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TEACHER’S USER GUIDE

CHOOLS

LOGGING INTO SAFETY IN SCHOOLS

GETTING STARTED

CREATING NEW USERS

CREATING CLASSES

DOING A GROUP STUDENT UPLOAD

ENROLLING STUDENTS IN COURSES
EXPORTING GRADES

ACCESSING CUSTOM SAFETY IN SCHOOLS COURSES
USING THE CLASSES FUNCTION

ON THE MY COURSES PAGE




'V.Ef Safety in Schools | Trainin... X

e www .safetyinschools.ca Steps
— B
] _ J) 1. Go to www.safetyinschools.ca
Login to Safety In Schools
2. Click on “Login to Safety in Schools” on

the right-hand side of the screen

3. Enter your email address and password
on the login page

4. Click “Login”

5. If you are an administrator for multiple

school accounts, select the account you
= sarar@satetyinscnools.ca  SGF ) would like to manage during your session
a resensssne }) from the drop down menu and click “Go”

Login / |
Fargot your password?

Copynaht © 2018 ComplyWorks Ltd. All nghts reserved.
User Agreement Privacy Policy System Requirements Anti-Spam Policy Webinar Disclaimer
| Server ID: sis_new _cal |

You are a User or Administrator of multiple accounts.

Select the account that you want to use during this session

Safety In Schools =

_ 7
Go ,) Logout




Getting Started

SARA BOOM >
@ \

MANAGE ENROLLMENTS —_—

MANAGE USERS —

/

Eﬂ SELECT LANGUAGE B

To administer the program, you will use the following
tabs:

1. My Contact Info

2. My Courses

3. Manage Enrollments
4. Manage Users

Your students will have access to the three Personal
tabs (My Contact Info, My Courses, Logout), as well as
“Select Language”

As an administrator, you will use the Manage
Enrollments and Manage Users tab to administer the

program for your school.

@ng the Menu

~ ¢ Your Name
. ¢ Manage Enrollments
e Manage Users

_ * Select Language

e My Contact Info

e My Courses

k_ogout

When you first log in, you will notice four tabs on your side menu:

When you click on your name, three more tabs will appear:

\

/

@ SARA BOOM ¥

My Contact Info

My Courses

Logout

MANAGE ENROLLMENTS

MANAGE USERS

Eﬂ SELECT LANGUAGE o

7
e Change password

e Update your name

or email
\.

7
Start, restart or

| continue courses

you are enrolled in

e Enroll students in courses
e  Monitor student progress
e Export grades

e Register new
students/teachers
e Create or edit classes 4




On the Manage Users Page

(¢

Test school

‘/l
Manage StudentsiTeacher [ New StudentTeacher ] Manage Classes Group Student Upload

Create a Student/Teacher

—
Add Mew Student/Teacher )

appears

Edit User Profile:

Save Changes

Conitact Information

reating New Users

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

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

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

~

J

Fields marked with # are required. ¥ou will not be able to char1Jser's contact information, username or password if they are a Prime Contact or Administrator of any other schools.

|

* First Mame

2.:) ( ) 1
* Last Name
Userhame —I 2.
It is important to provide a valid E-mail address. E-mail is 3 means for the system to communicate important notices and time-sensitive requests. 3
The E-mall address also serves as the user's logon UserName. .
Y’ 4 )
" Email -
L - 4
(This will be your logon Useriame) .
Password 5
Leawve blank 1o preserve an existing passward,
To allow a new user to create their own password: Leave the password blank and direct the néw uger 1o dick “Forget your password?™ on the logon screen, 6
Password |
— _ll (at least & alphanumeric characters)
7.

Re-Enter Password
-
\3

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

Capabilities

- student

Teacher A Teacher has access wo manage students or modify the Schools profile permissions are controlled by the Unigue options that you select. Teachers also have access to their own personal

Teacher
Manage Students Teachers

Manage Enroliments

e

&

) [ Filling in the User Profile

Type in First Name (legal name)
Type in Last Name (legal name)

Type in a valid email address for the user (this
will act as their username for login purposes)

Create a password for your user and type it in
Re-Enter the password you created
Select either Student or Teacher

a. If registering a Teacher, check off:
0 Manage Students/Teachers
0 Manage Enrollments

Click “Save Changes”

Your user is now registered and will appear on
the user list on your Manage Enrollments page!

*Always use a students legal name, as this is what

will appear on their certificate.




On the Manage Users Page

Test school

=
Manage StudentsiTeachers New Student.l'Teal r [ Manage Classes ] Group Student Upload

Miss T's CALM Class 17-18 | EditClass | Show Individuals

Mr. K's Mechanics Class | Edit Class | Show Individuals

() @

QA
Name | RAP Prog 2018-19) N |
4!] Save l Cancel |

Miss T's CALM Class 17-18 | Edit Class . Show Individuals

Mr. K's Mechanics Class | Edit Class show Individuals |

RAP Prog 2018-19 | Edit Class 5’ Show Individuals
\

= \
Save Changes

MName Email

Updates Saved
T B\
[ITest Account ) testaccount@me.com

8 —

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
llOK"

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, enroll an entire class
grouping into a course, or export only those grades!
(See page 10)




On the Manage Users Page

Test school

Manage Students/Teachers | New StudentTeacher = Manage Classes l Group Student l.lploaul

Import Student List | Results

Import Student List

* The file type needs to be a CSV Cn:smnmﬁ)paraled values) file containing these column headers: Firstname, Lastname, Email and Pas

| » Click here to download a template. |
* Complete the spreadsheet with the st
* Each individual needs to be entered on a separate row
* Save the spreadsheet to your computer

=

mformation yOU Want to register

s Under Select Class, choase the class you want to upload these students inta

* 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 Class

Upload CSV Student List

~

(select...)

‘:;' Choose File | Mo file chosen

=7

|
o

E'.g Save

B S
Insert Page Layout Farmulas
“ Y
B J Cut Calibri il A
Paste i Copy - ) Downloads
- ¥ Farmat Painter import_student (2)
Clipboard Fa CSV (Comma delimited) (*.csv)
Mare options...
F9 w7 }
A I B I i I D I E

Firstname Lastname Email Password

1
2 ] | ] J

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. Fillin the Firstname, Lastname and Email
columns with individual students’ infor-
mation

a. Fillin 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. Select the “Class” that you would like to
file these students under.

7. Click “Submit”

Do not change or remove column
headings




On the Manage Enrollments Page

-
| (O

Sara Rooseboom

Fake Student Enrolled n
Test Account Enrolled H
Alberta OH&S
Awareness
Student =

£
e

Gporﬁng 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 above the
list of names

2.  When prompted to open an Excel
document, click “OK”.

3. Avreport 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.

All H
[BilE 8‘52 isbesws Awareness
Awareness

Enrolled

Asbestos Awareness

Use the scroll bar to see the rest of the courses

~

—

Enrolled _!]

Cold Stress
Awareness

Enroll Al

Enrolled n l

Bear Safety
Awareness

Enroll All

Started m Enrolled n

[ envo | enrolied [
Bear Safety Cold Stress
Awareness Awareness

Enroll All Enroll &1

\

N\

students in courses.

1. Find the students name on the table, or use the
search bar above to locate an individual

2. Find the course you would like to Enroll the
individual in

3. Select “Enroll”

4. “Enrolled” and a red X will appear when an
enrollment has been successful.

You can also use the “Enroll All” button enroll a

a user from a course, simply click the X.

Golling Users in courses

From the Training Courses tab, you are able to enroll

To unenrolled

full class list or your full school list into a course.

/

boom Jpening 1032428 xls ¢
You have chosen to open:
Student e Asbestos Awaren| = 1032428.ds
Awareness -
which is: Microsoft Excel 97-2003 Worksheet
f : https://new.safetyinschools.ca
Sara Rooseboom Enrolled Enrolled sl
What should Firefox do with this file?
Sara Boom (®) Open with | Microsoft Excel (default) v
(") Save File
Alberta OH&S
Student Awareness Asbestos Awaren [JDe this autamatically for files like this from now on.
< J)
I oK I Cancel
Name Alberta OH&S Awareness Asbestos Awareness Bear Safety Awareness
Status Date Score  Status Date Score Status Date Score

Rooseboom, Sara Mot Enrolled Mot Enrolled Mastered 5/25/2016 90
Boom, Sara Mot Enrolled o/ Mot Enrolled Mot Enrolled
Student, Fake Enralled 2018-08-27 . Enrolled 2018-08-27 Enrolled 2018-08-27
Account, Test Mot Enrolled Mot Enrolled Mot Enrolled




On the Manage Enrollments Page

Test school

THRIL Courses

Safety In Schools Courses

Student -

Heavy Machinery - It
Always Wins

Lessons from the
Workplace

Introduction to Automotive
Shop Safety

Life Lessons - Learning the
Hard Way

Sara Rooseboom

" =

== suried 23
Student - Heavy Machinery - It Introduction to Automotive Lessons from the Life Lessons - Learning the
Always Wins Shop Safety workplace Hard Way

THRIL Courses

Select a Class

/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. Onthe 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. /

3 Miss T's CALM Class 17-18

Mr. K's Mechanics Class

RAP Prog 2018-19

Student

Sara Boom

F
Enroll All

Alberta OH&S
Awareness

Bear Safety
Awareness

Enrall All
Enrolled

Asbestos Awareness

Enroll All

Enrolled Enrolled

Gstom Safety in Schoob

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 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




On the My Courses Page

Courses

Complete online courses and track your results.

IMPORTANT INFORMATION:

* Once you have completed the course, you will need to return to this page in order to obtain your certificate. Please be aware that it may take up to 15 minutes after completion
¢ You do not have to complete the course in one session - return at any time to continue or restart the course.
 Your current status for each course (Enrolled, Started, or Mastered) is also available to the teacher/administrator that initially enrolled you.

You can view a full list of available courses and their descriptions here.

Course Name

Distractions and Proactive Driver Training

Bear Safety Awareness

Personal Protective Equipment

Asbestos Awareness

Hazard Recognition

Fall Protection Equipment

Alberta OH&S Awareness

Critical Incident Investigation

Cold Stress Awareness

Course Partner

THRIL SafetyInSchools

THRIL SafetyInSchools

THRIL SafetyInSc

THRIL SafetyInSchools

THRIL SafetyInSchools

THRIL SafetyInSc

THRIL SafetyInSchools

THRIL SafetyInSchools

THRIL SafetyInSchools

Course Status

Continue Course

View Certificate

Start Course
Start Course
Start Course

Continue Course Restart Course

Restart Course

Continue Course Restart Course
Start Course 2

Restart Course

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. View course descriptions;
2. Begin a course;
3. Continue a course you have already started; or

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

My Courses is the main page that your students have
access to, along with My Contact Info and Logout.

Students have all of the same capabilities as you do on
their My Courses page.

When a user selects Start Course, Restart Course or
Continue Course, a new tab will open up that brings the
user into the course environment.

10



