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Welcome to SafelLearn

SafeLearn is the OSSA’s new online training solution that will make health and safety
compliance easy for employers.

This manual provides helpful tips and procedures to ensure that you can use your
SafeLearn course easily and efficiently. If you have any questions about your SafeLearn
course you can contact training@ossa.com for more information.

Before You Begin:

Before you begin your course you should check that your system is properly set-up to
run SafeLearn.

SafeLearn Technical Requirements:
= Windows 98, ME, 2000 or XP Operating System
= Explorer 6.0+ or Netscape 7+ Internet Browser
Flash 7 Plug-in
= Pentium Il with 128 MB Ram
= Screen resolution of 800 X 600 or above
= Sound Card and headset/Speakers for optional audio
= Minimum recommended 56K modem Internet connection or better

Don't forget to test your browser once you have entered your SafeLearn course. To find
out how to test your browser, go to page 5.

A Note about Pop-Up Blockers

If your system has a Pop-Up Blocker you will need to temporarily disable this function
while you are using your course. Usually this can be done by right clicking on the icon in
your task bar and selecting “temporarily allow” from the menu. If you need extra help
with this you may need to refer to any technical help or documentation that came with
your Pop-Up Blocker software.
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Registering for SafeLearn

If you are purchasing a SafeLearn product for the first time you will first have to register
as a New User. To register as a New User:

1. Go to the URL: http://www.safelearn.com/. This opens the SafeLearn website. At
the bottom left of the screen is the Login Box. (see Figure 1)

Figure 1: My Login

2. Click on the hyperlink New User? This
m opens the Join Now page which offers

three options in orange text:

user name: | :

= Purchasing a Course or Courses for
password: | your Company?

= Individual Learner interested in

Newusar? (B taking a Course?
- = Registering for a Course pre-
J purchased by your Company?
3. Click on the link for Individual Learner

interested in taking a course, the
OSSA!LL registration page opens on the screen. The
< 2 other two options on th_a'g screen are used
only by Company administrators.

If you are interested in finding out information on Purchasing Courses for your Company
you will need to download the Administrator Guide from the SafelLearn site.

Registering as an Individual Learner

After you choose to enter SafeLearn as an individual learner the registration form opens
on the screen. The form has both required and non-required fields. All required fields
have a star or asterisk next to them. These must be completed before you are allowed to
exit the registration form screen.

1. Enter all required personal data (denoted by the orange star or asterisk).
2. Enter your Mailing Address.

3. If your Billing Address is the same as the mailing address click on the Use
Mailing Address button and the information will automatically fill in. Otherwise
enter your Billing Address information.

4. Complete the Registration Check box, which verifies that a person is completing
the form and blocks automated programs.

5. Read the Privacy Policy, using the up and down arrows on the small scroll bar to
move through the text.

6. Click on the | agree button to complete your registration. If everything has been
completed correctly you will receive an email that confirms your registration and

includes your Username and Password. If the information is not complete a pop-
up window will appear asking you to provide the missing information.

SAFeLEARN :
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Create Safeleam Account
* Danctes Required Field

*Firstasrmas ||

“Lastaaman |
*Ermail Addrass: [

“Ugarasmra |

“tiaw Baggraed: ||

=ggnfirm Fasrrmrds |
LCTTH |

Work Shanes || Call Bhones | |
Homa DPhane: | Dager: | |
Tinazona: | Lastem Timas Zons -
HMailing Addrass Shipping Address
*addrenal: | | *Addrapats | ]
adgrassdi ] agdransdi | ]
*City: || ] * ity | |
“Eravimoa ;‘it = *Erovincai ;ﬁt -
“Pestal Seda: ] “Bastal Zoda: | ]

[_II.J.]I- Mgiding Address
Ragistration Check: * Tyoe the charscters that you pes in bhis pichure.

| kg PpiEs 87
I:I'Ehlrrm LI IR T LR LTS L B

* May wa contect you with specisl offers or further information?
() Yea (=) ha

Privagy Boky

SafaLanr Privecy Statamant

Safalenrn respects your privasy and is committed bo Eratecting

ot Dargs

~farmutien EAat you arevide ba ua. Thu stabemant axslsing g

poliches and =
By dhigiing T Agraw balow. [ @m sttaching my aleirgnic Bignature to and sgrasing to the Terms of Use for the Safeiaam Serdoes. | understend that i | do
Ast Bgrae b2 thate Tarm of Ude 5ad tha Brivasy Statemast | ahould ek Cancal. diassatisug My ragiateabies, Bnd rafraia frem utiag the Safelansn Sardied.

Figure 2: Registration Form

Welcome to Safelearn,
We recently received a request to create a new user account. We have provided that information for you below:

User Mame: bmoore
Password: vdapuuim

If wou would like to make any other changes, please go to httpofwww. safelearn comy.

If you have any questions or need assistance, please contact Customer Service at customerservice@safelearn com.

Thanl you for choosing Safelearn. We are committed to delivering high quality services to meet your online training needs.
Sincerely,

Safelearn Custorner Support

This e-mail was sent from a notification-only address and cannot receive mcoming messages or replies. £ vou need to contact us, please go
to hitp:/fwarw. safelearn. com/.

{c) Copyright 2004 Safelearn, LLC. All rights reserved.

Figure 3: Confirmation Email

Once you have completed your registration your account is active. You can now log in
and use SafelLearn.

SAFeLEARN
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Logging in to SafelLearn

This section explains how to log into SafeLearn. To log into your SafeLearn session you
need your username and password which are provided in the confirmation email.
Figure 4: Logging in to SafeLearn

1. Go to the URL: http://www.safelearn.com/.
M This opens the SafeLearn website. The login

box is located at the bottom left of the screen.

HAETRAE: Il 2. Enter your assigned user name in the box next
assword: to user name. Hit tab to move the cursor into
p 3 the password box.
Hew Usar 7 .‘ 3. Enter your assigned password into the box

e next to password.

4. Click on the orange button, or hit the enter key

to log in. The SafeLearn website opens to the

Announcements screen.
OSSALLL The Announcements screen provides systems

1 notification information to the user. At the top left of
the Announcements screen there are three tabs:

= My Courses, for more information on My Courses go to page 5

= My Account, which is used by the administrator to manage accounts.

= SafeLearn Store, which is used by the administrator to purchase courses.

SAFeLEARN togos o

Mralth & $afety - Oa Time - On Butget - On Targett Active: ssfelearner

My Courses My Account  Safeleamn Store

Announcements

Welcome to SafeLearn, Rasmus.

Health and safety is t cal part of your bu : SafalaanTh provide ing tool that enabl < 70 v o provide
hislth and ssfety tra R4 SArcatian Whiare and whan sou nesd i, putting s Faty tra at yo
fingertips.

Figure 5: Announcements Screen

Simultaneous Logins

SafeLearn allows only one log in at a time for each username. This prevents fraudulent
use of the system. If the system detects that an account is active, it denies further log ins
to this account. Active sessions are verified at intervals and expire if there is no activity.
If you accidentally close your browser window while you are in SafeLearn, you will need
to wait 120 seconds before you can re-enter the course. If you did not log out of the
course, and try to re-enter within 120 seconds the system will read this as a
simultaneous login.

SAFeLEARN :
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Testing Your Browser

It is a good idea to test your browser before you begin to ensure that you have the
required version of Flash. If you do not have the right version you may experience
difficulties with some of the exercises in the program. To test your browser:

1. Click on the My Courses tab. This opens a screen that shows all of the courses
currently registered to your username.

2. Click on the Test My Browser link in the top right of the My Courses screen. A
new window opens with a message instructing you to wait while your browser is
tested.

SAFELEARN oot

Health & Satety - Oa Time - On Budget - On Target! Active:

TIPS iy Account  Safeleamn Store ]

My Courses Test My Browser

s

" Certification Part I - Course PDF [oso

Enter the course, If you have already started the course, the bookrmark will take
vou to the last page viewed,

Pre-Assessment Test

Before you begin the course, you have the option of taking a pre-aszessment to
test your current knowledge of the topics in each course module,

If you score B0% or more on any of the modules, vou will not need to complets
those parts of the course,

Once you begin the course, vou will not be able to write thiz pre-assessment,

Figure 6: My Courses Screen

3. If your browser is up to date you will get the following message:

Browser Test Results

Test Result Success

Brovw=ser: IE &.0 ‘,/

Platform: VWin2000 v

Javascript: YE= V

Resolution:  1024x768 v’

Flazh “ersion: 7 (our build: 7,019,000 V
Click here totest aozin (do not press reload)

Figure 7: Browser Test Results

4. If you need to update your version of Flash, a link will be provided. Click on the
link and follow the instructions on the website for downloading the most recent
version of Flash.

Once you have confirmed that your browser is up to date you are ready to start using
SafelLearn. If you have any questions please contact a technical expert using the Online
Help.

SAFeLEARN 5
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Accessing Technical Help from the My Courses Screen:

1. Click on the Help link in the top right corner of the SafeLearn screen. This opens
the Online Help window.

2. Click on the link to contact a technical expert. A Problem Report dialogue box
opens on the screen.

<} SafeLearn - PENSIYOD OnTarget{tm) Portal - Microsoft Internet E... [M[=] E3

Figure 8: Problem Report Dialogue Box
3. The Category box contains a drop down menu. Click on the down arrow in the
box and select the problem you experienced from the list.

4. Enter a description of the problem and any notes that might help the technical
team understand what the problem might be.

5. Click the Save button to send a report to technical support where the problem will
be addressed.

Using My Courses

By clicking on the My Courses tab you will see all the courses currently registered to
your user name, and your progress in each course.

To access My Courses for the first time click on the My Courses tab at the top left of the
Announcements screen. This opens a screen that lists the courses registered to your
user name. All tabs turn orange when you are in that tab.

The Course Progress bar, which indicates how much of the course has been completed,
is located on the right hand side of this screen. As you progress the bar turns green and
shows the percentage that indicates the amount of the course you have completed.

There are a number of links (highlighted and underlined blue text) under your course title
including:

= Course PDF: A complete PDF of all course content that you can print out for your own
reference.

SAFeLEARN :
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= Enter the Course: Takes you directly into the course.

= Pre-Assessment Test: Assesses your knowledge of course content prior to starting the
course. By completing a Pre-assessment Test you can receive credit for course
content, allowing you to skip parts of the course.

Once you have familiarized yourself with the My Courses screen you are ready to start
your SafeLearn course.

Printing the SafeLearn Course Content

The SafelLearn course content is available in PDF format for you to print and keep as a
reference manual. Printing must be done prior to completing the certification test. To
print the PDF:

1. Click on the My Courses tab. Next to the course names there is a link to the
course PDF.

My Courses Test My Browser

Course Progress

" Certification Pa - Course PDF (o2
Enter the course, If vEE=we mirgady started the course, the bookmark will take

wou to the last page viewed.

Pre-Assessment Test
Before you begin the course, you have the option of taking a pre-assessment to
test vour current knowledge of the topics in each course module,

If you score S0% or more on any of the modules, you will not need to complete
those parts of the course,

nce you begin the course, you will not be able to write this pre-assessment.

Figure 9: Printing the Course PDF
2. Click the Course PDF link next to the course you want to print. The course opens
as a PDF in a new window.

3. Select File, Print from the menu, and then click the Print button in the dialogue
box.

Starting Your SafeLearn Course

In this section you will learn about completing pre-assessments, timelines, bookmarks
and accessing course content.

Completing a Pre-Assessment Test

Some SafelLearn courses provide the opportunity to complete a Pre-Assessment Test.
The Pre-Assessment Test scores your performance and gives you credit on the content
based on the mark received. The credit allows you to skip content contained in the
course. This option is only available prior to beginning the course.

To check to see if your course has a pre-assessment option available:

1. Click on the My Courses tab, to see all of the courses available to you. Under
any courses that have a pre-assessment available there is a brief message
explaining this option.

SAFELEARN 7
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My Courses Test by Browser

Course Progress

" Certification Part I - Course PDF [owa

Erter the course, If you have already started the course, the bookmark will take
ge viewed,

Pre- Assessment Test
& b & course, you have the option of taking a pre-assessment to

test vour current knowledge of the topics in each course module,

If you score 80% or more on any of the modules, you will not need to complete
those parts of the course.

Once you begin the course, you will not be able to write this pre-zssezsrment.

Figure 10:Pre-assessment link

2. Click on the pre-assessment link. This opens a window that asks you for your
Certification Number, which can be found on your WSIB certification card.

3. Enter your WSIB Certification number and click the blue Continue button. The

Pre-Assessment Test, which is typically multiple choice or true and false, opens
on your screen.

Pre-assessment pre-process:

Noter The WSIB requires that anvone attermpting to
write the pre-asseszrent already be pre-cerified.

If vou are pre-certified, vou should have a
cettification number issued to yvou from the WSIE,

FPlease enter it below.
WSIB Certification Number: I

Figure 11: Entering WSIB Certification Number

4. Complete the test.

5. Click the Submit button at the end of the quiz. A dialogue box opens that displays
your results. You will receive credit for all sections for which you scored a pass
rate of 80% or higher.

Pre-assessment for Health and Safety Basic Certification I

Health & Safety and the Lave [ g
Workplace Health and Safety BBBE |
Joint Health and Safety Committees BIBE |
Workplace Inspections [DG0Ee |
Accident Investigations -:l

Figure 12: Pre-assessment Results

6. Click on the Continue button at the bottom of the dialogue box to return to the My
Courses screen.

Once you have completed the pre-assessment you can access the course content. For
information on accessing your course content go to page 9.

SAFeLEARN :
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Understanding Course Timelines

Some SafelLearn courses have timelines. The completion date is found on the My
Courses page and is displayed once you have done the pre-assessment or started the
course. The date is calculated from the time you start the course, not from the date the
course is purchased. If the final test or certification is not completed by the date shown,
the SafeLearn session expires. If this happens please call the Training Department at
416-250-2214.

Certification Part I - Course PDF L

Enter the course. If vou have already started the courze, the bookmark will take
vou to the last page viewed,

This course and the certification must be completed before (yyyy-mm-ddi: 2005-08-2%

Figure 13: Course Timelines

SafeLearn Timelines
= Alicense is good for 1 year.
= You will have access to the content for 6 months.
= You will have 2 months to complete the course once you have started.
= You will have 2 hours to complete the Certification test.

Accessing Your SafeLearn Course Content

There are two ways in which you can access SafelLearn course content:
= Through the Enter the Course link in My Courses, or
= Through the Table of Contents button once you are in the course.

Using Enter the Course

By choosing this option you automatically lose the ability to take the Pre-Assessment
Test, if that option was available. For more information on Completing a Pre-Assessment
see page 7.
To launch the course through the begin the course link:

1. Click on the My Courses tab, to see all of your available courses.

2. Click on the Enter the course link and the course opens on the screen. If you
have already started the course this link will take you to the last paged viewed.

My Courses Test My Browser

Course Progress

% 1 - Course PDF [o56

Enter the course. Ifiyou have already started the course, the bookmark will take
ou to the last page viewad.

Pre-F ent Test

Befare you begin the course, you have the option of taking a pre-aszezzment to
test your current knowledge of the topics in each course madule.

If vyou score 80% or more on any of the modules, you will not need to camplete
those parts of the course.

Once you begin the courze, you will not be able to write this pre-assessment.

Figure 14: Begin the Course

SAFELEARN 9
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For information on how to use the course go to Understanding the Learning
Management System on page 11.

Using the Table of Contents

The table of contents (TOC) feature allows you to see all of the modules and
corresponding pages that make up the course. It also shows your progress through the
course. Once you are in the Table of Contents you will find that it works like as Microsoft
Explorer in the way that you can expand the files. To open the Table of Contents:

1. Open your SafelLearn course through the Enter the Course (see page 9) link.
Once the course opens you will see the table of contents (TOC) button on the
bottom_right hand side of your screen.

P

MENT

Figure 15: Table of Contents Button

2. Click on the TOC button. The table of contents opens in a new window on the
screen. The first time it opens you will only see the module headings.

<} Certification Part I - Microsoft Internet Explorer ... =] E3

Table of Contents =
j 'Certification Part I'

Legend: -/ Completed ] EDD:'IPIE":EC' 9‘ Boolmark

To be eligible far the cartification test, you rmust study all
pages of the course, Consult the TOC to see which pages you
have not completad.

[Health & Safety and the Law
Cworkplace Health and Safety

[ 1Joint Health and Safety Committees
1workplace Inspections

[ Accident Investigations

%GIDSSary

Figure 16: TOC Module Headings

3. Click on the module heading, or the plus sign, to expand the table of contents
and show the pages included in that module. Here you will see what the status of
each page.
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'Certification Part I'

—’ Table of Contents

Legend: / Completed § Ho
To be eligible for the certification test, you rmust study all pages of

[ ‘dHealth & Safety and the Law
‘-J/l— MODLLE 1 - HEALTH, SAFETY AMD THE LAWY
‘-.’/2— LMIT 1 - COMTENTS OF THE OCCUPATIONAL HEALT
‘-,/3— LMIT 1 - HISTORY AND DEVELOPMEMNT OF HEALTH £
‘-_/4- LIMIT 1 - CERTIFTCATION TRAIMIMNG
‘-.’/5— LIMIT 1 - \WHAT TS THE INTEREMAL RESPOMSIBILITY £
96— LMIT 1 - HOW ARE THE QCCLUPATIONAL HEALTH Al
@ 7-UNIT 1 -TEY IT A
®2-UNIT1 -TEY IT B

-
1 | 5

Figure 17: Expanded Table of Contents
A page can be marked as:
= Viewed. All pages that have been viewed in that module will be marked
with a green checkmark
= Not viewed. Pages that have not been viewed will be marked with a black
dot.

= Bookmarked. The last page you viewed will have the blue arrow next to it
indicating that is where the course is bookmarked.

4. Click on the page title to go directly to the content of that page. The page opens
in a new window.

5. Close the TOC window by clicking the x in the top right hand corner of the
window before returning to the SafeLearn course so that it can update your
progress through the course. If the window is open while you are working through
the course the view for your progress will not be updated.

6. If the window has been left open, press F5 to refresh the table of contents and
see your progress through the course.

Now that you have learned how the table of contents works you should learn about the
other features, or controls of SafeLearn. These features are part of the Learning
Management System (LMS).

Understanding the Learning Management System (LMS)

A Learning Management System (LMS) manages how a course is navigated; it looks
very similar to a webpage. When SafeLearn is launched a new window opens, and the
LMS is launched. The LMS has several controls, or features that can be used to
navigate the course. . The LMS screen is divided into three major parts (see Figure 18:
Learning Management System Screen):

= a control bar at the top

SAFeLEARN 2
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= the course content in the middle and

= another control bar at the bottom.

43 SafeLearn - PENSIVO OnTarget(tm) Portal - Certification Part I - Microsoft Internet Explorer provided by Ontario Ser... 9i[=] E3
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Module 1

How is the
Occupational Health
and Safety Act
organized?

s

Click the arrow huttons
to navigate through
the simulated dialogue.

Certification Part |

3

HOME

Health, Safety and the Law

Have you ever asked any of these guestions?

mModule 1 looks at these commaon guestions and
pravides answers.

i
(@) Bythe end of Madule 1, you'll be able to:

o desctibe how the Occupationarl Health and
Safely Actis arganized, how to comply with
the Actand the regulations that supplement
the Act, and why it's important to da so

e explain employers', supervisors' and workers'
tights and responsihilities in the workplace

Screen

1of 278

|

NEXT

e describe how components of the Occupationa!
Health and Safely Act apply to you and
yaur co-waorkers

Module 1 has six units. Each of these units has specific
ohjectives that will help you reach the overall goal stated
above. Click Next to startwith Unit 1.

- S — | |

Figure 18: Learning Management System Screen

=
)

HELP

S

NEXT

@

PORTFOLIO NOTEPAD

The control bar at the top of the screen identifies which SafeLearn course you are taking
and what screen you are currently on.

SAFCLEARN < cettificationPartt > il

Health & Safety - Ox Time - On Budget - On Target! NEXT
Figure 19: Control Bar at the Top of the Screen
It also has three active buttons:

iJ

The Home button takes you to the first page of the SafeLearn course.

HOME

3‘ The Previous button takes you to the previous page.
PREVIOUS
.'El The Next button takes you to the next page.

NEXT
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The middle section contains the pages that make up the course. All course content
appears here including:

= text

= images

= Flash content
= videos

= quizzes

= exercises

The control bar at the bottom of the screen contains the Previous and Next buttons but
also has a Search function and additional buttons to help navigate the course.

o m— v o B Q B4

Figure 20: Control Bar at the Bottom of the Screen

The Search function, found on the left side of the control bar at the bottom of the
screen, searches the course content for information and displays a list of pages
containing the search term. This is useful for finding pages quickly using only a word or
term. Other functions or buttons include:

J

PN The Help button opens the Online Help. This function provides specific
assistance with course content or the application. For more information on
P Using the Online Help see page 13

(

The Portfolio button gives you a breakdown of your course progress.

-

PORTFOLIO

r? The Notepad button gives you access to a personal notepad to make notes.
= For more information on Using the Notepad see page 21.

NOTEPAD

The TOC button opens the table of contents. For more information the TOC
see page 10.

roc

Searching Course Content

The search function in the bottom control bar lets you search all of the course content to
find information. The search function is case insensitive and searches all content in the
course. To search course content:

1. Click on the Search box to get a cursor.
i SEARCH ‘ 'i‘i @ ré l : Eh é

2. Enter the search term and hit enter on the keyboard or click the blue Search
button. A new window opens displaying all of the incidences that match your
search term.
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Using the Online Help

The Help button opens the Online Help window, which gives you specific assistance with
course content or technical help with the application. To use the Online Help, click on the
Help button. This opens a new window that shows all of the help options. The window is

divided into three parts (see Figure 21: Online Help Window):

= A bar across the top which tells you what course you are in, and includes a print
button

= Help with Course Content section on the left hand side of the screen
= Help with Technologies on the right hand side of the screen

Getting Help with Course Content
There are three links under Help with Course Content:

= Frequently Asked Questions (FAQ) which contains answers to common questions
about the SafelLearn course content.

= Discussion Group provides an opportunity to talk to other people taking the course
on a bulletin board. To find out more about using the Discussion Group go to page 15.

= Email a content expert. Clicking on this link opens an email dialogue box. You can
email your specific content question to a content expert.

<} SafeLearn - PENSIVYO OnTarget{tm) Portal - Microsoft Internet Explorer pro... [M[=]E3

-
Help -
'-“ 'Cartification Part I' —
Need Help?
Help With Course Content Help With Techhologies
zee Content related Ereguently see Technology related Ereguenthy
Asked Questions (FACH Asked Questions (FACH
Search our Content Discussion Search our Technology Discussion
Sroup or ask a content related Sroup or ask a technology related
fuestian fuestion
E-mail a content expert contact a technical expert

Figure 21: Online Help Window
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Using the Discussion Group
There are two Discussion Groups in the Online Help:
= A Content Discussion Group which offers you the opportunity to discuss content, and

= A Technical Discussion Group which offers you the opportunity to discuss technical
issues.

To use the Discussion Group:

1. Click the Help button on the bottom bar of the LMS Screen; the help window
opens on the screen.

2. Click on the link for the Discussion Group you are interested in participating in
(content on the left of the window, and technical on the right of the window). A
new window opens showing the current discussion topics.

<} SafeLearn - PENSIVO OnTarget{tm) Portal - Microsoft Internet Explo... M [=]

Discussion Group =
'Certification Part I'

Health & Safety in the workplace
testZ

Topics: 7 ;I

Figure 22: Discussion Group

3. Click on the topic link, or the Microphone button next to the topic you want to
view. The topic content opens in the window. There are four buttons across the
top and a list of topics in the middle. This window also shows the date the
content was posted and who wrote it.

<Y SafeLearn - PENSIYO OnTarget{tm) Portal - Microsoft Internet Explorer p... 9=l E3

Discussion Group
'Health & Safety in the workplace'
=]e]=]3]

Topics Author Date

LT_I Safe Work Practices Kimn Grant 2005-02-14 16:23:21
1| | x|

Figure 23: Discussion Group Window

The four buttons in the window are:

Back Arrow: Takes you back to the previously viewed page.
Microphone: Engages you in the discussion

Eye (open or shut): Expands or contracts the discussion

Magnifying Glass: Searches the Discussion Group text
Printer: Prints the page
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Once the Discussion Group is open you can:
= Post a new topic

= Respond to a topic

= Print a topic

= Search Discussion Group content

Posting a New Discussion Group Topic

To post a new Discussion Group topic:

1. Click the Help button on the bottom bar of the LMS Screen; the Online Help
window opens on your screen.

2. Click on the Discussion Group link. A new window opens showing the current
discussion topics.

3. Click on the microphone, a new discussion window opens on the screen.
3 SafelLearn - PENSIVO OnTarget{tm) Portal ... |9 [=] E3

Discussion Group
'He alth & Safety in the warkplace'

Bl safe Work Practices Kirmn Grant _I_TI
3

1 |

Figure 24: Engaging in Discussion Group

2} GafeLearn - PENSIVO OnTarget{tm) Portal - Microso... [H[=lE3

Discussion Group
'Health & Safety in the workplace'
HNew Message

Subjact: I
=
=
Attach File: | Browse... |

[ Ernail me replies to thiz meszage.

Figure 25: New Discussion Window
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4. Fill out the subject box; hit the tab button on your keyboard to move to the next
box.

5. Write your comments in the box; hit the tab button on your keyboard, which
moves your cursor to the next box.

6. Attach a file if necessary, by clicking browse and selecting the file from Microsoft
Explorer.

7. Click on the Email me replies to this message if you want to have any responses
posted to this question emailed to you.

8. Click the Post button at the bottom of the window. Your dialogue window
disappears and your topic will be added to the Discussion Group.

Once your discussion topic is posted you can edit, reply to your own message or delete
your message.

Editing a Discussion Group Posting
Once you post a new topic to the Discussion Group it immediately appears in the list as
a blue link. To edit your Discussion Group posting:

1. Click on your topic name which shows as a blue link. The topic opens on the
screen. On the left hand side of the screen you will see two new buttons:

& Inkwell: Allows you to edit the posting
X Red “x”: Allows you to delete the posting

2. Click on the Inkwell button (see above), a dialogue box opens containing your
message as it was submitted.

3. Edit the message content.
4. Click on the save button at the bottom of the dialogue box.

<} SafeLearn - PENSI¥O OnTarget{tm) Portal - Micros... =] B4

'Health # Safety in the workplace' =

sx,_q Discussion Group =

Subject: [JHSC

Wwhen does a workplace need to have a ;I
JHESZ?

How many merbers should a JHSC
have?

E
ttach Filz: | Browsze. .. |

¥ Ermail me replies to this message.

Lave

Figure 26: Editing a Discussion Group Posting
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Once you have hit the blue Save button your edited posting appears in the list of
Discussion Group topics.

Deleting a Discussion Group Posting
Once you post a new topic to the Discussion Group it immediately appears in the list as
a blue hyperlink. To edit your Discussion Group posting:

1. Click on your topic name which now appears as a blue link, the topic opens on
the screen. On the left hand side of the screen you will see two buttons:

& Inkwell: Allows you to edit the posting
X Red “x”: Allows you to delete the posting

2. Click on the Red “X” to delete the posting. A pop-up window appears on the
screen asking if you want to continue with the delete.
Microsoft Internet Explorer |

@ Thiz action will remove thiz post. Please confirml

Cancel |

Figure 27: Delete Pop-up window

3. Click OK, and the posting is automatically deleted from the Discussion Group.

Responding to a Discussion Group Topic

To respond to a topic in the Discussion Group:
1. Click on the title (now a blue link) of the topic which you want to respond to.

2. Click on the Microphone button within the message, an empty dialogue box
opens.

<3 SafeLearn - PENSIVYO OnTarget{tm) Portal - Microsoft Internet Explore... B [=][E3

Discussion Group —
'Health 2: Safety in the workplace'

O IHsC 99999 Grant 2003-03-01 11:

Subject: JHSC

Authaor: Kirn Grant
Date: 2005-03-01 11:55:06

When do I need a JHSC?

-

Figure 28: Responding to a Discussion Group topic

3. If you want to include the original text of the posting in the return posting click the
Quote button at the bottom of the screen. The text of the message being
responded to appears in the dialogue box.
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4. Type in your comment and click the blue Post button at the bottom of the screen.
Your response appears under the original topic in the Discussion Group.

j SafeLearn - PENSIVO DnTarget(tm) Portal - Microsoft Intern... M[=]E3

Discussion Group (il
'Health & Safety in the workplace'

fafe Waork Practices 99999 Grant  2005-02-14 16:23:21

RE:Safe Wark Practices 99999 Grant 2005-02-01 11:50:39 1

Subject: RE:Safe Work Practices

Author: Kirn Grant
Date: 2005-03-01 11:50:39

Figure 29: Posted Response to a Discussion Group topic

Printing a Discussion Group Topic

To print the Discussion Group topic:

1. Click on the title (now a blue link) of the topic which you want to print, the topic
opens on your screen.

2. Click on either of the print buttons. A print dialogue box will open.

<3 SafelLearn - PENSIVO OnTarget{tm) Portal - Microsoft Intern... [M=]E3

Discussion Group E ) (il
'Health 2 Safety in the waorkplace'

—_—
(e
‘. ‘V
ﬁafe Work Practices 99999 Grant 2005-02-14 16:23:21
RE:Safe Waork Practices 99999 Grant  2005-03-01 11:50:39 1

Subject: RE:Safe Work Practices

Author: Kirn Grant
Cate: 2005-02-01 11:50:39

Figure 30: Printing a Discussion Group Topic

3. Click on the Print button in the print dialogue box.
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Searching the Discussion Group Content

To search the Discussion Group content:

1. Click on the Discussion Group link in the Online Help box. The Discussion Group
content opens.

2. Click on the Magnifying Glass button. A search dialogue box opens.
<} SafeLearn - PENSIYO OnTarget{tm) Portal - Microsoft Intern... M=l B3

su_q Discussion Group -

'Health # Safety in the workplace' =
ﬁafe Work Practices 99999 Grant  2005-02-14 16:23:21
RE:Safe Waork Practices 99999 Grant 2005-03-01 11:50:39 1

] &%
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Date: Z20035-03-01 11:50:39

=

Figure 31: Searching the Discussion Group A

3. Type your search topic into the box and click the magnifying glass search button
again. A list of topics that contain the searched item will appear.

4. Click on the blue link of the topic you want to read.

Emailing an Expert

Emailing a Content Expert
This allows you to Contact a Content Expert for help in understanding the content. To
contact a content expert:

1. Click on the link to email a Content Expert. An email will open with the address
already completed.

2. Enter the subject and content question.
3. Click the Send button.

Emailing a Technical Expert

If you experience a technical problem with a SafeLearn course the Contact a Technical
Expert link provides the opportunity for you to report the problem so that it can be fixed.
To contact a technical expert:
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1. Click on the link to Contact a Technical Expert. A Problem Report dialogue box
will open on the screen.

 SafeLearn - PENSI¥O OnTarget{tm) Portal - Microsoft Internet E... B [=]E3

Figure 32: Problem report dialogue box
2. The Category box contains a drop down menu. Click on the down arrow in the
box and select the problem you experienced from the list.

3. Enter a description of the problem and any notes that might help the technical
team understand what the problem might be.

4. Click the Save button to send a report to technical support where the problem will
be addressed.

Using the Notepad

The Notepad button gives you access to a personal notepad you can use to save notes
about the course. These notes may be opened at any time and printed.

To make notes in the Notepad:
1. Click on the Notepad button at the bottom of the screen.

" S — - 28

2. Click on the plus symbol to add a new note to your Notepad. A dialogue box
opens with a blank Notepad.

o A

TOG PREVIOUS MEXT

W Notepad for 90999 Grant (1 item)

b

.‘::5’ 'Certification Part I'

Tide Date

Figure 33: Adding a Note to the Notepad
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3. Enter the note you want to save and then click the blue Submit button. Your note
will be stored in your Notepad for you to refer to at any time while you are in the

SafelLearn course.

<} SafeLearn - PENSIVO OnTarget{tm) Portal - Microsof... B [=]

W Edit Note =

_‘._-_, 'Cerification Part I'

*Title: [IHSC

20 or rmore employees ;l

Figure 34: Editing a Note in the Notepad

Managing the Notepad
Once you are in the notepad you can print, save, edit or delete notes using the buttons
in the notepad. The buttons work the same as they do in the Discussion Group (see

page 15).

Allows you to edit the note
Allows you to delete the notepad
Allows you to enter a new note

Allows you to print the note

[u] 4+ x

<) SafeLearn - PENSIVO OnTarget{tm) Portal - ... =] E3

c'ﬁ Motepad for Kim Grant (1 itemn) -
'Health and Safety Basic Certification I'

et

Tide Date

JHSC 200353-02-15

Figure 35: Managing the Notepad

Using the Portfolio

The Portfolio allows you to see your progress through the course. When you click on the
Portfolio button a window opens displaying your progress through the course.
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Portfolic For 99999 Grant
'Certification Part I'
Course Progress

Figure 36: Portfolio

Writing the Certification Test

Some SafelLearn courses have a Certification test associated with them. To write this
test you need to complete the course. A course is considered complete when all pages
of that course have been checked off. This can happen two ways:

= you navigate to the page
= you are given credit for the page as a result of your pre-assessment

When a course is complete, if there is a certification associated with it, you will see a
new link appear in the My Courses area that allows you to launch the certification test.
The certification test launches in a new window. The top left of the screen shows the
amount of time left to complete the test. The top right of the screen shows you how
many pages you have completed.

Health and Safety Basic Certification I

01:59:34 Page 1 of &

1. _ ===

0@
III
|
|
|
!I
||
I

O e ——
6 I . - —

O —_———— e

Figure 37: Certification Test

Managing My Account

The My Account area allows you to edit details relative to your Account Profile such as
your phone, address, etc. It also lets you change your password. To access your
account:

1. Click on the My Account tab on the SafeLearn website. Your Account Profile
opens on the screen.
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3.

Account Profile

My Courses W safelearn Store ]

*Lastname:
Title:

*Ernail Addrezs:
*Work Phone:
*Home Phone:
Company Mame:

Mailing Address

*address1:

Addres=2;
*City:
*Province:

*Postal Code:

* Denotes Required Field

[arant

[Product Developer

[xarant@assa com

[416-250-2135

[416-111-1111

QEEA

[4B50 ronge street

[suite 1500

[Taronta

I Ontario -

[rz et

Change Password

Cell Phone:

Pagar:

shipping Address

*Addressi:
Addresz2:
FCity:
*PBrovince:

*postal Code:

Select TimeZone

[4550 vonge Street

|suite 150

[Taronto

Ontario 'I

EE

¢ [Eastarn Time Zone Bl

Figure 38: Account Profile Screen

Make any necessary changes, ensuring that all required field (denoted by an
orange astrix or star) are complete.

Click the blue Submit button at the bottom right of the account profile screen.

Changing Your Password

You can change your password when you are in the Account Profile screen. To change
your password:

1. Click on the My Account tab on the SafeLearn website. Your Account Profile

opens on the screen.

2. Click the blue Change Password button at the bottom left of the Account Profile

screen.

Logging out of SafeLearn

You should log out of your SafeLearn session to end it, rather than just closing the
browser window. To log out of your session:

1. Click the Logout link at the top right of the SafeLearn LMS. A pop-up box will ask

if you are sure that you want to log out.

2. Click OK. You will exit from the SafelLearn session.

Microsoft Internet Explorer

@ Are you sure you want ta lagout?

o |

Cancel |

]|

Figure 39: Log out Confirmation
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SafelLearn Store

The SafelLearn Store area allows you to purchase courses, educational aids or other
related items. This area is not available to individual users.
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