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Comparing Documents

Below are general instructions for using the comparison tool to ensure your expanded course outline contains the required Training and Testing Specifications’ (TTS) content by utilizing the basic course exemplars.  

The comparison feature in MS Word® 2013 compares two documents and highlights the differences between them (e.g., comparing the exemplar with your expanded course outline reveals the differences in content between the two). This allows reviewers to determine if the minimum or required content is present in outlines being submitted for further review and approval.  

The documents that are being compared are not changed. Instead, a new document using strikethrough and underline text to reveal the differences is displayed by default.  

Getting Started

1. Before initiating the comparison, it is recommended users adjust the Track Changes Options in Word® as directed below to provide consistency with these instructions.  

To change the color and formatting of the comparison results, go to the Review tab and click the dialog launcher (the little arrow in the bottom right corner of the Track Changes selection area). Then, in the Track Changes Options dialog, click Advanced Options 
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2. In the newly opened Track Changes Options dialog (below), you can specify the color and formatting of insertions and deletions, changed lines, and comments.  The settings below align with those POST uses both in these instructions and during staff comparisons.
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Once your settings, especially those for insertions, deletions, and moves, match those above, click “OK” and then follow the instruction in #3 below.  

3. Open both your Expanded Course Outline and the appropriate Exemplar for your course (found on the Basic Course Informational Website under “Expanded Course Outline”).

In the review tab of either document, find the Compare group and click Compare. 
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4. A new Compare Documents dialog will open.  

Under “Original document” browse for and select the Exemplar.  This is the source document which the other (revised) document will be compared against.  The document title will be in the drop-down box if the document is open.
Likewise, under “Revised document” browse for and select your Expanded Course Outline (ECO). 
       [image: ]Original document: POST’s Exemplar for your course

Revised document: Your ECO


5. Under “More”, you can adjust the settings (expanded in the picture below “<<Less” above) for what you want to compare in the documents, if necessary.  Note:  Any options that you select under More will be the default options for comparison the next time you compare documents.
Once you select the proper Original and Revised documents, click OK.  

Note:  If either of the documents included tracked changes, Word® will display a message box. 
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Click ‘Yes’ to accept the changes and move forward with comparing the documents.  

6. Word® will then compare the documents and provide you with at least one, but possibly three or more different windows (depending on your settings).  The typical windows include:  the new “Compared Document” in which changes from the original document are noted, the “Original” document, and the “Revised” document (see Example #1).   Closing the original and revised windows may enhance your ability to conduct the review.  

[image: ]Your ECO
Comparison Results
Option:  Close these two windows

Exemplar
Example #1


Example #1’s Compared Document reveals differences between your ECO and the Exemplar by using strikethrough for missing/deleted content and underscore for added content.  The Original is simply a copy of the Exemplar and the Revised a copy of your ECO.  Some prefer to close the Original and Revised document windows to make reviewing the Compared document’s results easier. 
 
Note:  If the comparison result appears as in Example 1A below, click on the red lines to the left to enable a view of the changes as shown in Example #1.  
Example #1A
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7. Begin reviewing the Compared Document.  All black text with no additional markings shows matching (required) text.  Strikethrough text likely indicates your ECO is missing required content.  The underscored text identifies content your ECO has in addition to the TTS (which is expected and required to the third level).  Text moved in the document appears as green double underscore/strikethrough font.  See Example #2 below to further explain markings you may see.  

[image: ]Green: Content that has been moved
Blue:  New content
Black:  POST matching content
Red Strikethrough:  Deleted content; likely missing required content
Example #2



As you identify missing or incorrect content, correct your separately opened ECO so it includes all required content as specified in the exemplar/TTS.  Differences to headers, titles and format are expected (e.g., the deletion of the outline numerals 1-3 above)--Focus on content.  

8. If you have any doubt that the content identified in the comparison is actually needing inclusion/correction in your ECO, review the appropriate sections of the TTS to verify the current content requirements.  The TTS content must be in your ECO exactly as written.   

It is possible the tool may erroneously identify existing text as missing (strikethrough) simply because it is moved (often nearby).  You should verify potentially missing text is not located elsewhere before adding it to your new ECO. See Example #3 below for a sample of this erroneous result.  




Example #3
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Example #3 shows how the comparison result may indicate a problem with the ECO when none exists.  Read the comments in blue text for a description of the false errors.  

9. Upon editing your ECO as noted above, it should now contain the minimum required content along with your presenter-specific information and be ready for submission. 

To verify, you should conduct the comparison of your new outline to the exemplar again to verify all errors have been corrected.  Correct any remaining errors, and after saving the new outline conduct another comparison before submitting for POST review.  
Note: When you accept changes, you may get a box that gives you a selection to choose from.  Choose “accept all and stop tracking”. 

10. Ensure affected instructors are aware of ECO content changes so the actual course presentation matches your POST-certified content.  
1
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Original Document (Fist_Aid_CPR AED_Course Minimum_Content.doc - Anderson, Elayne@POST)
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597 words

Required Minimum Content for POST-certified First AidICPRIAED Instructor Course # 2479521796 (sample expanded course outline)

Role of the public safety first aid provider
A Personal safety
1 Scene size-up
Body substance isolation, including removing gloves
Legal considerations
Emergency Medical Services (EMS) access
Integration with EMS personnel to include active shooter incidents
Minimum equipment and first aid kits
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H—Heart Attack and sudden cardiac arest

Iv.

\4

(i3

A Respiratory and circulatory systems.

B.  Heart Attack

C.  Sudden cardiac arrest and early defibrillation
D.  Chain of survival
ci

PR and AED for adults, children, and infants, following current AHA
L. Guidelines
A Basic aiway management
B.  Rescue breathing
1. Mouth-to-Mouth
2. Mouth-to-Mask
3. Bagvalve-mask (BVM)
C._Chest compressions and CPRIAED
1. Basic AED operation
2. Usingthe AED
3. Troubleshooting and other considerations
D.  Single rescuer CPRIAED on adult, child and infant
E. Two rescuer CPRIAED on adult, child and infant
F. Recovery position

Management of foreign body airway obstruction on adults, children, and infants
A Conscious pafients
B.  Unconscious patients

Recognition and identification of adult and pediatric patients for both medical and traumatic emergencies A Performing a primary
assessment

B.  Performing a secondary assessment
C.  Obtaining a patient history

Medical emergencies
Pain, severesever pressure or discomfort in chest
Breathing difficulties, including asthma and COPD

Allergic reaction and anaphylaxis
Altpred mantal stafiis
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Required Minimum Content for POST-certified First Aid/CPRIAED Course # 21795
(sample expanded course outline)

Role of the public safety first aid provider
A Personal safety
1. Scenesize-up

Body substance isolation, including removing gloves

Legal considerations

Emergency Medical Services (EMS) access

Integration with EMS personnel to include active shooter incidents
Minimum equipment and first aid kits

jeart Attack and sudden cardiac arrest
Respiratory and circulatory systems
Heart Attack
Sudden cardiac arrest and early defibrillation
Chain of survival

PR and AED for adults, children, and infants, following current AHA Guidelines
Basic airway management
Rescue breathing
1 Mouth-to-Mouth
2. Mouth-to-Mask
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Revised Document (Instructor_Course_ Minimum_Content.doc - Anderson, Elayne@POST)

Required Minimum Content for POST-certified First Aid/CPR/AED Instructor Course #21796
(sample expanded course outline)

Role of the public safety first aid provider
Personal safety

1. Scenesizeup

B.  Body substance isolation, including removing gloves
C.  Legal considerations

D.  Emergency Medical Services (EMS) access

E
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Integration with EMS personnel to include active shooter incidents
Minimum equipment and first aid kits

Heart Attack and sudden cardiac arrest A. ~ Respiratory and circulatory systems
B.  Heart Attack

C.  Sudden cardiac arrest and early defibrillation

D.  Chain of survival

GPR and AED for adults, children, and infants, following current AHA
Guidelines
A Basic aiway management
B.  Rescue breathing
1. Mouth-to-Mouth
2. Mouth-to-Mask
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LEARNING OBJECTIVES

A.

Discuss the elements of a tactical approach to a crime in progress including:

1. Use and nonuse of warning lights and siren
2. Nature of the crime
3. Uses cover and concealment upon arrival

Explain the primary purposes for establishing crime scene perimeters

1. Contains suspects
2. Provides limitations on areas needing law enforcement attention
3 Protects evidence

4. Protects from intrusive distractions (e.g., citizens, additional evidence, etc.)

Demonstrate appropriate actions when conducting a search for suspects, including:

1. Preparing to enter the area to be searched

2. Initiating owner contact, if applicable

3. Communicating (e.g., announcement to potential suspects, contact with other units)
4. Using lighting
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To respond effectively and safely to a crime in progress, peace officers need to use appropriate strategies
and tactics.

LEARNING OBJECTIVES

A. Discuss the elements of a tactical approach to a crime in progress including:

L Nature-oftheerime

2:1.  Use and nonuse of warning lights and siren
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2. Nature of the crime

4-3. _ Uses cover and concealment upon arrival

B. Explain the primary purposes for establishing crime scene perimeters
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1 Contains suspects
2. Provides limitations on areas needing law enforcement attention
3 Protects evidence
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