Running Compliance Reports from Virtus

If you are the local administrator for your organization, from time to time you will wish to verify that all
your users: employees and volunteers, are listed correctly for their status in Virtus. There are two ways
to run the Compliance reports, a basic report and more indepth.

Running the basic compliance report below, will only show the overall name and status of the member,
and their notes. In reviewing this report please keep in mind that all members marked Inactive should
note be volunteers, educators or employees at your organization.

Inactive: A user that is missing, incomplete, or incriminating information and should not be volunteering
or employed at the organization. If they have missing information, they may be able to complete that
information and return to an Active status. If a member has incriminating information, the information
returned to us through the normal course of the Safe Environment checks indicate that they are too
high of a risk to be involved within our organization.

Active: A person that has completed the Safe Environment requirements and can volunteer or be
employed at the organization in any capacity. Please note: a member may be temporarily marked as

Active to allow for an Inactive user to complete some of their requirements within a specific time
period. If that is the case, please refer to the user’s notes which usually documents what is needed.

Basic Compliance Report:

1) Please log into the Virtus website, which is located at this link: www.virtusonline.org
2) Click on the Administration tab at the top and your screen will be listed similar to the screen
THE NATIONAL CATHOLIC RISK RETENTION GROUP, INC.

FVIRTUS Outine /

Training | Library | Facilitators | Parents | Educators | My Diocese | Services | Formacion | Administration

Update My Account | Logout

Anna Delaney

Diocese of Madison, WI

VIRTUS Online Administration

Quick Links Session Information
User Search

Roles « Approve users
Profiles * Schedule a session
Locations  Live training report Sessions completed in 2017|123
EIm * Calendar of Scheduled Training Sessions completed in 2016|243
Communication Center + Rankings

Upcoming PGC-A sessions | 0

R — « Training bulletin repart Sessions completed in 2015|202

TEEHERT + Compliance Audit—Chart C Sessions completed in 2014 | 165

5 . -~ « Compliance Audit—Chart D

[ e DD + Compliance Audit—Chart C/D Combo
Training Bulleting o Compliance Audit—Required Documents Sessions completed in 2012|148
Oniing Training Modules, * Master Report—Local level, Report to screen Sessions completed in 2011179
Live Training + Master Report—Downloadable Spreadsheet

Sessions completed in 2013|165

Sessions completed in 2010|207

Reports Sessions completed in 2009|192
Compliance Reports

Sessions completed in 2008|218

User Reparts

Training Reports. Sessions completed in 2007 | 233
Background Checks

Required Do Sessions completed in 2006|257
Location Rep Sessions completed in 2005|272

Qacsinne rnmnlatad in 2004 | 844

3) On the left side, under the Reports area, click on Compliance reports as seen in the image
above. Your screen will refresh and appear similar to the screen shot below. Click on the area
that says Master Report as indicated below:


http://www.virtusonline.org/

4)

5)

Update My Account | Logout

A PROGRAM AND SERVICEOF
‘THE NATIONAL CATHOLIC RISK RETENTION GROUP, INC.

T VIRTUSOnline

s | Formacion | Administration

Anna Delaney

Diocese of Madison, W1

Compliance Reports

» Master Repoy

Profies * Compliance Audit Chart C
Locations * Compliance Audit Chart D
Groups * Compliance Audit Chart C/D Combo
Communication Center » Compliance Audit
ssage Board Required Documents
System Setup * Calendar of Scheduled Training
« Children's Program Training Reports
Training Administration » Condensed Training and Background Chack Report
Training Bulletins * Rankings

Online Training Modules
Live Training

Reports
Compliance Reports

Training R
Background Checks
tequired Documents
Location Report

Audit Center

Within the Master Reports, first click on the drop down arrow and select the location you wish
to view the report (unless your location is already showing)

Update My Account | Logout
THE NATIONAL CATHOLIC RISK RETENTION GROUP, INC.

TVIRTUSOnline

Toolbox | Training | Library | Fac s ents s e s | Formacion | Administration

Anna Delaney

Administration
Diocese of Madison, WI

System Administration

New User Signups Master Report

gistered Users

User s " K
— Location:| -- Select a location ~ & o quired)

L Profile:| ALL PROFILES ~
ons

Groups Role:| ALL ROLES -

Communication Center N

Message Board Group:| ALL GROUPS M

TENETD Report Period: Start: =
Training Administration End: =
Training Bulleting

Limits results to users who were active in the selected date range: however, all training bulletins will display.
Oniine Training Modules

LBy Special Options:| [7] Show bulletin counts for users who are not required to complete continuing training
[T] Show the location of live training

[7] Show the totals row at bottom of the Excel version (May interfere with sorting)

Training Reparts Display Options:| = Display YES or NO for compliance items
Background Ch Display the date for compliance items
ments -
cation Report Filters:| [] Show inactive users
Audit Center
Active [] Completed PGCA Live Training [ Completad Background Checks
Downioad Resources The checkboxes limit the resulis to users that were active, completed training. or completed a badkground chedk during the report period

Previcusly, the report only checked “sctive”. If none are checked then the date filters will not be used. Report will be limited to users mesting aii chedied iteria.
Contact the Helpdesk

. User Fields to Display:| X Last Name, First Name

X Status

X Caution

] Email

] Middle Initial
[7] Salutation
[ Suffix

[C] Login ID
Next, look under the Filters area, seen below, and check mark the box to Show inactive Users.

n




Master Report

Location:| all Saints Catholic School (Berlin) ~  (required)

Profile:| aLL PROFILES ~

Role:| ALL ROLES -
Group:| ALL GROUPS -
Report Period: Start: =
End: E]

Limits results to users who were active in the selected date range; however, all training bulletins will display.

Special Options:| [T Show bulletin counts for users who are not required to complete continuing training
[C] Show the location of live training

["] Show the totals row at bottom of the Excel version (May interfere with sorting)

Display Options: Display YES or NO for compliance items

Display the date for compliance items
_./} Filters: Show inactive users

Active pleted PGCA Live Training ] Completed Background Checks

The checkboxes limit the resulls to users that were sctive, completed irsining, or completed = background check during the report period.
Previously, the report only chected "active”. If none sre checied then the date filters will not be used. Report will be limited to users mesting sil checied oiteris.

6) Scroll further down till you see the User Fields to Display at the bottom of the list, click the box
in front of the User Notes so you can see any last notes on the user:
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&« G @ @ @ https:/y irtusonline.org/csa/ComboReport.cfm B e @ % | Q Search X L N @ = f

¥ Most Visited @) Getting Started @ Diocese of Madison - ... § VIRTUS® Online () Fastrax Online 3§ Home Page

Audit Center

Active [ Completed PGCA Live Training o Completed Background Checks I

Download Resol The chedkboxes limit the results to users that were active, completed training. or completed a badkground chedk during the report period
Previously, the report anly checked "adtive”. If none are checked then the date filters will not be used. Report will be limited to users mesting &l chedked aiteria.
Contact the Helpdesk

User Fields to Display:| X Last Name, First Name
[C] Login ID

X Status

X Caution

[C] Email

7] Middle Initial i
[] Salutation

] Suffix

] Address

[ City

[C] State

1 2Ir

[C] Daytime Phone

[C] Evening Phone

[C] Primary Location

[T Profile

[C] Roles (Increases processing time)
[7] Group

] Pasition

[T] Continuing Training Status

[T] Approval Date

[T] Registration Date

i

[] Database ID (May assist VIRTUS Helpdesk)
\ User Notes

Compliance Fields to Display:| Live Training

[T] Protecting God's Children for Adults

[T] Protecting God's Children for Facilitators

Bulletins

7) Continue scrolling to the bottom of the screen, there will be two options, either to view the
report within your internet window (Run Report to Screen) or to view the information in
Microsoft Excel. (Run Report to Excel)




8)

[T Protecting God's Children® Online Maltreatment Awareness Session 3.2
[T Protecting God's Children® Online Awareness Session 3.0

[C] Virtus® Protecting God's Children® Re-certification Training for Facilitators
Background Checks

[C] Legacy Data: Background Check Cleared

[T Legacy Data: Background Check Processed - Not Cleared

[] Selection: Clergy

[7] Selection: Combined

[T Legacy Data: Credit Background Check Cleared

[C] Legacy Data: Driver's Background Check Cleared

[C] Selection: Employes

[] Selection: Volunteer

Required Documents

[T Diocese of Madison, Policy Regarding Sexual Abuse of Minors and Vulnerable Adults, Sexual Misconduct, and Sexual Harassment

[T Diocesis de Madison, Politica con Respecta al Abusa Sexual de Menores, Mala Conducta Sexual y Acoso Sexual

[ Run raport to sereen | [ Run report to Excel |

Most will want to click Run Report to Excel.

Your internet window wiltefther-show you to document to open, as seen in the image below:

r
Opening ComboReport.xs g

You have chosen to open:
ComboReport.xls
which is: Microsoft Excel 97-2003 Worksheet

from: https://www.virtusonline.org

I What should Firefox de with this file?

pen withi | Microsoft Excel (default) ']

) Save File

[F] Do this automatically for files like this from now on. I

OR you may see your internet browser show you the document at the bottom of the screen, as
seen in the image below:

T VIRTUS Online X

<« (=] ‘ @ Secure | https://www.virtusonline.org/csa/ComboReport.cfm f.‘r‘ :

i Apps @ Diocese of Madison @ ParishSOFT Login P PS_CN Support a WorldClient Imported From IE [ Fastrax Online % VIRTUS® Online »
] Keeping the Fromise Alive

] Protecting God's Children® Online Awareness Session 3.0 (Spanish)

| Protecting God's Children® Online Maltreatment Awareness Session 3.2
[l Protecting God's Children® Online Awareness Session 3.0

| Virtus® Protecting God’s Children® Re-certification Training for Facilitators
Background Checks

[

Legacy Data: Background Check Cleared

|| Legacy Data: Background Check Processed - Not Cleared

Selection: Clergy
|

Selection: Combined

|| Legacy Data: Credit Background Check Cleared
] Legacy Data: Driver's Background Check Cleared
o

Selection: Employee
[ Selection: Volunteer

Required Documents
Diocese of Madison, Policy Regarding Sexual Abuse of Minors and Vulnerable Adults, Sexual Misconduct, and
~ Sexual Harassment
] g\aceslls de Madison, Politica con Respecto al Abuso Sexual de Menores, Mala Conducta Sexual y Acoso
~ Sexua

Run report to screen || Run report to Excel

& ComboReportxls 6o .

In either circumstance, click to open the document and you will see a document similar to the
one seen below:



(you may get a warning that you are opening a file different from the extension, as seen in the
image below, just click Yes)

R . M

4. The file you are trying to open, 'ComboReport. s, is in a different format than specified by the file extension. Verify that the file is not corrupted and is from a trusted source before opening the file. Do you want to open the file
£ k now?

[IeS]EMi[ﬂelp

The Microsoft Excel file will appear similar to the one below:
L - ComboRepor [Protected View] - Microsoft Excel [ [ |

Home Insert Page Layout Formulas Data Review View Add-Ins 2 e = e 3
o Protected View  This file originated from an Internet location and might be unsafe. Click for more details. = ||
Al - { Jx | Last Name ~
=
-
[ A B c D E F G =
1 |Last Name First Name Status Caution Notes
2 Ahasay T Melinda Active - Suspended by: Cheryl Neddersen on 04/27/2011 at 8:37 AM (central) %
3 Awad =T lhab Active
4 |Bartol T Amy Active
Inactive according to database Inactivated by: Cheryl Neddersen on
5 |Bartol T Gerene Inactive 12/15/2008 at 2:14 PM (Central)
6 |Bella** T Sandy Active
7 |Belter **t Amy Active
8 Bending ** 1 Andrew Active
9 Bending ** 1 Brian Active
10 Bending ** Melissa Active
11 |Bending ** T Rachel Active
12 |Bending ** T Timothy Active
13 Bending *= 1 Tracy Active
14 |Besore ** t Charles Active I

9) Click the Enable Editing button to make any of the changes you want to this document.

10) When you go to save the document, make sure you change the “type” of the document to be a
Excel workbook (see Save as Type area marked below, click the drop down arrow on the right
and change it from Webpage to Excel Workbook)

— —
Save As u
% = (Bl Desktop » - | | Search Desktop pel |

— - é o
Organize v Mew folder == @
(%] Microsoft Excel *  MName Size Item type Date modified i
H - Libraries £
0 Favorites A Anna Delaney
Bl Desktop 1M Computer
‘5l Recent Places “! Metwork
& Downloads | For Any database Cleanup File folder 6/28/2016 9:00 AM
#  iCloud Photos . Zip Problems File folder 8/26/2016 11:33 AM
il . Connect Mow ParishSOFT Cleanup File folder 12/12/201611:33 ... il
File name: ComboReport -
Save as type: | Excel Workbook -
7
orst Anna Delaney Tags: Add atag Title: Add a title
Save Thumbnail
~ Hide Folders Tools - Save | ’ Cancel

Advanced Compliance Report:



1. Please loginto the Virtus online site, at the website listed here: www.virtusonline.org
2. Click on the Administration tab, then on the left side, under the Reports area, click on the
Compliance Reports

Update My Account | Logout

APROGRAM
THE NATIONAL CATHOLIC RISK RETENTION GROUP, INC.

TVIRTUS Outivie

Anna Delaney

Diocese of Madison, WI

VIRTUS Online Administration

gistered Users

Users Quick Links Session Information
User S

* Approve users Upcoming PGC-A sessions | 0

Profiles * Schedule a session
ions  Live training report Sessions completed in 2017 123
Groups + Calendar of Scheduled Training Sessions completed in 2016|243
Communication Center + Rankings
Message Board # Training bulletin report Sessions completed in 2015|202
+ Compliance Audit—Chart C Sessions completed in 2014 165
[Training Administration : Ezms::::: ::::::g::ﬁ EID Combo. Sessions completed in 2013|165
Training Bulleting o Compliance Audit—Required Documents Sessions completed in 2012|148
Oniing Training Modules. + Master Report—Local level. Report to screen Sessions complated in 2011|179
.

Live Training Master Report—Downloadable Spreadsheet

Sessions completed in 2010|207
Sessions completed in 2009|192
Sessions completed in 2008|218
Sessions completed in 2007 | 233
Sessions completed in 2006|257
Sessions completed in 2005|272

Qacsinne rnmnlatad in 2004 | 844

3. Click on the area that says Master Report as indicated below:

A PROGRAM AND SERVICEOF Update My Account | Logout
THE NATIONAL CATHOLIC RISK RETENTION GROUP, INC.

Anna Delaney

Diocese of Madison, WI

Compliance Reports

Preregistered Users
Users

User Search
Roles « Master Repot———

Profies » Compliance Audit Chart C
Locations * Compliance Audit Chart D
Groups » Compliance Audit Chart C/D Combo
Communication Center » Compliance Audit
Message Board Required Documents
System Setup « Calendar of Scheduled Training
* Children's Program Training Reports
Training Administration » Condensed Training and Background Check Report
Training Bulletins * Rankings

Onine Training Modules
Live Training

Training Reports.
Background Checks
Reguired Documents
Location Report

Audit Center

4. Within the Master Report again, click on the Location dropdown and select the location for your
report.

i



http://www.virtusonline.org/

5.

6.

Updste My Account | Logout

T;[KEGNATIONAL CATHOLIC RISK RETENTION GROUP, INC.

fVIRTUSOnline

Training | Library | Facilitators | Parents | Educators | My Diocese | Services | Formacion | Administration

_ . Anna Delaney
Administration

Diocese of Madison, WI
ystem Administration

New User Signups Master Report
Preregistered Users
Users
User Search
Roles Location: || All Saints Catholic School (Berlin) K\ra:u red
Profiles ila:
G, Profile:|| ALL PROFILES v
Groups Role:| ALL ROLES M
Communication Center
Group: || ALL GROUPS v
Report Period: Start: =

raining Administration End &

) ) nd: L.
Training Bulletins
Online Training Modules Limits results to users who were active in the selected date range; however, all training bulletins will display.
Live Training - —

Special Options:| || Show bulletin counts for users who are not required to complete continuing training

Reports
Compliance Reports
User Reports: | Show the totals row at bottom of the Excel version (May interfere with sorting}

Training Reports . .
Background Checks Display Options: Display YES or NO for compliance items

# Display the date for compliance items

[} Show the location of live training

Filters:| (1 Qhnw inartive neare

If you wish to verify all your users that are assigned to your location, under the Filters, again
select the checkbox to Show Inactive users.

A PROGRAM Updste My Account | Logout
THE NATIDNAL CATHOLIC RISK RETENTION GROUP, INC.

VIRTUS @/dme

Anna Delaney

Diocese of Madison, WI

New User Signups Master Report
Preregistered Users
Users
User Search
Roles Location: || All Saints Catholic School (Berlin) ¥ | (required)
Profies Profile: || ALL PROFILES ¥
Role: [ ALL ROLES ’
Group: || ALL GROUPS M
Report Period: Start: =
[ Training Administration ™
. ) End: L
Training Bullefins
Online Training Modules Limits results to users who were active in the selected date range; however, all training bulletins will display.
Live Training : PR
Special Options:| - gpoy bulletin counts for users who are not required to complete continuing training

Reports

] Show the location of live training
Compliance Reports
User Reporte ] Show the totals row at bottom of the Excel version (May interfere with sorting)

Training Reporis . .
Background Checks Display Options: Display YES or NO for compliance items

Required Documents @ Display the date for compliance items
Location Report
Filters:

*| [#] Show inactive users

# Active [ Completed PGCA Live Training | Completed Background Checks

T e e L R e T e v s
In the User Fields to Display, if you wish to see any additional information on the report, click
any of the additional fields. At a minimum, click the User Notes field.




. e e s e

S

The checkases limi the results to usars that ware scfive, complstad brsining, or completed 8 background chack during tha report period.
Contact the Helpdesk Praviously. the report only checkad "scfive”. If none are checked then the date filters will not be Lsad. Report will be fimited to users mesting all checked criteria.

User Fields to Display:| X Last Name, First Name
i

_J LoginID
X Status
X Caution

] Emalil

| Middle Initial
Salutation

[ Suffix

[ Address

[ City

[ State

[ zZIP

| Daytime Phone

[l Evening Phone

] Primary Location

[ Profile

[J Roles {Increases processing time)
] Group

("] Position

Continuing Training Status

Approval Date

Registration Date

| Database |D [May sssist VIRTUS Helpdesk)

ﬁ [#] User Notes

7. In order to look for all the different requirements your users have fulfilled, under the
Compliance Fields to Display: please click the following fields shown below:

| Database ID (May assist VIRTUS Helpdesk)

[#] User Notes

Compliance Fields to Display:| Live Training

¢ Protecting God's Children for Adults

[ Protecting God's Children for Facilitators
Bulletins

[ Protecting God's Children for Adults
Online Training

| Protecting God's Children® Cnline Awareness Session 2.0

| Protecting God's Children® Online Awareness Session (Spanish Version 2)

| Keeping the Promise Alive

| Protecting God's Children® Online Awareness Session 3.0 (Spanish)

Protecting God's Children® Online Maltreatment Awareness Session 3.2

® [

Protecting God's Children® Online Awareness Session 3.0

] Wirtus@ Protecting God's Children® Re-certification Training for Facilitators.
Background Checks

|

Legacy Data: Background Check Cleared

rl

Legacy Data: Background Check Processed - Not Cleared
] Selection: Clergy

O

Selection: Combined

®

Legacy Data: Credit Background Check Cleared

®

Legacy Data: Driver's Background Check Cleared

®

Selection: Employee

®

Selection: Volunteer
Required Documents
[#| Diocese of Madison, Policy Regarding Sexual Abuse of Minors and Vulnerable Adults, Sexual Misconduct, and Sexual Harassment

|| Diocesis de Madison, Politica cen Respecto al Abuso Sexual de Menores, Mala Conducta Sexual y Acose Sexual

‘ Run report to screen || Run report to Excel |

8. Click the button at the bottom to Run Report to Excel
9. Open the document from your internet browser to view it in Excel, as seen below:
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11
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layout  Formulas

Osta

Review  View  Addns

P o e e e e e e
[ AL - £ Lasthame
A B < o E G 4 "
Diocese of Madison, Policy Regarding
Sexual Abuse of Minors and Vulnerable:
Adults, Sexual Misconduct, and Sexual Legacy Data - Background Check Legacy Data - Credit Background Check  |Legacy Data - Driver
1 [Lastname First Name [status | caution[Notes Legacy Data - Background Check Cleared |Processed - Not Cleared |cleared Cleared
2 Ahssay ™t Melinds _|Active O 3/17/2006 NG NG NG
3 Awad=wt Ihaty [active = o [ N N
4 BariolT [y [Active MO ND () No No
Inactive according to database
inactivated by: Cheryl Neddersen on
5 Bariol Garens |Inactive 12/15/2008 ot 2:14 PM [Central) N0 8/16/2004 NO No no
& Bella**1 [sandy |Active Pm 5/1/2007 ’N_ﬂ '&3 |no
7 Belter= 1 [y Active O [vo no no [
& Bending**t [andrew [active PD 10/13/2012 P lﬁl NO
9 Bending** 1 Brian [Active O 3/15/2014 NO N No
10 Bending ** 1 Melissa __|Active | 3/a/2016 [no | nO
11 Bending ** T Rachel |Active |no 10/4/2012 |no. |no no
12 ending =+ + [Iimethy |active [no 3/8/2016 Ino [no No
13 Bending** 1 Trey  |Active NO. O NO No NG
14 Besore * 1 [charles |Active NO. 10/12/2011 NO N No
- Suspended by: Cheryl Neddersen on
15 Beulent cheis active 12/22/2009 ot 3:28 PW [central) o no no no no
16 Beulen =¥ Melisss _|Active O 3/3/2015 NO NG NG
17 Bauthin ** 1 Patricia |Active NO 9/19/2014 NO NO NO

At the top, click the area in yellow to “Enable Edi_ting” of the document, as indicated above.

—
Mome | lmem  Pagelwout  fomuiar  Dsts  Review  View  Agddns

= b . e g e S e  [ormat | T
2 Callb n - AN =(m ¥ [Swepte General jﬂj i [rorma Bad Good B
P promatpimer B 1 U B A EEE FE Bvegaceas § % 0 U Sndton romat T ccoonotory . Hyperlink o e
Cipbes Font Aigrment Humber syies
a1 - £ | LastName
4] A L] < o E F 6 H
IDiccese of Madison, Policy Regarding
|Sexual Abuse of Minors and Vulnerable
|Adults, Sexual Misconduct, and Sexual Legacy Data - Background Check lLegacy Data - Cre
1 ftast name First Name |status | caution|notes Legacy Data - Background Check Cleared |Processed - Not Cleared clearea
2 Abasay**t Melinda  |Active INO 9/17/2008 NG INO
3 Awad ™" Ihat Active NO NO NO NO
4 Bariol? [amy [active [no. o no [no!
Inactive according to database
Inactivated by: Cheryl Neddersen on
5 Bartol Gerene Inactive 12/15/2008 at 2:14 PM [Central) NO 8/16/2004 NO NO
6 Bella1 Sandy __|active [no. 5/1/2017 no [no
7 Belter= 1 [y Active o [ [ )
& Banding**t |Andrew |Active INO 10/11/2012 NC INO
9 Bending**t Brian Active NO 9/13/2004 NG NO
10 Bending**t Melissa |Active [NO 9/8/2016 NO [NO
11 Bending** T Rachel Active NO 10/4/2012 NO NO
12 Bending** 1 [Timothy  |Active INO 9/8/2016 N INO
13 Bending** [Tracy Active NO NO NO NO
14 Besore ** 1 |Charles |Active [NO 10/12/2011 NO ae]
- Suspended by: Cheryl Neddersen on
15 Beulen * chis active 12/22/2009 ot 3:28 PM [central) o No N o
16 Beulen * Melissa __|Active [no 3/3/2015 NG [no
17 Bauthin *~ + Patricia Active NO 9/19/2014 N NO
18 Breza** 1 Mike |Activa INO NO NG INO
13 PBrotz t laime Active NO a/15/2004 NGO NO

Next, we will re-name the columns to make sense for analysis of your users. In column F, click
where it ways “Diocese of Madison, Policy regarding Sexual Abuse of Minors and Vulnerable
Adults, Sexual Misconduct and Sexual Harassment” and having highlighted that cell type in
Diocesean Policies

@ Hame | Insest layout  Fomulas  Data  Review  Veew  Adddng

ko ™ A e e [ e . Normal | Neutral | | X tusesum - 4
2 < n - A == e>_ d“-p.- Genera jlé B [worma Bad socu. : _f,gJ Fi ;Tﬁ
P G romarme B M| E | A E W R EMegeacin | § - % 1|09 ottt roms [TRTII evbrotor-. Hyesiok st Dot it | . SR PSR
Cipbes Font Agnment Humber o stytes cens Eating
F2 - £ NO
& A L] < o E F G H I
L Legacy Data - Background Check Legacy Data - Credit Background Check  |Legacy Data- Drive
1 LastName First Name [status _|c Diocesean Policies Legacy Data - Background Chack Clearad |Procassed - Not Cleared [cleared Cloared
2 [phasay =t melinda _|active jno 9/17/2008 no lﬁl [
3 Awad"m Ihat |Active NO [N NO NO NO
4 Bartol? amy [active NO. [no N no o
database
inactivated by: Cheryl Neddersen on
5 partolt Gerene |Inactive 12/15/2008 3t 2:14 PM [Central) NO 8/16/2004 N N NO
& Bellatr1 Sandy _|active = s/1/207 No no o
8 Bending**t [andrew [active Pm 10/11/2012 P no Pu
9 Pending™* t Brian [Active NO. 9/15/2014 NO N NO
10 Bending ** 1 Melisss _[active | 9/3/2016 [no |na ()
11 Bending ** T Rachel |Active |no 10/4/2012 |no. |no |no
12 Bending** t [Limethy [active Pm 9/s/2016 ’E |~_u Pa
13 Bending ** T [Tracy |Active NO N NG nO NO
14 Besore ** ¥ [Charles [active [no 10/12/2011 F [no ’!a
Suspended by: Cheryl Neddersen on
15 Beulen T cheis lactive 12/22/2009 ot 3:28 PM [central] NO o No no no
16 Beulen ** T Melissa __|Active [ 3/3/2015 | no [no
17 Beuthin** + Patricia _|Active no 9/19/2ma }N_c No PQ
18 Breza *= 1 Mike [active No no O

Scroll over till you see the column

s Kand L. These are titled:

—Volunteer. Please replace those titles with the words Background check Employee and
Background check Volunteer

Selection —Employee and Selection
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= X o i - c AN = . = Wrap Te neral Normal ] Calc ion
3 Gy Caliby noc Ay = ¥ S wrap Text General tA ] | normal - =
P Gromarine B M E |2 A EEE R Ebeeacoia | § - % ¢ |03 Gttt v [T ¢
2 - £ nO ¢
T G H ' 3 K L I M o
Legacy Data - Background Check Legacy Data - Credit Background Check | Legacy Data - Driver's heck check Children® Online

1 Legacy Data - Background Check Cleared |Processed - Not Cleared Cleared Clearad [Employee Voluntear |Virtus Trained [Awareness Session 3.0

2 9/17/2008 No [ o [no [NO 8/20/2003] Mot Assigned

3 NO no NO NO NO [ £/13/2012) Not Assigned

4 NO NO o N no no 1/22/2006| Not Assigned

s 8/15/2004 |no [ no NO no af23/2008 Mot Assigned

6 5/1/2017 NG [ [NO o NO a/24/2017] Mot Assigned

7 NO nO Pm ) NO nO 5/1/2015 Mot Assigned

L] 10/11/2012 NO NO NO INO NO 9/25/2012] Not Assigned

£} 5/19/2018 NO [no no NO no 5/8/2014] Mot Assigned

10 5/8/2016 no |no ND no. ND 5/7/2018)] Not Assigned

n 10/3/2012 o N no No o 9/25/2013) ot Assigned

12 9/8/2016 NO NO NO INO NO 9/2/2016] Not Assigned

13 NO na NO ND NO nO 5/8/2014] Not Assigned

14 10/12/2011 NO NO ND INo NO 10/3/2011] Not Assigned

15 NO NO no (] NO o 4/23/2004 Not Assigned

15 3/3/2015 NO NO [ND no M 2/16/2015) Not Assigned

17 5/15/2014 NO. O No NO No 5/8/2014 Mot Assigned

A L o & b & PP T

H H " ” H H

Finally we will “move” the columns from one part of the document to another to easily view

who has completed what information. Highlight Column K by clicking where the column has the
letter K. It will highlight the whole column, next, with your mouse still over column K, right click

and select Cut. Scroll over and click on the column G header, to highlight that column, right click
and select Insert Cut Cells. That will have inserted the cells in right after the Diocesan Policies

column. (as seen below)
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Next, we wil

move” the column L also by scrolling over, highlighting column L by clicking where

the column has the letter L. It will highlight the whole column, next, with your mouse still over
column L, right click and select Cut. Scroll over and click on the column H header, to highlight
that column, right click and select Insert Cut Cells.
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15. Finally, we will move the last column, Column N, so that it is also next to the columns we just
moved. Click where is lists column N to highlight it, right click and select Cut. Scroll over to

column |, click where it indicates | and to highlight it, right click and select Insert Cut Cells.
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16. Finally, we will be highlighting different columns, to create ease in reading your report. Click
and drag your mouse to highlight Column F, G, H and I. Then click the highlight icon and select
the yellow color those columns yellow, as seen below:
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17. Next in order to better review the users at your organization, click on the View tab, seen
indicated below, select Freeze Panes, and then select Freeze Top Row, which will allow the
headers to remain in the document as you review the users.
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18. Finally, as you start to review each member, please be aware that anyone that signed up
through Virtus more current than June 2017, will have their compliance sections shown in the
yellow highlighted area. As seen in the record on the very bottom of the screen below:



Home  Insert

Page Layout

Formul

as

Data

Review | View | Add-Ins

Compliance Report - Microsoft Excel

[E=NEER=

2@ o@ =

— © y ] 1 1 split |
J J J = J FormulaBar LJ O % ﬂ - = ﬁj f!
Normal| Page Page Break | Custom Full | [ Gridiines Headings Zoom 100% Zoomto | New Armange Freeze Save Switch | Macros
Layout  Preview Views Screen Selection | Window Al Panes Workspace Windows ~ -
Workbook Views Show Zoom window Macros
A32 ~ f | Chier==t -
A [ c D E F G H | 1 -
chack chack g God's Legacy Data - B;
1 |LastName First Name |Status | Caution |Notes Diocesean Policies _[Employee Volunteer Children® Online Legacy Data - Background Check Cleared |Processed - No!
12 |Bending ** T Timothy |Active NO NO NO Not Assigned 9/8/2016 NO
13 |Bending ** T Tracy Active NO NO NO Not Assigned __|NO NO
14 |Besore ** T Charles _|Active NO NO NO Not Assigned 10/12/2011 NO
_ Suspended by: Cheryl Neddersen on
15 |Beulen t Chris Active 12/22/2009 at 3:28 PM (central) NO NO NO Not Assigned  [NO NO
16 |Beulen ** Melissa _|Active NO NO NO Not Assigned 3/3/2015 NO
17 |Beuthin ** 1 Patricia __|Active NO NO NO Not Assigned 9/19/2014 NO
18 |Breza ** Mike Active NO NO NO Not Assigned __|NO NO
19 |Brotz Jaime Active NO NO NO Mot Assigned 9/15/2004 NO
20 |BrownHunger**t |Lisa Active NO NO NO Not Assigned __|NO NO
21 |Budde ** Lawrence |Active NO NO NO Not Assigned 10/12/2011 NO
22 Burk T Rowan Active NO NO NO Not Assigned 9/14/2004 NO
23 |Butschlick ** T Renee Active NO NO NO Not Assigned 8/27/2004 NO
W24 buttchen == ronald |Active 1/15/2018 NO 1/24/2018 1/15/2018 NO NO Ad
__—— 4« > | comboReport(3) 7 ‘ ] >
Ready | Average: 39740 Count:12  Sum: 39740 |[EH|O] [ 100% (= 0 +

If the user has either of the background check’s present, then the background check was
completed. (either the background check for an employee/educator or a volunteer)

Please note, there should be a date filled in for all three aspects needed for training:

Diocesan Policie

S,

Background check (Employee or Volunteer) and
Protecting God’s Children training

If the individual has dates in one or two and not all, they may need to be looked up individually
in Virtus to decide if they have all they need to remain Active (unless they are already marked

Inactive)

You may also see something similar to below, where the training is incomplete and still needs to

be finished:
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65 Hietpas ** 1 Monica __|Active NO NO NO Not Assigned
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67 Holliday ** t Kim Active NO NO NO Not Assigned
68 [Hom ** T Patti Active NO NO NO Not Assigned
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19. For those members that do NOT have information listed in the yellow collumns, these are older
“Legacy” data which was pulled in from the older Safe Environment system. Please check the
columns that say “Legacy Data- Background Check Cleared” that typically needs to be check
marked with a date along with the final “Virtus Trained” column, which indicates that they
accomplished the Virtus training and a basic background check.

20. If any of these dates are missing, please look up the user individually in Virtus to verify their
status, or contact the Office of Safe Environment to verify how to get their training complete.

Please note, since this list includes some Inactive users, some you may skip over if they are no longer
current employees or volunteers.



