lowa Care Book Instructor Guide
Creating and Updating Direct Care Professional Records in lowa’s Care Book Directory

1. Go to: www.hdmaster. com
2. Click on the “lowa Direct Care Professionals” button.

e click here to see where and when your next test is scheduled
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3. Click on the “The Care Book Instructor Guide”.
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4. Call Headmaster at 800-393-8664 Monday through Friday 9 am to 7 pm Central Time to create your Care Book
Instructor profile and provide you with your initial password or if you need assistance.

5. Login by entering your Instructor Username and Password and then click the - button.

lowa Not logged in y;

lowa Care Book - Direct Care Professional Directory

Weicome to lowa's Direct Care Professional Directory, also known as The Care Book. This site provides information about direct care professionals who have completed training and certificates in Prepare to Care: lowa's Direct Cafe and Support Curriculum. lowa's first-ever comprehensive
traiining package prepares people to work in a variety of direct care settings. Direct Care Professionals go by many different job titles and provide supportive services and care for people of all ages with heaith conditions, ilinesses afd disabilities. The lowa Department of Public Health and
Universtty of lowa College of Nursing have developed introductory and advanced classroom training courses (Core, Home and Community Living, Personal Support, Instrumental Activities of Dally Living, Personal Activities of Daily L iving, and Health Monitoring and Maintenance). For more
information about instructors, classes, and the advanced certificate exams available, visit http: /iowapreparetocare com/. To access the Core training course online, visit http://directcare training-source org/.
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6. Checkto see if your student’s record has already been created by clicking the _ button.

lowa Home  Students  View My Information s Van Allen (Instructor) | Logout

Welcome - Instructor - James Van Allen

Add Student Search Students Personal Information

Creale new Student records. Find Students within your State View and edit your personal and contact information.

© Add Student Q Search Students 2 Personal Information

* Prepare to Care

lowa’s Direct Care and Support Curticulum

lowa Department
of Public Health

Need Help? 1.800.393.8664
7. Enter the student name in the requested format and click -

8. _ are your previously created student rg

9. Click the “Edit” button to access any student re

lowa Home Studonts  View My informaton Logged in as.

Manage Students

Add Student
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My Students

First Last Passed Modules Address

Heil Ward coe
Home & Community Living
Personal Support
Instrumental Ackifies of Daiy Living

Vet Waldemar Core 7
Home & Community Living
Personal Support
Instrumental Actiities of Daily Living

Abbey Van Buren core Lane
Sioux Gity, 1A 51111

Fred Santana core e
Personal Support
Personal Actvies of Daily Living
Home & Community Livi
Instrumental Ackifies of Daiy Living

Theodore Sampson cor
Personsl Support
coe

G Miler core 1936 Big Band est =
Home & Community Living Clarinda, 1A 51632
Insirumentsl Actvifes of iy Liing

Kevin Kroos core 1 Man St
Home & Community Living Portland, OR 97222
Personal Support
Instrumental Actvites of Dl Liing

June Cleaver core 211 Pine Stect =

Des Moines, 1A 50317

10. To add a module to an existing student’s record Click on the “Add New Module” button.

11. You may edit your student records by clicking on the ’-" button.

me  Stdenis  Viewly Information Loggedin as James Van Allen {instructor) | Logout

ansge Stutents Edit Student - Abbey Van Buren P |

Edit Student

Current Modules
(com) Origin Completed
(o) - Passed Web 2062013
Identification

Certfication # | DC200007

Date of Birth: | 07/04/1587 | *

Maiden: | Corning

Gender O Male
@ Female

You may now go to Step 14 to see how to Add a Module to a student’s record or...



If your- by “first”, “last” or “first last” name or by “certificate number” did not produce a student record,

click on the “Add Student” button.

Manage Students

Manage Students

Add Student

Edit Student Search By (First OR Last OR First Last OR Ceriificate Number).

All Students

My Students
First Last Passed Modules

No Studenis Found

Need Help? 1.800.393.8664

Enter required (*) Student information. Click -

Manage Students © Creste

Add Student

Eit Student Fiekds marked vith a* are required
Identification
ss# [12aseresy

SS# (inreverse): | 1987654321

DateofBinh: | 01/01/15¢5 |*

Fist: [Harriet
Midde: | Bon
Last: | Clesve:

Gender O Male
® Femae
Login Password

Password: | messesessmsmene

Contact Info
Home Phone: | £15-123-7858
Work Phone:
Email: | Leaveiczbesveregwally.com
Permanent Address
Address: | 211 Pine Strees
Zp: [s0317

Cty: [ Des Motnes K2

Student Created

Login Info

Usemame: hcleaver

Password: WallyatheBeaver2:

Student Info

Name: Harriet Cleaver

Email: leaveit2beaver@gually com
Birthdate: 01/01/1365

Address

211 Pine Street
Des Moines, 1A 51317

Continue to Student Record »

Need Help? 1.800.393.8664




11 Click “Continue to Student Record”.

Logged in as

lowa  Home Students information

Student Created

& Print This Page:

Login Info

Usemame: hcleaver

Password: WallyStheBeaver?;

Student Info

Name: Harriel Cleaver
Email: leaveitZbeaver@guially.com
Birthdate: 01/01/1965

Address

211 Pine Street
Des Moines, A 50317

Confinue to Student Record »

Need Help? 1.800.393.3664

12 The Student Record will display. You can add a new module or update a record.

Henee ek Edit Student - Harriet Cleaver
© Add New Module

Add Student

Edit Shudent

o wma

Current Modules

None

Identification

Cerfification#- | DCPO0Q03

Dafe of Birth: | 01/01/1388 |*

First: | Harriec
Middle: | 2nn
Last | Cle

Gender () Male
® Female

13 A Core Module passed date must be entered prior to entry of any advanced module completion date.
(The module completion date cannot be a future date.)  Click Add.

Add Module

Wodule:

Status:

Location of Origin:

Gompletion Date:




14 Core Module completion displays.

lowa Home Students  View My information Logged in 25 James Van Allen (Insiructor) | Logout

g Edit Student - Harriet Cleaye
—
>
Current Modules
(com) Origin Completed e
(6 - Passed PRI o R v g o v |

Identification
Certificaion # | DCPOCO03

Daleof Bith: | 01/01/1368 |*

Fist | Harziec
Midde: | 3mn

| Last | Clesver
| Maiden: | Nelsen

Gender O Male
® Female

Change Password

15 Once the Core Module prerequisite has been added Advanced Module completion dates can be entered.

Add Medule

Module:

Status:

Location of Origin

Completion Date:

Helpful tips and reminders:

e Use the Navigation buttons: Home, Students, View My Information instead of using the “Back Arrow”.

e Use the “Tab” key to move from field to field. Zipcode entry then Tab will populate the City field.

® Be sure to save any entries or edits by clicking the appropiate action button: Search, Add, Create, Update,
Edit. Don’t “X Out” of a window unless you have saved your work using an action button and are finished.

*  You may add modules to any student record.

®  You may only edit records (demographics) for students you created or have added a module.

*  You may view and update your password and contact info by clicking on the “View My Information”

Change Password

New Password,

New Password Again:

| Contact

Email. | radiazionbeltgspace.com

Home Phone: | (712) 777-7777

I Work Phone:

e (Call us at 800-393-8664 Monday — Friday 0900-1900 Central Time if we can be of assistance.




