Safety Library Modules Cheat Sheet

The safety modules can be used for safety meetings, remedial training, light duty and more.

Setting up the Safety Modules:

1. There are 3 types of user roles within the safety modules feature:
a. Safety_director – this person can create and edit all the safety module groups, upload new users, and view reports.
b. Group_manager – this person can manage all the safety module groups and view reports.
c. Subscriber – these are the employees/users that will be assigned the safety module group to be completed.
2. User Spreadsheet – this will be done every time you want to add a new user to the LMS System
a. Before logging into the Safety Library, you will need to create a Safety Module User Spread Sheet.  
b. The fields to be populated in the spreadsheet are: 
i. Username – you create this
ii. Password – you create this
iii. Email
iv. First Name
v. Last Name
vi. Website – don’t worry about filling this in
vii. Role (safety_director, group_manager or subscriber)
3. Uploading the Safety Module User Spread Sheet – this will need to be uploaded every time you add a new user to the spreadsheet.
a. Log into the Safety Library
b. Click on the left-hand side - Training LMS	
c. Then click Manger Panel, this will take you to the LMS System
d. On the left-hand side click Users
e. Then click Create Users
f. Click Browse to find and select the Safety Module User Spread Sheet
g. Click import.
4. Adding a training module
a. From the LMS System panel click LMS
b. Then click Groups
c. At the top next to LearnDash Groups click Add New
d. From here type in the name of training module you would like to create (ex. Forklift Training, Office Safety, Slip, Trip and Falls, PPE, Machine guarding Training, etc.)
e. Press tab – here you write a brief description of the training module
f. Next scroll down to Group Courses.  Highlight any of the safety library pieces on the left and click the right arrow button to add them to the training module.
g. You can add as many as you want.
h. Remember that only the pieces with the word “course” in them includes a quiz and a certificate of completion that can be printed.
5. Assigning Users to Safety Module
a. Scroll down to Group Users – here you should find a list of all the users 
b. Highlight the User or Users you want to assign to complete the Safety Module
c. Click the right arrow facing button to add the user.
d. To remove a user high light the user in the right-side box and click the left facing arrow.
e. At any point you can save your work and come back to add or update.  To do this scroll to the top and on the right-hand side under Publish click save draft.  
6. Publishing your Safety Module:
a. Once you are finished with your Safety Module and have assigned users now you need to publish it. 
b.  To do this scroll to the top of the page and on the right-hand side under Publish click the blue publish button.  
c. Now your safety module is ready for the users to begin.
7. LMS report:
a. On the left hand side panel click LMS Report
b. Here will show everyone who has been assigned to do the safety module and shows if they have begun, how much progress has been done and if it is completed.
