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	Preceptee Assigned Checklists



Preceptee Assigned Checklists (Activities)
When you are assigned Preceptee Checklists, they are listed in your lesson plan. Your Preceptee Checklists may be viewed before and after they are graded. Viewing before lets you know what you will be graded on and viewing after lets you see your score and any comments the Preceptor may have made. 
Before the Checklist is Graded
Before the checklist is graded, you can view the checklist from your ‘My E-learning Lessons’ page. 

Steps to Open a Preceptee Checklist Before Grading

1. Click the E-learning menu - My E-learning Lessons (or if you are on your Personal page, click the View button to the right of ‘My E-learning Lessons’. 
Your “My E-learning Lessons” page opens.
2. Click the E-learning Not Completed tab if not selected. 
The example below shows three (3) assigned Preceptor activities (checklists).
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3. Click any one of the checklist links to open a checklist.  
The example below shows two (2) items listed in the checklist you will be graded on. 
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The items in the list below will be evalusted as part of this activity. For additional information please contact your
supervisor or training administrator.

[item Grade  Comment

lactively participated in the discussion Ungraded

|Deseribed haw he/she could use what was learned in his/her role as a preceptor Ungraded





4. Close the checklist browser window when you are finished viewing the checklist.
After the Checklist is Graded
After the checklist is graded, you can view your graded checklist as well as read your Preceptor’s comments by going to ‘My E-learning Lessons’ – ‘E-learning All my Lessons’ tab. Once you pass a checklist, update your profile and complete the evaluation, you can open and print your certificate. 
Steps to View Your Passed Checklist and Grade/Comments
1. Click the E-learning menu - My E-learning Lessons (or if you are on your Personal page, click the View button to the right of ‘My E-learning Lessons’. 
Your ‘My E-learning Lessons’ page opens.
2. Click the E-learning All my Lessons tab if not selected.

3. The image below shows that two (2) Preceptor activities (checklists) were passed. Each Preceptor activity displays a green checkmark and a completed date. 
[image: image3.jpg]My E-learning Lessons - Zoey Zoe

E-learning arning E-learning E-learning
Not Completed All My Lessons By Program By Module

Lesson Name (click to begin) Test Eval  Due

Breceptor Course: Precepting In Action: Developing & 11-12-2009

Implementing a Coaching Plan: Discussion Activity

Breceptor Course: Precepting In Action: Developing & 11-12-2009

Implementing & Coaching Plan: Preceptor Activity

Preceptor Course: Role of a Preceptor: Discussion Activt —> 11-12-2009

Breceptor Course: Role of a Preceptor: Preceptor Activity 11-12-2009

Brecentor Course: Supporting the Preceptee: Assignments & —>11712'2DD9
Time Mananement: Discussion Activity

E-eaming
Self Enroll

Status

X3

X3
v
X3
v

Started

Completed

08-14-2009

08-14-2009

Pretest Score Score

Date

Date




4. Click any one of the checklist links to open a graded checklist.
The checklist opens. You can view your grade and comments as available on the graded checklist. 

Note: Preceptors are not required to comment on your checklist. So the ‘Comment’ field may be blank. 

The example below shows two items were passed and each item contains a comment from the Preceptor. 
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The items in the list below will be evaluated as part of this activity. For additional information please contact your,
supervisor or training administrator.

[item Grade Comment

Passed Great Wark,
IDescribed how he/she could use what was learned in his/her role as a preceptar Passed Excellent.

|actively participated in the discussion





5. Click the Close button on your browser. 
You return to the ‘My E-learning Lessons’ page.
6. From ‘My E-learning Lessons’ page, you can continue to look at other checklists. 
View and Print Your Certificate
After you pass a checklist, you can view and print your certificate. You must first update your CE profile and complete a short activity evaluation. 
Steps to View/Print Your Certificate
1. Click Reports - E-learning - Credits Earned. 
Your “E-learning Credits Earned” page opens. 
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The listing below contains e-leaming lessons you have completed that are approved for credits through one or more providers. To the right of each
Iesson are links that display the name of the provider offering credits, and the number of credits/hours available. Each provider has their awn
procedures for acquiring credits, 5o be sure to check with your specific provider to ensure you are follawing their procedure.
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lPreceptar Course: Role of a Preceptor: Discussion Activity Mosby 1
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2. From the ‘Hours’ column, click the provider link to the right of the Preceptor Course checklist you want to open. 

3. If your CE profile is not completed, enter your CE Profile.

4. Click Update Your License Information button.

5. Complete the Activity Evaluation and click Submit. 
Your Certificate of Completion opens. 
6. Click the Printer icon on your browser to print. 
7. Click the Close button on your browser.  
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