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Welcome to Armatus®!
Welcome to Armatus®, Praesidium’s online abuse prevention training! Based on two decades of research and experience in preventing abuse in organizations, Armatus® courses are field-tested, educationally sound, self-paced, and demonstrated effective. From start to finish, Armatus® courses engage participants in the learning process through video, audio, graphics, and interactivity.

To complete their training, Users can logon anytime, from any computer with a high-speed Internet connection. Each course takes approximately 45 minutes to complete and ends with a ten question quiz that Users must pass in order to receive credit for the course. 

“A Day at Day Camp” will take your counselors through a “typical” day at camp, highlighting high-risk situations and teaching counselors the steps to keep campers safe and additional ways to protect themselves from false allegations of sexual abuse. Specifically, counselors will learn: 

1. How to identify high-risk situations like bathrooms, swimming, unstructured times, and field trips. 

2. How to manage these high-risk situations. 

3. How to set clear boundaries with campers and what to do if they see something suspicious or inappropriate. 

Your subscription to “A Day at Day Camp” includes use of the Administrative Module, an online database used to create User accounts, store User information, keep track of which Users have completed the course, and to print reports. The Administrative Module is updated in real time and with just a few clicks of the mouse authorized Administrators can get detailed completion reports. 

The purpose of this guide is to explain the necessary steps to enroll your YMCA in “A Day at Day Camp.” If after reviewing this guide you have any questions, please feel free to contact us. 

Again, welcome! We look forward to working with you. 

Getting Started
There are three important steps to getting ready to use Armatus®. 
1. Create a roll-out plan. 
2. Choose your Administrators.
3. Set up your online database. 
1. Create a roll-out plan. 

The first step is to collaborate with the appropriate personnel in your association (e.g. HR Manager, Training Director, Camp Directors, Branch Execs, etc.) and to create a roll-out plan for “A Day at Day Camp.” Your plan doesn’t need to be highly detailed or rigid; the main purpose is to determine who will need to take the course and when you would like to assign it to them. You can then use this information to make better informed decisions about the remaining three steps to getting started.

Here are some questions that might be helpful in thinking about your roll-out:

1. Who is required to take “A Day at Day Camp?”
2. How many locations or branches will take “A Day at Day Camp?”
3. How many employees do we expect to take “A Day at Day Camp?”
4. Will we roll-out Armatus® to all locations at the same time or will we introduce the training location-by-location?

5. When do you want to make “A Day at Day Camp” available to your employees? 
6. By what date would you like for all employees to have taken the course?
7. What means do you have to publicize the launch of “A Day at Day Camp?” 

Due to the practical nature of this course, we recommend that you require counselors to complete “A Day at Day Camp” just prior to starting work at camp. This way the information will be fresh on their minds when they report for duty. 

If you have any questions about developing a roll-out plan, please contact Angela Adams at aadams@PraesidiumInc.com or 817-801-7773.
2. Choose your Administrators.

Since you will be acting as your association’s Armatus® Manager, you will manage the overall implementation and use of “A Day at Day Camp” across your association. You will have access to the data in the Administrative Module for all locations in your association. 

Your second task in getting ready to use Armatus® is to choose your association’s Armatus® Administrators. An Armatus® Administrator will oversee Armatus® implementation and use at one location. He/she assists the end Users with successfully completing Armatus®. He/she also works with the Armatus® Manager (that’s you!) to ensure the location’s compliance with the association’s training requirements.
Most of our clients have chosen to select one Administrator for each location. Others have decided that the Armatus® Manager will monitor all locations or will assign Administrators for certain locations, but not for others. You may elect to follow any of these models or assign Administrators in another way that better accommodates you. 

As you consider candidates to serve as your Armatus® Administrators, please keep in mind that, at a minimum, they should have experience using a computer, Microsoft Office, and the Internet. Praesidium will provide them with an Administrators' Guide and Webinar on using the online database.  
You will indicate who your Armatus® Administrators are when you set up your online database (detailed in Step 3 of this guide). Once your database is set up, you may add new Administrators – or remove Administrative access – at any time.

If you have any questions about appointing Administrators, please contact Angela Adams at aadams@PraesidiumInc.com or 817-801-7773.
3. Create your online database.

There are two important parts of setting up your database: enrolling the locations that will be using “A Day at Day Camp” and creating accounts for your Users. There are two ways to do this. 

Option 1: Send us an Excel spreadsheet with contact information for your locations and Administrators.
Option 2: Send us two Excel spreadsheets: (1) one with contact information for your locations, and (2) one with the necessary User Data to set up accounts for all of your Users (including Administrators).
Here’s a bit more information about each of these options. 

Option 1: Send us an Excel spreadsheet with contact information for your locations and Administrators. 
You’ll prepare a spreadsheet with the location name and contact information and each location’s Administrator’s name and identification number. 

The spreadsheet will look like this:


We will provide you with a spreadsheet to use as a template; you can just type your locations’ information into the template. 

When preparing this information, note the following: 

a) The Administrator is the person at the location who will be assisting the Users and overseeing the training at that location. List the Administrator’s first and last name in the appropriate columns.  

b) In order to set up an account for the Administrators, you will need to provide an identification number for each Administrator. This is a four digit number that you assign. We suggest that you use a unique number that will be easy for the Administrator to remember: for example, the last four digits of a social security number, month and date of a birth date, or the last four digits of a phone number.

Once we have added your locations to our database and have set up accounts for your Administrators, your Administrators will be able to login to the Administrative Database and create accounts for each of the Users (employees) at that location.
Option 2: Send us two Excel spreadsheets: (1) one with contact information for your locations, and (2) one with the necessary User Data to set up accounts for all of your Users (including Administrators).
The second spreadsheet you send will include the User Data for the Administrators and Users (employees) for the day camps institutions in your association. You can export this information from your HRIS system or request the necessary information from your locations, compile the information in one “association-wide” spreadsheet, and send it to us. 

When we load the spreadsheet we will automatically set up accounts for your Administrators – and for ALL of the Users included on the list at the same time! Your Administrators will not need to login to the Administrative Module and set up accounts for the Users included on the spreadsheet. 

To use this option, you must create a spreadsheet that includes the following:
· Location Name 

· User’s First Name

· User’s Last Name 

· User’s Identification Number

· State Abbreviation
· E-mail Address

· Level of Access

We will provide you with a spreadsheet to use as a template; just type your locations’ information into the template. Here’s an example. 

Here’s a little more information about each column on the spreadsheet. 
Location Name

You need to specify the exact institution where each person works. If you have more than one location with the same name, include the city name in parenthesis when you create the location name. 
Example:  If Judy Franklin works at Camp Sunshine, her institution name would be Camp Sunshine. 

First and Last Name

The first and last name of each employee is required to create a User login. The database creates the User login by combining the first initial of the first name with the full last name.

Example:  Judy Franklin’s User login would be jfranklin.

Identification Number
A four-digit identification number is required to create each User’s password. Praesidium recommends using the last four digits of the User’s security number. As an alternative to the last four digits of the social security number, you may use birth month and date for the identification number, or another number that will be easy for Users to remember.

Example:  If Judy Franklin’s social security number is 123-45-1234, her identification number would be 1234.

State Abbreviation

The Administrative Module generates each User’s password by combining the four digit identification number explained above with the state abbreviation you provide.
Example:  If Judy Franklin works in Illinois, her state abbreviation is IL and her password would be 1234il.

E-mail Address

Please provide an e-mail address for each employee (for technical support purposes).  
If the employee does not have an e-mail address, you can use an Administrator’s e-mail address.

Level of Access to Armatus®
Armatus® permits three levels of access: User, Administrator, and Manager.
	Level of Access 
	Can Access. . . 

	User
	· A Day at Day Camp

	Administrator
	· A Day at Day Camp
· Data in the online database for one location.

	Manager
	· A Day at Day Camp
· Data in the online database for all locations.


Examples:  If Jane Smith is the Administrator at Camp Sunshine, she would have access to information about all Users at that location.  However, if Tony Morris is a Manager for the YMCA of Jonestown, he will have access to information about all Users not only at the Camp Sunshine, but also all of the other YMCA of Jonestown locations.

When you provide your User information to us, we will need to know the level of access assigned to each employee: User, Administrator, or Manager. 

Some things to note about this option: 

a) Once Praesidium creates your database and sets up the accounts for your first group of Users, you will not need to send another spreadsheet to Praesidium. 

b) Your Administrators will add new accounts one-by-one as new employees begin work at the location. 

c) If you know you will not be able to get ALL of the User information for ALL of your locations, don’t worry. Set a deadline, get what you can, and send Praesidium what you have. The location’s Administrator can always add more data later. 

d) While it is to your benefit to send a spreadsheet with as much User information as possible, sometimes an association will have a tough time getting locations to cooperate in a timely fashion. 

In this case, just submit the location’s contact information and User data for the Administrators. The Administrators at these particular locations can add the User accounts one-by-one. 
Here’s a summary of your two options: 

	Option 
	What’s required of you 
	PROS 
	CONS 

	1. 

	 Prepare one spreadsheet with the names of your locations and their contact information. 

 Include Administrator names and identification numbers on the spreadsheet. 


	 You only prepare one spreadsheet. 

 The spreadsheet includes information that is usually easy to obtain. 

 Administrators will set up all of the User accounts one-by-one – it will not be your responsibility to gather this information. 

 Individual locations can begin using “A Day at Day Camp” as soon as the locations and Administrators are set up. 


	 Administrators will need to set up all of the User accounts one-by-one. This will take more time and energy on their part. 



	2. 

	 Prepare two spreadsheets. 

 One spreadsheet will include the names of your locations and their contact information. 

 The other spreadsheet will include Administrator and User data. 


	 You can control the accuracy of the User data that you send to Praesidium. 

 All User accounts will be added to the database at the same time. 


	 You prepare two spreadsheets. 

 The spreadsheet includes information that may take more time for you to obtain and prepare 




Submitting Information to Praesidium
Please submit your spreadsheets to Praesidium via e-mail at aadams@PraesidiumInc.com. The online database will be ready for your final approval within 14 business days of receipt. 
Tips for Submitting Information: 
· Please send spreadsheets in Microsoft Excel format.

· Since we upload the information exactly as we receive it, please make sure the information you send is accurate and complete. If information on your User spreadsheets is inaccurate or incomplete, then a User may not be able to access Armatus®.
If you have any questions about submitting information, please contact Angela Adams at aadams@PraesidiumInc.com or 817-801-7773.
What Comes Next?
After your database is set up, Praesidium will email you to let you know that your database has been set up. This email will include your login and password. It will also include instructions that you can use to tell your employees how to login.

In this same email Praesidium will provide you with a link to download “Using the Administrative Module – For Managers” which will walk you through how to add new User accounts, modify User information, see which Users have completed “A Day at Day Camp,” and view and export reports. We will also provide you with a link to download a version of this guide for any additional Administrators you’ve selected. 

The “Downloads” section of the Administrative Module contains several sample documents that might be helpful as you instruct Users how to logon and take the training and monitor their use. Please feel free to download these documents and use them as you see fit. 

If you have any questions, please contact Angela Adams at aadams@PraesidiumInc.com or 817-801-7773.
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