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Navigating Exxat Prism


Welcome to the guide to navigating your Exxat Prism Account.
Below are all the topics that are covered in this document:
Prism Terminology
Logging into Exxat via Email Invitation
Loggin into Exxat via Single Sign On (SSO) Email Invitation 
Navigating Dashboard
 
Prism Terminology
Lets get you familiar with the terminology on a day-to-day basis while working with Exxat Prism:
1. Administrative Personnel vs. Clinical Personnel
· Administrative Personnel: Individuals responsible for managing the business aspects of clinical sites or locations.
2. Clinical Personnel:
· Individuals directly involved in patient care or supervision thereof.
3. Announcements
· Messages displayed to students, Faculty, or Site personnel upon logging into the system, facilitating communication and updates.
4. Attestation
· A formal statement electronically agreed upon by students or clinical sites, indicating compliance or acknowledgment of specific requirements.
5. Cohort
· A cohesive group of students who entered the program simultaneously and will graduate together, is often used for tracking and management purposes.
6. Compliance
· The comprehensive set of requirements, including document uploads (e.g., TB tests, MMR vaccination records, resumes), necessary for students' participation in clinical activities.
7. Course & Course Offering
· Refers to the specific clinical course in which a student is enrolled, including its offerings for a given academic term.
8. Encounter Detail
· An individual entry documenting a patient interaction or case is vital for tracking clinical experience and learning outcomes.
9. Group
· A subgroup within a cohort, typically organized for administrative purposes or specialized tracking.
10. Learning Activity Group
· A collection of courses structured to manage and coordinate learning activities effectively, ensuring comprehensive education delivery.
11. Learning Activity Management
11. The centralized platform houses all student assignments and tasks during their clinical experiences, facilitating efficient monitoring and evaluation.
12. Location
· An individual site within a clinical facility or institution is often differentiated for logistical and organizational purposes.
13. Placement Group
· A designated set of courses structured to oversee student placements, manage available slots, and coordinate clinical experiences.
14. Rotation
· The defined timeframe, including start and end dates, during which students undertake their clinical experiences, ensures structured progression and scheduling.
15. Site
· An entity with which the educational institution has a contractual relationship, potentially comprising multiple individual locations for clinical training.
16. Statuses
· Categories such as Get Started, Pending Review, Approved, or Not Approved, indicate the progression or status of various items within the system, including compliance and assignments.
17. Tag
· A labeling system allows for the categorization and organization of sites, locations, personnel, and students, facilitating streamlined management and tracking.
18. Wishlist
· A feature enabling students to express preferences for clinical experience locations; however, it does not guarantee placement and serves primarily as a reference for planning purposes.
Logging into Exxat via Email Invitation
Before you can begin using Exxat, you’ll need to get added to the system! Read on to learn how to set up your account. 
1. You will receive an email from notifications@exxat.com in your inbox. 

a. Click on the hyperlink to go to Exxat.
b. If the link does not work, copy and paste the URL provided in a new tab/window.
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2. You’ll be redirected to Exxat. Enter your new password following the guidelines. Click Submit button once ready.
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3. You’ll then get a confirmation message letting you know your password setup was successful.
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4. Congratulations! You can now login to your account
5. Navigate to steps.exxat.com and use the email address you received the invitation for along with your new password
Please note, Internet Explorer is not a supported browser.
 
Logging into Exxat via Single Sign On (SSO) Email Invitation 
Single Sign On (SSO) allows users to use one set of login credentials to access multiple applications. If your program has set up SSO, you will use your school credentials to sign onto Exxat Prism!
 
1. Go to steps.exxat.com.
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2. In the username field, enter your school email address and click Next. You will be redirected to your school’s login page.
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3. Login to your school portal. Once done, you’ll be redirected to Exxat Prism.
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Navigating Dashboard
Once you have access to Exxat, you’ll want to get familiar with the system! 
1. You’ll first land on the dashboard, which may contain the following sections:
a. Program: details regarding your program, including student and course information 
b. Placement Management: clinical site and placement management
c. Curriculum Management: managing courses and mapping objectives and measures.
2. You can click on each of these menu options to view and manage information.
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3. At the top of the page, you’ll find the following you Navigation bar, You will see following comments on the top bar:

1. Hamburger Menu: Click on the hamburger menu to access all the different pages and sections to manage your day-to-day work 
2. Page Name: See the name of the section next to the hamburger menu of the section where you are at.
3. Main Dashboard Icon (symbol with nine dots): Allows you to go back to the go back to main menu where you can switch to a different school program (if you are managing multiple program disciplines)
4. Notes icon: Allows you to access the onboarding notes. A central place to store any notes or discussion to be shared with the Exxat Team or your internal team members
5. Question Mark icon or Help: Allows you to access all the help and resources that can be accessed for Exxat Prism
6. Chat button: Allows you to initiate a chat with any of our Support agents for quick turnaround
7. Megaphone Icon: Allows you to access any of the new releases and feature improvements made to Exxat Prism.
8. Your Name and School Name: See your name on the Account along with your Program Name and domain 
9. User Profile: Click on your name or dropdown icon Allows you to change the theme, accessibility mode, or change your password, click the dropdown arrow.[image: A close-up of a computer screen
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4. Learn how to change your Password [only applicable if you are not using an non-SSO account]
1. Click on the drop-down icon on the extreme right-hand side
2. Click on Change password
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3. A drawer will open up to change your password, add all the details and click Save
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5. Learn how to change your User profile theme and mode
1. Click on the drop-down icon on the extreme right-hand side
2. Choose the desired theme by selecting any color options
3. Choose the desired mode by selecting any mode 
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4. Your preferred theme and mode is setup

6. Learn how to Log out of your account 
1. Click on drop-down icon on the extreme right-hand side
2. At the bottom of the page, Click the "Logout" button
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7. Learn how to jump to any section using the Hamburger menu
1. 
1. Click on the top left side, You will see all the main section pages 
[image: A screenshot of a cell phone

Description automatically generated]
8. Learn how to be updated about all the latest updates made to Exxat Prism via the Megaphone icon
1. Click on the Megaphone icon
2. Access all the detailed release notes and link to the recording
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Amee Jotangiya - Here’s your invite to Exxat PRISM

notifications@exxat.com O & « ~ O W @
To: Amee J Mon 3/4/2024 12:28 PM

N

You don't often get email from notifications@exxat.com. Learn why this is important

Dear Amee,

Exxat University uses Exxat, an invitation only system, that helps you manage all your curricular activities with
ease. Please click here to activate your account for username: mockadminPH@example.com

If the above link does not work, copy and paste the URL in a new browser window.
https://steps.exxat.com/account/register?key=30f7eb5c-9c74-4492-88b9-c6a3761d5f0d

You may begin setting up your profile and uploading the documents required by your program.
For assistance with or questions about your account, please email v4support@exxat.com

Thank you,
The Exxat Team
Please note replies to this message are not monitored
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Password guidlines

1. Password must be minimum 8 characters.

2. Password must contain atleast 1 uppercase letter [A-Z].
3. Password must contain atleast 1 lowercase letter [a-z].
4. Password must contain atleast 1 base 10 digit [0-9].

5. Password must contain atleast 1 non-alphanumeric
character.
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Your Exxat PRISM account has been successfully activated!
Please click here to login to your PRISM dashboard
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Login to Exxat to access all-in-one Education
Management Platform for Health Sciences
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[ amee.j@exxat.com| 2 ‘

Trouble logging in? Contact
vasupport@exxat.com for help

Note: Internet Explorer browser is not supported.
Please use Chrome, Firefox or Safari browser fora
better experience.
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You'll be directed back to steps.exxat.com after logging in through

University Account
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Sign in
amee.j@exxat.com

Can't access your account?
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Remember to only sign-in from a known system.
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Please set strong password and find below password guidelines.
Password must be minimum 8 characters.
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Release Notes

What's New

Q search..

April Major Release (atEst)
Aprls, 2024 | Release 33

February Major Release
February 14,2024 | Release 32

January Minor Release
January 18,2024 | Release 32

December Major Release
December 19,2023 | Release 31

November Minor Release
November30,2023 | Release 31

November Major Release
November 15,2023 | Release 30

September Major Release
October20,2023 | Release 29

‘September Minor Release
September 4,2023 | Release 28.1

August Release
August13,2023 | Release 28

July Release
July3,2023 | Release27

June Minor Release
June 20,2023 | Release 26.1

April Major Release
April5,2024 | Release 33

S students

+ The dashboard under Students will be replaced with a fresh look. We introduced four new student reports to
give graphical views of student data.
+ Introduced Rich Text Editor in the following sections:

1. Announcements

2. location requirement upload notes.

3. Description" for the Resources section

4.Student profile attestations

S Faculty & staff

« Abilityto hde the iles on the faculty dashboard

+ Abiltyto hide the compliance tab under ‘Advisees' tle

+ Faculty can now easilyidentify student placements by using upcoming, ongoing, and completed tabs under
Student placementstile

+ Added a new column called ‘Faculty role’ within the Advisees grid

« Course faculty can now log communications and interventions for students enrolled in their courses

B sites

+ Comprehensive personnel report now available under reports section
+ “Update location information’ activity can now be set up to include specific location detals to be shown to
sites

Flo, placements

Slots and Wishlist

+ Abiltyto selectively include rotation advance schedules while requesting slotsfrom sites

+ Standard ‘My Request"form now available for actvation as a self-service

+ Emailssent from ‘Send nteresttolocation’section now include student profile that can be accessed by
cicking on the tudent’s name and the

+ The istory of ‘Send interest tolocation’ emails re now included inthe ‘Email istory’section under Slots
tab

Placements

B ® H Amee ltangya BoatSals °T)

Webinar Details

Release Webinar April

Did you miss the release walkthrough webinar on Tuesday, April 2, 20247 Not
toworry! Watch the webinar recording her

Watch Videos
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