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J Tr.lnlng for ti. Locatton

ll csr
lmportant! If you are looklng for d€partn€nt-specific onllne tsalnlng, go to Rotedl U's Training
by Department/Area fold€r. Thls Includ€s trahhg fror: Asset Tlacttng, Bttttng, Centrat lntate,
Compllance, Contracb, HR/Payrcll, JClllO, Quallty Imprcvement, and Safety/Rhl Manaqement.

:) Orientltion (lsttft.€€ w€€ks)

CSR Ori€ntatlon ls provld€d for th€ llnt thrrc wccb of a CSRE employmeflt. Thls hcludes
guld€lhes for coaches and Breez€ onllo€ cours€s.

Guart accosit lf lgu arc a ned emgbfee wltlput a Ro/tsd��t enall a@unt yet, *nc d lhe5€
Orlenbtion courses can be used wltlr a Breeze gu€St account. For csR OtBraagr, an RM, Al'1O, or
Lcltl can provide you the gu€n acaount Iniornatlon,

If you ar€ an RI!, AllO, or LCIY and n€€d th€ guc.t logln Infonnetlon, cllck itle rcsp€cuve llnt.
For RMs onV: nttp:/ /br.ezeo2.ph.rma€y.com/9uestrm/
For AMos only: http://br.aeo2,pharmacy.com/suestamo/
For tcl'ls only: http:/ /breer€O2.pharmacy.com/9uestlcm/

It you chck the Breeze course and receve a Not Authortred" messaqe, contact Training and
Dev€looment

-- 
o.ientatton sch.dut"
Indu&s the agenda ior tlle 3 week CSR Orlenlatlon, For your convenlence, thls document can b€
orinH for eas, refercnce.

_.1 cSR Qucnbnnal.c (to b. compl€ted bytn€ Lcil)
Thls docurftnt prcvldes CSR5 an opportunlty to adoowledge $,hether they complet€d critlcal
components ol tlr od€nLtlon proc€ss, FlGt, lt must be compl€ted by fie LCM and fo ad€d to
Tralnlng - as lndkated In the document, Allerwanls, Tralnhg wlll foMad lt to the new CSR - !$o
$,lll answer tlre quedons about thelr orEntatlon, Ther€fore, thh documd|t ahould only lr
doflrb.dtd by th. fCH - who wlll .t rt t|i. qudonnrh. proc....

_. 
oav 1 witn LcM
Indud6 completng forns (New Hlre Pap€ruork) & Requesdng Em.ll. Attendlng Breere hcludtng
Ne Hlr€ Od€otatlon. Revlewlng: lob d€6cripuon, actonfns, appllc.lons, prcbatlonary pertod, vtsion
and cult!rc, Employee Handbook, Poll€y and Procedure li'lanlal, Tour Rotech Home Page, goats,
m€ntor, Krcno6, and Lo@tlon Sonus Plan.

i o"y z *rtt rsr
lnclu&s r€vl€whg: Horn€ Vislt Reports, Openung Safety hstructtons, FDA and Operalons. Indud€s
a ride along. Aho r€vlewing: Overylevy of Equlpment and gMces, Bask Quat6y'n9 Que$ons for
Ev€ry Accounl ttket process, wh€€lci6trs, b€ds, s€t-up and chanhg process, Inf€cuon cootot, FDA
poikies, medkal oxyg€n dlstributbn, storaqe ald handltng ot equtfrnent, 3 4ry trahlno r|€$, pau€nt
set up, and patlents iee(b.

_. 
Day 3 with RC (Respi.ato.y Clinician)

hcludes a rid€ abng and rcvlewing: r€sptlatory r€soorces, cttnkat Potk} & Prccedure, portabt€ 02
systems, cllnkal deflnltons, gb6sary of tenns, C? P and 8|PAP, Neb Heds, putmo Dos€, Conse lng
oevk s, Clhkal Ass€ssment Vbtts. GO[-D car€ program, Sptmnretry, Oxiri€try, Sack to B6ks -

https ://secue.rotech.con/nt,Danalnfo=sgi,SSO=Utualtee.htrn

Page I of36

|l-=
L "

t2/29/2007



Rotech University Page 2 of36

Puho Do6e. Attendtng online tlainingi Duolteb Use in COPD, Itanagem€nt of Stabte COPD, Steep
Centsal, Resplratory Resources,

Oay 4 and 5 with LCM
hclud€s revle$ng: Momtng Mee0ngs. 8ud9€t vs. ,€tuat Revtew. HeB ltems Agtng (HlA), Servke
Arca - l4ap PolnL OpeGtlons team, warehouse, No Charge, Back to Baslcs - HlllE; CSR togs, S€t Up
and Pick Up logq Blling C€nter, Q Barch Sh€eS, rcM & Sates Rep W€€kty meethg Agenda, Time
f'lanagemenl Re9ei,vlng apdkauom: D D, caD, Dashboard, t4anagehent Reports, Key Gutd€ n€s
Tralnhg, Ove lew of EqulFnent and S€rvlce6, and Invenbry Management Traintng. Revterylng Stafi
Competendes,

Days 6 thru 10 Br€ez€ Training
Attend onlhe tralning Indudlngr UAE-! what h MAE? And How To Tlact a potnt. Atso cohotiance
Traif,ng and CSR Modutes Inctudhg: fhe Rotech Way, CSR Rote, ustening s|(i s and Tetephone
Ethuette, lntake & Insuraoc€ verfkauon, Create a Tktet, Entertng the s,ates Rep Number, Medkare
Ove Ew, Ctrygen Quallflcruon and Cdterh, tleld ltens and "No ChaEes", Plan of Ce.e, putmo Oose
Operatlont Eatd ng Pap€&ort, Chan Organtzatton, Adlustment of Ac€ounts.

Day 11wit t  LCM
Includ€s rcvlewlng: Seruke arca, account protltes, gort phnnlng, expense rcport, ICM ldauon
EvaluaUon. After flours and Coota.t tls6, and AOI lnstant trtessage. Attend onlhe trdtntng Indudhg:
AnnualOrde6. Pltlent Notlces, and Contdct S!€cflcs,

oay 12 thru 14 with CSR

Includes spendhg thr€e days wlti an erpederEed CSR,

D.y 15 with SR and LCM
hdodes rcvle ,lng: Ho6pltal Selllng, PhFtctan s€tlhg, Home Heahrt S€t ng, Ma et ptan AmlysE
Revi€w Assesrnenb. Contracts, and Standad Operddng Protocol. Abo, Indudes set up t|me to slgn
uo for 8€n€fits.

J rrainirg tlo.lules (onlln€ t.aining)

lf yo! chck the Brerze coursc rnd recerve d Not Autho.zed" nressage,.ontact B.ian vagi

1. rh€ Rotcch Way
Includes an l&mlnute tratning modute (deretop€d for CSRs) on Robch's vlston foaus€d arouod
s€rvlc! that adds value to the custfiErr how to "go the exth mtle, wtth paflents and refenal sources
at eaah touch DolnL and how to us€ S€rylce Excettence tools,

assessment

2. The CSR RolG
Includ€s an 8-mlnute tahlng nbdute (d€vetoped for CSps) In teamlng $e compant/s organhalonal
*ructur€ and appttng your tnowtedge of the CsR,s rcte and job descrip on.

asseSSment

3. Clinic.l Programs
hcludes a lo,mlnute trahtng modute (deretop€d fof CSR5) on Dts€ase State Overview, Clnical
Prcgram Ov€wle$,, and ttome Pag€ Cttnhat Resourc€s,

Ass€ssment

4. Ov€di€w of Equipment & S€rui€es
Includ€s a lz-mtnute trdhtng modute (devetop€d fo. CSRS) on DME overyt€w, aerosottherdpy,
oxyg€n thenpy, CPAP tn€rapy, wheetdatrs. walkeE, and hosott t b€ds.

Ast€ssmcnt

5. Basic Op€rations Proccss
hcludes a l5-mtnute trahing modute (devetoped fo. CSR5) on an overvie of tocation op€rdtions
and compreiending the setup process,

hft ps://secule.rotech.corn /ru./,Danalnfo=sgi,SSO=U+nawee.htm t2/29/2007
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Ass€ssment

6. listening Skills& Tel€phon€ Etiquette
hcludes a zo-minut€ training module (dereloped for CSFS) on und€Etandtng the 4 methods of
communlcrtion, exhiDlting pmper telephon€ etlqu€tte, utlllzlng proper qu6!onh9 slillt descrlbhg
the 3 step set up p.oc6s, and identifying the rnethods for overcoming otsbcles.

Ass€ssment

7. Pati€nt tntake & Insurarc€ v€.ification
Includes a rg'mlnute tralnlng modde (develop€d ior CSk) on undeEtandhg and applying Rotech's
orrent intate prccess, applying Rotech's oJr€nt Insurance vedfkatlon proce6s, uullzlng all op0ons
for proof of verncatlon fodnt demonstraung an understandlng of tne Admlsslon of Pati€nts Polky
2.1.2, and apptlng the prcper method of takhg an oder over tie phone or vh fax.

Asessment

8. Enrering a Patient in IMas
lncludes a l4-mlnute tralnlng modsh (developed for CSR5) In ldenufylflg r€qulr€d st€ps for enEnng a
n€w patl€nt Into IIL1BS - Genel.lProfll€, f4lsc. Proflle, Doctor and DX, F'op-Up Notes/Statement
R€marls, lnsurance Informauon, and Sort Codes.

assessment

9. Creating a ricket
Includes a l3-mlnute tralnlng module (d6,elop€d for csRs) on understandhg uck€t d€Rnltion and
!se, creatlng a tlcket, p{lntng a tklet, connrmhg a tlctet, voldlng a thkeL understandlng aod uslng
scrcentfleld entles, and re.ognlzlng th€ valu€/benefits of tlckets.

Assestn€nt

10. Ent€ring the Sal€s Rep Nomb€r
Includes a s-mlnute tralnlng module (developed lor CSR5) on &nnhg the hpoftance of makhg the
extn effoft to ts$re tfie cor€ct S6les Rep numbs at ttcketlng vs. uttllrlng tfie house accounL and
recognlllng the correlatlon b€tween bulldlog the buslnes and addlng the Sales Rep number.

Ass€ssment

11. l'ledicare Overview
Includes a 6-mlnute tralnlng module (develop€d for CSRS) on what b tledlcare, l'ledlcare eliqlblllty,
Part A versus Part 8, Medlcare reglom, and undeGtandlng tie ABN (Advance Beneflclary Notke) and
llnandalwalvels,

Airessment

12. oxygen Quallfication crite.ra
Inclufts a s-minute tElnlng module (developed for CSRs) on ldentfyhg and dennlng the oqgen
crlteria for M€dl(a€ quallticatlon

Ass€ssm€nt

13. Completing a CMN (C€rtificat€ of M€dic.l X€cessity)
Includes 6 2o-hinute tralnlng modul€ (d€veloped fof CSR5) on demonstratlng $e conect complelon
of tne sev€ral va|htles of Cf.lNs and rllustradng the proper usage of Cr'tN covs l€tt€rs and overlays.

Assersm€nt

14.sOPs (Statementof Ordering Physician) - Gen€ral& Specific

lncluGs a lz-mlnute trainlng module (dev€lop€d for CSRS) h revEwhg and descdbhg specmc SOPS.

ass€ssment

15. H€ld tt€m/ No-Charge rrainins
Include€ an l1-mlnute tlalnlng module (developed for CSR5) on r€cognizing and determining what
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calses Held ltemE undersianding the tield ltem Report, recognlzing and detemhing what causes"no<harge' patienb, understandlng tie resns trhy a patient would be a no-charge, and leaming
how to resolve a held item and no-ciiaroe oatl€nt.

As.r€ssm€nt

15. Patient T€sting
Includes an 8'minute tr.lning modul€ (develop€d for CSF.5) on bask resptratory and circubtion
anatomy and physiology, pulmonary functlon testlng, pulse oximetry t€sting, and pulse oxlmetry
labolatory teStno facjlities,

Ass€3sment

17,Ini t ia land Ongoing Plan of Care
Includes a 7-minote tainhg module (dev€loped for CSRS) on Inittal Ptan of Care, Ongoing pran of
Care, Pattent Pogress Notes, Cttnkat Fottow-up and the Ctjnkat Vtsit Repot.

A$€ssm€nt

14. Clinician visit Report

Includes a s-mlnut€ tr.lnlng modul€ (dereloped lor CSR5) on th€ purpos€ of the Qtnlctan vtdt Report
(CVR), when a CaR wlll b€ completed, and $e wolt flow process of this document.

Ass€ssment

19. Pulmo Dose Overuiew

Includes an &mlnute tralnlng modul€ (d€veloped for CSR5) on b€comlng famlltar wtth the bustn€s6
unlts and prccess h ilurray, K€ntucky,

assessm€nt

20. Batching Paperuork for Billing & Coll€ction Centers

Includes a l2-mlnute Valnlng module (developed for CSRS) on identfytng the dtfiercnt types of
batches, ldenuthg the batchhg forms and worksheets, demonstra0ng how to comptete the cover
and control sheets. demonstrattng the abtltty bo locate forns on th€ Rotech Homepaqe, and
ldentfylng and utlllzhg the forms that 90 to the Bllllng & Colle.ion Cent€rs (8CC).

assssm€nt

21. Chart Organization

Includes a s-lnhute tlalnlng module (develop€d for CSR5) on understandhg the Chart Oryantlaton
Poltcy 6.5.r1, tenufytng and comptthg tie compon€nts of the 6 pat chart for resptratory patienB
and rccognlring and Integrating tne components n€€ded for the 2 part cha( for DM pafients,

ais€'sment

22. Adiu+ment of Accounts

Includes a 5'mlnute tlainhg module (devetop€d for CSP\5) on d€intng adrustment, Rot€€h,s polcy
and Prcaedure on Adlustment, pmcess flow for adJust nents, and conflrmhg vald adJustment cod€6.

Assessment

23. Ann!al orderc

Includes a 7-mlnute tlainlog module (develop€d for CSRS) on ldenUrying annuat oders and
und€rsiaMlng th€ requircments for conthued bttthg, demonstradng the ab tty to pul and sort annual
oders, and uoderstanding the prccess of updating documentathn for reoccudng orders,

ASS€ssment

24. Patient Noti.es

Includes a s-mhute training modute (devetoped for CSR9) on tden!ryhg the forms and no0ces the
pauent needs to stgn, Notice ot Pdvacy Practices Rec€tpt, ,fknowledgement of pau€nt Eooktet
Information, equiprpnt Instructklns, and understandtng the equipnEnt maintenarEe umefrdm€s,

A$essment

https://secure.rotech.com/ru,/,Danalnfo=sgi,SSO=U+navtree.htm
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25, Cont.ad SDecitics
Includes a 13-mtnute Vainlng module (develop€d for CSR9) on polktes, prlaedures and guEeltnes ofRotechb contracts, tie €ssentiat toob to efectivev tocae i coritraC ani Ult. anO prccessing n€w ande{sting pauenb.

asseisment

webMD Bre€ze
tndudes rcvtewing Roterhb cunent Insurance verillcaton prccess, leamhg opuons for proof ofvertfkatlon foms, teamtng to acce6s and use W€btL1D for a gtbitity, refenaj a;d auhod2atronverificaton, and cl€antng your computer to martmize bandwtdth.

-.) t-q.r

Irnportant! lt yorj arc loohng for department-specnc onthe tratnlng, 90 to Rot€ch U,s Tr.r.hgDy uepanh€nt/ar€. fotder. This Indrjjes Uanhg for Asset Tracthg, B tng, Centrat InErc,@mpttanc€, Contracts, HR/payrol, JCaHO, eua ty Improver"nt, anA Siietylniii llanaq.-rent.
Dravercare
Inclodes onthesaf€1y tvLnagement to b€ used by all Rotecfi Healticar€ padent S€rvtce Tednbans,Patlent S€ tce Tedhktans{OL, Resptratory C nrcbnS, and Transfl Ortve6, as welt a; $ekmanag€rs and numan rcsources.

Access tnstructions: D vecare ts a Hoduct of the CEI Grcup and NOT &eeze. Thercfore, forinstrucuons to accesE Drfvefire, go to http://b.e€zeo2.pharmacy.com/driverGre,

J Orientatior (1*th.€€ weeks)
LC!'t Orlentatlon ts provlded for the ltfi t|trla wcaka of an LCM,S employment, ThB hctudesguidettnes for coaches and Br€€ze onlh€ coursies.

6uaat acaourt: lf you are a nafi emphyff- wlttout a Rofr'.'�l en al a@unt ret fiir- d t:€!f
OrtentaUon @urses can be us€d t{lth a Breele quest accounL For tcroden6t6n, an aMo or RI!
can provtde you the E est account tofomaton.

If yo! are an RM or A!1O and ne€d the guGrt logtn Informa0on, cltck the rcspeclve lhk,
For RMs onty: http: / / br.ez€O2.pha.m.cy.com/gu€strm /
For AMOS only j http:/ /b.cezeo2.pharmacy.com/ guesta|no/

Il yo! clck rh. 8r,e1e cour* and,ecerve a,,Not Aothon/ed Messaqe,m.sege, contd.r Training
and Dev€looment

_ 
o.ientation sct etute
lncludes the agenda for the 3 w€€k t-CM Odentauon, For your conventenc€r thts documenr can oeprinted lor easy rcferenc€,

I lCM euestionnair€ (to be <ompteted by the AMo)
Thls docurient provldes LCM5 an opportuotty to acknor{l€dge $,hether they completed cdtkalcompon€nts of the oi€ntauon P|ocess. Ftrst, tt mun be compt€t€d by the iMO ;nd rorwarded toTratntng - as lndtcated In the cbcum€nt. Aft€Ma(b, Trdtntng wflt fo ard tt to the n€w LCM _ whowl| anslver the qu€stioos about $elr ortentaflon. Therefor€. $b documd|t iltoukf onry badownbadcd by thG AXO - who wlll jtan U|c qucrdonn.lrr pro.cs,

- 
oay t *ith ltlo
Inctud€s compleung ionns (New Ht.e pape ork and oder Bustness Ca.ds). Attendtng ar€€zehctudtng New Htre Ort€ntation. R€vtervtrc: Job descdption, aoonyrns, appitcatOns, poUationary
f,edod, vlston and culture, Emptoye€ Handboot, po[c] anO proceaure Uiiruat, ror:r'notecn rOmePage, Dashboard overvt€w, goals, mentor, tra\€lforms, and Conference goa;.

- 
Day 2 and 3 with tCM
Inctudes reviewlngr llorntng t|eeungs, Budget vs. Acruat Review, Hetd ltems rqtng (HtA), SerytceAre6 - Iqap potnt, Ope.ations tearn, warehous€, No Chargu, B6"t to A.si6 _ xiriCSR b9, S€t Upand pick Up tog6, aitling C€nter, eA Batch Sheets, Manage, sett Se*tce 6mSSy, tci,t t SaE nepweeKy Mee0ng &enda, Ttme tttanag€flEnt. R€viel/vhg appttations: Olb, Oib, Oasnmaru,tvtanagenent Reports, Xey cuid€lnes Traintng, Overvtew of Equtpment and Servic€s, tnventory
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l4anag€m€nt Trahhg and Kronos / Workforce nmekeeper. Attendhg onlloe tralnhgr Overvlew of
Equlpment and Services, The Robdl Way, Bada Ops, Comptedng a CMN, and SOps - cenerat &
speclfic.

oay 4 and 5 with CSR
Includes revlewlngt Phystahn / Insurance, refenat prlcess, pap€rwo* fbw. CnN/SOP/DIF, CSR loqEpatient Rnandal ass5tance, At'tA, batdl sheeb, Watk lnt Back to Bastcs - Oxyg€n, and Back b B;ks- G€r|€lal. AtteJdlng onlr€ trahlngr CSR Rot€, L$enhg Skltb and Tetephone 

_Ethuette, 
Int k€ &

Inslrance Vedfhauon, create a ltct€t, Enbedr8 th€ sates Rep Number, Medkarc'oveitew. oooen
Quallflcauon and Crlteda, Held Items and "t\b Ciarc€s., phn of Care, putnrc Dose Oper!0ons, 

'

Batching PapeMo*, Ciart Oryanhatbn, MJlsurEnt of Aacounts, Annuat Oders, pailent Notic€s,
Contract So€clfics, and WebtttD,

Day 6 and 7 with PST
Irclud€s rcvtewhgr tbne vbtt R€porE, op€rathg S.f€ty Instudons, FD4 and op€rrlons. Indudes
a ride along, Also atlendtr8 onltne trahhg: Enter r pauent, Also r€viewtng: Ove tew of Equtpment
and s€rylces, Bask Qualfylng ql€sUons ior Every Aacoont, ddet process, rrh€€ldEfrs, leils, set-up
and cleanlng pr@ss, trf€tton contol, m polkl€s, m€dtcal oryg€n dBtnbudon, storage ani
haMlhg of equlpment, 3 day t6hlng, new pauent set up, and patents n€€ds.

Day 8 and 9 with RC
Includes a rlde along and levlewlngt resptratofy rcsollrces, cltntcat polky & prccedurc, portable 02
systems, cllnlcal deflnltlons, 9lo6sary of brms, CPAP and 8tpAp, Neb |te.ts, putmo Oose, Conservtng
Devlces, Cllnkal Ass€ssri€nt Vbtb, cOtD Car! prcgram, Sptomeby , Oxh,etry, Baci to B6Ls -
Pulrno Dose, AtteMhg onttne tratntE: D@t!€b Use In COpo, Mlnagement of Stabte COPD, St€ep
cenbal, Resdrdtory Re$urces, Patl€nt Tesu.lg, Cthkal Cours€s, and c]hkal Vtsit Repod.

O.y 10 Breez€ Training
Attend onllne tralnhg hcludtnor MA€-l what ts l4AE? And How To Tr.ck A poht. Atso, take
assessanents and compllance Tralnlng,

Day 11 wlth aMO
Includes rcvlewhgr S€rvtce a.€a, account proftles, goat plrnnlng, expense rcpoG Attto lociUon
Evaluation, Afrer Houis and Coohct Llsts, and AOL Insbnt ilesgage.

Oav 12 with 5R
Includes revhwlngr SR Day, qlaffytnq Your Accdrnts - eualffyhg eue*tons, thhgs that wo* tn my
Ma et, CMN/SOP/DI' Glls, and c.ll Bdefs.

_ 
Day 13 and 14 with LCM
Important! U.. thc r.nG glrtd.ttnc./chcct|t.t 'l!|n D.y 2.nd 3 dtt Lclrt, tha n w lctrl
wlll agd|d two dlyr wtt|| anodrar tcr - omaona othar tirn ttE LCl4 ahado*ad dudry
iLyr 2 .nd 3. {oa.: lro a{OT (b ti. OnttnG T|rtntne .gatn - It cofiptrbd oo D.F 2/3,

_ 
Day 15 with Ailo
Inctud€s .evlewtng i Hospltat Selhg, pttFician S€iltng, ttome Health S€{tng, Best pracuc€s ldeas,
Terltory Plannhg, Ctasslfylng your Aacounts, Cofthtng Gutd€, Revterv Ai€6srlr€nb, Bree:e Tralntng,
@ntracts, and standad op€rating protocol,

J rraining ̂ cademy (cl.ssroom training)
l-CM Trarnlng Ac.&my b d.r.room trsEucdon - whtch ts ofiercd wtthtn U|€ nrst 60 davs of an
Lcf'l's employment. Th€ documenb conbtn€d In thts fotder are the handouts pmvtd€d durhg th€ LCt4
Tnhhg &ad€my.

Ir you crck the Breeze coLrs€ and receve a,,Not Althorized , messaqe, contact T.aining and
Developm€nt .
Company Oyewiew
Includ6 Infomauon oo Rotech history, oqantr6tbnau cofpoEte stn cture, mtssion .nd vtston. Thts ts
a handout for the Lct4 Tratnhq A.ad€my.

Page 6 of36
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The Rotech waY
lndudes gukhnce on: (a) how to ,,go the extra m e" wftfi patjenls and referral sources at each touch
pointi (b) how to use Service Exc€ ence toob; and (c) measudng Servke Excelence. Thts ts a
h.ndout for the LCM Tralntng Academy - so LCMS can udate thek binders.

tCM Rote
Inctudes jnfonnation about the conp.rry's stn ctur€ and how ti€ LcM Rt! witnh $e company, It wfll
cover the Lcfi's Job de6cdpuon and dufles at tfi€ Locauon. Thts is a handout for the LCt! Tr;;tng
Aaademy.

ov€rvi€w or Equip|nent and S€dic€s
Inctudes ov€rvtew of DIelE, a€ro6ot therapy - the nebulzer, oqg€n therapy, CpAp therapy,phototherapy, Smartilonttor 2, .nd wheetchatrtwattels. Thls ts a h6ndoui for th€ tCM Tralntng
acdemy - so Lc s can updat€ thetr btod€rs.

Baiic Oos process

Includes lnformauon on pa0ent Set Up aM Recurlng/Renewal S€rvke. It also covers tie After Hours
cil center and a $me manageftent ptece on da yr we€kv, montily, quaftert, and yeariy Lcll
tasKyr€sponstbttttles. This b a haMout for the LCt'4 Tratntng Academy.

Ailllng & Ins(lrance
Indudes informauon on r€qulrcd pape o* to s€nd to tie B ltng & Collec0ons Cente6, Inerrance,
Sp€ctatty Bttttng (V , cendva, tutmo Dose), Hetd Item A9tn9, No Ch.rces. CMN5 Thts B a handolt
ior tie LCI1 Tlaintog Acaderry.

Managing tocitior Finance3
Inclucles a Met overvtew ot Rotech's nnanctal system, how to use Rotedtb nnanctaland D€rformance
improvement tools. and Locaton flnances aM p€rfonnance to tdentfy probleln arcas thai ne€d
attentton and fomlt acthn plans, Thls tsa h6ndout ior the t-Ctl Trahhg Ac.deq.

!nventory Management
Cov€rs Rotech's Ass€t Manogement syshm, tmludhgt rconnect€d and IMBS Ass€t Trdclhg. Thts is a
handout for the tCM TGtnhg Acact€my.

Human Resources
Glve6 an overvtew to Human Resources and cove6 employee m€nagerien! Includlng the slafnng
proces6, comp€nsaton, prqtresstve dhcldhe, I!,|SS/ Kronos, Thls ls a handout ior the Lct! Tratntilg
Academy,

Cl inicalPrograms
cives an overview of tle 6 Cltntcat prcgrarns at Rotech, Usts Clntcal Resources on th€ Home page.
Thts is a handout for tne [Ct4 Tralnlng Academy.

seltin9 Skitts
Gtues an ove&terv of se ing wtthtn a Locaflon. Dtscusses key se ng stlategtes, includlng Ma*et plan
Anatysis. Covers how to use Ctintcit patnways. Thls is a handout for the LCt4 Trainhg Acaoemy.

l€adership Skills
Gtves an ove lew of leadershtp at a Localon. Dis.usses 5 princtphs of t€adershtp_ Cov€rs tne
concept ol te.m managem€nt, Th|s ts a handout for the tcM Irahtno Ac.(|eN.

G€tting promoted

Oescib€s the rcle of tl|€ Atvto & the prcrnotbn pro€€ss. Desc.ib€s sk ls s€ts that successfut AMOS
demonstEte. This ts a handout for fie LCM Traintng Academy,

worleis'Comp

Re(ogoize $e purpose and benettts o{ WorteE, Comp€nsat on. Unde6tand tie LC|L1,5 rcte in
Worters' @mpenstbo. Cove6 how LC s can hetp r€duce datms and ke€p costs down, Thts is a
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handout for Sle t-Cit Training Academy.

Mana9ed Care
prcvije bd€f overvt€w of f4anag€d Gre. Exptain slm ariti€gdtffeences between Medkar€ andMedkatd. elptain the rote of the tlanag€d Care Director. Thts ts a tranOoui roi tiie rcM rrahtngAcademy.

-J racu
It you c ck the Breez€ cor6e and recere a ,,Not Authoflzed,, message, contact Barry pavtik

FoA 2006 LeCU Assescment
Indudes a 25 qEstbn hahhg modute (d€vetoped for LeCUs) on Rot€ch,s FDA 2O0O l€lds|ons wttnhPolcy 2.5.

-J psr
Impo.tant! If you ar€ kjotlng for depatnent-sp€ctft onlhe t6tntn9, 90 to Rote€h Ub r.d,n,ns
by D€partment/Area rotd€r. Thts Inctudes t atntng fon Asset Trackhq, B fing, Cent.tlnErc,
Compllanc€, Contr.cts, HR/paym[, JCAHO, eualty hprovement, .nd Safety/Rk Managem€oc

condscting a Home Vtstt (concentrator Ch€ct)
Indudes a steFby-*€p process of conducfing a succesful concentrator ch€ck durtng a home vtslt,

Driyercare
Indudes onltne Safety llanagefl|ent to be us€d by all Rotech Health6€ patent Servtce Tednkhns.
Patlent Servtc€ Tecnnkbnsot, Resplratory Cltntclant and Trdnsnll Ct tvers, as w€ll as thelr
mamg€rs ano nurnan resources.

Access Instrudion$ Drtve(are b a product of the CEI Group and NOT Br€eze, Th€efore, for
Instructlons to access Odv€rcare, go to http://br€ez€O2.pharma€y.€om/drtv€r@re,

Loadin9 Your vehicl€
Indudes approp.late personal protedlve €qulpm€nt, hf€cton @ntrol tt€m, vehtcle safety ltems and
doaum€nts that should be present In vehktcs pdor to starur€ deltverles e?rh day,

Wh€r€'s the Risk
Inclld€s tftnttfylng and &orrnenung the io owhg nsts tn the pauent home: tall haza?ds, flre safety
hazards, srmktng haraftts, Infec0on controt hazr(b aM €qolpm€nt norag€ ha2ards.

-)ori€ntation
PST Orientaton ts provtded for the |lr!t 12 d.y, ot a ps.I-s and psT{DL3 emotoyment, Thts
hctudes gutdethe9 for coaches and Breete onthe courses.

cu.at accDune f you are a new €mptoyee lvrttoufa Rotech en rlt adount yet, !r,rt\e 6 tJle*
Orientation cours€s can be us€d wtth a Br€€ze guest account, For pST Odeo6mn, an RM, Af1O, orLCtt (an provtde you th€ guest account trfonnathn.

If you are an RM, AMO, or LCM and rEed tie guc.t togtn hfonnatbn, ctkt tne r€sp€ctive thk.

For REs onty: http://br€€zeo2.pharhacy.com/guestrm
For AfiOs only: http: / / breezeo2.pharma€y.com/9u€stamo
For tcr,'ts onty: http://br€er€o2.pharmacy.com/guesucm

lf yo! chck the Bree?e cou.se and recerve a .Not Author Ted,,message, contact train,trg anoDevetpm€nt.
_ 

Orientation Schedute
Inctudes tl€ agenda for the 12 day pST Ortent Uon, Fbr your convent€nce, thts documefi can @prlnted for easv relercnce.

] Psr Qu€stionnaire (to be compteted bythe LCM)

hft ps://s€cure.rotech-com/rV.Danalnfo=sgi,SSO-U+nal,t ee.h1rn
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Thls document prcvldes PsTs an opportunlty to adnowledge whether bey completed critlcal
@mponents of the odenbtlon proae6s, Flrst, lt must be comdeH by th€ LCI'1 and forwaded to
Tralnlng - as lndlcated in the document. Afterwardt Tralnhg wlllfoMard lt to the new PST - who
wlll answer the quesbbns abo0t Slelr odentatlon. Thereforc, tfiL docuncit ahould otlt bC
downloa.lcd by th€ LCll - who wlll st rt ttc qu.dlonn lrt ploc.s.

Oay 1 with ICM
Includes completng new hlre papeMork. Attend Ereeze hdudhg New Hlrc Orjentathn, The Rotech
Way, Ba6lc Ops, and Ove hw ol Equlpm€nt and S€lvlces. R6/lew tne folbwlngrJob descrlptlon, PST
Role, acronyms, apdicadons, Loaafon bonus plan. prob6tlonary pedod, vlslon and culture, Employee
Handboot, Pollcy and Proedure Hanoal, PtoA (Personal Leave ol Absence), payroll - dlrect deposlts,
tour Rotech Home Page, mentor, cell phone expenses, Mornhg Meethgs, Conference Boad, se Ee
arca - lLlap Polnt, Operatlons team, warehoue, safety aod rlst menagem€nt, and Op€ratlons foms.
scn€dul€ rco.curnng m€€tlngs.

Print Dav 1's Document Pack€t.

Cllct thls llnk to pnnt the documents Inclu&d on Day I witi tcfi. Thls wlll allo$, you to vlew a hard
copy of the trainlnq - wlthout pdntlng each document seFardtely. Impor(an! Thls doalment ls only
avalbble b Dvk, DHRMS, RI'ls, AMOS, and Lclvls. Pleas€ be padent when downloadlng and pdnthg
thls document - as lt ls over 200 pa9€5 and about 5 MB. ,Jso, thls pack€t doe6 NoT Include th€
followhg two (2) documents: Key Guldellnes Tralnlog and Inventory Management TGlnlng. If you
would ltke to prlnt th€se two (2) documents, rcter b arl 1 ,']nr rc tdocum€nt (lHed abov€) and
orint f.om thelr EsDectlve llnls,

Day 2 thru 4 with ICM

Includes revle1/vhgr staff competency ass€5snt€nts, oxyg€n systefis, Durabl€ lledlcal Equlpment
(DME), lesplratory tn€Epy, fDA 021, FDA forms and DOT. Revlerry Kronos / workforce Tlmeleeper.

Print Day 2-4'�s Documeni Paclet,

Cllck tils lhk to pdnt tie documents Included on Day 2-4 wlth tcll. Thls $,lll.llow you to vlew a hard
copy ol the taahing - wlthout pdntlng earh document sepa|ately, Inrporta.l Thls document ls only
avallable to DVPS, OHRMS, RMs, Alvlos, and LCMS. Please be p.Uedt when downloadlng and prlntlng
thrs document - as lt ls over l,l0 pages and about 1.2 l'18. Also, thb p6cket does NoT lrrlude the
tollowhg thr€€ (3) documenb: Piobotherapy Par€nb Gulde (PE538), wallaby 3 Parents Manual
(PE622), and SmadMonltor Parenb Gulde (PE52l). If yoo would lite to pdnt these thrce (3)
documenls, refer to arrd 2 thru 4 tr'lth LCH dcf,ume t (lB€d above) and pdnt from thelr rcsp€Glve
Inks.

Oay 5 an.l 6 with PSr
lncludes revl€wlng foms for: Home vlslt Reports, Patl€nt Educathn, P.tl€nt 56tety Goals, and
op€ratlons, Ifflud€s 6 rlde along, R€vlew the followlng: equlpment and s€rvk€s overvi€w, udet
proce€6, set-up and cl€anlng process, Infectlon control, storage and handllng of €qulpment, €nteral
pumps, new patient set up, patleflt n€€ds, and proof ol &llvery (POD).

Print Oay 5-6 s Oeume.t Packet.
cllck this ltnk to print the documents Included on Day 5{ wtti PsT. Thts wtll allow you to view a had
copy of tne tralnlng - wlthout pdntlng each document separately. Inpo.tan(r llrls document ls only
available io DVPS, OHRMS Rllls, Allos, and LCIvls. Pleas€ b€ patlent when downloadlng aM pdnting
thls document - as lt ls over 50 paq€s and about r MB.

Day 7 with SR an.l CSR
Includes spendlng tme wlth Sales Rep. Revlew tfie followhg wlth CSR: physkian/lnsulance, rcf€rral
proces6, pap€rwort flowr manual tkk€ts, ABN, patieft nnanclal asslstance, At''|A, and walk lns Attend
&eere lncludhg: lEeolng Stllb and Telephone Etiquette, lntake and lnsurance Veriflcation,
H€dkare Ove.vl€w, Oxyg€n Quallftatlon and C teda, Plan ot Care, Pulmo Dose Operatloris, and

Print Oay 7's Dftument Packet.

Cllck th's link to p,iflt the docum€nts included on Day 7 with SR and CSR. Thb wlll allow you to vlew a
hard ropy of the tralning - wMout p n0ng each &cument separately, lrnporGntr This document is
onv available to DVP5, DHRMS, RMs, Al.4Os, and tCMs. This docum€nt is 5 pag6 long.

Page 9 of36
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Days 8 and 9 with Rc (Respirato.y Clinician)
lncludes a dde along, Review the followlngt resptratory resources, cllnical poiicy and prccedt n wlth
iont potable 02 systemt cllnkal dellnltont CPAP and B|PAP, Neb t,ledt Putnr Dose, consewtng
devlces, dinkal assessment vlsG, @LD care Prcgram, oxlmetiy, and Patledt Flrst, Atead 8r€eze
rndudlngr Patlent Testlng and clhical cour*s,

Print Day A-9'5 Do(um€nt Packer.
Click hls llnk to pdnt the documenb Included on Day 8-9 wlth RC. Thls wfl allow you to vhw a had
copy of the tralnhg - wlthout prlnUrE ead document separatety, tm podanrr Thb doolment ls onv
avallable to DVFb. DHRfls, RMs, Alttos, and tCMs. Thts dftument b about 20 pa9e5 tong.

Day 10 Breeze Training
Attend 8r€€z€ trdlnlng Indudlng: KrcfloE Tlmete€per, Condoctng a Home Vtstt (Concenvator Ch€ck),
l-oadlng Your Vehrcle, Wh€rcs $e Rb& Senth€t Events and FMEA, S€nun€t Events Smoktng, BAp,
PPE, 8ad Safety, Flrc Exthgulsh€r, Ofilce fhlard Saf€ty, Hazard Communtca0on, assessm€nts, and
compllance kalnlng.

Print D.y 1O's Do€ument Pa<k€t.
Clkk thls llnk bo pdnt the docuhents Inctuded on Day 10. Thb wtl a ow you to vt€w a hard copy of
the tralnhg - wlthout prhung eacn dodment s€parairly, Importantr nB dooment ls only ava 6ble
to DVP5, DHRMS, RMs, At4Os, and tCMs, Th6 document ts 2 pag€s tong.

Day 1l and 12 with LCM
hcludes reviewlngr goal piannlng, expense reFnrt, on c6ll prccedure, staft educathn forms. safety
and rlsl n€nagem€nt, OSHA, drtver educatioo, FDA procedures, equtpm€nt [bnagement, servtce
arca, standad op€raung prcbcol, payroll (onlhe dt€tt deposlb), and ernployee benefts, Aho
Includes rcvi€wlng assessrnents and ansiwedng any questlom.

Prant D.y 11-12's Oocument Packet,
Cllct thls llnk to print the documents Inctud€d on Dny 11-12 t'/tti t"Cfi. Thts w t a ow vou to vtew .
hard copy ol the Oa|nhg - wlthout pdntlng each doaument separaiety, tmDod a, ( lhis tkrclmenr rs
only avallabl€ to DVPS, DHRM5, RMt AMOS, and LCIrls. ptease b€ pau€nt when downloadhg and
prinung thls docunrent - as tt ts about 100 prges and almost 2 EA,

J PST.CDL

Important! Il you arc lookhg for department-sp€ctftc onln€ tralnlng, 90 to Rotech U's T.aining
by Departm€nt/Ar€a fotder. Thts hcludes tahtng for: Asset Tracktog, A tng, Centrallntai(€,
Compllance, Contlacts, HR/Payroll, ICAHO, Quattty Improvemenl and Safety/Rlsk tvtaoagement.

Conducti.rg a Home Visit ( Conc€nt.ator Check)

Indudes a step-by-step process of conducung a soccesstul concentrabr check dudng a home vistt.

O.ivercare
hctudes onttne Safety tllanag€ment to be us€d by a[ Rotedt Heatticare pauent S€rvtc€ Technictans,
Patient SeNtce T€cinbans-CDL, Respiratory Clhtdans, and Transnl Drtvers, as w€llas th€tr
manageE ano numan rcsolrces,

Access hst.uctions: Drtvelca.e ts a prcdud of the CEI Group and NOT Bre€ze, lher€fore, for
instructions to access Orivercarc, goto http://bre€zeo2,pha.macy.com/driv€rcare.

Loading You. Vehicl€
lnclud€s apprcpdate personat protectve equtprn€nt, lnfealon @nbd ttemsr vehja.le safety ttems and
do.unrnts that stould be pr€s€nt In vehtctes prior to sbrflng dellveris each day.

wh€re's the Risk
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hclud€s ldentifyhg and documenthg th€ foltowtng rlsks h the pauent homer fa 

 

hazards, flre safety
harardt smollng ha?ads, Infectton cootrol hnzards and equlpment stoGge hazanls,

J Orientation

PST-CDL Odent tbfl ls provtded for the ftrrt tirr. w..t of. pSTOtb €,.nDtoymenL Thls ln€ruoes
guldelines for coaches and 8r€€ze onltne couases, tfta llart 12 dlyr ot pST-CDL (hc||don fr
tttc ramc .3 PST Orlcnhloi|, Th€refore, for tlte flrst 12 days of tstot Ortentation, comglete atl
guldelhes dbplayed In PST O(ientauon - found on Roted U, Trdinhg for $e Localon, pST,
Orlentatlon.

Afte aftls, all PST{DLS must atso complet€ the ttam In tfi€ followtng &cument,

lf you c|ck lhe Bree.'e course and receve a Not Authonzed,, mesege, contact Training and

_ 
PST-CDL ori€ntation
Indudes 2 s€cttons of training. The flrst secuon ts for aI pST{Dt- dnvers. The s€cond secion ts
sp€ciflc to allT2 loc.ttons. A T2 ktcatbn type ts defln€d as an FOA regbtercd manufacturtng stt€.

Pridr pST-CDt,s Ori€ntation t ocument pack€t,

Clkk thls llnk to prlnt the do.uments inctuded on pST{Dt Odenta$.rn. Thts $,t[ alow you to vE$, a
hard copy ot th€ talntng - wttiorlt p nung each document s€prrdtev, tnrporrait, Thts document ls
onty avattabte to Rt'ts, AMOE, and t-CMs. ptease be patent wh€o downtoadtng and pdnong thts
document - as lt ls about g) pages and about 1 t"t8,

] PSr-CO! Questionnatre (to be comgtcted bythe LCM)
Thls doatment prcvtd6 PsT{DLs an opportuntty to acknowl€dg€ whether they cohpleted cducal
components of th€ odentaflon proaess, Ftrst, tt must be compl€t€d by fie LCM and fo.waded to
T6lnlng - as lndkat€d In the document. AfteMardt Trahtng wll folwad tt to th€ new PST{DL -
who wttlansrer the quesuons about th€k orlenboon. Therctore, t tb docunant ahould only !a
dou'|badrd bt 0tc Lc|| - wio wlll atart tta quaauonnallt gmca-.

J R C
lmportant! If you ar€ looktng ior departnent-spectflc onllne trahlng, go to Rot€ch U's Training
by Deparrm€nt/Ar€. fotder. Thls Includes tratnlng for Asset TracHng, a[ ng, cenballntake,
Compllance, Contracts, HR/Payroll, JCrqHO, Qualtty hprovenEnL aM Safety/Rtst Manag€ment.

l ryo!c|cktheareeTecoLr6eandr{evea Nor Authorzed mess3ge, conract creg Spratr .

CEU., In addlton to ResptEtory Con0nult|g p.esphtoiy c.rc Educa0on (CRCE), we arc now a
cedmed conunulng edlcatlon and tralnlng provtd€r for nu|shg,

Ifiportant! AnyonG atlandlng tia llva lract. nccdng or rt.odcd Brrcra Falnlng noduh
wlll hayc to log In udnt tfiGll osn andl .dat]!$ and Rot <h Homa hlc paaaword.

Uva AEG'. nrcctlnla. Curentty ttve &e€:e sesstons are avathbi€ on l,|ondays, Wednesdays and
Frldays h the momtng and aft€rnoon. Iiese courses taS approxtBbtet 1 tbur at varbus Unns tn an
effort to ke€p from dtsrupttng bustaEss flow

tca Sinc€ avattabtttty h lmtt€d for ll|e llve Breeze segsions, th€s€ s€sstons are onty ava abl€ to
Re5pkatory olnktans.

tlon RCs, lf you are NOT an RC and woutd ltte to vt€w the .needng w|tn the RC, g€t wffi yolr
P\esplGtory Clinklan to learn rnorc, you can vtew tie sesslon wnn the RC - after [tey lo9 lito tne

R@rdad Srrc:a ts tnhg modula., Onltne ctintcal couFes arc ava able to take at vour
conv€nl€nce. Reuew th€ bttowtng for enroltrn€ot to tiere €ourses.

Rc'r. Resptrdiory Cttnkt6ns arc €nrc ed In a 

 

ctinkat trahhgs.

io.t RCs. r you ar€ (a) an RT or nurse AND (b) not In a Resptratory qtnktan rct€ at Rotedt, you
can access our Czu presentations to keep )our lcerEe cunent _ once w€ enrott you in me
r€corded Ereee trdtning modul€6, To rcqu61 enrolment In tfie .e@rded &€eze tratntm
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modutes, send an efl|ailto nicholas.macmillan@rot€€h.com $,tth an elecbonic copy of yout
cunent nursing or RT lkens€ or credenuals, Or you may send an emajl request and f; a cooy ofyour cunent nursing or RT ltaens€ or credentjats to {317) 5?2_0009,

Clinical Policr Revisiorr 2OO?
Thls one hour tralnirE r€vtews alt stgntflcant cianges to Rotech,s pauent Can poltct€s (Chapter 2).

o0on€b Use in COPD

Inclldes an overview of the us€ of Duoneb (atbuterol and tpratroptum) In COPD,

Managem€nt ot Strbt€ COPD

Thls cours€ provtdes an overyt€w of the man gement of stabh COPD.

P.tient Ass€ssment - P.rt 1
Pdrt 1 of thls t hour cours€ Include6 S€cflons I and Z of a mulu-part sertes on pa0ent Ass€ssment.
Sectlon I provldes an Introductlon to paflent assessfiEnt Includlng a revtew ot our assessment
pollcles and tonns and S€cuon 2 Fovtdes an overvtew of 'p€opte skllls' that are hpbrtant to obtatnlng
a quallty patl€nt assesgnent,

Patient Ass€ssmetrt - Part 2
Includes: a one holr tralntng modute tn .ompteflng tie C nktan Vlstt Report (CVR), rt ay
manag€ment, rlsl factors for poor t4DI technhue and paflent tesing,

Patient As6€ssment - Part 3
Includ€s: a one hour tralnlng module on physkat ass€ssment of the putse, r€spkatory rate, breathtng
pattems, lung soonds, blood pressurc and edema.

Patient Ass€s$nent - Part 4
Thls 65 mlnute modlb ls part 4 ot a 4-part s€rtes on paient Ass€ssment. Thts sesshn covers a)
makhg elTecwe cllnkal constderattons and b) clhtchn lme managen€nt.

R6pirotrics Smart Monitor 2 Overylew

Inclu<l€s an Overvl€w of the use of Resptrontcs Smart Monttor 2 for tie Re6plrdtory Cltnkt6n,

!l orientation
RC Odentauon ts prcvlded for lh€ nnt 20 rLyr of a RCb emptoynpnt Tnb hctudes gulde n€s for
coaches and Br€€ze onllne cours€s.

Gu..t acaounE ff you are a new €mptoye€ ,r/n outa Rotdr ena 

 

e@unt Ft a lew ot thee
Uenbtbn aouscatr & ud wtth a Br€eze guest account, Fbr RC Od€ntalon, rn ACM can
provlde 'ou the gu€n account Informaflon.

If you are an Actit and ne€d the 9uc3t logtn Infomaflon, c[.k the resp€cuve lnk,

For Acrls ontr http://bre€zeo2.pharnacy.com/guestacln

lr you c ck lhe Breerc colrs€ and roc.rve a Not Authonzed, mesqge, cootact Ron hosp .

Ori€ntation S€hedute
Includ€s the agenda for the 20 &y RC Odentation. For your conventence, this doflmefi cafl Deprinted for easy reference.

_ 
ory r *ith lctl

Indudes ontin€ trdining for New Htre Ortentatbn, Atso compt€te th€ folowhq foms: New Htre
Pape.wo& Operauons T€am, Oder Busness Grds, Ema 

 

pcqu€st, Revi€wihe fotbwing matedats:
Manuat lime sh€et, Job Descnptbn, Rotech tntroducuon, "Ufe ot an RC", Goats. probaton6ry p€rtod,

hft ps://secure.rotech.com./ru./,Danalnfo=sgi,SSO=U+navhee.htm
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PLOA (PeEonal l-eave of Ats€nce). payro 

 

- Drcct Depostts, MeeUn96, AC Weekty Ca , Tour Rotech
Home Page, Polky.nd Prccedure M6nual, Abbrcvlaflont GoH Care Grid, and l,4en6r,

Oay 2 with l-Cltl (or Warehouse Manager) and ACM
Inclu&s tfi€ LCIL1 povidtng a bur of tne locatbn and Warehouse. Inctud€s rcvtewtna ttp foltowtno:
[1ornlng Meeting, Mornhg Me€ong Infomaton, O4/gen Systems - Equtpment and $Mces
Overylew, Stafi ComFtenctes, and palent Educauon, Set-up and cleanhg ptoces€, Overview of
FuncuonalTsdng ftutpment, RC Hoflr Vbtts. and RC Route Sheet Comi;Uon anb Ointcat A.tvttv
Database (CAD).

. Day 3 to 4 with ACM or M€ntor
Includ€s revlewtng the foitolvtngr tttomtng t4e€ung, seryke Arca, coat ptannlng, cthicat tbtky &
Prcedur€, Respkatory Resources, OrheteE, Orygen Cocseryhg Devkes. ana After Hours Catl
cent€J. Attend onltn€ trahtng for: I Care About paient cire Erducation S€de6, Chec(ng Web
Mal/Outlook, aM Cytrnder TransDorL

_. 
D.ys 5 wltt LCM and/or PST
Includ€s onlhe Ealnlng tor Krcnoo / Wort orae Timei€€p€r, Revlew funr6 for Home Vtslt Remrts,
RevEw the fottowhg mateftbt Momhg lt€etng, Xronos / wo*fo.ce Ttmekeeler, Sbr.oe a;d
tLndlhg of Equtpm€nt, lnfectlon Controt, Hazard Communkalon Trahhg, r,{edk tOxyqin
DEfibutlon, Our.ble litedtcal Equtpln€nt (DME) - Equtprnent and Servtces Ovedlew, Stat
Conp€Fncles, and Pauent Educaton, and I Care About patent Carc Educauon S€rtes,

-. 
Day 5 wltt PsT(Ride Along)
hdudes rcvler{hg tfi€ followtng ftEtedats: Ivtomhg Meeflng, I cae About pauent care Educaton
S€d€s, Tkket Prcaess, PSI RHe Aong, Pati€nts Needs. and Ddver Educaflon.

_. 
D.y 7 to 9 whh ACM or il€ntor
Indudes rcvl€whg the iollowlng materhls: Momlng meethg, Scneduftng, Ct|ntaat Constd€ratbns, I
Care About P.Uent Clr€ Edocatton Sedes. ACM Ch€ck *, CaR Revtetry, pa0ent Vistt Gtendar, R]de
Along, Rld€ Alo.E Actktths, VenUletoE, tlIPPv, Infant Apnea Montto6, Sle€p Centrat, Trav€t Fbrms,
Cell mon€, Supplhs and S€ryke E(cettence Contrart.

- 
DaY 10 with SR
In<ludes .€vlewlng the followhg nretenab: Momtn! Me€dng, A SR Day, eoatfvhg your Ac@u.rE -
Quallfylng Questions, Eack to 3.sks - Putfib Do6e, ThtrEs nrt Wo tn ity lvte*rt, Xey Ac.ounts,
CIvIN/SOP/OIF, Glb, Gll Biets, .M RC & S.t€s Rep Regutar tt€€ ng Agenda.

-. 
Day 11 to 15 on own or Mentor
Inclu&s attendhg onltoe tratntng foi Complance Tralntng , Sen0net Evenb and FMEA and Sentn€l
Events Sftoklng, Revlewhg materlab for: Momtng lleetng, payroll - Ollllne Dtrect Oepo6lt
Stlteftnts, Slgn Up For Eenefits, S.h€duthg. pad€nt Vbtts, Oxygen Compthnce and We€kV Ca[ wtth
ACM,

oay 16 to 20 on Own or with ICM
Indodesattendlng onlhe tralnlng for| Enter a Padent, DrroNeb Use In COPO, and Manag€ment of
Stable COPD. R€vlee, $e following matedats: I,4o.ntog Meeung, S€nedu ng, pauent \4st6, R€feral
Process, Physklan / Insurance, Pap€Mort Ftow, Revhw r.UA, $/alk Int Oashboad ov€wt€w, Budoet
RBvlew, CMN/SOP/DIF, No Cnarye, rt€td tt€ms A9tn9 (HtA), paueot Flnandat AssHance, We€tt dtl
wltn ACM, Pathnt Complaht Prc.ess, and pruent Comptatnt prc.ess (tctrt RevEw),

*} s.h. R.D

hponant! If you are boking for departrn€nt-9edft onlnle Eatntng, 90 to Rotech U's Trainrng
by Department/Area rotder. This inctudes tratnhg fon Ass€t fracktng, B tng, Centrat lntaxe,
Compliaice, Conb-dcts, HR/payrol, JC_AHO, eualty rmprovsnent, and Satuty/Rtst {anag€menr.
-J orient tion

Gu!3t .croune f you are a ne|v emphy.4- fitdput a Rot€h entait .,.aunt yet lome 6 ti€*
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Orhntatfon couElses can be used wfti a Ereeze guest ircount. FOt Sales Rep Oten^tbn, an pttt 0r
AMS cao provide you th€ guesl acaount Infonnatjon.

If you are an RM or Al,,lS and n€ed the guc.t logh hforrnation, ctkk the rcspectve  nt.
For RMs oolyr http: / / bree2e02.pharmact.com/9 uestrm /
For AMS5 only: http: / / br€ezeo2.pharmacy.com/guestams/

Il yo! clrck the Breeze course and recev€ a.,Not Althorized mesege, contact Trainingand

_. 
orientation Sch€dule
rndudG the ove tew for the 3 vreek Sal€s Rep Odentation. For your corwentenc€, thts docum€ot c.n
be pdnted for eary refercnce.

:l sR Qu€stionnai.e (to be comptct€d byth€ AMs)
Thls &rument paovldes SRs an opportunlty to actnot/vt€dge wheth€r tt€y completed crithal
componenb of tie orientatton prccess. Ftrst, tt must be completed by tlle AMS aM fo ad€d to the
CSO offc€ - as Indkabd h the document. Atterwadt they w t fo anl lt b $e new SR - who wflt
ansaver tfie quesuons about th€k orlenfadon, Th€r€fo€, lib alocunant ahould only ba
downlo.dcd by th. Al.lS - who wlll rt rt tic qm.donnd?t prcc.-.

-. 
D.y 1 with AMS
Thls l.|cludes guldellnes: New Hlre Pape vo*. Requeft for s.les Ferson phooe Extenslons Forin,
order Eushess Cards, Ematl Requer( New Htre O entadon. Crmmtsslon ptan, prcbauonary p€rlod,
Employee Handbook. Pollc] and Prcedure l4anual. Tour Rotech llome Page, Dashboard ove.vt€w,
HKory aM goab, TEvel fom6, M€ntor, Sales toms, MmtnHra$ve rcspomtb ttes, Sch€dute weetv
SR/AMS call, and S.hedule dd€-along wt$ mentoing SR

_. 
oav 2 with LCM
Thls hcludes gul&lln6: Revhw Mornhg Meeungt Vtsion & Cuto.e, Budget vs. Ach/at Revt€$,,
R€vl€w Held ltlns, SeNke Area - Map Potnt, Inuoducdon to Op€ratbns Team, Warehouse, ilo
Charu€, Sact to Basks - ttME, Tie SR Rot€, S€t Up.nd pk|( Up t-ogs, LCM & Sshs R€p weekt
Me€d.lg Agenda , Drlver Acdvtty D.tabasa (DAD), C nlcat Actvtty Dabbase (CAD). D6hbo.d, Key
Guldelln€s Trahlng, Inventory Manag€n€ot Tratnlflg, Ov€rvle\N of Equtpm€nt & S€rvk€s, ne Rot€cn
W.y, Baslc Ops, Comphtng . CMl,,l, and SOPS- c€n€ral & Spectft.

_ 
Day 3 and 4 with CSR
Thls hdudes guldellneg Llst ol most acfive r€f€ral soorces. Referral process, papearfo* flow, csR
bgs, Patleni nnanctal assbbnce, Revlew AlrlA/ Batch sheeb, B llng C€nter, Walk lns, Back to Baics -
O$gen , Sack to B6ks - Crn€ral, Entedng the Sales Rep Number, Intale & hsurdnce Verlfl(auon,
Medlca.e Overvhw, Eatcihg F6p€rwod! and Create a Tktet,

_. 
Oay 5 a.rd 5 whh PST
Thls Includes guldelhes: Rtd€ atong, operaung safety lnstrucUons, Enter a pad€nt, overyte{ of
Equlpment and SeNtes, 86stc Qualtttng Qoenbns tor Every AccolnL Tkket process, Wh€etchatrs,
8€(h, set-up and cl€antng process, New paI€nt set up, Concentrator chect, and patients needs,

_ 
Day 7.nd a wlth RC
Thls Includes guldelh€st Rtd€ atong, Resptratory Resources. Otnkatpolky & pro.edure, podabl€ 02
Syst€mt Clhkal D€finluons. CPAP and 8tpAp, Neb t{€dE putrm Oo6e, N€b lted set up. Conservhg
Devkes, Cllnkal Assessm€nt Vbtts, CpAp, cOt-O Carc proqram, Sptromeuy, o(|metry Sack to B6tcs- Pulmo Dos€, DuoNeb t,se In COPD, managelrl€nt of Strue COPD. st€ep Central, R€sptratory
R€sources, Patl€nt Tesfng, Olntcal Cou6es, and Cllnknl Vbit Report,

_ 
Day 9 tor are€z€lrainlng

Thls Indd€6 goldelines: MAE-I What ts MAEZ How To Tracft A FbtnL Assessments.

_ 
Day 10 with AMS
Thls hclud€s guldellnes: Teritory Managein€nt prccecs. Aacount prcfltes, Gont ptanotng, Fteld
summary Refrort, Expense repo( sal€s Web, AMS Locaton Checnbt Gut&.

Page l4 of36
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. Day 11.nd 12 with SR
This indudes guldellnes: A SR Day, Quatfying your Accoonts - Qualfying euesbm, Thtngs that lvort
in my ila*et, CMN/SOP, calls, CallErtefs,

_ 
Day 13 witn AMS
nts hdudes gutdettnes: Hospttat setting, pnyddao S€nng, tiom€ Heitth Se tng, B€st practk€s lded,
Terltory Plannhg, ClasslfylrE Your A.munts, @achlng Gutde.

:-l Tr.lnlnc br D.prtr6rv^]l.

-] A$.t Tr.ctlry / Procur€m.nt
Il you clrck the Bree.e cours€ and recerve a Not Authonzed , message, contact Doug Harrangton .

Coua!a.

tMBS Ascet Tracking Training - t'lodul€ 1.
Thls In an lntroductory counF that wtll give you $e foundauon you ne€{ to use tt|€ IMBS
Ass€t Tactlng System try huodualng you to all of the bask functbns needed to track your
krcatkrn's R€ntal Ass;ets.

ll||as A$€t Tracklng Tralning - Module 2.
Thls cours€ covers the IMBS As6et Trackhg R€ports and spectatty f€aturcs atong wtth
slt€clal sc€narlos that wlll help enhaft€ your kno/yl€dge and turth€r your Onde{standhg of
$e IMBS Ass€t Tracklng System,

Procur€m.nt Tralning.
An Intrcductory course to the company's procurement process€s and appllcaflon for
orderlng pau€nt related equlpment and suppll€s.

F Q .

Page l5 of 36

Invoic.d ltems l{ot Rec€lv€d - Dashboard

Includes tlxlng hvoi€ed ltems not r€celved.

Shipment Ne€ding Ac.€ptance - D.shboard

Includes flxlog shlpments n€€dtng dceptance,

unproc€ss€d Tictet Step-by-Step Oashboard

Iffludes flxlng unproa€ss€d Uckets.

ttlnuaL

Iilas AssGt Tra€klng - l"lanual
pleae E ptEnt to. the fie b di^/nbacl ."

Thls manual has b€en devetoped to 6ssist you In the applkation of the Innovaflve tttedtcal
Ellllng System-Ass€t Tlacktng apptkation, r€fen€d to as IMBS-Asset Trackhg. Th€ manuat
prcvkrB a bder ove?vtew of both th€ *ore and asset lacktng pr,cess, Deta ed syreh.nc
Inshxtlons, complete wtth lttustraucns, are provtded to watk you though the hitatbultdtng
of the flles for your tocauon and ti€ actuat processtng of equtpment as it moves throughout
Rotech,

J orrng
If you c rk the Br€eze courF and receive a ,,Not Authorized,, messaqe, contact Liz Torows.l

ICC Co.nmunlcatoa
'- 

laauary zooz
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Includes detaited cllN/sop anfonnauon rclated to TEl,ls untts for all dates of seryke.
- 

February 2OO7
lncludes Infonhaton on Medicarc Capped Rental DME - convert to purchase after 13
months; lisb ltems to be constd€r€d capped rental and hoi,v to handle repatrs to patent
owned eoutDmenl

- 
March 2oo7

Inclu(ks Infonnation on Insurrnce vedticailon Op521.
- 

ADrit 2oo7

Inctudes Info.mation on choositrg the @rect cnder number.
_ 

t{ay 2oo7

Inctudes Informatlon on ustng th€ Intoat dat€ on a SOp or CMN,
_ 

Jun" uooz

Inctud€s Inionnation on In$lrance vertfka[on,
- 

luty zooT

lndudes Informauon on when to contad the B tng Center about a 0cket or Ct4N.
_ 

August 2OOz

Include hfomafloo on steps to tate when rcacuvaflng a patent.

lllllne HR Upd.tG
Thls bllleun p.ovtdes HR-rElated Informaton to 8 h9,s management stafi, These documenb arc
resucted to BCt4s, 8COs, Shawn Chrls(ans€n, Tamt Seferl and paula Daht,

05l2oo7
06l2oo7
07l2oo,

Eilling wlth.n AAN - bcatton rnrormation (Job Aid)
When talhg .n oder prtor to th€ pauent qua fytng (t.e., no testing and/or supporung medtcal
necesslty) th€ CSR muat prepare an ABN for eaah ttem pnor to havtng the equlpment d€ttver€d or a
PsT @n complete an A8N wh e out on deltvery r applkable. Thts Job atd inctudes the process for
prepartng an A8N and Intormaflon on qualfylng tesung,

HGPCS S€.rch Tool (Job Aid)
trcPCS S€arch Toot b a toot whkn can quickly search the tiCpCS (Heatthcare Common p.oc€dure
Codlng System) and Modttter cod€s. Thts reptaces the exKtng ptLlIC HCPCS book. Thls lob atd
provtdes hstoudtons tn ushg th€ toot,

MAE - Mobility A$ist €quipment
Includ€s lnformauon on tie mw polcy, Mobllty Asstsrfve Equtpnpnt (t4A€), medkat necesstty,
atgortthmtc approach, lrnpact to tocat cov€r.ge determtnaflon, tmpad to CMNg tnfonnation n€€oeo
for rcylew, OttE toi.te, oders for manuat whe€khalrs, FOVS, and power whe€tctlarrs.

..J ccntnt rntrrc
ll you chck rhe Bree/e cou.se and rec€rve a ,.Not Authoized, m€ssaq., .ontact Kim Wiliams
Medical S€dic€s Company rmptementation

Inciudes a t5 m|nute ovefltew wtth Rotecht ner,v na0onat cont act wtth MSC,

Medi@t Sbrvices Company hptementation H.ndouts
Includes PowePoint handouts - ln A<tob€ fomat of the MSC present Uon overvtew.

-] cthlcal nceourrce

https://secure.rotech.cor/ru/,Danalnfo:sgi,SSO=U+nawee.htm l2n9/2007
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Clhlcal Educadon tbr llor{llnlcl.na. On the Home Page, go to Olnkal, RESPT Resources,
Resources, Eest of BreatlE Easy. Includes adkles that appearcd pr€vlously In Sreathe Easy. Ih€s€
artkles are gr€at for pauent educatho or for anyone waotlng fib€ Inionnatlon on bplcs covered,

CEU5, ln addltlon to Resdratory Continulng Resplrdtory Care Educatton (CRCE). we arc now a
certlfi€d continulng educalon and Vahhg provtder fo. nudng. Cureotty  ve BJ€eze sesrons are
avallable on l.lonalays, Wednesdays and Fddays In tlte momtng and afr€moon. Thse courses last
appmxirnately I hour at varioiE t|m6 ln an elTort to le€p from dts upthg busin€ss flow. hvltauons
wlth the 8rceze linktuRls are sent to tie Resplr.tory Olnlclans - so g€t witi your R€splr.tory
Olnklan to leam rnorc. Anyone atFndtng the meeung wtllhave b b9 ln ushg thelr own ernall
address and Rotech Hom€ Page pass{,ord.

vi€wing Your Breerc Transcript
Indu&s a &rDnstrdtlon ot a step by step proa€ss to obtaln a summary of tfie Bre€ze coors€s you
have attend€d, your scorc and date.

J comrtlrncc

Ir you clrck the Areczc co!6e and receve. Not Authorzed meslage, contact Tara Cella .
All new employ€es/con0actols must compl€te Annual Compllance Tralnlng wlttln 30 days of htr€

totln. log ln ushg your full em6lladdress (hclldlng @rctech,com) and Hon|€ P.g€ passwod,

R.9ordrg.

lndlvldual Taalnlng, Each employee mun sign h wlth th€lr own emall address aM pass{ord -
a€ Ereeze's tractlng features wlll be ls€d to r€cord hdhddual mandaio.y attenance.

Grcup Taalnlng. If multlple employe€s wll be attendhg tlre tralnlng under one empioyee's user
ID, then Form SE 80O must be completed for ear, empbyee who rttends the group sesslon and
flled h eac, employ€€3 flle at tt€ tocauon.

tmportan! 8etorc logghg lnto the tralnlng, eadl employ€e must r€c€fue the Complhnce
Tralnlng manual to follon whlle lHenlng to the 8rcere s€ssio.r, Op€n the Tralolng llanual
lolder b pnnt th€ handouts.

Page l7 of36

-l Complianc€ rraining Manual

2007 - 2008

Introd!ction.

s€ction r. Complianc€ Program

s€ctiod IL hIPAA

section trl� Data s€<urity

S€dion IV. Rul€t Resllations an.l the L.w

S€dion v. Billing and Doclmentation

sF.kcrl. SpeakeF/Headphon€s 6r€ n€€d€d to hear the trahhg sessions. Ev€ry emptoyee must
llsten lo tne tralnhg se66lon in lts entirety,

2007-2OOa Complianc€ Training

In€ludes five se.tlons: (1) Compltanc€ Program, (2) HIPM, (3) Data S€cority, (4) Rut6, Regutauon
and the Law, (5) Bllllng and Doqrnrentauon

https://secule.rotech.com,/nr./,Danalnfo=sgi,SSO=U+naltree.htm l2/29t2007
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Adv.nce Beneficiary ttoti€e (AB )
lndudes a 5 minute Uatning module ofl rcvb€d poltcy 2.1,14 Advanc€ Beneftlary Notice,

California Eremptee Training
Provldes trahlng rcquired ior Sbte of Glfomla Departmeot of Heatth S€rvkes Food and Dng Branch
Exempt€€ C€rfncauon. Art Canfomta leatbns lave a6e's to thb aus.

Don't tut t'1.
_ 

2007, slmmer -votume 2.
Indudes infornEtion on New lnf€c0oo Cootaol Cmftlhator, To Gove or Not b Glove, Infecron
Control Supplles, Q & A on MSA and Men|ngtus, hfecton Conrot Report.

ational Provid€r ldentifier (xPI)
Includes a 6 mlnutes tntntng noduh - whtci povld€s sorn€ bactgrcund hfoflmbon on Nathnal
Provld€r Iden0fler (NPI) and r€vtews ho$, tnb chang€ hpacts Rotech tocauons.

Pati€nt Complaint Process
Indudes 10 mhut€ tratntng modute revtewhg tblky 2.1.29, patient Complatnt p.ocess, and all
assoclated toflns, Eefore vlewlng tits cours€, pdnt the handottt - lHed below.

Patient Complaint Proc€ss tlandout
lncludes Pol €rPolnt handout - In tdobe fonnat of Pa ent complatnt process tnlnhg, Thts document
supplernenB the trdlnhg modol€ llst€d abov€.

Respondlng to Inspections, Audits and tnvesiigatlons.
Includes a 12 mhute Ualnlng moduler ldentlrylng the vadous hvesugatfue agencl€s that could prcsent themselves at your location,
€vlewhg documentallon ttDt must b€ malnialned In your loaatlon's Slte Inspectlon Blnder, r€vl€wtng the procedures to lotlow f your
locltlon ls vblted by an Investlgawe Agency, and ass€sstng your tnowledge ot rcspondtng to tnvestgations procedures,

Re.ponding to Insp€dions. Audlts !n.l tnvestigauons - ttandouts
Includes Poa€rhnt handoub - ln Adobe tonnat of tfi€ R6pondhg to Inspedloni Audtts and Invesltgaflons tralnlng,

.Jcoocaet3
lf yo! chck thr Breeze course and rcceive a Not AuthoriTed" messaqc, contact Kim Wiliams .
towa/ ebraska OME VA Contract
Includes a 10 ninut€ tsalnhg module on conbact rcqutrements, contact lnformauon and IIvtBg codes
for tlcletlng on Iowa/ilebrdka DME VA contrdct.

Man.ged Car€ Dep.rtm€nt - Polici€s and Procedur€ anual
Thls (b@ment ts ont ttmtted to employees wtthin toca0on t6tt60,

VA Central Intake

Irrlud€s hlstory, prtmary bustness ftow, eR€ferral business flow, and key bustness tssues,

-l HR / Pryroll
If yo!.lick the Breeze colrse and recev. a ,Not alrhorrcd mesege, contact T.ainingand
Dev€looment

il uanagement
- 

Authoria Us€r cuide
Includes accesslng $e Salary Plannlng Toot, logging tfl, dtr€cflons to compensadon planntng,
popuraung 6nd submlttlng the salary Ptanntng workshe€t, and hterarchatvi€ws. Thts moduh rlo€s
NOT contafn audto. Thls document can atso be foord oo t|€pf�fiF- p3{'e - w*t lturan Resu,t6,
, tnbn Reeun6, Wry ptann@ Auttoia U*rGui&.
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Kronos ReDorts, Ov€rtam€

Includes instnrtons to runnlng reports from Krcno6,

Kronos Time D€tail Audit tnstrudions
Includ€s Inst't]rtions to review €mploy€€s' tlme &tall In Krcoo5, From thb repoi, you aan s€e who ls
dockhg ln/out and f any employ€e tlme puncies have b€en edlied, HR will contlnue rdndom audils
ol employees' punch€s - as thls report wlll help detemlne lf manageE arc appropdately uslnq the
Xronos system to reflect employees' time.

Kronos Timekeeper - Mad.ger rraining (lob Aid)
Iflclud€s Kmnos and Um€ rccod lnformatlon $ch as Krcnos tednkal h€lp and how to prope y
process time r€co(b (1.e. edlung punches, approval process, etc.) Also €ferences the tarrrrl
Z/nesreeafom ne€ded to process dnresheeE fof nerv hlres, Ont managers have aacess to thb

Iocludes a gulde io logglng Into Konos, Worldoroe Genle6, Iimecad l,lodlfkations, and Reports,

ManagerS€r sewic. (MSS) - Employe€ Separation (tob Aid)

Includ€s Innnictlons to follow when termlnatlng an employee In MSS, Only manage6 have thts to
thls document,

Man.g€r self S€dlce (MSS) - rob Requisition (Job Aid)

Irrcludes st€ps to processlng a job equHuon, ont manageG have rlghts io thls doaument. Also, thls
document can be found on th€ flom€ Pag€ - under Homan Re6ource6, Human Resources, ilanag€r
Self-seryke, tmponantl You muai proccla a n.quLldoo IEFOR: procaaalng a trantar.

Mana9€r Self-Service (M55) Us€r Guide

Includes Infonnation on lo99ln9 In, llaln Page €xplanatlon, My Shorkuts, MSt apprcval pro@ss,
actlon co&5 pay sumt eason cod€s, flelds to update on actlons, posldon sructure, and requlrcd
rcqubltbn nefds, Thb dodment can abo be found on the tloif€ Pav - [nd€tr Hunan Reudt,
ltunwn Re$ut6, l,lanqEt 9lf-9w8,

Mana9er's W€lcom€ l€tter

Indudes Iniomatlon to a6slst oe$, |l|anigels on lob responslbllltl€s.

tteriv Hire PapeMork
Includes 130+ page docurn€nt whtn E complled frcm th€ New Hlre Paclet Ch€cklist and all foftls
rcqulrcd to complete on the llrst day of employment. Thls docum€nt can onv b€ act€ssed by any Job
tlth whkh Indlcites sop€rylsory re6ponsiblllti€s.

Performance Managem.nt Training 2OO7 Frequ€ntly Asred Qu€stions (fAQ's)

IrElud€s a 4 p6!F docum€nt of tr€quently as*€d qu€suons on Pedornance tlanage.n€nt,

Perf ormatrce Review Proes Training (tlandout)

Includes the Ualnlng notes (1.e, the 8rceze slldes) for the t€rformance Review Prcce6s }alnlng - to
b€ used as a desk reference,

Rot ch'3Emtlotaa Racognftlor P.o96n.,.tn.nkru
Trainlng on th€ purpose and value of rccognluon - Includlng instructbns on how to navlgate tnrcogh
www.thanks.con/.otech. select I of the 2 pres€ntathns llsted b€low'

ThaDks- with videos
Il you have a frdlntemet conn€ctlon, use the presentadon ,t4lt vldeos, We encou.age you to view
fhe presentation wlth th€ vldeos. The vid€6 6re €fibedded into slld€ numbeE 4, 10, L2, 15, ZO, N,
47, 55 and 57. lf you srrn ushg $b prcsentadon and have prouen6 wlth viewhg the vid€o6, use
th€ presenbtbn wlthori $e vldeos (lHed beiow.)

Page 19 of36
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Thants - without videos
If you have a sbry Intemet conn€aton, lse presentauon wtthout vtdeos, If you feet your ht€mer
access b slow, we strongly recom.nend ustng thts presentadon,

Erpens€ Report T.aining
Includes trainlng on ti€ f€aturct ben€flls, and funcflonallty of our onllne exp€nse report system,
These tuto.ials wlllgulde you to create, edlt and submtt an expense te@rt. These coulses are from
@mur Tednokghs' $,€b61te and arc NOT Roted3 Br€€ze coorses. Important! Concur
Technologles recommend accesslng ties€ coorses on a Wlndows 2OO0 or Xp computer, uslng Intemet
Etplorer 6 ar|d a screen resotutton of 1024 x 76a.

lflclrrd€s frequentt ast€d ques0ons p€rtalntng to Krcnos - Kronos togtdwys€ Tennhal, clocktng
h/out, tlmecad edlts, patd Ume otr aM flo60n9 holtday entry, Kmnos schedul€L and Umecard

ko.ros Salaried Employ€€ Trainirg

Includ€s Instructions for salari€d emptoyees uslng Kronos.

Kronos Timek€€per - Employ€€ Tralning
hclud€s a 7 mlnute 8€€:e ltsting $e tirce metiods to ctocthg h/out, d€scnbtng too lnlotr plocess
wl0rln Wys€, descrlblng log In/oil process on tie w€b, Id€ntfyhg tie prccess to cora€ct a dm€ Dunch,
and disungufsilng when to fog tnlout. &toe vlewtng thts @ute, prtnt out the folowtng lob atd.

Kronos Timeke€per- Employee Training (Job Aid)
In lud€s a 1 p.9€ Job atd - $,htch supptem€nts the coorse tKed above, Ftnt u|€ lob atd ,e/'ols
r^tw|rg the Korros flnel(eper - Enp$ee Ttatnhg Cl'ur*.

Includes lnfodnatbn on the logghg h prcc€ss on pages 2-5.

New 8ii€ Registration

hdudes a bdef tour of Robchb Home Pagg fonns completlon, and beneflts revtew,

P.yroll Stubs -Onlin€ Acc€ss for fzbrlrg W-2 Use6 (Job Aid)
lncludes a qukk reference gutde to (a) €gisl€r tor onltne access to your pay stub6 and (b) aaess
your pay stubs onlln€. Thls lob atd ts for extsdng ADP use6 - for tlrose who have used ADp! welrslte
to access Roted! W-2 foms during the past 2 yea6. If you have NOT us€d ADp3 $€bCt€ to acess
Roted's W-2's onftie, then ue tjne hrolt Shrbs - OrttE A@ss (tor net4 use6) as t*ed |tJtott.

P.yrollstubs- online Accesr ror /vf,rlus€E (Job aid)
Includes a qukk ref€rence gulde to (a) rcgHe. lor onlne access to your pay stub6 aod (b) access
your pay stubs onllne, Thls lob atd ts tor new users - wtro have NoT us€d ADp3 webstt€ to access
Rotedr's W-2 forms over the oast 2 years,

JJCTflO
If you c ck the 8r€eze co!rse and .eceve a ,,Not Althomzed, nessage, contact Tara CeIa

Conducting a Home Visit (Con<cntratoi Ch€ck)

Includes a step-by,$ep pro.e€s of conductng a succes#ut concentrator ciect durino a home vtsit.

Loading Your Vehicl€

Includes appropriaE p€Eonal prote€uve equtpnrnt, iofe(tlon ontsd ttemt vehjcle safew ttems and
clo.uments that shootd be pres€nt In vehkbs ptur !o starung delveries €acn day.
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S€ntinetEvents and Faiture Mode Eff€cts Anatysis FaI Risk.
Inclucles deUntng Sentinet Evenb and Fa ure l{ode Efiecb Ana}ysts (FmEA), Increastng ehployee
awareness, and tdenttfytng Corr€ctve Action plan (Ctp) to rcduc€ Inludes due to falls,

sentinelEvents and Faiturc r{ode E fecle AnatFis smoking
Includes identifylng s€.rtinel€vents and FMEA, Incrcasing stafl awar€ne56 of Fsues, revlewtng
Rot€ch! prccess for the smollng patienL undeEcandtng co.rectve actions to rcduce risk, .ns
lmproving staff and patlent s.f€ly.

wher€'s the Risk
Includes ldentfylng and do(umentjng th€ to owtng risls In the palent home: fal hazads, flre sarety
hazards, sflloklng hazards, infectbn controlhazards and equlpment stoBge hazads,

_) Pulrno D6c

Pulmo t os€ cbutiz€r Medication SOp - Foim pD 165 (Job Aid)
lncludes the 7 rcqutrcd elements for the SOp betore sendtng lt over to pulmo Dose, Sate6 R€ps
should prlnt ihh job ald and ke€p wtth them when vtstlng th€ docto/s offr€.

Pulmo Doi€ SOP Training
Includes a 30 mtnute onltne trdtnhg on th€ ne putrio oose SOp trahhg as ot 9/2m7 congsung of:
(.) movlng QA process for filltng and bttttng to Murrdy, (b) redudng SOp veEtons for neb m€os ano
compr€ssors, and (c) d€aung an easy to complete SOp. Thls tralnhg b r€qulrcd tor Lcfls, SRs, and
csRs.

:l Qurllty Inprovcn.nt
li you chck the Breeze cour* and recerve r "Not Althonzed" meseqe, contdct Tara Cena
Teleheath r.aining
hcludes ld€ntfylng Teleh€alth devtces and capabtlttietbeneflts and und€rstandtng competenctes
pdor to s€t-up, Rotech's polky and prccedurcs, Inventory of devtces, prop€r s€t-up of devlces. con€ct
foms and Instrucuont cleanhg prla€dures, procedurcs wh€n devtce replacem€nt In nec€Esary and
llnts to devke manufacturers,

:) slhty/Rlrl r.t.n.s.m.
ll yo! chck th€ Bree/e .ours. and recerve a Not authom.ed,, nessoc, contdct Ta.a ce a

aad sat€tY
Inciudes undeBtandtng how b6cl tnjud€s occur, prelen0ng baat Inluies, ushg proper lfthg
tednhues, and thhktng Intetttgentty .bout your bct. R.qutrrd aDnu.[y.

Bloodborne & Airborne P.thogens
hdudes a 35 mhute trdhhg n|odub $at evtews how you mtght be exposed to bloodbome and
aftome pathog€nq hoM, to prctect yoursef from e4osurc, and how to propedy ctean/d€contamtnate
alter €xposure, RGqulard rnnuatly.

Importdnt, Etrectve F€bruary 22, 2007, tn€ Rotech Btoodbome pathogens & Tubercutosts OSHA
tralnhg vldeo ts no tonger valtd towards the compteUon of manr,atory annu6t OSH.A $fety t ainlng
at Rotech.

Fire ExtinguisteE
In€ludes ld€otlfylng dtfi€rent ctasses of flre, choosing the dttf€rent types of extinguishers, using a nrc
odnguisher, and Inspecting and maintahing extingutsheE. RaqulEd annoelly.

Hazard Com|nunidtion
Includ€s a 30 mtnut€ valntng modute on Rotechs Hazard @mmunlcaflon program for employ€es
who may be expos€d to haladous €hemicals, Raqul.rd !nrua[y.

Offic€ Ha:ard Safety

https://secure. rotech.contny',Danalnfo=sgi,SSO=U+na!'tree.htrn
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Includes Informatlon on flre, ctEmrcaland medtcal emergefties - as well as eEonomt6, shess, and
othe. omce h6zads, Requlrtd annutlly.

Personal Protective Equipment
In€lud€9 a 45 minute tnlning module that tdentfles appaopriate pelsonal prut€ctive equipment andhow t0 use lt propert. Raquhcd rnnoalt.

Impo(ait Effecttve February 22, 2007, tne Rotech pelsomt prot€cUv€ Equtpm€nt OSHA ,atnhg
vrdeo is no tonger va d towads ti€ compt€tion of mandatory annuat OSHI aafety tratnhg at
Rotech.

J T.chnk l T.llnlng

lr yo! c|ck the Breeu e coLrse and recerve a ,Not Allhonzed, messaae, .o.tact
Tr. iningarotech,(om

Acionym tist
Includes a 1 page docufiEnt of adonrns (t.e, abbrevtat ons) commonv used at Rotech.

AOL Instant Hcss€nger - s€tting up an Account (Job Aid)
Includes iostrucdons to s€t up an account wtth AOL hstant Messeng€r (IM) at Rotech. AOL IM
(Inslant Messenger) can be used to obtato tmmedhte rEsponses lrom samion€ onlhe wlthh Rotech,
The Instructtons Include s€ttng up AOL IM on your computer, hstalthg Inslant t4ess€nger, creahng
an AOL ac.ount, and updating the Hofi€ pag€ Contact LH. 

-

To Pnnt: from the Mob€ tootbar, cltck the prht tcon, pnnthg from the bows€r toolbar does
not currcntly wort.

appric.tion Lisr tor LcMs (Job aid)
Inclldes a 4 prge document  sung of the apptkltons LCM5 wl 

 

use. This Job atd dlsphys the
appllcauon, a descdptlon, loaatton on the Home pagg and logtn Intonnaflon (tndudhg passwofd
rcquests). although thts docurnent was c.eated for t-ct1t other Rotech stafi memb€; may nnd thts

CoDy Flles to CD
fot bfiop u*B onty. tndudes lnstfuctons to copy f €s from the hptop to a cD, shce Rotech3 tower
complters do not have the capabl ty to copy fltes to CD, these Instructions arc ont for taptop users.

Email - Vacation ttotic€ (lob Ai.t)
V?catlon Notice ts a tool to automatkalt respond to your lncomlng €matb - Indtcaung you are out of
tne offke. Thts ts slmltar b Mtc|osofrs Out of Omce As6Kant, Thts job atd d€monsba-te6 how io turn
on/off your emall Vacauon Notke,

To Pdntt frcm the Adobe toolbar, citck tlle prlnt tcDn, pdnung ftom the browser toolbar does not
currcntly work.

Excel (lob Aad)
Includes lnlormatbn on the Excel scR€n, keyboard shotcuts, sbndad loolbar, edtthg, fomatu.E,
rormubtfunctions and wortboot managem€nt, ptease b€ patent $,hen downloadtng thb nh _ as slenb sire ts. targ€ I r'48 nF.

Io Frtnt: fron the A&be tootbar, ctkt the pdnt kon. prlnong from the bro$,ser tootbar does norcunenly wort.

Notet Rotech ts neith€r endorslng thts website nor are we autnodzing lllat an emptoye€ woutd Dercimbursed for any purcnase made from th6 w€bsite,

Ex<el - L€arning the Basi.s
l .ludss 35 nkuEBreze d€monstrates how $e b6k tuncions of Acel. The tolowhg link wltl
taunch a spreadsheet you w t use for tie exercis€s,

tlob: once h tne spreaGh€el folow th€ instructions $,tthh the document to tauncn the arceae
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tlaining.

HCPCS S€arch Ioot(Job Aid)
HCru s€arcli Toot ls a tool whlch can qulckty search th€ HCPCS (Healthc.re Common procedurc
Codlnq S).stem) and Modtfier codes. Thts rcptaces the exhlng pi4IC HCPCS boots. Thb ,ob aidprovides lnstrudtons In using the tool.

IMBS Password Reset Web Toot(rob Aid)
Inclldes infomatlon to use IMBS P.ss:word Reset Web Tool. IMBS passlrcrd Reset web Toot ts a w€b
applicarlon - whtch .llows an IMES user to create a new pass,vord or reset their tocted togtn.

rnternet €xpto.er 7 - Uninstafl (Job Aid)
If you upgEded to Internet Exptorer 7, you may expertence enor nressages when uslng some of
RoEcn's applkatlons as wett as wien Ushg Ere€ze. Thercfore, w€ re$mmend you to untnstal
lntemet Explorer 7. Thrs lob atd pmvdes hstrucuons to untnsla 

 

Internet Exptorer 7 - wh € teavlng
lntemet Explorcr 6 on yolr computer,

To Pr|nt: fmm the Adobe tootbar, cltck the prlnt tcon. pdnting frcm the browser toolbar &es not
cunently wort.

Outlook - Create Email Account (lob Aid)
Includes instructlons when ushg Ortkrok to view your Rotech €matl on your own conputer at Rotech,
Us€ these Instrudlons ONLY on your computer. lf you us€ ties€ Instrudlons on a temporary
computer, your emall wtll b€ downloaded on tne Emporary computer and then you w l NOT have
acess to tiese ematls from your no.mal comFxrter, Tiese hsfucnons a€ lor Oufl@k 2003,

To Printr frcm tie Mob€ toolbar, dlck tie Pdnt kon, Pftndng from the browser toolbar does
not cunently wort,

Outlool (Job Aid)
Includes Informatton on ti€ Ouuoot s4r€en, keyboard shortcuts, standard toolbar, m€s6a9es, general
functlons, calendar, contacts, and iasks, Ptease be pat€nt when downloadlng thts llh - as tie flle stze
h a large 1.9 ['18 flle,

To P nt from the Adob€ tootbar, cttct the Prht tcon. prln[ng from ti€ broh,ser tootbar ooes nor
curendy work,

Note: Rot€ch ls nelther endorstng thts websth nor ar€ w€ authorlzlng that an emptoyee {ould be
€lmbuG€d for any purchas€ mad€ from thts w€bstte.

Password R€set (Job Aid)
Passwoft, resets can b€ perfomed by a manager, Th€refofe, uslng Sendmait, manageE/sup€Ntsors
have nghts to crcate temporary passwofth for thetr dtr€ct repor6, Thts Job atd provtdes hstrucflons
to u9n9 Sendmall's pas$rod reset function,

To Prlnt: frofi th€ Adobe tootb6r, ctick the pnnt icon. prtnflng from th€ browser tootbar (b€6 not
clnently !wrk,

PowerPoint (rob Aid)
hctud€s information on the powerPotnt sareen, keyboard shotcLrts, format0ng tootbdr, views,
ouuine/slldes tab6, deltvery/transntontantmaflons, and drawing/graphics. ptease be pauent when
downloadlng this nle - as the fite slze is a targe 1.6 MB flt€.

To Prlnt f.om the A(|ob€ tootbar, click the pdnt tcon. prtflting from the browser toolbar does not
curr€nny wort,

Note: Rotech ts neither €ndorshg thts website nor ar€ we authorlzhg that an emptoyee woutd be
relmbursed for any purchase mad€ from this wet6ite,

RSG'S conference soard (Job Aid)

Rotech us€s th€ PSG @nference Boaftt to communkate sofrware rel€as€s atong witi announaernents
of system downtime and system upd6tes. The Conferen€€ Board has tie €apatlty of sending ematl
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nouflcatlons to arry Rotech emptoyee that signs up for them. Thb Job atd p|ovid€s Infonnaion to
ceate a user namdpass-tvord, to slgn up for emall nolflcaihns and to edit th€ notffkamn settings,

To mnti from tie Adote tootbar, dkk the print tcon. pdntng frcm tie bmwser tootbar does not
curenuy wort,

Symantec Antivhus- Delete Qu.rantin€d Virus€s (JobAid)
lf your computer has been infect€d wtth a vtrus, you may €c€ive a nodtkadon from Syrnan!€c
Antivlrus, Ihls rob ald pmvtd€s trrstrucuons to delet€ quarantned vlruses frcm Sylnaotec Anwlrus,

To Pnntr frcm th€ Adobe toolbar, clkt th€ pnnt ton, pihUng from the howser tootbar do€s not
cunently work.

TyDlng stlllt
The iollowlng odefnal w€bsltes n€y help you wtth your typhg sktlls.

Not€: Rotech b nelitrer €ndorstng these rv€bsit€s nor are we authortzlng that an employe€
ryould be relmburs€d for any purchase made fmm thes€ websltes.

leamzType.com, Inc. at www.l€arn2type.<om
Typhgl{aner, Ir|c. at www.typingtet.com
Senselang at www.s€nse-lar9.or9/typing/

Web Mall (Job Aid)
Web Hall can be used to vlew your emall ftom another @mputer. Thls ls trlth the caveat $at you arc
stlll on Rotech's netwo*. Thls Job ald d€monstrabs hor/v to use Web Mall.

To P nt: tiom the Adobe toolbar, cllck the Pdnt hon. Pdnthg fmm the browger iDolbar do€s not
GJnently {ork.

word (rob Aid)
Includes Informatlon on tie Word scre€n, keyboard shortoE, *rndad toolbar, formatuog, t bles,
dra$/lnq/9raphlcs, and matl nreE€, Please be patt€nt whefl downloadlng thts fll€ - as the llte size ls a
hrge 1.8 MB nle.

To Pdnt from the Adobe tooibar, clkk tie Pdnt kon. Prtnttng from $e browser toolbar do€s not
cufi€ntlY wort,

Notei Rotecfi ls n€lther endodng tils yvebgte nor are rv€ authorlzing that an employee rculd be
rclmbuEed ior any ourchase made trcn thb webslte.

J Fbld ilr|l.efii.nt Trahhtg

Breez€ - Manage. Rcports (rob Ai.l)
Macromedla Breeze p.ovldes manageE tie ablltty to track the progrcss of tielr staff,s tratntng and
me€tlngs attended. Thb Job ard p.ovrct€s managertsup€rvtsoF rnformauon to vt€$, thetr stars
tralnlng - as rccoded by Breeze.

J exo
J otcntrtlon

At{o ori€ntatton ts provrd€d for th€ ltrrt u dry3 of an AM,s emptoyment. Thts tfttudes gutdethes
for coaches and Breeze onlhe cours€s.

Page 24 of 36

Gu6t account/paaaword: tf you are a new employ€e wlthout a Rot€dt ema 

 

account yet, sofile of
these Orientatlon courses can be used wtth a El€eze guest account, Fof Al,1O Od€ntation, an RM can
prwlde you the gu€st account Inforrutton, If you are ao Rlt and need the togtn Infonnauon, dtck tie
following link.

For Rr'ls only: http: / / b.e€:e02. pham.cy.com/g uestrm

If  yo!c l rcktheBreeuecoleandrecevea Not  Authonzed message,  co. tac l  r ra in ing and
D€veloDment.
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Orientation Schedute
Includ€s the agenda for th€ ll day AltO Odentauon, For your conventence, thts do€um€nr can Deprinted for easl reference,

_ 
Day t *ith nu
Inctudes comptetng new htre papeMo*. Attend ontine trahhg irrtudhg Company Cv€rvtew,
Cnecktng ' /eb ttalyoutook, and EtcetTratntng. Review materht hctudfig: Job D*cflptbn,
Acronyms, Apdkadons, p.obauoTry tE bd, \4shn & Cut&rc, Employee 

-H.ndbook, 
poltcy and

Prccedurc t4anual, Tour Rotsch Hqme page, Dashboad Overvtevr;G6.|s, Mentor, TGvet Foms,
&p€nse Report, C€tl mone R€tmburs€ment, Omce Supp es, VpN Access. ptOA (personat reave ofAbs€nce), and Conterence Boad. Sdr€dule rcoacu tng meeu.Es,

_ 
Oay U rnd 3 *itt nM or O€s|gnat€d coach
Inctudes rcvt€$,tng mat€rbb such as: physician / Iosudnce, Refenat Roc€ss, pape ork Flow,
9MN/SOP/DI' CSR Logs, p.0ent Ftnanctat As6tstance, R€vBw lMe, garch Sheets, Watk Ins, Bact toEasks - Clygen. and Back to Basl6 - c€n€rdt. Attend onthe tra|nt;g fo,fi tEtentnq Sk ts and
Tetephone Eflqoetta, lnt k€ & InsurancE vermc.0on, crEate a Tktei, Entel. pau;nt, Entertng tie
S.tes Rep Number, Medkare Oyervtew, Oxyg€n euaflflc.tbn and Cdieft, Het ltens and "No
Charces', plan of carc, putmo 0o6e Operadons, B6Ehtng papeMork, Ch6rt Oruantzauonr Adrrrstri€nt
of Accounq Annual Oders, paflent Notkes, Contrad Soeclllics, and WebMD. 

-

_ 
oay I wittr CSn or oesignat€d coach
Includes revlel4lng mabriab such as: physklan / Insurance, Referrat proc€ss, paperwoak Flow,
CMN/SOP/DIF, CSR Log6, p.tent Fhanctat Asshtan@, Revte ArtlA, Batch Sheeti, Watt hs, Bact to
Basks - Oxyg€n, and Eack to Baslcs - Gene|-at, Attend onllne trdtntng for: LHentnq Skflls and
Telephone Euquett€, Intike & Insurance Verftcatbn, Create a Tkk4 Enter a patiant, Entedng the
Sales Rep Numb€r, I,Jedkare OveNt6{, Oxygen qramcatbn and Criteda, Held Items aod .No
ChaEes', Pt.n ot Grc, Putmo Do6€ Oper.uoos, Batchlng papsro*, Chat Organtza0on, AdlustrEnt
of AccounE, Annual Onhr!, patent Noflces, Contract Specncs, and WebMD,

- 
Day 5 an.t 6 with pST or D€signat€d Co.ch
Indudes r€vlewlng Hom€ V6tt RepoG and Operadonal forrns. Attend a dde abng, Attend onllne
trdhtng for: Enterlng . pa|ent Orygen Syst€ms _ Equlpm€nt end Serylce! Overyletv, Stalf
Com@nctet and p.tEnt Educatkn, Durabte MedkatRutpment (DME) - EquDnE;t and S€rvtces
Overvlew, Stafr Comp€tenctss, aod palent Educauon, Resptrabry Th€rapy - Equlpment and Servtces
Ov€ryt€w, Stafi Comp€tenct6, ,nd pati€nt Educauon. FDA 02r, FD,A Fomis, D()T potktes, DOT
Fo.ms, Safety and Rlst Manag€.nenL Op€rauons Fonis. Overvt€w ot Eqotp.nent and S€rvi(es, Bask
Qualttyhg Quesuoos for Every A..ounq lcket ft!(€ss, wheekhatls, B€ds, S€t-Uo and Cteantnoprocers, Inte€flon ConEot, FOA fbldes, MedkatCtygen Olstrtbution, Stonge and fi.nd ng of 

-

Equtpment, 3 Oay Tlalntng, New pati€nt Set Up, Fr.Uents Ne€ds, and Fbloi UD.

_ 
Oay 7 and 8 with ACM or O€sq.rated coach
Inciudes a dde abng, Revtew matedats Includtng: Resplratory Resources, Cllnkal polky & paoc€dure,
Ponabb OZ Sydems, Clnkat D€{1ntuon9 Gtossary of Tenns, CpAp and BtpAp, Neb  €ds, lutmo Dose,
Coosedhg O€vtc€s, Clhket Assessn€ot Vtsts, mtD C.rc program. Sptodptry, Ortfietry, ard Backto Eastcs - Rrtmo Dose. Atend onthe batnhg tor: DuoNeb t s€ In copo, Man;ement of sbbl€
COPD, steep Gntrat, Resptratory Re5ources, patient T6!n9, Cthtcat @il5€6, a;d cllnrcit vtsn
ReDort,

_ 
Day 9 Bre€:€ Training
Includ€s atrendtng onlne tratnhg tor putmo Dos€ Mgt. Reports, pnar.nacy Repot" Worte/s Co.np,
niAE, Infecflon Cootrol, Inv€ntory Management Traintng, How To Trdcl A potni, Ass€ssments, Hazard
Communtcatton, Drive€are, and Comolance Tratnho,

_ 
DaY 10 with Al,tS
Inctud€s revlewtng materiats for Hospitat S€ lng, phylidan Se tng, Home Heatth Seling,,,ccount
Proflles and aRAs, and Teffttory planntng.

- 
Day 11 with RM

Includes reviewhg matedats for: S€rytce Area, Account profit€s & ARAS, coat planntng, Etf€nse
Repod payml - onltle Dtr€€t rrepogt Sbtements, AMO location Evatuation / AltO Ch€ctitst, Revi€w
tss€ssments, Share Best prdtces, &E€ze Trahing, @ntracts, Standard OpeEting Fiotocot, Stgn up

hft ps://secure.rotech.com,lru,/,Danalnfo=sgi,S SO=U+nartee.htrn l2/29/2007
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for Ben€flts, and eoesthns.

J grpcrvtrory Stltts Scrlcs
lf yorr c ck the Bre€ze course and re.eve a.,Nor Authofized,, mesrage, contact Training andDevetooment.

Performance Ma nagement Traintng _ 2OO7 fr€quenfly Asked euestions (FAes)
Indud€s a 4 pag€ docurEnt of f.equenty asked q0eSuons on peforman@ lilanag€ment,

Pe.formance R€view Pro€ess rraining (Handout)
Inctudes tne traintng notes (t,€, the Br€eze sfldes) for tne pertormance Revtew process Tratnlng _ tobe t6ed as a desk r€ference.

Timc l'lanagement - handouts
Includes tdentifytng l0 tifie 'wasters," tncorpor6flng l2 key strateqps to manaoe lrl€ rnorc
eff€ctlvet, .ppMng a 5 *ep process to anatrze Indtvtduat tme 'Uends," and dti€rentE0no @lween
A, B, and C pdofi$€s, Thts ts a handout for th€ -nn|e Management prcs€ntaton. A 8.e€ze ;arnlng
module wlttl audlo wlll be comtng soofl.

j-l nu tclosta.

li rmut ru
Ro,tedt u ls designed to provtd€ easy a6e6s to tratnlng mabdals, Rotedt u ts oEantzed lnto four
dlfierent areas:

. Tralntng fo. tte Locauon

. Trdlnhg for oepannrnt / arca

. Fleld Hanag€ment Tralhtng

. Rotech lJ R€sources

Rotedt U wttl be lmplemenbd In a phased apprcach. piase I rep(esenB a drhDte way lo orqant!€ tft€
tralnlng lhatertat, It wttl cootatn mutupt€ nEthod of cunlcutum, inctudhg: Bree;e mdubs, ib a|as,
PFf Dresentatlons, etc,

Rotedl U ls In tb eady stages ot developn|€nt. If you have Hbaclvrcem,nendatbns to make tr
b€tter, please erhall traintng@ rot.ch.coh

Jcooact ur

Contant^rGr pot|rt otcodt ct

Aclil Ntck Macmtttan

Prlaurern€ot A{atlarcltng.
Dougtas Hadngton (407) 246122G ext. 85fO
Gan€tt Hayman (407) 261226 €,.t. 5544

pnoaununcrL If toaations hav€ quesoons regEdho p.ocrJrem€nt, con&lctyow Dtvtslrn purci.gng C€oter and speat wtth your Dtvidon purdrGlng
Manager or yoi,,r asstgned Buyer.

llordr Cantral DMrton purcn dng Cantalpnone Nunb€r (317) 377"5G00
OivHon pu.chaslnq Manager - Jtm Rtqgs, oc. 203
Buy€r - Ka.i Johnson, ext 205
Euyer - Angle Swincter, ext. 214
Buy€r - r6y Hasgngs, €xt. 200

tryc{ Dlvblon putd|a3hg Cqrtalpion€ Number (407) 24G1226

https://secure.rotech.con/ru,/,Danalnfo=sgi,SSO=U+navlree.hnn
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DMslon Pudl6lng tilanager - 6tll Porr6, ext. 8505
Bu'€r - Juan AreEb, dd. 8561
80yer - Jeaska Genao, €xt. 8543
Euyer - Blll Qulgley, od. 8547

Southcart lrlyhlon Prrdt-tt|' Canbt
Phone tlumber (407) 261226
o{vHon tudEdng Manag€r - Wlndy W t .16, elt 8556
Euyer - Lba Atmetdr, o(t g562
Buyer. Tercsa BanEs, ed. 8563
8u)€r - Marta Qulnones, en. 8577

A S Grttkatbn trainlng@rot6ch.com

Bllllng Uz Torowskl

Ceotral Intal€ ich.l. Flynn

Compllance Tar. C.lla

convaab xtm wtttt.md

CSR tr.lnlng@rotcch,com

Hlman tleso0rces Krthlccn Ochab

JCAHO T.ra Cclla

LCM tralnlng@rotach.com

PsTandPST{DI JohnSulllvln

ir:iril"*"t T.i. c.rr.

rc Ron hosp

Rbl Menag6nent T... ccllt

S.lea Rep t llnlng@rot€ch.com

stlperubory sr b b.hrn9@rotGch,.on

Warehouse roinsulllvan

T||lnlng I D6rabDm.nt Coot ct
Forqeneraltralnhg hqulies, phas€ emall trahhg@rota(h.com.

t-J ry RU
under consbuction

d,J r.a, srppo't
l|url Logln
1. Enbr the tolbwirE two compoat€ots wtthtd the Brc€re Log|n lvhdo|/v:

Logln: your €|natll(HrEss Indudlng @roHl.com
Praat/otd: the safiE passl/vofd us€d b access Rotech's Intanet Horlc page and/or your
€ma

2. old Logh.

A rreezc Login tssoe - Qulck Rcfe.€nc. cuid.
Thls Indud6 In*udons to log hto Breeze and heldut Infoftiatbn for p61roftt qlestbnt Br€eze
qu€stbr6, and lf a user recetv€d'tlot Authoalz€d" m€ssage.

: Sornd R€qrir€mlnts tor Personat computcrs

https ://secure.rotech.coniary',Danalnfo=sgi,SSO=Utuawee.htrn
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This b a Message of tie Week from Atbert prast - Indtcaung the sound requirefipnb for conputets.

JTr.ining C.nt l

:) odando - vtmbnd rrahtng
Our CoDorab trdhing faclllties are located in Oriando, Florlda, There ar€ two trainlng rcoms located
at 3600 Vlneland, Orhndo, Flodda 32911. Both rooms arc reserved on a frst come, tim served bass.Pleas€ (a 

 

407.822,4600 and ast to reserye etber tr.tntno room.

. The l6rg€r tatnlng room €an hotd 25 p€opte and $e comp0te6 are Int€rnet_embled andloaded with Rotech w€b-based toots.

. The smaller balnlng room can hotd up to 12 peopte and abo contatns cornputers for each
0arucloant.

Dl?€cdon3

Frcm the East vta I-4:

Page 28 of36

Frcm I'95
Merye onto I-4 W via D(rT 2608 towad oRtaNDo
Take tie JoHN You G PKWYe{t- Exr79
TUM RIGHT ONIO F1.423 N / S JOttN YOUNG P(WY
Tum tfFT onto LB I,ICLEOO RD
TUtn LEFT ONIO VINETANO RD
End at 3500 Vh€land Rd Ste. t 14

From tne W€st vta I-4i

From I-4 Wen
T.t€ $€ coNRoY RD extt- E\IT 78
Turn LEFT onto CONROY RD
Tum RIGHT onto VINELAND RD
End at 3500 Vtnet.nd Rd Ste. ll4

From I-75 vl6 the Tumptte:

Itlerye onto I-75 s bward TAflPA
{erge onto FLORIDA'S TURNptxE S vta FqT 328 on $e LEFT toward ORtANoo (poruons
toll).
Merge onto I{ E vt. E\Ir 259 toward oRr,ANDo / DowNTowN
Tale the CONROY RD ext- AIT 78
TUrn IEFT onto coNRoY RD
TuTn RIGHT onto VINELAND
End at 3600 vtn€iand Rd ste. lt4

Hobtr tG|l u|. vtn tand oltk.

Hyrtt Rct€ncy Ort ndo t|rt.rmd,onrt AtrDort
9300 Airport Soulerad,
Odando, Florlda, USA
Iel: (:lO7) 825 1234
Far (aO7) 8s6 1672
www,hyatt.com

flolld.y Inn a Sultrs
mah Gate To unlversat ortando

https://secure.rotech.corn /ru,/,Danalnfo=sgi,SSO=U+naWee.htm t2/29t2007
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5905 Xlr*rnan Road
ORLANDO, FL 32819
R€se atlons: (8OO) 315-2521
Front O€!*r (40, 351-3333
liotel Faxr (407) 351-352
www.fchot fsgroup..om IhId|hll I l.nI hd| n@tts

lfunariaulba
Odando/UniveEal
5895 c8revrn Coort
Orlando, FL 32819
Tei: (407) 35r-0627
Fax: (407) 351-Bt7
www.amcrlsultes.com

ltdurr r Ir dra Ylnchi Atra

At filllcnL l4.lll

lHo Tuacan GallL - Lower Level, naar ltlrln Enhance
(407) 3s1-8909
www.brloltlllan,con/nanu/

CalltornL Pltz. KEhcn - Upp€r Level, Orang€d€ clf€s
(40712&-78a7
wrv*.cpt.cofi/n.nu

Ch....crk Frcb.t (tfta) - Los,rr Lead, nea. M.ln EnFance
l4o7) 2264333
www,thachacaacak t ctory.com/mcnu.lrtfi |

Johnnt Ro.lctr - Upper lr,,€l, OnnlEr|e C.l6
(407) 903-t006
www.rohnnyroclctt.con

Itloco.l|rlct lsclr|nkfa Saalbod t-uJ.nt - t-ow€r Laval, ne.r M.tn Entrance
(4O7) 225€515
www.mccomlckrndachnlckt.cofi

P.t Ctary'a c||lna llrtao - Lon €r LeGl. nerr Maln Enfance
(4{)7) 34}2888
www.ltchang3.cofi /cu|sln./manu_maln.169

Plna'| Irtad - Upper t6re1, Orang€rle Crt€s
(407) z€-mt1
www.p.n.rabruad,com

l{..r U|c HllLnb l{.tt!

OlY. G||rLn
4101 Conrw Road
Od.ndo FL 32839
(407) 345-8331
www.ollveg.rden.com

Hhf.c.tb 85 tttlt nL li.ll
4175 l,,llllenla 8lvd.
Odando, R 32839
(407) 37G0333
www.mlmiscat .coor

httpsi//secue.rotech.com,/nr/,Danalnfo=sgi,SSo:U+navhee.htm t2D9/2007
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IGI trl.l.y3
4151 M tenia Bvd
Orlando, Fl 32839
(qa 3s2-7540
www.tgifridays.corn

-] od.ido - co.Do6tG offlc.
Our Corporate facllides arc toGted In Orhndo, FlorBa. Iher€ b one conference room at 2m0
Technology Drtve Sutte 3m and tt seats up to 12 people. Thts rcom ls reserved on a fllst com€, Ilrst
seryed basis. Please call(407) 822{600 and ask to rcseNe the confeEnce room.

2600 Tecnnobgy mve
Oriando, Ft 32804
(4O7) 822-ffi

Dltcctlonr fto thc Orl.ndo tntlrn.ttond AtrDort (HCO)

1. Stat out 9otn9 NoRTH on AIRK)RT 8t-VD W / AIRPORT aLVD towad s accEss RD.
2. Conthue to fo ow AlRpoRT BwD w. (2.8 mltes)
3. Merge onto FL-435 N / s sEtloMt\l BLVD towara [rowNTowN {G.1 m e6)
4. Tak€ the SR-408"TOi.1W ramp toward mWNTO{VN / ORIANDO. 0.1 mlt€s
5, Merge onto FL<O8 W / E ST-WEST D(py Oortions to[) (G.3 m es)
6, T.i€ ttt€ sR-423 / JOHN YOUNG PARKWAY extt-Efl &q (0.2 m[es)
7. Turn RIGHT oflto F1.423 N / N JOttN YOUNG PXWY. (0.8 m es)
8. Turn RIGHT onto TECTiNOLOGY DR. (0.1 mttes)
9. End at 26m Tedndogy Dr, Odando, FL 32804-8000

HoEl. ilc.r tli. Corpor.ta Oltkc (|'�.hnoto!ry Ddyc)

Comlbrt Sultaa Doryntorn
2416 N, Oranq€ Ave.
odando, FL 32804
l4o7) 224407
www.choi€ehotels.com/lres/htmt/ComfortsuttesHome

Har ott Cosftyard Orhniro Dorrntown
730 Norti llagnolta Aveoue
Orlando, Floida 32m3
(407) 995-1000
www.marriott.co|n/p.opcrty/prop€rtypag€/MCOMA

R.mrda Plata Od.ndo Raaort
3155 South John Young Pa*way (near t-4.M Johtr young pa way)
odando, Ft 32805
(407) 841-6450
www.ranada.com

R.atlonnta In th. Corpoaatc Otncc GGchnolo!tr Ddvc) Alt.

St rt.nd AL
601 w cotontat odve
Odando, Ft 32804
(407) Ur-t735
www,steakandate,cofi

Junglc ,lm3 Rcrtaurant
55 W Church St
olando. FL 32801
(407) 872-3111

https ://secue.rotech.com/ny',Danalnfo:sgi,SSO=U+navffee.htm
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www.jungl€-rlns.com/

logan't Roadhotc
7480 W Coiontal Dr
O.hndo, ft 32818
(407) 29s-s300
www.logan$oadhous€.con

PF ChangB
Wlnbr Pa* Vlllage
436 North oflan(b Av€nue
Winter Pad! FL 3274)
(407) 622-0188
www.ptch.ngs..om

Ch.Gata F.cbry
520 l{. Orlan& A\€ Sufte lm
w l n b r P . , R 3 2 7 8 9
lsl)w422O
www.chctsecakcfactory.com

|Ll Uf.y.tt lllllno Canb.
The Ll' yrtte &lllng @nbr tsltntng rcom .ont lns 1l @rnpute6 wtttt Rotedl Hom€ pag€ and IfiBs
r€cass, our 8cc traher b sciadul€d b faln n€rv hllls every other w€ek, lt b abo usad for
(|€pafineotd tralnlng.

Dlrladona

Frcm I55 bl(€ Sbb Ro.d 25 exlt; Um Wea* on 25; go p.st Low€3; ne(t rlad on dght b
E)@cltlve Drlre. BCC ls on SE cornar of Ex€@U\,! rnd Ror|e Drlvr,

Hotab iaar t|r. Ldryctn llhr' Caibr

The follo&hg hobb.rc. oostt Ro.d 26,

ad w.-arn
4343 St te Road 26 E
L.f.l€tte, lMLna 479054€18
(765\ 4r'7-0675
www,bcstwcatcm.com

F.ldw lr|r
!{D0 Sd. Road 26 Ea$
l-ifayette, lndlan 47905
(755) 4a$0083
www.maft lott cofi /f.irn.tdtnn/dcfaott.mi

r|.tnFton Inn
3e41 Stat Road 26 Ea*
l.tayette, Indlana 47905
(765) 47-rffi
h.mptonlnn.hllton.com

Horncrsod Sstba
3939 State Road 26 E
Erayetb. Indlan. 47905
Q65) 44&9700
hofi ewoodsuit.s,hllton.com

https://s€cur€.rotech.com/nr/,Danalnfo=sgi,SSo=U+na\,'tree.htn l2D9/2007
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Xnhhtr lnn
4110 SR 26 E (I-65 & Sbte Road 26)
Lard)€tte, tndhna, 47905
(765) 4F'7-56�rr
www.knlghtslnn.co|n

Lcr Inn
470r Meuer Coun 0-65 .tld state Ro.d 25, Extt 172)
Lafayette, Indlana 47905
(755) 447-y!4
wrsw.l.Gslnn,com/hfryett .hbn

ggnrh|rr lnn
4320 St te Rd 25 East
lrf.y€tte, Illdhna 47905
(765) 474142
wwlr.ggn.tur.lnn.corh

Rcd tooa lnn
t fayette # m52
4201 SR 26 E $ (I{6 .t Strb Ro.d 26, Extt 172)
Lalby€tb, Indlam,t7905
(765) 4*$7r

naataurantt In tia lr'|tltta lraa

Th€€ ale various fast lbod Gstauranb o.l sbte Road 26:

logan'a Ro.dho0aa
3840 Sbte Ro.d 25 Ed
Lalay€tte, IN 47$5
(765) {4615s1
www.lo9rn$oadhousr.aon

o|hra Crdcn
4r5r sbt. Ro.d 25 Ed
taf.yetb, IN 47905
(765) 447-674
www.ollv€gard.n.com

loD lvaia
4r5l stlte Ro.d 25 E6t
L.f.y€tte, IN 47905
(76s) 448-4707
ww!/f. bobcvans.com

cth ..
3980 Sffie Rd., 26 East
Ltfay€t€, IN 47905-4€82
065) 4,$8430
www.chttb.com

rbuDt ln ttd(,. (St .l Hosr)
4211 State Rd 25 E
rahyette, IN
(765) 448-1521

tl] xuray ojciuone

Ttr Pulmo Dos€ Trdtnhg .ooin conbhs seaung for 12 - 24 peopl€. Fof ead peFon to have a (Ek
of theh ox,n, 12 b the m dmum. An LCD prolector b ava able wtti @nt ols bult Into a $,ooen

https://secure.rotech.com/n/,Danalnfo=sgi,SSO=U+nartse.lft n
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T.ainlng Room at Pulmo Dose (1Ct4 t4ax Huft Dr.)

Rotech University Page 33 of36

podium, There is atso a smatl conference room that can seat 6 - 8 people comfortabt. Both $l€
talnlng room and the conterence mom are avallable upon r€€€rvauon, S€e oidures &bw for a
Detter idea ol lralning room s€tup,

Small Conf€r€nce Room at Pulmo Dose (104 ina( Hurt Dr.)

urrctioic to Pulmo Do6c:

From Nrshvttte: Tate I{o w to 24w ard th€n take the US -68 / Ky B0 exlt 55 toniard
Hopkhwtlle / Cadtz. Stay on HWy 6a/80 un0t you arive at a stop slgn and tnen make a dght
onto 8wY 641. llate a dght on f4ax Hurt Drfve at trafltc lght. The flrst blltdhg on the teft ts
the Purho Oose call cent€r b]Jtlding. Fu.ther down liax Hurt Dr. on the t€fr w t be the oth€r
Pulmo Dose bulldtng (tocated b€hind Sportabt€ Sror€boards).

From Padlcah: Tat€ I-24 East to tne purchase partway Souti €xtt 25A !o Fulton, Meroe hto
,ulian M C.rmlt Pu(has€ Pkwy S. Tar€ the US 641 By-pASS S ern 4l to Hardtn/Murat. Make
lefr of Max Hurt Dr. at tramc [ght. The flrst butHing on the teft is the putmo Dos€ ca 

 

a€nter
bulldlng. Futher down l,4ax Surt Or. on the hft w t be th€ other putmo Oose bu dtng (to(ated
behlnd Soortabte Sco€boads).

Hot ts tt..r putmo Do6. In urr y ry- .lt tocat d on nwy 64r (h tow. 64t t, 12th st)

Hottday Inn Elprl j
1504 N lnh 5t.

https://secure.rotech.convnt,Danalnfo=sgi,SSO=U+na\.tree.htm t2D9/2007
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ilurray, XY 42071
(270)759{,,,4D
www.holidayinn.cofi

^rncdhoat lnn I Sultaa
r2r0 N 12th sL
l,,lulrey, l(Y 42071
(2ru) 7s$.s910
wwwJmedhostinn.coft

Saat Wcatarn
1503 N 12th SL
l'lurray, KY 42071
(2m) 753-s3s3
www.b€stw€stcrn.com

Rctauaar r In tlra faul'.t  rca

,.Edf..d. (s..lbod/St .k)
1901 N. 12tn S&
lr'luray, fi 42071
Qm)7s*n2o
www.murrayn.nul.com/rcdrvard3.html

?o|n'ac.llh {st .lhouaa)
1501 N 12th St
Ilunay, KY 42071
Qm) 753152r

ArDhb..fa
816 N 12dr St
Mu.6y, KY 42071
(270) 7s+sssr
rflww.applcbccs.con

,iJrt nlrr rrQr
1 lrcec

tr )ou ia\€ arry questbns wllh to99tn9 Inb B.€eze, thb qlkt Re-feEnce Gutde can hclp you.

Tr.lnl4 $tgaador!, It lou harc any tsatntng suggasdons, d€.se tonurd yoor td.! b
tr.lning@rotech.com.

lL) lr|lnlng I lLlung t.-ulc..

t-] !ru.r. L..dng Inno.r don
lf you click tie Breeze cours€ and re€eive a ,,Not Authoriz€d,, message, contact tratntng .nd
D.vGloomcnt.

f: aru€Z. Meethg o.mon6trauon
Includ€s a 14 mlnute &fionstrauoh of how to set up a Breeze l'leetng. Thls detrrc co.rslsts ot (a)
horr to oeate a m€€0.8, O) how b faclltab a fiEedng hcludtng pofltrg, aod (c) how b snarc fites
Inctudlng converthg &cuil€nts to flasn paper (wtth Insblt trEuuctons).

[l are€re ltlc6tlng Job Atd
Inctudes a le erence b quk dy start up a Brc€lE M€€trE. Thb two page document Inctu&s hotv to
r€cord a m€€tngr vterv partklpants, use po lrp, coovert to Fasi pape., view reports, vhw data h
Excel, and sha|e docoments. prtnt t|b o|lt when g€ttng ready to *an a meettE.

https://secu€.rotech.conr,&u,i,Danalnfo:sgi,SSo=U+navtre€.htm 12n9D007
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Ar€eze Me€ting S€h€dute

Uninstal and Reinstall Breeue M€eting

Inctldes instructiofls to unhstal and/o.Instal Breeze tlleeflno.

J Cont nt Au$or fntom.don
It you c ck the Brreze co!rie and receNe a ,,Not Authorized,, message, contrctTrainihg anoD€velopment.

Bre€ze p.esenter D€mo
Inctudes a demonn.tbn to .hecl tf you harre Bfee?e prcs€nter tnsta'ed, to Install Breeze pres€nter,
5 steps tn crea0ng a Breeze, and to use addt0onal funcdons wtthtn pr€senter. Audto rs NoI provided
wlth thts tratnhg modute.

greez€ Presenter (rob Aid)
Inctudes a 2 page document ln ustng Sreez€ pes€nter _ whtch helps a us€. to deat€ a EreezeVahing rrcdute.

Areer€ Rcport fttter (rob Aid)
Inctudes tostrucuons to ntter data by rob uues or loca o.E on gre€re Reports _ whtch arc run by
Bre€r€'�s Content AuuDrs. Thts flttedng do€s not apply to arry manager .eporung wlthtn ere€ze.

Creating sp€citic M€.surabte Obi€ctives _ rootkit
Inctudes a tootht and the tnme (3) bast steps to nndhg the tey word for oblecflves.

t{uc SHoT au etin vot r o I
hctudes helpfut hhts from lessons l€arned by Roteci's Macromedta users _ Includtng Br€eze and
Captlvate. MUG SHOT repr€E€nts f.tacromedta User croup _ Shadng Hetpfut Onlne TIps.

MUG SHOT at|t|etin vot 1 No 2

lnctud€s the 2nd €dtflon _ provtdtng h€tpfut hhb from tessons teamed by Rotech3 Breeze !sel9.

slccessfutr€arning
Inctudes helpfut tniorhauon when devetoptng trahhg matedals, It otrers a hlqh levelovervtew ofcomponents ne€ded for cr€aung succesdL't trainlng. Thts ts supptemented wtti a toolktt - whtchprovldE key words to be used when crcathg obrecflves,

.] Tr.h lh. Tr.tncr tnnomrdon
tf yo! .lrck the Breeze course and recr ve a,,Nor Authoiled,, nressagc, coDrad Training dno
Devetooment

Train Th€ Traine.

hctudes 9trategies to help become an etreclve Instructor and to enhance the learntng process. Thts
modute w 

 

describ€ op€nhg and ctostng technhues, cours€ preparauonr what to exp€cr ounng the
Train The Ttatn€r and the ptan prior to [v€ talntng.

i-l tntntng ncrurccr wtthtn lot cn

Sllllng Tr.tntng Tc.|n

ri2 Torowskt, Bi trE Tlaining Manager. etorowsk@rotecn.com
Hektl Fttali Mouhstn€, BCC Trainer. heidi.Rtatimouhsine@rotech.com
Jamie Mods, BCC T6iner. idmorris@rotech.com
tisa 8.oct, BCC Trainer. Etoisa.brock@rotech.com
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Ron ttosp, TratntrE ilanag€r. ronatd.hosp@rote.h.com
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Tara CetL, Comdt€nce Sp€d€tbL ta.a.c.Ia@aotech.com
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Paulwet6Der, Trdh€r, paul.wctrstcro.ot ch.com
Bany P6vttk, Tr.her. bpaylk@rct ct.€orn

locadoo lr.lnlng

Oonnle Lovell, Locatlon Trahhg lilar|.g€r dclov.l@rotach.com

Pslmo Doaa

Strcey Tldyr€ll Tr.lner. 5taccy.tldw.ll@iot ch.com

Tialnlne md Dn alogmaot

Eeth Saieltsrdr, Dr€dor, GlL.b.b.rchcltsrch@tot ch.com
Ingdd Rlch6th, MaolgEr, Ingrld.rlchr.th@rot ch,.om
8ri.n Vagl, llllnagff. brl.n.vagl@roEch.com
l|ooka Bend6, Tr.lnlng and DerElopment Coordlnaba, nonkr.lrcndar@rotarch.co.fl
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