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Administrator Course Overview 

 Periop 101: Core Curriculum for the OB RN Circulator course supports the Perioperative OB 
Nursing role. 

 The Periop 101 OB Course is a packaged product. Assign it as a package. You cannot create 
new modules to assign individually or include in modules other than the pre-built Periop module. 

 The three courses included in the module are the Administrator Course, the Student (Learner) 
Course, and the Preceptor Course. Administrators can access all three, as well as the final exam. 

 The course is divided into four roles: Administrator, Student (Learner), Preceptor, and Proctor. 

 The Administrator assigns Proctors to “unlock” each student’s exam. 

 Administrators must take the Administrator Course before a student can take the Student Course. 
The course provides guidance to those who administer the Student Course. 

 At least one Administrator from each facility offering the Student Course must complete the 
Administrator Course. 

 Manual assignments are made of the Administrator, Preceptor, Proctor, and Student Courses 
using the existing LMS processes. 

 Users enrolled as students (learners) cannot also be an Administrator. 

 You can view assignment and completion activity at any time. 

 You receive 3.0 contact hours for completing the Administrator Course. You cannot receive 
contact hours for completion of the Student Course. 

 You must complete the lesson and the associated test with an 80% or higher score. 

 You have two years to complete the Administrator Course. Once completed, you have unlimited 
access to the course for the life of the Facility Agreement. 

 Upon successful completion of the course, you can access your Certificate of Completion. In 
order to do so, you must add/update your CE Profile and complete a course evaluation. 

Administrator Count 

 Each organization can assign two Administrators at no cost. 

 Each organization can assign additional Administrators for a fee. 

 There can be no transfer of Administrator permissions across users. Each Administrator 
assignment consumes an Administrator course seat. If an Administrator leaves, the organization 
can purchase an additional Administrator seat in order to give someone else Administrator 
permissions for the Student and Preceptor courses. 

 Your organization is entitled to two new Administrator seats upon renewal. For example, upon 
first renewal, the organization is entitled to have four Administrators – the original two plus two 
new ones. The same applies for subsequent renewals. 

Preceptor Count 

 The Periop 101 standard license includes four (4) Preceptor seats. The organization can 
purchase additional seats. Use the standard LMS seat licensing process to manage access. See 
the Help document from the Administrator Help menu named “Seat Counting Report” for 
information about the LMS seat licensing process. 
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 If an Administrator takes the Preceptor Course, that activity counts as use of a preceptor seat. 

Module Assignment for the Periop OB 101 Course 

 A user must be both an LMS Administrator with module assignment rights, and a Periop 101 
Administrator to be able to assign the Periop 101 OB course. 

 Only designated Periop Administrators have access to assign the Student or Preceptor courses, 
based on the number of seats purchased. 

 System Administrators only have access to assign the Administrator Course. System 
Administrators can designate Administrators with the option to assign the Preceptor and Student 
courses in both the “Local” and “Global” module lists. 

 The custom assignment that permits modification of the due date displays upon course selection. 
You can set the due date for the Student Course no later than six (6) months from the Date of 
Assignment. You can set the due date for the Preceptor Course no later than 90 days from the 
Date of Assignment. 

Exam Proctors 

Assign a Proctor to a Learner 

Steps Display 

1. From your PERSONAL PAGE, click the 

Admin tab. 

 

2. Click the Learners tab, and select 

LOOKUP LEARNERS. 

 

 The LOOKUP LEARNER screen displays.  

3. Search for the learner to whom you 

want to assign the Proctor. 
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Assign a Proctor to a Learner 

Steps Display 

 

4. Click the [Edit] button to the right of Learner. 

 The EDIT LEARNER screen displays. 

5. Click the Select learner as Exam 

Proctor. If checked this learner will 

be able to unlock exams checkbox 

in the bottom portion of the screen. 

6. Click [Save Changes]. 

 

 

Unlock an Exam 

Steps Display 

1. From your PERSONAL PAGE, click the 
[View] button next to Exam Proctor 
Utilities. 

 

 The PROCTORED EXAM MANAGEMENT screen displays. Only students scheduled to complete exams that day 

display. 
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Unlock an Exam 

Steps Display 

Note: An “open lock” displays next to 

those students whose exam has 

already been unlocked. 

2. Select the checkbox next to the 
student(s) whose exam you want to 
unlock. 

3. Click [Unlock Selected Exams] 

when you have made all of the 
selections. 

4. Click [OK]. 

 

 

Access/Print the Certificate of Completion 

Access the certificate from the LESSON INFORMATION screen, or from the Credits Earned Report (from 

your PERSONAL PAGE). 

Access the Certificate from the Lesson Information Screen 

Steps Display 

 Upon completion of the course, the LESSON INFORMATION page displays the completion status at the top, and an 

[Access My Certificate] button displays at the bottom. 

5. Click the [Access My Certificate] 

button. 

 

 The CE PROFILE INFORMATION screen displays. 
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Access the Certificate from the Lesson Information Screen 

Steps Display 

6. Answer each of the questions by 
selecting the appropriate radio button. 

7. Enter open-ended answers in the text 
boxes provided. 

8. Click [Submit]. 

 

 The Course Evaluation displays. 

9. Answer each of the questions by 
selecting the appropriate radio button. 

10. Enter open-ended answers in the text 
boxes provided. 

11. Click [Submit]. 

 

 The Certificate of Completion displays. 
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Access the Certificate from the Lesson Information Screen 

Steps Display 
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Access the Certificate from the Credits Earned Report 

Steps Display 

1. From your personal page, click the 

[View] button next to Credits 

Earned. 

 

 The CREDITS EARNED REPORT – SHOW ALL screen displays. 

 

2. Click the AORN link in the Provider column for the Administrator Course. 

 The CE PROFILE INFORMATION screen displays. 
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Access the Certificate from the Credits Earned Report 

Steps Display 

3. Answer each of the questions by 

selecting the appropriate radio button. 

4. Enter open-ended answers in the text 

boxes provided. 

5. Click [Submit]. 

 

 The Course Evaluation displays. 

6. Answer each of the questions by 

selecting the appropriate radio button. 

7. Enter open-ended answers in the text 

boxes provided. 

8. Click [Submit]. 

 

 The Certificate of Completion displays. 
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Access the Certificate from the Credits Earned Report 

Steps Display 

 

 


