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TEACHER’S USER GUIDE 

• LOGGING IN 

• USING THE MENU 

• ACCESSING CUSTOM SAFETY IN SCHOOLS COURSES 

• ENROLLING STUDENTS IN COURSES 

• EXPORTING GRADES 

• CREATING CLASSES 

• DOING A GROUP STUDENT UPLOAD (CONTINUED) 

• DOING A GROUP STUDENT UPLOAD 

• USING THE “CLASSES” FUNCTION 

• USING THE MY COURSES PAGE 

• USING THE ASK THE EXPERT FUNCTION 

• CREATING NEW USERS 

• FILLING IN THE USER PROFILE 

• DOING A GROUP STUDENT UPLOAD 
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Logging In 

Steps 

1. Go to www.safetyinschools.ca 

2. Click on “Login to Safety in Schools” on 

the right-hand side of the screen 

3. Input your email address and password  

4. Input the four digit security code that 

appears at the bottom of the log in form 

5. Click “Login” 

 

 Enroll students in courses 

 Monitor student progress 

 Export grades 

 Register new  

students/teachers 

 Create or edit classes 

Start, restart or  

continue courses  

you are enrolled in 

 Change password 

 Update your name 

or email  

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 

2. Manage Students / Teachers 

3. My Courses 

4. Personal Information 
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Creating New Users 

1. Click on the “New Student/Teacher” tab 

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  

instructions below 

On the Manage Students / Teachers Page 

Filling in the User Profile 

1. Type in First Name (legal name) 

2. Type in Last Name (legal name) 

3. Type in a valid email address for the user (this 

will act as their username for login purposes) 

4. Create a password for your user and type it in 

5. Re-Enter the password you created 

6. Select either Student or Teacher 

a. If registering a Teacher, check off: 

  □  Manage Students/Teachers 

  □  Manage Enrollments 

7. Click “Save Changes” 

 

Your user is now registered and will appear on 

the user list on your Manage Enrollments page! 

8. To edit a User Profile after the fact, look the user 

up from the Manage Students/Teachers tab and 

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

profile form.  
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 On the Manage Students / Teachers Page 

Doing a Group Student Upload 

You can register multiple students at once by doing a 

Group Student Upload:  

1. Click on the “Group Student Upload” tab 

2. Click “here” to download a template 

 a.   This will open up a Microsoft Excel  

        document 

 b.   Open with Microsoft Excel and press “OK” 

3. Fill in the Firstname, Lastname and Email  

columns with individual students’ information 

 a.    Fill in the Password column with a generic  

              password 

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 

Steps 4 - 6 on next page 



 6 

 On the Manage Students / Teachers 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 

 a.   This will open up a Microsoft Excel  

        document 

 b.   Open with Microsoft Excel and press “OK” 

3. Fill in the Firstname, Lastname and Email  

columns with individual students’ information 

 a.    Fill in the Password column with a generic  

              password 

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 
If you have a  

class created before  

doing your group  

upload, you can select 

that class before  

submitting your CSV  

document. This will  

automatically  
place each of  

those students  
into that  

class/group* 

*Learn how to create classes on the next page! 
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 On the Manage Students / Teachers Page 

Creating Classes 

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 

your number of users grow or if you have multiple teachers 

using our courses to teach different classes.  

1. Click on the “Manage Classes” tab 

2. Click on the “New Group” button 

3. Type in a name for your class  

 For example, “Ms. V. Sem. 1, HCS 3010” 

4. Click “Save” 

5. Click on “Show Individuals” beside the class you just 

created 

6. Check off the individuals that you would like to place in 

that class group 

7. Click the “Save Changes” button 

8. A pop-up will appear that says “Updates Saved” - click 

“OK” 

9. Now, when you go to the Manage Enrollments page, 

you will see this class in the drop-down menu above the 

list of courses and users. You can select that class to be 

able to see only those users and export only those 

grades! (See page 10) 
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 On the Manage Enrollments Page 

Enrolling Students  
in Courses 
You can enroll your students in courses 

using the table on the Manage Enrollments 

page.  

1. Find the name of the student you 

would like to enroll along the left-hand 

side of the menu. 

2. Find the name of the course you would 

like to enroll them in along the top of 

the menu (you can use the scroll bar at 

the bottom to scroll sideways for 

additional courses). 

3. Click the “Enroll” button where the 

student’s name and course name 

intersect. 

Exporting Grades 
From this page, you can create a report that tells 

you the progress of your students and  their final 

grades on courses they’ve completed.  

1. Click on the “Export” button below the list of 

names 

2. When prompted to open an Excel document, 

click “OK”. 

3. A report will open up that tells you the status 

of each student’s courses, the date they 

either were enrolled, started, or mastered 

the course, and the final score/grade that 

they earned on courses they have taken a 

final post-test for.  
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 On the Manage Enrollments Page 

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. On your 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 
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 On the Manage Enrollments Page 

Using the “Classes” Function 
You can organize your students into classes/groups. 

This allows you to only view the students’ progress 

and grades who you are interested in at a given time.  

1. On the Manage Enrollments page, click on the 

drop-down menu above the list of students/

courses.  

2. Select the name of the class you wish to view 

3. Follow the instructions on page 8 to export 

students’ progress and grades. A report will be 

generated that shows only the progress and 

grades for the students in that class/group. 
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 On the My Courses Page 

Using the My Courses Page 
On this page, you will see a list of all the courses that you have enrolled in.  From 

here, you are able to: 

1. Begin a course; 

2. Continue a course you have already started; or  

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

When your students log into their accounts, they are automatically taken to a My 

Courses page. 

Using the Ask the Expert Function 
Sometimes your students may have questions about occupational health and 

safety, their rights and responsibilities, or other safety related questions that 

you are not quite sure how to answer.  

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 

expert to answer it for you! 

Just click the Ask the Expert button! 


