BREMSS Instructor Login

LOGIN PROCESS

To login to the BREMSS Instructor Portal, you will need to have a Username and
Password. Your Username will be the email address you have on file with BREMSS.
Your password has already been set by BREMSS staff. You may change your password
at any time. However, you will need to contact a BREMSS staff member to do so.
Below, you will see a screen shot of the Instructor Portal Login Page.
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Home | Students | Instructors | Contact Us

To enter the instructor portal, you must enter your email address and web access code,

Your Email Address: | Your Web Access Code: | | [ Sign In |

Forgot Your Password?
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Once you login successfully, you will see the page below.
This is the Submit Rosters Page. Notice the tabs at the Top of the page.
Click on these Tabs for other function options.

SLomvtFostersl Crec'er:s!s-l Couseﬁl Your Infmnsuanl Stsﬁ'Srgm.pI HS'M,OFADDEII Find Swoents

Enter Course Information for Processing:
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Here is a larger view of the navigation tabs at the top of the page.

Submit R_ostersI CredentiaIsT Coursesl Your Infomlation] Staff Signup[ InstructorAppsl Find Students

Enter Course Information for Processing:

The Credentials Page:

MRosters[ Credentials CoursesI Your Informatioﬂ Staff SignupI lnstructorAppsI Find Students]

Your Instructor Certifications

Expiration Instructor Certification Comments

07/01/2017 AHA BLS Instructor
08/01/2017 AHA PALS Instructor
10/01/2017 AHA ACLS Instructor

The Credentials Page allows you to view your Current Instructor Status.
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The Courses Page:
| | e | formation]| | Aops|

Your Courses

[Future Courses : Course Start-Dale From: FFsIynits LA 7/7/2016
Location
BLS Instructor BREMSS 18 ra Is
Past Courses : Course Start-Date From. KT IE T = REN 5/26/2016 B
.erfﬁ . ray— ZTOHN
01/20/2016 BLS for Healthcare Provider BREMSS 1 | ] E
01/13/2016 AQS BREMSS 1 &=
01/13/2016 BLS for Healthcare Provider BREMSS 1 ]
12/09/2015 BLS for Hualthcare Provides BREMSS 1 E
12/09/2015 ACLS BREMSS 1 BN
12/08/2015 AQS BREMSS 1 ED
12/08/2015 BLS for Healthcare Provider BREMSS 1 BB
12/04/2015 LS for Healthcare Provices BREMSS 1 B0

The Courses Page allows you to see the courses you have taught in the past; as
well as any Courses you may have scheduled for the future.

Your Information Page:

o] I I l | I

' Your Information

The Your Information Page is an extremely important part of the Instructor Portal.

When you login for the First Time, you must go to this page and update all

your information. You will see your Name and Email Address, but the other
information, if any, must be completed. This updates your information throughout
the software system.
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Staff Signup Page: This function is for BREMSS Staff only.

Instructor Apps Page:

Submit R | Credentials ]/_C3urses_'|' Your informat ?':I StaffS_ignuE]' Instructor Apps| Find Students

Available Instructor Apps

AED Trainer App

Allowes you to use your phaone, tablet, or other touchsereen device as an AED trainer in clase,

Just add a set cf electrodes and you have an AHA -compliant AED trainer for your <lass.

The Instructor Apps Page has some useful apps you may find beneficial.
There currently is an Online AED Trainer that can be used in classes.

You will need to have a set of AED pads to complete the simulation.
More Apps will be available at a later date.
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Find Students Page:

X [ Crodentars] [ | [ [

Fllter  Student Name

The Find Student Page allows you to search for a particular student in question.

For this function to work to the best of its ability, be sure to enter the student
name as it was submitted on the class roster.
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Online Course Roster Instructions:

The Online Roster is the default page you will see after you login to the Instructor Portal.

Section 1: Course Information

Enter Course Information for Processing: \

COURSE INFORMATION

Course Group ] Course Location | g
Course Type | V|
Course Date | o T StatTime © Comments : I l

“Course Group” for example: BREMSS or the instructor’s last name.
If teaching a group of employees from a worksite, for example: Dr. Adams Office Staff.

“Course Location” is where you are teaching the class.
“Course Type” is a drop down box. Select the Course you are teaching.
“Course Date” & “Start Time™: Select the date and time that applies.

“Comments” area allows you to provide notes regarding your class roster as needed.
Examples listed below
v' Billing information such as: business name, address, contact person, purchase order # etc.

v' Mailing address and contact person, in which you would like the cards to be mailed.

v" If the cards are to be mailed to the instructor, please be sure to include the instructor’s
address in the comments area each and every time a roster is submitted. We no longer
mail cards to individual students.

v" If you plan to pick up your cards from the BREMSS office or bring a check by the
office, please state in the comments as well.

Section 2: Instructors Assigned
INSTRUCTORS ASSIGNED

I Add Instructor—] I Remove Instructor|

Instructor 1

] l

First Name [ Last Name

Email | J

Enter the First and Last Name of the instructor as well as the instructor’s email address.
If any additional instructors, Select: “Add Instructor” to include their information as well.
You may also “Remove Instructor” as needed. Page 7



Section 3: Student Information

STUDENT INFORMATION

i Studenl 1
Fust Name | | Last Name | =~
Email | | License Number | -
Phone # | - |
Address
! State | - . Z
|

Status ;Eass Vv Misc
I 1

Add Student || Remove Student |

Required fields: First and Last Name

Optional fields: License Number, Phone #, Address, City, State, Zip and Test Score
Instructors are required by AHA to keep personal class roster records of any classes for a
period of 3 years.

“Status” box default setting is Pass. If a student does not successfully pass
the Course, this must be changed. Only students who pass will receive a
CPR Certification Card.

Need to add additional students? Select “Add Student” and complete the student
information each time “Add Student” is selected. The system will display an
additional area for that particular student’s information.

Each time “Add Student” is selected. The system will add the additional charge
for that student to the total cost. If by mistake you were to “Add Student” one too
many times, Select “Remove Student”.
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Section 3: Payment Summary / Payment Mode

You will notice the Payment Summary Section lets you know how much
your student cards will be. Review the Payment Summary area for accuracy.

Payment Summary

Current Total : $0.00

Discount S0 00

Net Total : $0.00

Payment Mode
Fayes First Name [ - Payee L.ast Name [_ o ]
Eman [ ‘ Phone Number [ ]
Address | ]
ciy | | sate | | zp | |

.~ - oflp BT Fund Accepted for Some Classes
ﬂal-ﬁi {Chick the Payment Type to See

Payment Type | American Express V|

Card Number I_ B l

Name on Card lL I

Expiraton Date |_Jar| A
ew [ _J

Discount Code: | 77”7” Apply “ Remove |

| SUBMIT |

Please complete the Payment Mode as needed. Note: PayPal not accepted at this time.

Payment Type / Credit Card: First and last name, email, phone number,
address, city, state and zip are required.

Payment Type / Invoice: All, if any, billing information is to be placed in the

“Comments” area only. See (Section 1: Course Information)
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Once you have completed and reviewed your roster, Select the “Submit” box.
The Online Roster and payment will then be processed.
Please allow the system 10-15 seconds to process your roster.

You’ll then receive the following two statements below.

Submit Rosters'r Credentnals[ CoursesT Your Informatlonr Staff S|gm¥] Instructor Apps] Find Sludentsl

Course information has been submitted successfully.

You will receive an email confirmation of this roster shortly

DOCUMENTS TO SUBMIT WITH COURSE

Attachment 1 Browse. .
Allachment 2 Browse...
Attachment 3 Browse.
Atlachment 4 Browse.
Attachment & Browse...

UPLOAD PAPERWORK |

Documents to submit with course / Upload Paperwork: OPTIONAL (Not required)

Important Note: Once you’ve received the bremsscte(@uab.edu confirmation
email, please be sure to review the email for mistakes / changes needed.

A reissue fee will apply if any changes were to be needed after a card has been
printed.

Request for eCards:
e Please be sure to note eCards in the “Comments” area of the roster.
e The student’s email address is required in the student information area.
e FEach assigned eCard must have its own email address.
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