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1. Getting started

Follow the link to the NHS Wales e-learning Academy homepage: https://learning.wales.nhs.uk
If you already have an elLearning account, please login using your username and password and proceed to
the courses section.

If you require a new account to be set up, please email the Team at elearning@wales.nhs.uk, with the
completed ‘New Account Request form’ or for setting up several accounts use the ‘Bulk Upload form’. See
below:

newaccountrequest Blank bulk up load
form.docx form.csv

Log into your account. Once you are at the home page, click into ‘NHS’.

+ Learning@Wales

# Home = My Coulgs ENHS i Logll Authorities = Welsh Government i= Leaming Disabilities = Hide blocks #¢ Standard view

ANNOUNCEMENTS n

@ Carer Awareness @ Domestic Violence

% Calendar

Author: Information Governance Team, DHCW Page 3 of 9 Version: 3


https://learning.wales.nhs.uk/
mailto:elearning@wales.nhs.uk

\ GIQG | lechyd a Gofal

Information Governance eLearning: Step-by-step user guide for GMPs 0~7Q CYmRy | Digidol Gymru

/ H Digital Health
w

ALES | and Care Wales

Once you have clicked onto ‘NHS’, you then select the organisation you are employed by.

/IQ\ GIG | Parareiacth -

BN iy | Cawasanaethau L W |

o7 ik o Learning@Wales

# Home = My Courses = NHS iE Local Authorities F*Velsh Government i= Leamning Disabilities
GP

ANNOUNCEMENTS RN 'eceiving non NHS e-mails. Please use the live chat service until this has been resolved

Dental
Universities

Residential/Nursing Homes
First Responders
Pharmacists

Housing Associations

Voluntary/Charity

If you have any problems call the Helpdesk on 01443 848636 or contact elearning@wales.nhs.uk.

2. Finding the course

Once you have clicked into GP, select either Admin or Clinic staff.

Welcome to the Leaming@Wales e-learning platform. This is a dedicated portal for General Bactice professionals working in Wales to agkess e-learning modules on a variety of topics relating to their
professionfl role and development

If you have an queries please contact the all Walgh elearning helpdesk on — elearning@wales fihs.uk or 01443 848636

You will be prompted to enter an Enrolment Key wheryaccessing these courses — this is your GP Practice Code and !, eg W92025!

@ Chat With Us
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Next you are able to select the course, such as Information Governance - Level 1.

Topic 1

o Fire Safety O
Topic 2

9 Health & Safety — Level 1 0
Topic 3

@ Infection Prevention and Control — Level 1 (m]
Topic 4

@) inrection Prevention and Control — Leyél 2 O

@) Manual Handling Module A (Level 1) (m]

3. Enrolment Key

The first time you access the course an ‘Enrolment Key’ will be required.

Each Practice will each have their own unique ‘Enrolment Key’ which is to be used only by the staff of that
Practice. This is the “W-code’ for the Practice main site, followed by an exclamation mark.

For example: W12345!

Please Note:
The Enrolment Key is case sensitive - the ‘W-code’ is entered with a capital W

Ensure the key is typed in correctly - DO NOT ‘copy/cut and paste’
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4. Accessing the course

Course content

The course is organised into interactive slides

Q N HS Types of Governance
0 GlG

-—

The means by which Organisations achieve their
Corporate business objectives and meet the agreed standards of
Governance

accountability.

- _

End of Course

< PREV NEXT > ’

The course currently ends by displaying Health Board policies, unless you are a managed practice these

are unlikely apply to you, therefore close the window and return to the menu to complete the
Assessment

5. The Assessment

Select the Assessment link within the course menu

:!: inf

ormation Governandcs

This Infarmation Governance JIG) training course must be completed by all employees and has been written in accordance with all
necessary standards and lggislation.

“ NHS Wales Informanon Governance Assessment

Not avalable unless: You achiewe a required score In NHS Wales information Governance Assessment
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Within the Assessment, you will be required to answer all eight questions.

Guidance on how to answer the questions is provided, for example, ‘Select one only’, ‘Choose from the
list below’ etc.

You can work through the questions by using the navigation buttons at the side of the page.

Submitting your answers

Once you have attempted the Assessment, you will be directed to the Summary page

# > NHSWales > Health and Safety (Statutory & Mandatory) > Core Skills Training Framework (CSTF) > IG1 > General > NHS Wales Information Governance Assessment > Summary of attempt

NHS Wales Information Governance Assessment = Quiz navigation
Summary of attempt WE
Question Status Finish atcempt ...

Answer saved

2 Answer saved

3 Answer saved

4 Answer saved

5 Answer saved

6 Answer saved

Answer saved

g Answer saved

Return to attempt

Here you will be alerted to any questions that have not been. Once you have completed the Assessment
by answering all the questions, you should re-check your answers before submitting. You will also be
reminded that you will not be able to change your answers once you submit. When you think you have
answered all questions to the best of your knowledge select, ‘Submit all and finish’.

Confirmation x

4\ Once you submit, you will no longer be able
10 change your answers for this attempt.

This pop up box will appear to confirm you are happy to proceed, if you are, select ‘Submit all and finish’. This will
finalise your attempt.

Note: If you have not met the minimum assessment score within three attempts, the account for the course
being undertaken will be locked. Should this happen, please notify your organisational contact.
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6. Getting your Certificate

Once you have completed and passed your assessment, select the ‘Finish Review’ option as highlighted
below. This option also appears at the bottom of the questions.

Started on  Tuesday, 15 August 2017, 1:29 PM
State Fnished

= Quiz navigation

Completed on  Tuesday, 15 August 2017, 1:30 PM
_ A T o R T e e
Time taken 1 min 7 secs P i Davaad Dy Favayl Fay
Marks £.00/8.00
=
Grade 1.00 outof 1.00 (100%) )

Feedback Congratulations you have passed

Etime

The following screen will appear confirming your pass mark.
Click on the certificate icon on the right hand side

Ve
Review Feedback w General
& Information Governance
&) NHS5 Wales Information
Governance Assessment

;i] MHSWales Information Governance
Certificate

Review Congratulations you have passed

Please note: You can also re-visit your certificate by returning to this link

Select the ‘Get your Certificate’

Summary of previouslyyeceived certificates

Issued

Tuesday, 15 August 2017, 1:30
PM

Click the button below to openyg jcate in a new browser window.

Get your certificate

The system will generate a certificate in a PDF. format in which you can then either ‘Print’ or ‘Save’ to a file.
Please note: If the Save/Print option is not available when the certificate is generated, you can use the keyboard
shortcut keys Shift+Ctrl+S to Save or Ctrl+P to Print
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7. Learning Support / IT Support

If you have any login issues, call the helpdesk on 01443 848636. Lines are open between 8:45 and 16:45.
Alternatively you can email the eLearning helpdesk at elearning@wales.nhs.uk.

If you experience any problems viewing images, distorted pages or requiring any software updates please contact
your local IT support.

Software Requirements

Your machine or device will require 3 specific applications to complete all e-learning modules. Please
ensure you have the following packages;

- Internet Explorer 8 or later
- Flash Player [Version 10]
- Silverlight [Minimum Version 4]

Most modern day computers will have these already installed. Please contact your local IT department if
you experience any issues with the course.

Accessibility
To make web pages easier to see, you can change the font type and size, and the foreground and

background colours that are used to display web pages. You can also specify the colour used for links in
web pages, and override colours used on web pages.
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