
FOR GROUP TRAINING 

*These instructions provide from start to finish of how 1 person can register, complete their 

own training, and print all information for group training. If group training is provided please 

follow all CDC/IDPH guidance, i.e. social distancing, masking, cleaning/disinfecting, etc. 

 

Instructions to Register in Quality, Safety & Education Portal (QSEP) 

*must have an accessible email address 

 

 

Click on the link to the Quality, Safety & Education Portal (QSEP):  

https://qsep.cms.gov/welcome.aspx  

 

 

 

Once on the QSEP landing page, click on “Sign Up” 

 

 

https://qsep.cms.gov/welcome.aspx


Then click on “Providers & Other Learners” 

 

 

 

 

Enter your information. Select “Educator/Author/Researcher” when selecting your user role. 

 

 

 



You will then receive the below message and will need to access your email account. 

 

 

 

The email may go to trash/spam so be sure to check there if it does not go directly to your 

inbox. 

 



Once the email is opened, click where “click here” is highlighted in blue. 

 

 

 

That will take you directly to the Training Catalog and your name will appear in the blue ribbon. 

 

 

 



Either click on the letter “C” or scroll down to the letter “C”. 

 

 

 

Click on the training which you are going to provide in the group setting  

 

 

 

 

 



 

You must complete the PRE-TEST prior to opening the training, and it will be highlighted in blue. 

 

 

Once the PRE-TEST opens, it is important to click on “Print Page” in the upper right-hand corner 

prior to answering the question. You will need to do this for all 20 questions in order to present 

the questions to each person in the group. 

 

 

 

 



After you have completed the PRE-TEST, you can then access the training. 

 

 

 

 

On the second slide of the training click on “Accessible Version” highlighted in blue. 

 

 

 



The training will download, and you can then print the training by clicking on the print icon in 

the upper right-hand corner or you can save on your computer by clicking the down arrow icon 

just to the left of the print icon. 

 

 

 

Once you have printed and/or saved the training, you can continue completing the training in 

its entirety. As each module is complete, a green check mark will appear.  All modules must be 

completed in one sitting.  You cannot complete 2 modules, log out and return later to finish the 

other 3 modules, the system will make you begin from module 1. 

 

 

 



Once all modules are complete, you will receive this message. 

 

 

 

You must complete and print the POST-TEST just as you did the PRE-TEST.  

 

 

 

 

 

 



Remember to print each POST-TEST question prior to answering. 

 

 

 

You must then go back and complete the training evaluation in order to receive your certificate.   

 

 

 

 



After the pre-test, training, post-test and evaluation are complete, return to the Training 

Catalog page and click on “Refresh My Training” in the upper right corner of the page. 

  

 

 

Once you have refreshed the page, it will show the training as complete and have a ribbon icon 

in the far-right column to view/print your certificate of completion. 

 

 

 

 



 

Certificate of completion. 

 

 

For Group Training, a sign in sheet (one has been provided on the next page) 

clearly stating which training was presented, printed name of employee, 

signature of the employee, employee title and date the training was provided 

must be completed in order to show compliance. 

 

 

 

 

 



SIGN IN SHEET 

  

CMS Targeted COVID-19 Training for Frontline Nursing Home Staff 

 

CMS Targeted COVID-19 Training for Management Nursing Home Staff 

 

Printed Name Signature Title Date 

    

    

    
    

    
    

    

    
    

    
    

    
    

    

    
    

    
    

    

    
    

    
    

    
    

 



 

 

 

 

 


