Intranet Tutorial    Value: 1 Hour       Name _____________________

1. Staff Minutes can be found under the Meeting Minutes ICON on the Intranet.

What is the date of the last minutes posted for your program?

2. Incident Reports has it own ICON on the Intranet, which includes all of CDS Incident Report policies, procedures and forms. Is the Unusual Event form listed first or last under the Incident Reporting Forms header?

3. Is the Directory of Sites and Personnel listed under the Organization ICON or the Policies ICON?                                         

4. Whose name appears first in your programs section of the Directory of Sites and Personnel?

5. Click on the Policies ICON and scroll down until you find the Business Section and locate the Risk Management Plan. What is the Policy Number of the Risk Management Plan?

6. Under the Policies ICON find View All Policies by Sections, Click on the Safety Section. What is the name of P-1166?

7. Click the Handbooks ICON and you will see the Employee Handbook listed, click on it. On what page will you find the CDS Prohibition Against Harassment Policy?

8. Go to the Forms ICON and put your cursor on the small arrow and you will see a listing of programs and departments. Click on the one for your program. What is the name of the second form listed under your program?

9. Click on the Policies ICON and Click on View All Policies by Sections. Under the Business Sections click on Emergency Plans. What are the first and last names listed on the Emergency Disaster Call Down List?

10. Click on the Training ICON. What is the second training topic listed?
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