How to upload education files
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NOTES:

e Every person with access to the system can upload education files for themselves (in the profile)

e Only the Resource Manager (RM), the ASI when assignor is a RM and the AWOI can upload education files for other persons



STEPS 1-7

1. Click-on “My profile” to upload an education file for yourself > continue with step 6
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Welcome to the training system.
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link at the bottom of each application page and here.
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2. Go to «Person» if you want to upload an education file for another person = only possible for RM, ASI if assignor is RM and AWOI
3. Search for a specific person by entering the name (at least 3 characters required!) in the full text search
4. Click-on “Search”
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Full-text Extended search
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5. Click-on the person’s name to access the “Edit person” page

10|~ Per page Total: 2 Entries

W | Previous n Next = M

ROLES LIST FIRST NAME

NUMBER OF RUNNING EXPERIMENTS

+ 5 Doe jane.doe@institute.ch 0

+ Jane Ann Doe janedoe@institute.ch 0




6. Click-on “Education” on the left navigation menu
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7. Click-on “Add education course = a pop-up window opens
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STEPS 8 — 21

The following steps describe the upload and submission of files of an officially accepted education course. You can recognize an accepted course by a statement
on the certificate of participation (see screenshot).

That event has been recommended by the Federation of Swiss Cantonal
Veterinary Officers for recognition by all authorities responsible for animal
experimentation.

- Continue with step 22 if such a statement is not on your certificate of participation.

8. Choose “Select education course”

9. Click-on “Select education course” - a pop-up window opens

Add personal education course X

— Ll
8 © Select education course ) ) Create new personal education course

Select education course

~ Chapters

1 Course details
Title

2 Course approval details

3 Attendance documents

~ Course details




10. Type title, year or organizer to search for an existing course
11. Select the education course from the list
12. Click-on “Apply”

Select existing education course

Title/Year/Organizer *

G 1

LTK Modul EGA Ethics, Legislation, 2R and alternatives methods/ 2019/ Institut fir Labortierkunde, Universitat Zirich-lrcheal,
8057 Zarich f ETH Zirich I

LTK Modul EGA Ethics, Legislation, 2R and alternatives methods/ 2019/ Institut fir Labortierkunde, Universitat Zirich-lrcheal,
8057 Zirich f ETH Zirich

K. Modul 1 Introductory Course in Laboratory Animal Science - rodents/2019/Institut fur Labortierkunde, Universitat Zul
nel, 8057 Zarich / ETH Zdrich 11

LTK. Modul 1 Introeductory Course 1IN LaDoTaLoTy ATTTTE T e e s TSIy 20 19/ entdL 1ur Laportierkunde, Universitat Zorich-
Irchel, 8057 Zurich / ETH Zarich

L.

LTK Module 1 Intreductory Course in Laboratory Animal Science - rodents/2019/Institut fior Labortierkunde, Universitat
Zurich-lrchel. 8057 Zdrich / ETH Zirich

Select existing education course

Title/Year/Organizer *

LTK Modul 1 Intreductory Course in Laboratory Animal Science - rodents/2019/ Institut fir Labortierkunde, Universitat 2. X '_]




13. Check if the date under “Duration” is correct before you continue with the process

Add personal education course

Switzerland
~ Chapters
1 Course details
2 Course approval details
From date To date Action
3 Attendance documents osp4z2019 13 17.042019

14. Select the “Responsible canton”

15. Fill in the “Requested days” - cannot exceed the number of days written in “Accredited days” (on same page)

Course approval details

Responsible canton *

o 14

Requested days *

G) s

Approved days

Last attended day




16. Click-on “Add Documents” to upload your certificate of participation - a pop-up window opens
17. Add your certificate by “Click to upload or drop files here”
18. Click-on “Add and close”

Attendance documents

No Records

WD 10
‘ U

Add Documents x

&

@uplmd or drop fi@ 17

Filename Title

certificate_LTK1.pdf n certificate_LTK1.pdf

Description

18

Cancel (EEGEEGLE -0 )




19. Click-on “Submit to Canton” (or “Save and close” or “Save” if you want to submit it on a later time point)

W

>

20. Confirm the submission by clicking on “Submit to Canton”

Submit to Canton

Comment

Cancel ‘ Submit to Canton

21. Click-on “Yes” to finish the submission

A\ Submit to Canton

Do you want to submit the course to the Canton for approval?




STEPS 22 - 35

The following steps describe the upload and submission of files of an education course done abroad.

22. Select “Create new personal education course”
23. Fill out the mandatory fields

Add personal education course

() Select education cours¢” @) Create new personal education course 22

Title *

~ Chapters

1 Course details . .
I Laboratory Atymal Science

Course approval details

» Course details
3 Attendance documents
Organizer *

XY Institute

23

Event homepage

Address *

Street

Postal Code *

8000

Town *

London

Course type

I}) Education




24. Click-on “Add duration” = a pop-up window opens

Duration *

No Records

==

Accredited days

25. Fill in the “From date” and the “To date*
26. Click-on “Add and close”

Edit duration ) 4

02.03.2020
25
06.03.2020

Cancel




27. Fill in the “Accredited days” for all roles (fill in “0” if you don’t know it for other roles)

Accredited days 27

Days for Study Director, Animal Welfare Officer *

©

Days for Involved Person ™

O

Days for Head Animal Facility *

©

Days for Commission member *

O

4k

LI

4k

28. Select the “Responsible canton”
29. Fill in the “Requested days”

Course approval details

Responsible canton ™

G 28

Requested days *

GO 29

Approved days

Last attended day




30. Click-on “Add Documents” = a pop-up window opens

Attendance documents

No Records

e
R

31. Add all required documents by “Click to upload or drop files here”
32. Click-on “Add and close”

Add Documents b 4
Click to upload or drop files here. 31
Filename Title
LAS_certificate pdf u LAS_certificate_and_program.pdf
Description
Filename Title
TV_Fo_Anerkennung_Ausbildung.pdf u TV_Fo_Anerkennung_Ausbildung.pdf
Dascription
32
Cancal (JEEGLELGEL




33. Click-on “Submit to Canton” (or “Save and close” or “Save” if you want to submit it on a later time point)

< >

34. Confirm the submission by clicking on “Submit to Canton”

Submit to Canton x

Comment

34

Submit to Canton

35. Click-on “Yes” to finish the submission

A\ Submit to Canton

Do you want to submit the course to the Canton for approval?
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