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How do | view and edit my own location(s) accounts for the employees
and volunteers who have online registrations within VIRTUS Online?

Select the “Administration” tab from the tabs
at the top of the page:

a. New User Signups — indicates that the
online training has been completed, in
progress, or assigned or in person
training scheduled attendance.

Users — indicates the list of users within
the coordinators location(s)

User Search — Ability to search the
entire database within the Diocese to
search for an individual.

2. The employees and volunteers for your
affiliated location(s) will be listed in
alphabetical order by last name. You N
also search in the Search box for individual
users, then select “User Search”. Click on
the ‘Show inactive users’ to determine if an
account is in an inactive status.

Library | Resou cesAdmlnistratlon _

Administration

System Administration

IRTUS Online Admini

New User Signups ation for Local A
Users
User Search Quick Links

« Live training report

« Calendar of Scheduled Training

« Training bulletin report

« Compliance Audit—Chart C/D Combo

= Compliance Audit—Required Documents

« Activity Report by Location

« Activity Report by User

+ Renewal Report

« Master Report—Local level, Report to screen (previous

version)

+ New Master Report (2021)

Training Bulletins
Online Training Modules
Live Training

Reports.
Compliance Reports
User Reports
Training Reports
Background Checks
Required Documents
Location Report

User Search

Audit Center

Enter a piece of information about the user:

Download Resources

—
(user id, first, last, email)

System Administration

New User Signups
Preregistered Users

User Search

Users
User Search Enter a piece of information about the user:

(user id, first, last, emall)

1

Show inactive users: [_]

Training Administration

a. If the user is listed within your location(s),
you will have the ability to edit information
within the General Tab, such as User ID,
Name, Email, Location and Role, and then

select ‘Save’ or ‘Save and Review’.

If a CAUTION appears in the Special User
Options, please contact the Diocesan

Training Bulletins Go
Online Trainina Modules
Contact InfofBackground Check | Required Documents
User ID: pneal jackson
Passwort d: sesssscsssss
Salraton:
First Namo: g(
Middlo Namo:
Last Name: Tast
Email:
Primary Location: [Chancery Office (Jackson) - &
Roles: 2
PrimayRole  »  Role Lacation Start End
] Volunteer  Chancery Office (Jackson) 09IDE/2017 - [ ]
+ Add Role and Location
Showing 1o 1 of 1 entries [T show Inactive
® - End or delete role | Ending all roles daes not inactivate the account
Title or Function:

Safe Environment Office to determine the

issue. The issue may appear in the Notes
section.

The Primary Location should be selected
within the box. To update Location and
Role, click on Add Role and Location
and select Role, Location and Start Date
(if unknown, put the date you enter the
update) and Save. To inactivate a
Role/Location, click on the red stop sign to
inactivate or delete if it is an incorrect
selection. The green check signifies the

Account status: | Active v

Service Began: | 09/08/2021 |
Service Ended: [=

Last Login: 09/08/2021

Language: /EngHshiv
External ID:
Group: /m
Contact w/ Minors?: [~ Please select - v |

Contact w/ Vulnerable Adults?:

Supervisor or Manager?: | -- Please select -- v

‘Communication Options: Receive training bulletin reminders via email

-- Please select -- v

i@l User Options: [ This individual is a facilitator
7] This individual has access to the educator tab

(] This individual is a local administrator
The user's administrative rights are limited based on the options you choose below
SELECTRIGHTS... | SELECT LOCATIONS...

[J CAUTION

Notes:

primary role. To edit, Click on the

designated Role, Location or Date. \
The ability does exist to add additional

locations/roles to the user’s record. If you

fully inactivate your location from a user’'s

Save Save and Review | | Cancel
Wm‘allon: ['St. Thomas Parish (Underhill Center) v
ary Role Role Location Start End
\olun rish or Thomas Par nderhil '
© folunteer at a parish o St. Thomas Parish (Underhill 091082021 o Y

+ Add Role and Location

Showing 1 to 1 of 1 entries (O Show Inactive

record, you can no longer edit the record.

® = En or celete role
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How do | assist with recovering an individual’s username or password as
a Local Safe Environment Administrator?

1. The Local Safe Environment Administrator
may assist with recovering the
username/password only for accounts that
already exist.

First, search the database to find the online
account by reviewing the instructions listed
within this document under the section
entitled, “How do | search the entire
organization to view if a particular
individual has an online registration,

IAdministrntiorl I
n

make changes to their account and/or AAdministrator, Site
affiliate them with my location?”
User ID: [local_jackson |
2. Once the account is located, click on the Password: [sesessesscse
last name to pull up the profile Salutation;

First Name: |S|te ‘

Middle Name: | ‘

information.

Last Name: |AAdministr’alor ‘

a. If the Local Safe Environment
Administrator shares the same
“Primary” or “Additional” location as the
individual, then the administrator can
ask the system to send the individual
his/her user ID and password.

Email: |pneal@vir1us,0rg | Email account info

i First, check that the email listed
within the account is accurate

ii. Ifthe email is not accurate, then
the administrator should update
the email address and select
“Save and Review” at the bottom
of the page.

LOGIN FOR EXISTING ACCOUNTS

Username:

iii.  Once the email is updated and
correct, select “Email account
info,” and ask the individual to
retrieve the message from their
email account and proceed
accordingly. If not found, please
ask the individual to check their .
spam folder. e paaes e o btk e semame o emall ddress sssocted it s

Username or email address

Password:

Sign In

Meed login information?

PASSWORD RESET

|eo]
b. Need login information is always
accessible at https://www.virtus.org to
recover one’s username and/or
If you have forgotten the username and email address associated with your account, please complete
p asswo rd . the form below to attempt to retrieve your usemame

First name

USERNAME RECOVERY

Last name

Page 3 of 8


https://www.virtus.org/

How do | review an account to view background check dates, required
document dates, and review training?

1. In order to review an account’s main profile
page, the Safe Environment Administrator
must first search for the user and click on the
person’s hame to open up the profile. Once a
user is selected, an “active” user will have all
of the following tabs associated within the
account.

Generalj Contact It ‘oBackground CheckR quired Documents | Training j Summary
I

Background Screening
Date Type & Provider Name Submitted Run By Report Location Comments Complete Status

10/07/2021 Parish Package REGISTRATION Yes
Sterling2021

General | Contact Info |Background Check| Required Documents j Training f Summary

Background Screening

The Background Check dates will appear
within the Background Check Tab. A
background check prompt feature is

There are no background checks on record for this user.

available if a user is in need of a background [ Force Beckground Check Promt |
check.
Generaljj Contact InfojBackground Chec Im‘ Training jSummary

The Required Documents dates that are Required Documents
electronica”y aCknOWIedged will appear Document Date Acknowledged Recorded By  Comments
within the Req uired Documents Tab, and Policies on Ethics and Integrity in Ministry  08/17/2021 User via prompt
the ability exists to Prompt a document for a Code of Conduct 08/17/2021 User via prompt
user to |09 in and acknowledge. Policies on Ethics and Integrity in Ministry ~05/30/2019 Self Registration

Code of Conduct 05/30/2019 Self Registration

‘ Force Required Document Prompt |

The training information will appear within I |
the Training Tab, and the ability exists to
print the training certificate by clicking on the

certificate icon.

TRAINING RECORDS

Training Location Assigned  Started Completed

Child Sexual Abuse Awareness Module 1.0 Online 0817121 08/26/21 oa521 =
Teaching Boundaries and Safety Online Module 2.0 Online 08/09/21 08/25/21 08/25/21 D
Keeping the Promise Alive 3.0 Online 05/16/20 08/27/20 08/27/20 =
Protecting God's Children for Adults Online* 05/30119 D
Protecting God's Children® Cnline Awareness Session 3.0 Online 05/30/19 053018 osi3ore (5

Auted this user o an upeoming LIVE session
Aule this user (o a past LIVE session

Assign ONLINE I

To review a summary of the compliance

items, please click on the Summary Tab. General Information

Primary Location Rice Memorial High School(Burlington)

Rice Memorial High School (Burlington)
Locations and Roles  « \olunteer at a parish or church

If you see a CAUTION notification on a users

account, please contact the Diocesan Safe Profil User
Environment Coordinator for additional o

. . Most Recent Training
information.

Training Date

Protecting God's Children® Online Awareness Session 3.0 | 10/30/2021

Please note: For educator and non-educators Most Recent Completed Background Check
of the Catholic Schools, current VCIC dates Background Check Date
are being added to the background check tab Sterling2021 - Parish Package | 11/18/2021

by the Office of Catholic Schools.

Most Recent Required Document

Document Date

Policies on Ethics and Integrity in Ministry = 10/30/2021
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How to assign a Module?

The best method to assign online training is
to click on the Training tab of the user’s
record and then “Assign Online training to
this user” that will send out a notification to
the user to log in and complete the online
traning assigned.

General | Contact InfolBackground CheckRequired Documents | Training | Summary

Approval Date: 05/30i2019

TRAINING RECORDS

Training Location Assigned  Started Completed

Child Sexual Abuse Awareness Module 1.0 Online 08/17/21 08/25/21 08/25/21 D
Teaching Boundaries and Safety Online Module 2.0 Online 0810021 08/25/21 osrzs21 (5]
Keeping the Promise Alive 3.0 Online 05/16/20 08/27120 os/27120 (=
Protecting God's Children for Adults Onling* 05/30119 D
Protecting God's Children® Online Awareness Session 3.0 Online 05130119 0513019 os30re (5

Add s user 10 a1 upcorming LIVE session

A this user 1o a past LIVE session

To assign a module to multiple users, click
on the “Online Training Modules: on the left-
hand side of the screen.

Click on “Assign online training modules” to
assign the module.

Assign ONLINE lmining la this user

Training Administration

Training Bulletins

Online Training Modules
Live Training

Online Training

Select a user(s) by selecting “Look up users
by name” to view. Then click on “Continue”.

In Step 1, Type in the users first or last name
and select when it appears in the “Search
Users” box, then add. The user(s) will appear
in Step 2 within “Selected Users”, and you
always have the ability to de-select as
needed. Then “Submit” the user(s) selected
in Step 3.

Click on the Protecting God’s Children
Online Awareness Session 4.0 or the
needed module. It will default to a due date
of two weeks; however, you can change this
date. Click “Assign Training” to complete the
assignment.

Please note that once assigned to a person’s
approved record, they will have access to the
online training when they next log in to their
account.

*’ + Assign online training modules
This function allows you to assign online training modules to your users.

« Online training reports
This function allows you to run reports for online training modules.

« Online awareness training reports
This function allows you to run reports for the online awareness training modules.

Assign Online Training Modules:

O Location \Archbold - 8t. Peter Parish (Archbold) v
O Group Default

O Profile [Administrator |

O Role [Altar Server-Adult ~

N O Facilitators
® Look-up users by name
O select users from list

[] Include inactive users

Continue >>

1. Type the users first or last name below, then select a user from the list that appears

o |[2eq]

2. Verify the users you selected

1 user(s) selected

Selected Users

% Pat Test (pneal_toledo)

3. Click this button to submit the the user list

Submit

Safe Environments

Course Title Due Date

[ child Sexual Abuse Awareness hodula 1.0 |
(1 Chilg Sexual AbUse Awarencss Module 1.0 (Spanisn) |
() Keeping the Promise Alve 3.0 |
[0 Keeping the Promise Alive 3.0 (Spanish)

O Protecting Goe's Childrend Online Awareness Session 4.0

[ Protecting Goe's Children Online Awareness Session 4.0 (Espafol)

(] Teashing Boundaries and Safety Online Module 2.0 ]
[] Teashing Boundaries and Safety Online Medule 2.0 (Spanish)

Employment Practices

Course Title Dus Date
(0 Sexual Harassment - Mdula de Gapacitacion en Linea Sobre Acoso Sexual 1.0 {Espafiol)
() Sexual Harassment Online Training Medule 1.0

It a user alreacy has completed any of the modules above what should the system do?

O Assign the module again
® Do NOT assign the madule again.

| Assion Training
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How do | create Reports within VIRTUS Online?

1. There are various reports that can be Quick Links
created using VIRTUS Online. To begin,
select the “Administration” tab from the tabs
at the top of the page. Then choose a report

Live training report
Calendar of Scheduled Training
ini i naort

Compliance Audit—Chart C/D Combo

within Quick Links. The reports can be « Compliance Audit—Required Documents

viewed on the screen or exported to a CSV
file and saved in Excel format.

Activity Report by Location
Activity Report by User
Renewal Report
Master Report—Local level, Report to screen
(previous version)
* New Master Report (2022)

Run Report to Screen Export Report to CSV

Activity Report by Primary Location
2. The Activity Report allows an overall view
of the Primary Location’s Training, Filters
Background Checks run, and Required gt e ol
Documents acknowledged in the date
period selected. Select the needed filters to
build the needed report. The selections will ——
remain selected until revised. The report i =oalaioroningion

Deacon

can be run by Location or User. S b s el
* Priest

* Volunteer -

Primary Location:

3. The Renewal Report provides a snapshot

view of users that have received Renewal Report
notification of a needed compliance item to
complete. The system is set to send out an Filters
automatic email providing notification when — A Sate paren (Richford)
a user is due to complete annual online Location:
training. The renewal report identifies the
users receiving notifications until the user —
completes the requirement. - Donaapte forordinaton
Role:|* Educator at a diocesan affiliated school
* Employee at a parish or church
4. The Background Check Report by Date, - Employee of he dacese
Location, Status displays a list of users From: [010+12022 [ 7o:[01/0772022 [
and a report of their background checks, [ Run Report to Screen | | Export Report o CSV |
filterable by background check date, user
location, and background check status. « Background Check Report by Date, Location, Status
Displays a list of users and a report of their background checks,

You may filter the background check report

by any of the criteria below, but none are :
. User Location:
reqU|r8d- -- Select a user location -- v
. . Background Check Start Date:
If the date filters are used, the report will | g =
include all background check records
created between the start date and end ‘Ba"kg"’”"d Check End D‘“E“
date.
Background Check Status:
All checked statuses will be reported. If no —p U Incomplete
. . || Pending
status is checked, all statuses will be ] Complete
included in the report; Incomplete, Pending
and Complete. Within the report, you can

drill into the user’s record to review.
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5. The New Master Report — 2021 is essential for auditing
locations and combining all the most important details into one
easy to read report is the New Master Report.

Master Report

Filters

- All Locations -
All Saints Parish (Richford)

Location: Background Checks

This report allows coordinators to filter user

requirements revealing only the most recent | Yser Fields
dates of completion. This report offers you ¥ Last
the flexibility of combining or listing # First
requirements separately. Middle
Nickname
Salutation
« Login ID
« Email

Account Status
« Primary Location
Primary Location ID

v All Roles
Profile
Position/Title
Continuing Training Status

All Locations (select to find users in secondary

Roles in primary location only (select to limit rol

Required Documents

Initial Training

Live

Pralecling Gee's Chicres

In addition to filtering locations and/or roles, the new master report can filter users
who are currently active, active and pending, or reveal all users active and
inactive for a location. This is very helpful as an end of year report for locations.

Continuing Training

Combine al sslectsd Background check fypiss Into N ColuMN - You must selsct the ftems

Combine il sslscte dacument typss Into cne colLm - You must ssiect tha lisma Ceicw 1

Ths first training recort from the Fining fypes selectsd beicw will sppear In 8 singls colurn

Combin 2ll sslected training types Into one column - You must selest the Hema below to o

Bulletins

Protecting God's Children for Adults

O Show only users who are currently active

(O Show only users who are currently pending

@® Show only users who are currently active (including pending users)

O Show users who were active from: [07/01/2019 | to: [06/3012020 [

© Show all users”

Run Report to Screen l l Export Report to CSV ]

6. The C/D Report assists Archdiocesan coordinators with \
completing the Audit C/D report. It gathers and totals Role data
for specific line items on the annual audit, such as training and
background checks. It will report Role totals regarding the # of

complete and # of not compete items for the audit period

* Rankings

+ Training bulletin report
+ Compliance Audit—Chart C/D Combo

» Compliance Audit—Required Documents
+ Activity Report

selected. To access this report, select the Administration

tab, then the quick link for Compliance Audit- Chart C/D  |Compliance Audit - Chart C/D

Combo. Choose your report year, your location, and

training and background check renewal parameters from
the drop-down menus. Select the Run button.

There two different methods for running this report:

1. Include users who were active at ANY TIME during the audit period
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How do | create Reports for Children’s Training within the Educators

Tab?

1. To record children’s training, click on the
Educators Tab and then Record Training.

2. To record a training session:

Select the program name

Enter where the training occurred
Select the report year

Number of children trained
Number opted out

Number absent

Any needed comments

Select Continue

Semoo0oTe

3. Please confirm the record and click on
Record Training.

4. Click on Detailed Report to review
recorded training for all locations with the
ability to select a specific location. Only
locations that have recorded training will
appear in the dropdown.

5. The Summary Report will show a summary
of totals for all locations.

Training | Toolbox | Library | Facilitators | Educators | Services | Resources | Form

Educators

Overview
Resource
Opt-out

Record Children's Program Training

Lesson Plans

Record Training

[ Add a new training record ]

Detailed Report

Summary Report

Record Children's Program Training

Program name: [-- Please select --

~)

Comments:

Where the training occurred:
Report Year:

Number of children trained:
Number of children opted out:
Number of children absent:

Total number of children:

- Please select -
2022 (7112021 - 6/30/2022) ~

(optional - enter O for none)

(optional - enter O for none)

| Continue |

Program name: Circle of Grace
Where: All Saints Parish (Richford)

When:
Number of children trained:
Number of children opted out:

Audit year starting 7/1/2021
25
1

Number of children absent: 1
Total number of children: 27

Comments: Test

Record Training

Please confirm your record of Children's Program Training:

Children's Program Training Records

Audit Year: - ALL - ~| [Run Report |
Location: - All- -
Program Location diver g G
Gircle of Grace Al Saints Parish, Richford 2022 25
Ghild Lures and Teen Lures Pravention AnnunCiation of the Biessed Virgin Mary Parish, 0 a0

Programs Ludliow

S e -

f

b
a2

5

Absent Total Notes

B
B

Childrens Program Training Summary

Location

-- All Locations --

All Saints Parish (Richford)

Annunciation of the Blessed Virgin Mary Parish (Ludlow)
Ascension Parish (St. Luke, Fairfax) (Georgia)

Assumption of the Blessed Virgin Mary Parish (Middlebury)
Bishop John A. Marshall School (Morrisville)

Blessed Sacrament Parish (Stowe) -
To select multiple locations, hold CTRL and click

From:|07/01/2021 |/ 70:|08/30/2022 |

Run Report to Screen | \ Export Report to CSV
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