the specified tests. The test score you will see is the average score for all of the times that a 
particular test was taken by all users under your authority. For instance, if only 5 of the 8 users under 
your authority have taken a particular test, the average score would only reflect the tests taken by the 5 
users, but would provide no indication that 3 users have not taken this test. 
 
Company Log-In Record 
This report shows the users of the selected reporting group(s) who have logged in within the specified 
time span as well as the last date of their log-in. 
 
Final Test Scores by Organization 
This report shows a listing of the final test scores for all learners within the selected reporting groups for 
the selected assessments. 
 
Summary of Tests Taken Overall 
This report indicates just how far all of the employees under your authority have progressed through 
this training system. It lists the total number of authorized users, and, of those, the number of users 
who have taken each of the tests in the module, along with the number of users who have recorded a 
final score for each test. 
 
Summary of Tests Taken by Group 
This report indicates how far a specific group has progressed through this training system. The 
numbers reported only reflect information for the group(s) selected on the previous screen. The report 
lists the total number of authorized users in the selected group, and, of those users, the number who 
have taken the tests for each module, along with the number of users who have recorded a final score 
for each test. 
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Users Who Have Not Logged In 
This report lists the number of authorized users within the organization who have not logged into the 
system. 
 
Single User Reports 
This report displays a full list of system users with links to three reports for each user: “Individual Test 
Results”, “Test Score History” and “User Login History”, as pictured below. 
 

 
 

Individual Test Results displays a score report for each test the learner has taken. 
 
Test Score History displays a report of scores for all of the instances (attempts) the learner has for 
each of the assessments. 
 
User Login History displays a report of the dates, times and durations of the learner’s logins. 

 
Top X Percent of Questions Answered Incorrectly 
This report contains the top X% of test questions answered incorrectly for the selected assessment, 
where “X” is the value the Manager selects by entering an integer into the “Percentage” field. This field 
will appear after this report is selected from the dropdown list. 
 

 
Top X Percent of Questions Answered Correctly 
This report contains the top X% of test questions answered correctly for the selected assessment, 
where “X” is the value that the Manager selects by entering an integer into the “Percentage” field. This 
field will appear after this report is selected from the dropdown list. 
 
Resident Data Report 
If you need a complete report of residents assigned to you, you can access the Resident Data Report.  
This report gives you contact information, reporting group, program name and let’s you know the last 
update to the learner’s profile information. 
 
Certificate Report 
For a quick list of certificates earned by your learners, open the Certificate Report.  It lists all learners 
assigned to you and a “Y” for yes or “N” for no in certificate columns to provide an easy-to-read view of 
courses completed by the user.  If you’re looking for a specific learner, enter that learner’s name in the 
textbox above the table, and then click the “Filter” link. 
 
IPM Completion Report 
This report lets you know which of your learners has successful completed their IPM requirements, 
including the date they completed the final course. 

 
Additional reports may be available.  Administrators have the authority to select which reports appear in 
the dropdown box and manage this feature through the System Administration Website (page 37). 
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Using the Resource Forum 
 

The Resource Forum contains a Resource Center, which stores documents and files, as well as 
discussion forums for you to communicate with your peers and direct reports. To access a listing of 
resource and discussion forums, either click the Resouces button in the page header or the 
“myResourceForum” link on the Start Page. 
 

 
 
The main page of the Resource Forum lists three sections: “View Your Institution’s Resources”, which 
contains downloadable documents, files and links from your institution, “View Your Introduction to the 
Practice of Medicine Resources”, which contains nationally applicable reference information and 
resources, and “View Discussions”, which offers you the ability to discuss topics with colleagues at your 
institution. 

 
 

VIEW YOUR INSTITUTION’S RESOURCES 
Upon clicking the “View Your Institution’s Resources” link on the myResourceForum page, you’ll see a 
listing of all Resource forum categories.  Remember, resource forums store documents and files, such 
as hand-outs, slideshows, etc.  To access a resource forum, click its name. Administrators add Solution 
Center categories through the System Administration Website (page 48). 
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Within the category, you will see a listing of available files.  In our sample below, there are three 
documents.  Next to the file “Name” are the “Date” the resource was posted to the Solution Center and 
“Options” to “Edit” or “Delete” the file. Please note that only those assigned the privilege to can “Edit” or 
“Delete” resources.  To access a file, click its name. 

 
 
When you click to access a file, a pop-up will ask you if you want to Open or Save it.  To view it, click 
Open; to save it to your hard drive, click Save.   Please note that you must have compatible software 
installed on your computer to view/open a file. 
 
If you have been assigned the privilege, you can post a new file to the Solution Center forum by 
clicking the “Post a Document” link on the category’s main page.  

 
 
Then enter a file “Name” and click Browse… to locate the file on your hard drive. When you have 
selected your file, click OK to post it to the Solution Center. 
 
Files are only available to those who have been assigned access to the category in which the files are 
stored.  Those given the privilege may assign access to users.  To assign access, click the “Assign 
Access To This Forum” link.  You will be directed to the screen pictured below, showing which users 
are already assigned to the category and all other users available for assignment. 
 
To remove an assigned user, click the user’s name in the “Assigned Users” box to highlight it and 
click the Remove button.  To edit a user’s access privileges for the category, highlight their name and 
click the Edit Selected button.   

 
To assign a user, highlight their name in the “Available 
Users” box. (NOTE: Only users assigned to report to you will 
appear in the “Available Users” box.)  Then, select the 
access privileges you want to assign to the user by clicking 
the appropriate checkboxes:  
• Read – allows users to access the files 

• Create – allows users to post files 

• Modify – allows users to modify files 

• Delete – allows users to delete files 

• Assign – allows users to assign other users to this category 
 

Then click the Assign button.  
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VIEW DISCUSSIONS 
Assigned discussion forums can be accessed by clicking the “View Discussions” link on the 
myLearningForum page. 
 
Listed next to the forum titles are the number of topics and messages in each forum, the subject of the 
“Most Recent Message”, and the date the forum was created. Click the forum name to begin. 
 

 
 
Next, select the topic from the next screen to view all messages within the topic.  You can create a 
new topic by clicking the “Add a Topic” link. 
 

 
 
Enter a “Topic Name” and “Topic Description” in the fields provided and click the OK button to save the 
new topic. 

 
 
To view or create messages within a topic, click the topic’s name.  You will be directed to that topic’s 
main page, which lists all messages in the topic. Responses to messages can be identified by the “Re:” 
before the original message title, as pictured below.  The listing of messages includes the “Author”, 
date the message was “Posted On”, and a link to delete the message (if you have been assigned that 
privilege).  
 

 
 

To post a new message, click the “Post A Message” link on the topic’s main page.  Title your message 
in the “Subject” field and type your message in the “Message” field, and then click OK to post it to the 
forum. 
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To access a message, click the message name on the topic’s main page.  To respond to a message, 
click the “Reply to this Message” link on the Message Screen, pictured below, and post your response 
as if you were posting a new message.  The only difference is that the “Subject” field is filled in for you, 
although you may modify it. 
 

 
 

The “Subject” field will already be filled in for you with “Re:” before the original message’s subject.  
Type your reply in the “Message” comments box and click the OK button to post it. 
 

 
 
Throughout the discussion forum screens, you’ll also notice several links that will take you back to 
either the list of messages, list of topics or list of forums, for your convenience. 
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View and Manage Survey Results 
 

To manage surveys, click the “mySurveys” link on the Start Page.  For information about creating new 
surveys, please see the IPM Central Administration Website section, beginning on page 50. 
 

 
 

You will be directed to the integrated survey management tool, which lists your current surveys within a 
table, as pictured below.   
 

 
 

The survey table displays basic information about all of the surveys currently in the LMS, including their 
“Status”, “Date Created” and buttons to “Manage”, “Design” (if no responses have been recorded), 
“Deploy”, “Analyze” (if responses have been recorded), “Delete” and “Clear” (also if responses have 
been recorded).  If you want to prevent any more responses from being recorded, click the “Close” 
button under the “Manage” column. To preview a survey already in the list, click its name in the “Title” 
column.  
 
To view the results of your surveys, click the appropriate button in the “Analyze” column. Next to the 
button is a count of the total responses.  In the example below, there are “2” responses. 
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You will see a graphical summary report for the survey, as pictured below.  At the top of the screen, are 
two buttons to Export Data and view Individual Responses.  Under that, you’ll see a summary of 
general information about the survey, including its title, the number of responses, its status and the date 
it closed, if applicable.  Within this section are also a few options that enable you to customize your 
report viewing: 
 
Display – Allows you to view all pages and questions, or individual pages and questions. 
Manage Filters – Allows you to filter results. 
Share Results – Allows you to email a link to survey results to colleagues and direct reports. 
 

 
 

Results are delivered in a table that lists the question in the header row and possible answers and their 
results in subsequent rows.  The table includes the “Response Total”, the total number of responses 
recorded for the answer, and “Response Average”, which will average the responses for you.  In each 
row or column, representing each response option, are two numbers: the percentage of responses for 
the option in relation to responses to all options and the number of responses for the option in 
parentheses. In the example above, there is a total of 1 response to the question.  One (1) respondent 
answered “2”, which represents “100%” of the total responses, displayed as “100%(1)”. 
 
Text field answers will not display in the overall results.  The overall results report will still list the 
question and the total number of responses, but you will have to click the View button to review the 
open-ended responses. 
 

 
 
The next screen displays a table that lists all responses to the question and a View button in the “Full 
Response” column. Clicking this button will display the full answer. 
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INDIVIDUAL RESULTS 
By default, when you “Analyze” survey results, you will see an overview, which is a collective view of all 
responses assigned to your login.  If you wish to review each respondent’s results individually, click the 
Individual Results button at the top of the Survey Results – Overview Screen. 
 
The Survey Results – Individual Screen is very similar to the overall results screen.  You will notice that 
the survey summary toward the top of the page contains “User Information” about the individual whose 
response is displayed, including “Name”, “Location”, “IP Address” and others.  You’ll also notice that the 
individual report has buttons at the top of the screen to Delete and Edit Responses.  The arrow buttons 
will direct you to the survey responses before and after the one displayed on the screen.  If you want to 
jump to a specific response, enter its position number in the textbox and click Go. 
 

 
 

MANAGE FILTERS 
Filters allow you to view results that meet specific criteria.  For example, if you want to review the 
overall results for responses that were recorded between 01/01/2006 and 01/15/2006, you can create a 
filter that will exclude any results that were recorded before 01/01/2006 and after 01/15/2006. 
 
Begin by clicking the Manage Filters button on the Survey Results – Overview Screen.  Then, click the 
Insert Filter button on the Report Filters Screen. 
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Next, you will select which filter type you want to apply from the appropriate dropdown box.  The survey 
tool allows for three types: “Date”, “Question” and “User Attribute”.  Other options will depend on which 
filter type you select in this field. 
 

 
 

When you select “Date” from the dropdown box, two fields display for you to enter a start and end date.  
Applying this filter will show results only for responses recorded within the dates you enter. 
 

 
 

 “Question” limits the results to responses that include specific answers to a specific question.  You will 
select a question and answer from appropriate dropdown boxes.   
 

 
 
If you are looking for keywords entered into or excluded from text fields (text or comments boxes), you 
will make several selections from the “Include Records” row of the form.  Decide if you want to include 
records “that” do or “that do not” “contain” or “match” the word or phrase you will type into the text field 
at the end of the row. 
 

 
 

“User Attribute” allows you to limit your results to users at specific locations, in certain positions or other 
criteria.  Select the attribute from the appropriate dropdown box and enter your criteria in the “Include 
records” row as we did above. 
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To add multiple filters, create your filter and click the Insert Filter button at the bottom of the screen, 
then repeat the process until all of your filters are listed.  To apply a filter to survey results, make sure 
the “Active” checkbox is checked and click either click the Save or Results Overview buttons at the 
bottom of the screen.  To remove a filter, uncheck the “Active” box. 
 

 
 
 
 
 
 

 
 
SHARE RESULTS 
You can email report results to your colleagues and direct reports for their review.  To begin, click the 
Share Results button on the Survey Results – Overview Screen. 
 

 
 

On the following screen, you will create Results Share groups.  First, click the Enable button to enable 
the Results Sharing feature for the survey. 
 

 
 

SAVE AND ADD 

ANOTHER FILTER 

APPLY ACTIVE 

FILTERS TO RESULTS 
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To add a new share results group, click the Create Report Share button.  You can enter as many 
recipient emails as you want in the “Email Addresses” field, separated by semicolons.  Next, in the 
“Viewable Reports” dropdown box, you should select whether you want the recipients to view 
“Overview and Individual” results or “Overview Only”.  You can also set whether or not recipients can 
“Export Data”, apply “Report Filtering” and/or “View Open-Ended” responses.  Finally, activate the 
report share by selecting “Yes” in the “Active” dropdown box. 
 

 
 

When you are finished setting up the report share, click the Save button.  Your new report share should 
appear within the table on the Results Sharing Screen.  You can “Edit” and/or “Delete” a results share 
by clicking the corresponding buttons in those columns.  To send your results, click the button in the 
“Send” column. 
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On the next screen, you will enter your email address and compose a message to your recipients.  In 
the “Email Text” comments box, you will see a default message that includes “#SurveyLink#”, as 
pictured below.  The survey tool will insert a link to the survey results in place of “#SurveyLink#”, so you 
should be careful not to remove this tag from your message as you edit the “Email Text”. 
 

 
 

When you are finished editing your message, click the Send button to email it.  The survey tool will 
create a simple report to verify that emails have been sent, as pictured below. 
 

 
 

Clicking the OK button will return you to the Results Sharing Screen. 
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EXPORT DATA 
You can export your report as a CSV (comma separated value) file by clicking the Export Data button 
on the Survey Results – Overview Screen. 
 

 
 

You will then select the “Data Format”, “Response Data”, “User Data” and “Hidden Fields” options in the 
appropriate sections of the Export Survey Data Screen.  Selections listed under “Response Data”, 
“User Data” and “Hidden Fields” dictate what information will be included on your exported report.   
 

 
 
When you are finished making your selections, click the Export button at the bottom of the screen.  In 
the pop-up, you will select to either Open or Save the spreadsheet.  Opening the CSV file will use your 
default spreadsheet application to view the report, while clicking Save will prompt you to select a 
location on your hard drive or disk to which the file will be saved without opening.  To open a saved file, 
locate the file on your drive or disk using the “Open” feature in your default spreadsheet application. 


