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We recommend that the TCC and mentor be 

able to share their screen while going 

through each section of eCards, to reinforce 

the actions being described.
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Invite eCard Location



Invite an eCard Location: from All Users ribbon



Invite an eCard Location: review your eCard Locations list



Invite an eCard Location: Location Info



Invite an eCard Location: Create Admin



Invite an eCard Location: Confirmation



Disassociate/Remove an eCard Location: eCard Location List



Disassociate/Remove an eCard Location: identify eCard Location



Disassociate/Remove eCard Location



Disassociate/Remove an eCard Location: Confirmation



Find eCards: in Dashboard dropdown



Find eCards: 

left-hand navigation pane & middle navigation pane



eCards: Manage eCards ribbon



eCards subheadings

•eCard Inventory
•Assign to Students
•Assign to Instructor Candidates/Renewals
•View eCards Assigned to Students
•Assign to Instructors
•Reclaim eCards
•Assign to eCard Location
•eCard Status
•Search eCards
•Student Edit eCard Requests
•Reports

Left-hand pane;
Manage eCards 
ribbon Middle pane

https://ecards.heart.org/Inventory
https://ecards.heart.org/Student/StudentAssignment
https://ecards.heart.org/TrainingCenter/AssignInstructorCandidate
https://ecards.heart.org/EmailedEcards
https://ecards.heart.org/InstructorAssignment
https://ecards.heart.org/TrainingCenter/Reclaim
https://ecards.heart.org/ECardLocationAssignment
https://ecards.heart.org/TrainingCenter/EcardStatus
https://ecards.heart.org/SearchECards
https://ecards.heart.org/ChangeApprovals
https://ecards.heart.org/Reports


eCard Inventory: My Training Center Inventory



eCard Inventory: My Training Center Inventory



eCard Inventory: assigning eCards from Inventory list



eCard Inventory: assigning eCards from Inventory list



eCard Inventory: My Instructor Inventory



eCard Inventory: My Instructor Inventory 



eCard Inventory: Inventory Assigned to Instructors

Individual Instructor



eCard Inventory: Inventory Assigned to Instructors



Assign to Students



Assign to Students: Course, Inventory Source



Assign to Students: Manual Entry



Assign to Students: Manual entry



Assign to Students: Manual entry



Assign to Students: Confirm



Assign to Students: Complete



Assign to students: Upload student list



Assign to Students: Student List template



Assign to Students: Upload list



Assign to students: Upload student list



Assign to Instructor Candidates/Renewals (Instructor eCards)



Assign Instructor eCards: entering the Training Faculty (TF)



Assign Instructor eCards: Issue Date and Select Instructors



Assign Instructor eCards: Confirm



Assign Instructor eCards: Complete



View eCards Assigned to Students



eCards Assigned to Students: Results



Assign to Instructor



Assign to Instructor



Assign to Instructor: Confirm



Assign to eCard Location



Assign eCards to eCard Location: fill in dropdown boxes



Assign to eCard Location: Confirm



Assign to eCard Location: Complete



Reclaim eCards



Reclaim eCards: fill in dropdown boxes



Reclaim eCards: Confirm



Reclaim eCards: Complete



eCard Status



eCard Status



Search eCards



Search eCards: Results



Student Edit eCard Requests



eCard Reports



Reports: Students with Expiring eCards: Summary



Reports: Students with Expiring eCards: Detail



Reports: Training Center Total Quality Score: Course



Reports: Training Center Total Quality Score: Discipline



Reports: eCard Location Total Quality Score



Reports: eCard Location Total Quality Score



Reports: Individual Instructor Quality Score



Reports: Individual Instructor Scores: Results



Reports: Reclaims



Reports: Survey Responses



Reports: Survey Responses: Results



Reports: Student Edit eCard Report



Reports: Student Edit eCard Report: Results



Reports: Instructor Role: Quality Score: by Course



Reports: Instructor Role: Quality Score: Results by Course



Reports: Instructor Role: Quality Score by Discipline



Reports: Instructor Role: Quality Score: Results by Discipline



Reports: Instructor Role: Survey Responses by Course



Reports: Instructor Role: Survey Responses: Results by Course



Reports: Instructor Role: Survey Responses by Discipline



Reports: Instructor Role: Survey Responses: Results by Discipline



Thank You!

Training Center Coordinator: 
you will receive a survey link 
from ben.seibert@heart.org
Please complete your survey 
right away!

mailto:ben.seibert@heart.org


Reminder to Mentor:

• Notify the VSS 
(ben.seibert@heart.org) of 
completion of Module 3

Prepare for Module 4 – Legal 
Aspects and Instructor Training:
• Preview the Module and 

Notes

mailto:ben.seibert@heart.org

