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This article gives you the steps to log in and out of your database in a secure, HIPAA-compliant
manner. | : : |
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Overview

Log In
To Your Organization

1. Go to htips:/ftevera.com/login.

2, Organization Domain: Enter your Organization {included in your registration email).
The organization domain will match your university or college's email domain (what
appears before the .edu in your academic email address)

3. Click Continue,
You will be directed to your university or college's database login page.

To Your User Account
Note: The User Login URL follows this pattern: organizationdomain.tevera.app/#/logon

Save this university/college database login page to your browser as a favorite. This login URL is
specific to your organization, so next time you log in, you can skip Steps 1-3 abovel

1. User name: Enter your user name (included in your registration email).

2. Password: Enter your password.
If you would like to change your password, you may do so after logging in.

3. Click Login.
You will be logged in to your account.

hitps://support.tevera.cor/he/en-us/articles/11500043244 7-Log-In-and-Out 1/2
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HIPAA Tip! NEVER, EVER, EVER, EVER, EVER, EVER, EVER auto-save your login user name
and password for an electronic health record, This is considered a HIPAA violation.

Log Out

Click the Exit [ icon in the upper right hand comer of the screen.

HIPAA Tip! Log out any time you leave your computer in order to protect private health information.

f___g‘gin Troubleshooting.

https://support.tevera.com/hc/en-us/articles/ 115000432447 -Log-In-and-Out 2/
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Update Your User Profile
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1. Click the User Profile icon in the upper right hand corner.

WTe\)‘em @ Tareer Develepmeat] Tralning  ~ Q ﬂ@' { -Dtelp £ 3

Home

Welcome, Student @ Timesheets
Welcome toyour newhome with'n Tevera! This streamtined workspace zeros i on the Track your hours and assoclated activities in Timesheat

jobs you do the most: completing asslgminents, gelling placed at atrainiig piacement site,
and trackiing Hme for supervision, Click the butlon below to take the video tour.

@ Asslenments ¢ Site Placements

The User Settings window will open.
2. Click the My Profile tab.

Here you can enter or edit any of your personal information. Click on the edit icon [

next to any field to a make change. x
3. Phone Numbers: Click the plus icon to add a phone number.

hitps:fisupport.tevera.com/hc/en-us/articies/115009178547-Update-Your-User-Profile 113
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Noltfications

Middie name: ¥

546+855-3555

Demographics

Se: [

tha sexusl orlentatlon; {5
Gender: [

Racer ¥

Address

Address line 3: 12
[=ir

Here you can add as many phone numbers as you would like, iabel them appropriately,

and select one as your primary_ humber.

Phone numbers

Description: Cell
Phone tamber: 333:233:5555

Type: [Mobild

‘ v’ Primary Phore Number

Sexusl wrfontation: i

Othar gender: &
Edfnicliy: 12

Addressiine 2: 1

535-555-5555

4. Demographics: Click on the edit icon [# next to any demographic information field you

would like to enter information for.

5. Address: Click on the edit icon [# next to any address field you would like to enter

information for.

6. Entering the Zip code first will allow you to select/auto-populate City, State, County, and

Country fields all at once.

7. Languages (optional). Add any languages you would like to have listed as part of your profile.

o Click the plus icon to the right.

hitps://support.tevera.com/hc/en-us/artictes/ 115000178647-Update-Your-User-Profile
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o _Tileﬁfle ‘- password '.Nofiﬁcz:itions

Demographics

Sex: i Sexual arlentatiom: &

Other sexual arientation: El‘ .

Gender: [# Other gender: [#

Race: [2? Ethnicity: [a‘
Address

Address tine 1; [/ Address Iine 2: [#

City: [ State; [#

Zip: & ' Couniy: [#

Country: @

Languages

- No Languages have been added yet.

Langua‘ge: - language i
Proficiency: (2 ' T
Mode: [

o Select the Language, Proficiency, and Mode using the drop-down menus.
For ASL, the language selection is English, and the mode is Expressed signed.

es! Engllsh Exceltent Expressed signad o

Mode:

8. Manage Tracks (Students only).

hitps://support.tevera.com/helen-us/articles/11500917854 7-Update-Your-User-Prafile

3/3



7/29/2019 How 1c Search for Jocuments - Tevera s

How to Search for Documents

Overview

You can access documents in multiple places within your Tevera depending on your role. Here is a
helpful guide showing you how. '

Students
Students can find their documents in 3 different ways:

1. Using the Global Search feature in the upper right corner of their Tevera. Simply click on the
search icon, then type in the document name.
2. Within your assignments environment,
Type in the name of the document or Q @& &
assignment in the search bar at the top

4 SearchRecords !
to narrow your search. iy .
[ !
7 narre by type )
I Invaild date Y " T —— -
. Student Site g .
. TCS-R Self p Bt
‘ Evatuation Piacement Test § L ;
“f . CCSR Self Evaluation i
{invalid date P
Student Site
CECS-R Self - §
Evaluation Placement Test B i ,
o N Started
© ECS-R Self Evaluation R
Invslld date - Started
Student Slte B
CCS-R Self
‘ Evaluation  lacemant Test _
. CCS-R Self Evaluation-2 ) 'ogress
More
pleted

https://support.levera.com/he/en-us/arlicles/3600 1519537 3-How-to-Search-for-Documents 1/8
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i@*}’ Tevera @ Career Development| Trelnlng

Assignments

- Show astive

-i!a'he‘l .‘-. o
| \}a"d;";ﬂ Testing Program
& Tossiclest

Other Documents ’

k2  Track Hours Log

Track Hours Log

4

kx  TrackiHours Log
ter  Track Hours Log
ucs

Track Hours Log

You can also filter you search by class

ﬁ@y " Te\;’er’a @ Career Davelopmanti Training

\ssignments.

Show active

FERF RS

Showalt

Current

102 Test Program

Class Name

Ceurse Name

Sam Test

Stte Placement Test
Program

il Template Class

3. Click on the Recent Documents icon in the lower left corner of your Tevera page to view a list
of recent documents.

https:#/support.tevera.com/hc/en-ussarticles/360015195373-How-to-Search-for-Documents 2/8
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ﬁ/ Te,,’era @ Carent Dewpea 4 Tralning
A

Home

Welcome, Student

Welcome Lo your new hame wilhla Teveral This shreamiined workspacs zeros in on the Jobs you do the most: completing essignments, getting placed al e
tralning plecerngnt she, end tracking thne for superyislon, Cilck the bution below Lo take the vdeo 1our.

_'ﬂé!cﬁlhuﬁﬁé& )

W& Assignments

Vlew assignments for your program, Classes/groups, or cohors, See the stalus of ¢ach and whe I's walting on If others necd 1o slgis of revlew en
assigrment.

{8 Interrship Agreement
) Testtorm i
+ 1B CC5-R5eifEvaluation Lo
18] Fina! Evafuiation for Prectlcum/inter.., ;
{E£CS-RSelt fvaluation i
" {8 Albiiatlon Agreement H
mitsr
{8 Track Howss Log
[ advisorNotes H
B} Wl Hoursiog i

Site Supervisors
Site supervisors can view supervisee’s documents in 4 different ways:

1. Selecting the Records button under the Records tile on your homepage.
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Home e Avniesd | - Shoshatkibony

4 PropanTafis . W Reconds
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2. Selecting the records icon @ on the menu bar to the left.
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Using the Global Search feature.
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4. Selecting the task button for a supervisee, and then turning on the Show Compiete button.
This will show you all documents tied to tasks that you completed for said supervisee.
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Faculty can find student documents in mulliple ways:

Global Search

1. Click on the global search icon,
2. Type the name of the decument you want to find.
3. Select the document. Click the More button to view more documents.
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Program Management | Supervision Envi'ronment

Specific Student’s Docurnents

1. Select the student search icon next to your Home icon.
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2. Select the student who’s documents you would like to view.
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3. Click on the Documents tab.
4. All of the student’s documents wil appear, Use the search filters at the top of the list to

narrow your search,
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All Supervisee Documents

1. Click the Documents tab next to you tiles tab.

2. Select the Staff/Student tab.
3. All of your supervisee's documents will appear. Use the search filters at the top to narrow

your search.
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Class Documents

1. Select the Assignments tab.
2. Select the class from the dropdown.
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Monthiy Hours Log @& © 0 o ¢
Camplete this form [ 5 .0 £ [+ Ji .
Ask your superviser to complets this Co
evaluation & . G e @ @
Student Self-Evaluation i) [ 2] & &
Complete Approved Hours Log e 8 B o &
Send to Supervisor to Complete ;
{supervisor should complete) @ : @ & b 9

&
R’l'
i NotSterted <. InProgress  T; WaltingOn {8 WaltingOnMe & Changes Requested £ Completed

3. Click on the status icon of the student/assignment you want to view.
4, Click on the Open/Review button.

[E] Student Self-Evaluation
Valldation Testlng Clags 1

The assignment Is a(n) online form: CCS-R Self
Evahiation (PAL-1007), It can be started at any time.
It Is requlred for all members.

Status:
Completed

Program Administrators
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Program Administrators can view student documents in their Program Management | Supervision
environment like faculty (listed above) or view all user documents in their Staff & Students
environment.

Program Management | Staff & Students environment:

1. Type in the user's name.

2. Click the plus icon to the left of their name to expand their profile,

3. Select the Documents tab.

4. Click the plus icon to the left of the document name to expand and view it.
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Tracking and Reviewing Hours
Students Track Time \ )

Another process we will set up in Tevera is how students will track their time, and how it will be reviewed and
approved,

Students will enter their time into our database according to the graduation standards students must meet
for your program(s;. We will worl with you 1o customize these,
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Supervisors and Instructors Review Time

During onboarding we will create the review process for how students will submit their time to their
supervisors and faculty, and how they will review it.

Students are able to submit reports for electronic signature by supervisors and instructors,
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nstructors and Faculty are also able to review the specific time entry information that students have
entered, )
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Managing Field Placement Tasks
Students Complete Tasks

We will set up classes with tasks for students, We are able to customize the tasks to match the assignments
you want students to complete as well as gef you program overview data.
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Faculty Review Tasks

Tasks can be sent to any users of Tevera, as well as people without Tevera account to complete electronically.
Instructors over the course are able to manage the student progress through the tasks in the Assignments
Grid,
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Field Placement Tasks

S e o e e Ry e en

.In Tevera you are able to create classes for students to complete all of their required tasks during
their time at their field placement site. We have found that many programs have similar tasks
required of students. Here is an example of a class created for field placement tasks.

Here is an example class of field placement tasks for students to compiete. The hours tracking and
reporting do not need any forms associated with them. They will all be created through reporting
built into Tevera. Other tasks will have forms associated with them and you are able to use any
standard forms that Tevera has.

hitps://'support.levera. com/hefen-us/arlicles/360019538333-Fisld-Placement-Tasks 113
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Users are able to use the supervisicn grid to see how students are progressing through the list of
task, as well as complete tasks on students and review and sign any items.
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tralaing placement site, and tracking Hme for supervisien, Click the button below o take the videa toun

2. Selecting the records icon & on the menu bar to the left,

A

Site supervisors can view supervisee's documents in 4 different ways:

Welcome to your new homa within Teveral This streamiined workspace zerus In on the Jobs you do the most: completing assignments. getiing placed &t a

Wievy assignments for your program, classes/groups, or cohorts, Sze the stetus of each and who It's walting on 1f others need 1o sign o review an

1. Selecting the Records button under the Records tile on your homepage.
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Selecting the task button for a supervisee, and then turning on the Show Complete button.
This will show you all documents tied to tasks that you completed for said supervisee.
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Faculty can find student documents in multiple ways:

Globhal Search

1. Click on the global search icon.

2. Type the name of the document you want to find.

3. Select the document. Click the More button to view more documents,
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Specific Student’s Documents

1. Select the student search icon next to your Home icon.

WTevera I@ ProgmmMnnagemf:alllSupcrvisrur!l

s Valldation Studentl {10801)
Valldation Student2 (10808)
Elfzabeth Quinn {BOGO0821247)
Validation PFMA2 (10815}

Janzt Winters {10873) '
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2. Select the student who's documents you‘ would like to view,
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3. Click on the Documents tab.
4, All of the student's documents will appear. Use the search filters at the top of the list to

narrow your search,
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All Supervisee Documents

1. Click the Documents {ab next to you tiles tab.

2. Select the Staff/Student tab. _
3. All of your supervisee's documents will appear. Use the search filters at the top to narrow

your search.
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Class Documents

1. Select the Assignments tab.
2. Select the class from the dropdown.
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5
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3. Click on the status icon of the student/assignment you want to view,
4, Click on the Open/Review button.

(B Student Self-Evaluaticn
Valldation Testlng Class 1

The assignment fs a(n) online form: CCS-R Saif
Evaluation (PAU-1007). It can be started at any time.
N Is required for all members,

@ Status:

Completed

Program Administrators
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