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ABFETS teacHer's USER GUIDE

SCHOOLS

¢ LOGGING IN
¢ USING THE MENU

e CREATING NEW USERS
¢ FILLING IN THE USER PROFILE

¢ DOING A GROUP STUDENT UPLOAD

e DOING A GROUP STUDENT UPLOAD (CONTINUED)

¢ CREATING CLASSES

e ENROLLING STUDENTS IN COURSES
e EXPORTING GRADES

® ACCESSING CUSTOM SAFETY IN SCHOOLS COURSES

e USING THE “CLASSES” FUNCTION

e USING THE MY COURSES PAGE
e USING THE ASK THE EXPERT FUNCTION
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Enroll students in courses e Register new Start, restart or e Change password
Monitor student progress students/teachers continue courses e Update your name
Export grades e Create or edit classes you are enrolled in or email
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Enroliments Students / Courses Information
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o

DON'T BECOME ANOTHER
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| SAFETY STATISTIC

L} Steps

Go to www.safetyinschools.ca

Click on “Login to Safety in Schools” on
the right-hand side of the screen

Input your email address and password

Input the four digit security code that
appears at the bottom of the log in form

Click “Login”

Using the Menu

There are four pages you will use
to administer our program in your
school, which appear as tabs at
the top of your screen:

1. Manage Enrollments

3. My Courses




Manage Manage My Personal Contact Us

On the Manage St“dents / TeaCherS Page Enroliments Students / Courses Information

Teachers

/

Creating New Users

\

Manage Students/Teachers:

1. Click on the “New Student/Teacher” tab
Manage Students/Teachers [ New StudentTeacher ] Manage Classes Group Student Upload

2. Click on the “Add New Student/Teacher” button that
appears

3. A blank User Profile form will open up—fill it in as per the

I Manage Students/Teachers I New StudentTeacher Manage Classes Group Student Upload instructions bE|OW

Create a Student/Teacher Add N udentiTeacher \ /

Assign Student/Teacher user from outside my school

“ou can assign any person that is already registered to be a user of your school, provided they already have logon capabilities.

~

email

Filling in the User Profile

Contact Information

=

Type in First Name (legal name) Fields marked with * are required. You will not be able to
Administrator of any other schools.

e the User's contact information, username or password if they are a Prime Contact or

2. Type in Last Name (legal name) . First Name] I

* Last Name] ]

3. Typein a valid email address for the user (this

will act as their username for login purposes)

o It is important to provide a valid E-mail address. E-mail is a means for the system to communicate important notices and time-sensitive requests.
4. Create a password for your user and type it in The E-mail address also serves as the user's logon UserName.

*

Emaillsarar@saietyinschools.ca ‘ (This will be your logon UserName)

5. Re-Enter the password you created

Password

6. Select either Student or Teacher N
Leave blank to preserve an existing password.

To allow a new user to create their own password:
screen.

gave the password blank and direct the new user to click "Forgot your password?" on the logon

a. Ifregistering a Teacher, check off:

o Manage Students/Teachers Password at least 8 alphanumeric characters)

O Manage Enrollments Re-Enter Password

7. Click “Save Changes” Capabilities

Student A student only has access to their personal profile and online courses.

Your user is now registered and will appear on @student
the user list on your Manage Enrollments page! Teacher A Teache ccess to manage students or modify the Schools profile permissions are controlled by the Unigue options that you select. Teachers also
have acce their own personal profile.
8. To edit a User Profile after the fact, look the user Oreacher

[ Manage Students/Teachers
[IManage Enrollments

up from the Manage Students/Teachers tab and

click on their name. This will re-open the user

Save Changes

profile form. 4




On the Manage Students / Teachers Page

My Contact Us

Courzes

Personal
Information

Manage

Manage
Students /
Teachers

Enroliments

Doing a Group Student Upload

Manage Students/Teachers:

i A . Manage Students/Teachers Newr StudentTeacher Manage Clazses I Group Student Upload I
You can register multiple students at once by doing a
Group Student Upload:
H [ ”
1. Click on the “Group Student Upload” tab sert Page layout  Formulas  Data
2. Click “here” to download a template & Cut Calibri = =g S Wrap Text General - %
L . B3 copy ~ =
a. This will open up a Microsoft Excel Paste Fromatpanter B £ U T === Merge & Center = | § + % 3 | <8 ;00 ;conmﬁ?nnga
document Clipboard [P Font 7 Alignment & Number ]
b. Open with Microsoft Excel and press “OK” Al ri> fe | Firstname
A | 8 | ¢ [ o | e | fF ] 6 [ w | o [ 2 | x«x | ¢ |
3. Fill in the Firstname, Lastname and Email 1 [FirstnamdlLastname Email  Password
columns with individual students’ information e \
3
a. Fill'in the Password column with a generic 4|
password (5| p— ’
6
4. Save the Excel document as a CSV file | 7 | A c D
8
5. Browse and open your saved CSV file s 1 [Firstname La stname Email Password
| 10
6. Click “Submit” (11 2
|12
Do not change or remove column headings 13
14
15 | You have chosen to cpen:
16 ] import student.csv
17 o .
Manage Students/Teachers  MNew StudentTeacher = Manage Classes | Group StudentUpios which is: Microsoft Excel Comma Separated Values File (35 bytes) —
Import Student List || Results from: https://cwl.safetyinschools.ca
) What should Firefox do with this file?
Import Student List _—
. Z Comm, »—«<a)file containing these column headers: Firstname, Lastname, Email and Passwol Microsoft Excel (default) v

. Cllck here to download a template

With the studentinformation you want to register

» Each individual needs to be entered on a separate row

» Save the spreadsheet to your computer

* UUnder Select Class, choose the class you want to upload these students into
» Click on the Browse button to select the spreadsheet from your computer

» Click Submit

Do not interrupt your browser while the file is being processed
Large files may take a few moments to complete

Select Clasq (select...)
Upload CSV Student List|_Browse.. | No file selected.

‘\

[] Do this gutornatically for files like this fmm now of

() Sawve File

]

Cancel

Steps 4 - 6 on next page



Doing a Group Student Upload

You can register multiple students at once by doing a
Group Student Upload.

1. Click on “Group Student Upload”

2. Click “here” to download a template

. . . L is
a. This will open up a Microsoft Excel “’J;D:k‘t:op
document ﬂ Documents
. . j Downloads
b. Open with Microsoft Excel and press “OK” b Music
_El Pictures

3. Fill'in the Firstname, Lastname and Email
columns with individual students’ information

= Eecen! places

Manage Manage

On the Manage Students / Teachers Page Enroliments |  Students |

My Personal Contact Us
Courzes Information

Teachers

Insert Page Layout

v & Search Desktop o

Calibri

Libraries

-

k F Program Expansion

File name: | Draft 7

aission to Courts Phase 217 Dec 14 - Shortcut

Save as type:|| C5V (Comma delimited)

a. F|” |n the Password column W|th 3 genenc Authors:  sara rooseboom Tags: Addatag Title: Add a title
password (&) Hide Folders Toos v [ Save | | Concel
4. Save the Excel document as a CSV file
5. Browse and open your saved CSV file
6. Click “Submit”
Do not change or remove column headings -
Clagg LU,
Ss cl'e a,,e b
do, ‘"ed

Manage StudentsiTeachers New StudentTeacher Manage Classes Group Student Upload

Import Student List Resulis

Import Student List

omman Separated Values) file containing these column headers: Firstname, Lastname, Email and Password.

Cllck here to download a template

e student information you want to

Eau:h |nd|\t|dua| needs to be entered on a separate row Select Clasﬁ [Semd 3

Under Select Class, choose the class you wantto upload these stu

Upload CSV Student Llst Nu file selected.

.
.
« Save the spreadsheet to your computer

Click on the Browse button to select the spreadsheet from your com
Click Submit
Do not interrupt your browser while the file is being processed

Large files may take a few moments to comple

Select Clasﬂ (select...)

Upload CSV Student Li Browse... | Mo file selected.
e

6
*Learn how to create classes on the next page!



On the Manage Students / Teachers Page | ewaimers | sudemisr | couses

Manage Students/Teachers: Creating Classes

“ ” : .
Manage Student=s/Teachers New StudentTeacher I Manage Clazses I Group Student Upload You can use the “Classes” function to organize your

students into separate groups. This makes it easier to find

the specific group of students you want to export grades for

or enroll in courses. This is a particularly helpful function as
Manage Students/Teachers New StudentTeacher Manage Classes Group Student Upload . .
your number of users grow or if you have multiple teachers

HCS53000 Sem Mr Burns Show Individuals using our courses to teach different classes.

Mr. S Sem 1 Edit Class Show Individuals | 1. Click on the “Manage Classes” tab

| New Group 2. Click on the “New Group” button

3. Type in a name for your class
For example, “Ms. V. Sem. 1, HCS 3010”

Class MameHew Class Name|

4. Click “save”

) Select a dass (# in dass):

5. Click on “Show Individuals” beside the class you just
Cancel
4 [ Save i Cance All (9) v created
All (9) 6. Check off the individuals that you would like to place in
HCS3000 Sem Mr Burns (2)

Mr. S Sem 1 (2)
Mr. Slingerland Sem1 HCS3000 (3

that class group

7. Click the “Save Changes” button

Ms. V. Sem. 1, HCS 3000 (3) _
New Class Name Edit Class ‘ e 8. A pop-up will appear that says “Updates Saved” - click
IIOK"
10 Individuals::
Account, Fake Enroll
Save Changes 9. Now, when you go to the Manage Enrollments page,
' Tim Enroll . . .
G you will see this class in the drop-down menu above the
e e Ensll list of courses and users. You can select that class to be
jones, fred S0 able to see only those users and export only those
Updates Saved grades! (See page 10)
Fake Teacher

Save Changes

New Group

OK




On the Manage Enrollments Page

Manage
Enroliments

Manage
Students /

Select a class (# in class):

My Personal Contact Us Logoff
Courzes Information

Teachers

Glrolling Students \

[ All (9) v
Icoursewonumlnu
ge[1 |of1 R View 1-9 of 9 14 Courses
- Distractions Emergency v i d .
e hOI:e;tsa e :r stt‘.old Critical . and Response e ou can enroll your students in courses
Awareness i Loen i R Planning Isq ing the table on the M Enrollment
Awareness Awareness Awareness Investigation Driver ERP using the table on the IVlanage tnroliments
Training (ERP) page.
Account, Fake Enroll Enroll Enroll Enroll Enroll Enroll Enroll Enroll|
C, Tim Enroll EnroIII Enroll Enroll Enroll Enroll Enroll Enrolll 1. Find the name of the student you
jones, fred Enroll Enroll Enroll Enroll : would like to enroll along the left-hand
jones, fred Enroll Enroll Enroll Enroll Opening 1654436.xls side of the menu.
Last, First Enroll Enroll Enroll Enroll You have chosen to open:
I.ast,thrst . Started Enrolled (X [ Mastered ] Enrolled (X &) 1654436205 2. Find the name of the course you would
T . F Enroll Enroll Enroll Enroll o i i
eacher, Fake nro nro nro nro T e e ST T like to enroll them in along the top of
tester, frank Bl ol Esnil el from: hitps://cwl.safetyinschools.ca the menu (you can use the scroll bar at
Wickware, Ross Enroll Enroll Enroll Enroll .
- What should Firefox do with this file? the bottom to scroll sideways for
] [ additional courses).
4 |t o = @ Openwith | Microsoft Excel (default) v )
(O Save File 3. Click the “Enroll” button where the
, , o student’s name and course name
[] Do this gutomatically for files like this from now on.
intersect.
Exporting Grades T
From this page, you can create a report that tells P [~ B 654436 [Read-Or
you the progress of your students and their final File Home | Insert  Pagelayout  Formulas  Data  Review  View
grades on courses they’ve completed. [==] & cut anal o AN == ;] P SiwepTed General . ﬁ ﬂ
) “ ” ) —— Eacopy - . o £ ‘
1. Click on the “Export” button below the list of Pa'm o Format Painter m I U~ Hr S-A- EEE EIHE SMergesCenterr | $ % » | %8 %0 Fcucrr:n::;c;?nngalv a:::;re
names Clipboard M Font " Alignment [ Number F
2. When prompted to open an Excel document, Al v(©  J| Name
click “OK” A [ B [ C | D E | F [ G ] H _ | [ J
’ 1 [Name Iberta OH&amp;S Awareness Asbestos Awareness Bear Safety Awareness
: 2 |Status Date EEEE | Status Date Score Status Date Score
3. Areportwill open up that tells you the status 3 Account, Fake Not Enrolled  2015-09-02 0 Not Enrolled  2015-01-30 0 Not Enrolled  2014-09-05 0
of each student’s courses, the date they 4 C,Tim Not Enrolled Not Enrolled Not Enrolled
either were enrolled, started, or mastered 5 jones, fred Mot Enrolled Not Enrolled Not Enrolled
] 6 jones, fred Mot Enrolled  2014-09-04 0 Mot Enrolled  2014-09-04 0 Mot Enrolled  2014-09-03 0
the course, and the final score/grade that 7 Last, First Not Enrolled _2015-09-02 0 Not Enrolled Not Enrolled |
they earned on courses they have taken a 8 Started 2015-06-10 0 Enrolled 2015-06-03 0 Mastered™  2015-06-10 88
final t-test f 9 Teacher, Fake Mot Enrolled  2016-02-19 0 Mot Enrolled Not Enrolled  2016-02-19 0
nal post-testior. 10 tester, frank Not Enrolled _ 2014-09-04 0 Not Enrolled Not Enrolled

8



On the Manage Enrollments Page

Manage
Enroliments

Manage
Students /

My Personal Contact Us Logoff
Courzes Information

Teachers

~

Student Courses:

THRIL Courses Safety In Schools

Select a dass (# in cdass):

| All (9) v
[CMISEW‘HIE Training

IStudent Courses:

THRIL Courses Safety In Schools

#1 Life Lessons - Learning the Hard Way

Select a class (# in class):

Custom Safety in Schools Courses

Along with the THRIL library courses that we offer, we also develop custom
Safety in Schools courses. Most recently, we added a new course called Life
Lessons—Learning the Hard Way. This and our future custom courses can
be accessed by following these steps:

1. Select the Safety in Schools tab above your course list.

2. You will see a list of Safety in Schools custom courses (currently only
one course: Life Lessons—Learning the Hard Way) along the top of the
menu, and a list of your students along the left-hand side of the menu.
This will appear similar to the way the THRIL courses are listed in the
other tab.

3. Enroll your students in the same way that you enroll them in other
courses, by finding their name, the course name, and clicking the
“Enroll” button.

’

4. Onyour student’s My Courses page, they will now see a “Course Login”
button beside Life Lessons Learning the Hard Way.

*See page 10 for all other My Courses page functions

All (9) v|
CourseWorks Training \
PageBoﬁ 5 View 1-9of 9
Life
Lessons -
Name Learning . . . .
the Harg Training Partner |Course Title Status|Action
ay

Account, Fake Enroll , .
C, Tim Enroll] SafetyInSchools Life Lessons - Learning the Hard Way Started Course Login
jones, fred Enroll
jones, fred Enroll - i — —

- THRIL SafetyInSchools Alberta OH&S Awareness Started Continue Course Restart Course
Last, First Enroll
== Eoroll THRIL SafetyInSchool f Ut Bl Ccriificate | Continue Cours estart Cours
Teacher, Fake Started afetyInSchools Bear Safety Awareness astere Certificate Cantinue Course Lestan Course
tester, frank Enroll "

- THRIL SafetyInSchool i ibiliti Enrclled Begin Course
o <tartog afetyInSchools Your Rights and Responsibilities at Work Enrclle gin Co
o Export Page[1 |of1 5 . ‘u’iew‘I—Qong |




Manage Manage M Personal Contact Us Logoff

Select a class (# in class):

All (9) ~| H «“ ” .
Using the “Classes” Function
CourseWorks Training
Page[1 |of1 [ View 1-9 of 9 You can organize your students into classes/groups.
Distractions This allows you to only view the students’ progress
Alberta Asbestos Bear Cold Critical and i";g;%i‘;? . y ¥ prog
Name OH&S e — Safety Stress Incident Proactive Planning 154 and grades who you are interested in at a given time.
Awareness Awareness Awareness Investigation Driver (ERP)
Training 1. On the Manage Enrollments page, click on the
Account, Fake Enroll Enroll Enroll Enroll Enroll Enroll Enroll Enroll| .
C, Tim Enroll Enroll Enroll Enroll Enroll Enroll Enroll Enrolll drop-down menu above the lISt Of students/
jones, fred Enroll Enroll Enroll Enroll Enroll Enroll Enroll Enrulll courses.
jones, fred Enroll Enroll Enroll Enroll Enroll Enroll Enroll Enrolll 2. Select the name of the class you wish to view
Last, First En .
Last, First Sta hl | g y 3. Follow the instructions on page 8 to export
Teacher, Fake En students’ progress and grades. A report will be

tester, frank En generated that shows only the progress and

ickw
?'C el de = Hl | [:g } grades for the students in that class/group.

=

= Export
HCS3000 Sem Mr Burns (2)
Mr. S Sem 1 (2)
Mr. Slingerland Sem1 HCS3000 (3
Ms. V. Sem. 1, HCS 3000 (3) v/
rCﬂurseWﬂrks Training
PageElnﬁ 5 View1-3of3
Distractions E
Alberta Asbestos Bear Cold Critical and R";g:ﬁ“g e
Hame OH&S Awareness Safety Stress Incident Proactive Planning Isa
Awareness Awareness Awareness Investigation Driver (ERP)
Training
Account, Fake Enroll Enroll Enroll Enroll Enroll Enroll Enroll Enroll
Last, First Enroll Enroll Enroll Enroll Enroll Enroll Enroll Enroll
Teacher, Fake Enroll Enroll Enroll Enroll Enroll Enroll Enroll Enroll
>
10
F’agegnﬁ rL Y View1-30f3




Manage Manage My Personal Contact Us Logoff
On the My cou rses Page Enrollments Students [ Courses Infarmation
Teachers

/Using the My Courses Page \

On this page, you will see a list of all the courses that you have enrolled in. From USI ng the ASk the Expert Fu nction
here, you are able to: Sometimes your students may have questions about occupational health and
1. Begin a course; safety, their rights and responsibilities, or other safety related questions that

you are not quite sure how to answer.
2. Continue a course you have already started; or

You can use the Ask the Expert function on your My Courses page to submit
those questions to us. We will then get that question to the right safety
When your students log into their accounts, they are automatically taken to a My expert to answer it for you!

Courses page. / Just click the Ask the Expert button!

3. View/print your certificates for courses that you have mastered.

Does your class you have a burning question that you're not quite sure of the answer to?

¥ou are now able to submit questions online to be answered by a working safety professionall

Simply click the button below to send in your question and check the Ask the Safety Expert page for the answer.

We will post gquestions and answers to that page regularly, and try to answer questions in as timely a manner as possible.

This is an excellent resource for classroom discussions and we encourage you to engage with your students and have them share their questions with you!

Ask the Expert

Complete online courses and track your results.

Fake Teacher ]

Click on a course title to view the description. Generate Excel Report

Training Partner |Course Title
SafetyInSchools Life Lessons - Learning the Hard Way  Started

THRIL SafetyInSchools Alberta OH&S Awareness Started Continue Course Restart Course

THRIL SafetyInSchools Bear Safety Awareness UEECICENE Certificate | Continue Course Restart Course

THRIL SafetyInSchools Your Rights and Responsibilities at Work Enrclled Begin Course

11



