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THE NATIONAL CATHOLIC RISK RETENTION GROUT: INC,

#§VIRTUS Orslie

How do you record your attendance of a training session and
register for continued online training?

Reviewing the Basics of Abuse Prevention P%

Caonversation Guidelines for Parenis: Be Aware

1. Go to www.virtus.org or your diocese’s website and click the
VIRTUS Online link.

(Featurad September 20, 2004)

By Erika Tyner allen, Esq.

Independent Consultant and Parent

+ Registration

2. Click the yellow link labeled “Registration.” Sin

Whoever causes one of these littfe ones (children) who believe
in me to stumble, it would be better for him to have a great
riilstone hung around his neck and to be drowned in the depth
of the sea.

« Preview the Protecting
God's Children Program

+ This week's Content:
3 — Matthew 18:5-6

- Next Week...
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THE NATIONAL CATHOLIC RISK RETENTION GROURINC.

3. Choose the name of your organization from the pull-down menu i
by clicking the downward arrow and shading your organization by
holding down your mouse button.

Please select your Archdiocese/Diocese/Religious Organization from the list below:

> i

[-Selectyour arganization

4. Once your organization is selected, click “Select.”

Registration
~Help

Preview the Protecting
God's Children Program

This Week's Content:
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User D
@ If you already have a user id and password, enter them in the

boxes in the upper lefthand corner of the screen.

REGISTRATION

5. Choose the second option, labeled, “I have attended a Protecting . : . .
. . . . “Help I would like to attend a Protecting God's Children session
God’s Children session,” by clicking on the green arrow.

Preview the Protecting
God's Children Program I have attended a Protecting God's Children session

This Week's Content:

Next Week.

S Programs:
RTU

Model Policies:
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EVIRTUS Onliveer

6. Provide a user name and a password you can easily remember.
This is needed if you are selected for continued training.

Step 1: Fill out the registration form

VIRTUS Online Administration

7. Select the location where you work or volunteer, not necessarily
where you attend services (if different).

- Registration
~Help

Choose

us case lttes and avoid
2 ar ok, Your user 13 must be at e 4 charscters
aUseriD:

Choose

8. Select the department that you work for in your role as an
employee or volunteer (if any).

- Preview the Protecting
God's Children Program

-Please select- =

Department: | [- Plesse select- =]

Salutation: |[- Please select- =]

Frsthemer |-

Lasthame: |+
Classification: | [-Please select- =l
The VIRTUS Programs: T —

Grtype of minisiny
L
et -

9. Select your classification (clergy, employee, or volunteer, for
example).

Next Week...

10. Other required fields include name and phone number.

11. Enter your email address — it is required.

- If you do not have an email address, consider obtaining a free email account at www.yahoomail.com, or any other free
service or consider sharing an email account with someone else.

- If you have neither Internet access nor an email address, your VIRTUS Programs Coordinator will contact you. Other
options may be available.

- If you do not have an email address enter: noaddress@Uvirtus.org. This will notify your VIRTUS Coordinator that you
do not have an email address.

12. You will see a drop-down menu of training sessions. If the session
you attended is present, choose it from the list.

(@ Training Session Information:

Please select the live training session that you attended from the list below,

[~ THE SESSION | ATTENDED IS NOT LISTED > =l

If the session you attended is not present, select:
“THE SESSION | ATTENDED IS NOT LISTED.”

13. Finish filling out the form and click “Submit” at the bottom of
the screen.

14. IE the session you attended was not listed, you will see a new
screen that looks like the image to the right. Fill in as much
information as possible about the session you attended. Then,

Please enter the course, date and location for the live training session you attended in the boxes below:

[~Please select— =l

[-Please select- =l

click the “Submit Registration” button. You will receive a tit® |[erk - SO A Veer
confirmation message on screen indicating that your __ sumitvehngiiometion |

registration was successful.

Once your registration is confirmed, you will receive an email il
message confirming that your training session has been
registered successfully. -

ount by visiting htp://wew

- If selected, you will also receive notice of continued web-based
training accessed using the user name and password you
provided. ] | 2l

If you have any questions, please contact your syste

- Additional instructions will be provided by email informing you how
to access your online training. For most organizations, this training
is mandatory.

PLEASE NOTE:

Your VIRTUS Coordinator must approve your registration and confirm
your attendance of the training session. You will receive the email
confirmation after the approval process is complete. In some cases,
this may take several days, or even a few weeks. For further
assistance, please call the VIRTUS® Help Desk at 888-847-8870.
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