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Introduction
Safety Learning is the complete Health & Safety training solution from Safety Media Ltd.

This software is a completely unique and innovative way of training in the health & safety
environment and will provide you with health & safety training in many key areas that your company
requires you to complete.

The management side of the software will allow your company’s health & safety officer to perform
administrative functions such as producing various reports, maintaining user logon details, creating
groups, setting site preferences, checking audit trails and controlling the modules and components
which are installed on the site.

In short, it will allow you to maintain a tight control on individuals training requirements and
schedule training where required.
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Overview
When you start Safety Learning you will be presented with the screen shown below.

This provides initial help for the “First-time User”, “Existing Users” and “Administrators”.

There is also a “Handy Tip” which provides suggestions on how to use Safety Learning to better effect.

The screen layout is broken down to four areas: -

(1)	There is a toolbar at the top of the screen. This can be used to navigate to specific areas and is
constantly there when navigating through Safety Learning.

(2)	The section to the left of the screen (the light blue area) is known as the “Menu Bar”. This will
change depending on what section you are currently in. This will also remain on the screen when
navigating.

(3)	There is a section at the bottom (the dark blue area) is known as the “Status Bar”. This will generally
remain constant but may change under certain circumstances i.e. when performing classroom training.

(4)	The main area of the screen (the white area) is where the main user interaction is performed.
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Log onto Safety Learning
New User

When you are logging in as a new user, click on link labelled “New User” in the menu bar.

Note: You will require your “Company Username” and “Company Password” before logging in (if
you don’t know these contact your administrator before proceeding).

Once clicked, you will be presented with the following screen to complete: -

As mentioned above, first you must enter your company username and company password.

Now enter the details listed: -

Username (make sure this is unique i.e. somebody else isn’t using it but also make sure you can
remember it. If you have trouble, again ask your company administrators for help),

Email address,
Forename,
Surname,
Department (This should already have been setup by your system administrator. Alternatively, select
“Don’t Know” from the dropdown list).
Enter a unique password and re-enter it in the confirm password box.

Click on the “Sign Up” button to complete the procedure. If successful, this will log you straight into
safety learning. If there is an error during your user registration, you will be notified on screen of what
the error is.
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Existing User

If you are an existing user, simply enter your username and password in the menu bar on the left hand
side of the screen and click on the Log-in button.

If you’re not an administrator, you will be presented with something similar to the following: -

This shows a list of the courses available to you. The above example shows both classroom and
interactive training session.
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Administrator

If you sign in using an administrator logon, simply enter your username and password in the menu bar
on the left hand side of the screen and click on the Log-in button (the same way you would for an
existing user).

If the username you have logged in with has administrative privileges, you will be shown the
following screen: -

Within the administration area you have the options listed below: -

(1)	Report Viewer 		– View, save, export and print reports.
(2)	User Management 	– Add, edit and remove users and groups.
(3)	Preferences 		– Change the global system settings.
(4)	Module Preferences	- Change specific module settings.
(5)	Package Manager	- Control what modules and components are installed.
(6)	Forgotten Password	- User account recovery and reset.
(7)	Account Details		- Company account information.
(8)	Audit Trail		- Check on changes made within the administration section.

See the section on Administration for further information on each of these sections
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Begin Training
Starting a Module

Once you’ve logged onto Safety Learning, you will be presented with the screen shown under the
section “Existing User”.

In order to start a training session, click on the green arrow next to the training you require e.g. “Fire
Safety Interactive”.

If you have previously started a session but have exited before completion, the training session will
have a purple arrow next to it. This will also indicate the current progress you have made within that
course: -

When a training session is restarted, you will be returned to the same location you left at.

If you have completed a training session, the icon will change to restart training. The current progress
will show you have completed the session with your score from the self test and duration in the
module being displayed: -

Note: If you restart a training session your score from the self test will be reset.
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Module Navigation

After you have initialised a training session for the first time, you will be presented with the
introduction screen for that module: -

Use the navigation buttons within the status bar (at the bottom right hand side of the page) to move
through each of the pages within the training module.

You can use these to navigate forwards and backwards through the training.

The menu bar down the left hand side of the screen highlights the current section you are on within
the module. On the example screen above it shows the current section is “Extinguishers”.

As you move through the training course, the sections you have visited will be shown in blue. The
section you have not yet visited will be greyed out: -

You can return to a previous section by selecting it within the menu bar.
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