Catholic Mutual Safety Education Solutions

1. Open your browser and navigate to www.catholicmutual.org. Compatible browsers include Internet Explorer 9 or higher, Fire-

fox, Chrome, and Safari.

2. Select the ‘Defensive Driving’ Icon. This will direct you to the Safety Education Solutions platform. Login with your Username
and Password.

I/l CARES

Username

Password

> Need an account? Register here
Submit B
Forgot vour password?

fegistro en Espanolo

3. You are now at the Administrator screen. You can locate users, send communications/emails, upload multiple users,
run online and live training reports, and review system tutorials. The ‘Administration’ navigation tab will always

bring you back to this screen.

Administration Adults’ Training My Arch/Diocese

System Administration System Administration

Quick Links

User Search
Training Administration Enter a piece of information about the

user:

[ co]

(user id, first, last, email)

Reports

Manage My Screening

System Messages

There are no system messages at this time.

Online Training Courses
Courses completed 321
Courses incomplete 70

Courses overdue

Live Training
Upcoming live sessions 0

Sessions completed in 2014 1



4. By clicking the ‘Users’ or ‘User List’ tab, you can look up individuals within your Arch/Diocese and/or parish.

Administration Adults’ Training My Arch/Diocese

System System Administration
Administration

Quick Links
Users
Profiles o User List /
Sites ¢ Assign Online Training
Departments * Online Training Report
¢ Training Bulletin Report

Roles .

o ¢ Live Training Report
Communication o Calendar of Scheduled Training
Center * Schedule a Session

System Setup
Tutorial User Search

Enter a piece of information about the user

5. Once the user screen opens, you can search by name, by using the ABC index, or by scrolling through the list. You
can add new individual users in this area.

Administration Aduls' Training My Arch/Diocese

System Users
Administration
Users = Add e User
= Profiles
» Sites
= Departments AJBICIDIE[FIGIHII[]J/KILIMINIOIPIQIRISITIUIVIWX|Y Z AL
Roles
= Communication Displaying records 1-8 of 8
Center =
Administration Catholic Mutual admin_omaha Administrator
= System Setup Calamanco Korina Goretti Training
Tutorial Dowling Matt mdowling Training
Dowling Matihew batmanTh Training
hogan tim thogan@catholicmutual.org Administrator
Training Korright Losi lodiannkortright402 Administrator
Administration Test Last Test First jn_tesiz Training
Test Last Test First jn_testt Training

New User Information

6. To add a new user, complete the requested

information, noting the fo||owing; Use this form 1o create a new user. Type in all required information and click the CON|
e Because every user across the entire in2vate system ( User ID:
First Name:
must have a unique USER ID, we recommend that you R S
use the individual’s email address as their USER ID. If Last Name:
. P . Email:
an individual does not have an email address, please 5 3
assword: - ot be 4o
enter create a unique USER ID. Retype Password:
Password Reminder:
e Create a password that is at least 4 characters long. A Send sccownt INommENon (0 Aew weer vis emell?
. L. . Site: Choose ~
e [f the individual does not have an email address, use R ——
noaddress@example.com Roles: andidate f
e If you want the individual to receive their login
information via an automated email, check the box.
\ Options: (/] Recerwe training bulletin reminders via emai

> Continue >> Cancel



mailto:noaddress@example.com

7. You will come to the user permissions screen. From the ‘Use Use this form 1o set the permissions for a user account.

Existing Profile’ option, select ‘Training’ from the dropdown
list; then scroll to the bottom of the page and click ‘Save’.

® Use Existing Profile: |2

() Create New Profile:

Rights: [ 2] Client Side Administration

Kortright, Lori

General Contact Info Personal Info Background Check Required Documents Training

User ID: [loriannkortright402 |

Password: (eesssee |

First Name: ‘Lori |

Middle Name:

A\

Last Name: |Kortright |

Email: ‘Ikortnght@catholicmutual org ‘Eﬁ
Employee ID: ‘ |
Primary Site: ‘Archd\ocesan Property (OMAHA) v

Department: |- Please select - v

Roles: Volunteer

Title or Function:

> Prafile: | Administrator v
Account status:

Communication Options: [ ] Receive training bulletin reminders via email

Special User Options: [ This individual is a local administrator
/ The user's administrative rights are limited based on the Sites you choose below

/ ‘ Save changes || Cancel

Login ID: testing123

Administrator

Default
Teacher
Training

[] Add new users

[J Add new users to sessions

[] Add/edit background check information for users
[l Add/edit required document information for users
[[] Add/Edit/Delete roles, sites, profiles, departments
[] Approve/confirm training records

[ Assign online training modules

[[] Background check setup

[ Cancel sessions

[ Change activefinactive status for users

[ Change profile for users

[J Communication Center

[ Custom Form, Policy, and Procedure Manager
[] Designate a user as a local administrator

[ Duplicate user removal tool

[J Edit existing sessions

[] Edit existing user information

[[] Manage session registrations

[] Manage training types

[J Manually record training

[J Module Quiz Tracking

[ Remove users from sessions

[ Required document setup

[] Run live training reports

[ Run online training reports

[ Run training bulletin reports

[ Run user reports

[7] Schedule sessions

[J User upload

[ View a list of users

8. From the ‘Users’ area, you can
click on a last name to make
changes to an individual user
account. You can update a
user email, primary site,
profile, or email account
information to the user.

e To make a user a full
Administrator, click this option
in the dropdown box.

e To make a user a Parish
Administrator, choose this
option in the dropdown box
AND click ‘Special User
Options’. You can then ‘Select
Sites’ to choose more than
one location or school.

e Save your changes.



9. By clicking ‘System Setup’, you can access additional administrative options. The ‘User Upload’ tool allows you to upload
multiple users from an Excel spreadsheet. This is helpful for uploading historical training data or if you host a group
training.

Administration Adults' Training My Arch/Diocese

System System Setup

Administration
User upload /

Users .
Profiles ¢ Background Check Setup
. + Required Document Setup
Sites n
e View Setup
Departments ¢ Online Training Module Effective Period Setup
Roles ¢ Message from the Arch/Diocese
Communication ¢ Arch/Diocesan Information
\ Center ¢ What's New
¢ Important Contacts

System Setup
Tutorial

10. To complete a User Upload, the following columns should be part of your spreadsheet. You must save this data
in an Excel CSV format. Columns should be labeled per example below:

e  First Name

e Last Name

e  Email Address: If an individual does not have an email address, please enter noaddress@example.com in that column of
your spreadsheet.

e  Profile: Training should be used.

e Site: Provide the primary site (parish or school). Must be typed exactly like it is listed in the system.

e Department: You may associate users with departments if you would like the ability to run reports, assign training, or
view data by this classification. Or use default.

e Role: Please select one of the following — Priest, Deacon, Candidate for Ordination, Educator, Employee, or Volunteer.

First Last User ID Email Profile Site Department | Role

Name Name

Robert Smith rsmith@yahoo.com | rsmith@yahoo.com Training St Mary Default Volunteer

Stacy Doe Stacydoel23 noaddress@example.com | Training St Jo- Default Employee
seph

ing My Arch/Diacese

User File Upload

Jse this toal 10 upload a list 0

Please

11. Once your data has been entered, you ey
can upload to the platform. Users will be
visible by following Step #4.

> Upload the file



mailto:noaddress@example.com
mailto:rsmith@yahoo.com
mailto:rsmith@yahoo.com
mailto:noaddress@example.com

12. By clicking ‘Online Training’, you can access users who have completed the training courses. These reports can be filtered
and exported into an Excel spreadsheet for further manipulation.

System Administration

Online Training

* Assign online training courses
- . This function allows you to assign online training courses to your users.

+ Unassign online training courses

< This function allows you remove training courses assignments from your users’ list of assignments.

* Online training reports
/’ This function allows you to run reports for online training courses.

+ Training Module List
. 1Tor This function allows you to see a list of the modules available to your organization.

Training Administration

User Screening

13. You can run online training reports with different options, then
click ‘Continue’.

Online Training Report

Step 1 - Select the Users:

@ All Users
Site - Select One - v|
Department |- Select One - v/
< O Profile |- Select One - v
) Role - Select One - v]

Indradual Users

Beginming Date ]

\ Ending Date ]
[ Include inactive users

" .Coniinue‘



14. Once you have pulled up your training report, you can see when it was assigned, started, and completed.

Online Training Report

Name *

Administration, Cathol CM Be Smart Drive Safe

15. The ‘Driver Compliance’ area allows you to see a different view for compliance. Your parish administrators (if

CM Be Smart Drive Safe
CM Be Smart Drive Safe
CM Be Smart Drive Safe
CM Be Smart Drive Safe
CM Be Smart Drive Safe
CM Be Smart Drive Safe
CM Be Smart Drive Safe
CM Be Smart Drive Safe
CM Be Smart Drive Safe
CM Be Smart Drive Safe
CM Be Smart Drive Safe
CM Be Smart Drive Safe
CM Be Smart Drive Safe
CM Be Smart Drive Safe
CM Be Smart Drive Safe
CM Be Smart Drive Safe
CM Be Smart Drive Safe
CM Be Smart Drive Safe
CM Be Smart Drive Safe

Module

09
09
09
o8
09
09
09
09
08
08
08
08
09
08
06
08
09
09
09
08

Pag:lzlnfs e |20 W

Assigned
11/2014
14/2014
08/2014
22/2014
17/2014
08/2014
02/2014
17/2014
2172014
26/2014
2172014
25/2014
17/2014
26/2014
18/2014
22/2014
15/2014
17/2014
10/2014
24/2014

09
09
1]
09
09
09
o9
08
08
08
08
09
08
06
08
09
09
09
08

-]

Started Completed Score
14/2014 09/15/2014 100
08/2014 09/08/2014 100
22/2014 08/22/2014 100
1772014

08/2014 09/08/2014 100
02/2014 09/02/2014 100
17/2014 09/17/2014 90
2172014

26/2014

2172014 08/21/2014 100
25/2014 08/25/2014 100
17/2014 09/17/2014 90
26/2014

18/2014

22/2014

15/2014 09/15/2014 90
17/2014 09/17/2014 100
10/2014 09/10/2014 100
24/2014

View 1 - 20 of 102

applicable) will have this tab as part of their settings — they can use this tool to see compliance for all users in the

Arch/Diocese. They are unable to make any changes or see specific details for those not in their parish, but is

convenient to check on individuals that may volunteer/drive at multiple parish locations.

System Administration

Training Administration

User Screening

ﬁ .

Training
CM Church Transportation | CM Be Smart Drive Safe | CM Be Smart Drive Safe CM Passenger Vans
ALL SITES hdl i»&LI. DATES v ALL DATES w ALL DATES v ALL DATES v:
Administration, Catholic Mutual
09/15/2014
09/08/2014

09/08/2014

09/02/2014

09/15/2014

09/10/2014




16. The main administration screen gives you additional options:

System Administration

Allows you to see what profiles, sites (parishes), departments, and roles are available.
} / You can add a department if you would like to further categorize users.

G (Can send messages and emails to users and include login/password reminders.

Training Administration Can review short tutorials on navigating within the system.

renorts \Allows you to run reports on any ‘Live Training’ or group training that you have users

participate in.

User Screening

Allows you to view how users are registered — profile, site or department.

17. From ‘System Setup’, you are able to load messages, events, and important contacts that your users will see when

clicking on the ‘My Arch/Diocese’ navigation tab at the top of the screen.

Administration Adults’ Training My Arch/Diocese

System System Setup
Administration

Users ® User upload
Profiles ¢ Background Check Setup
Sites . quu:rea Document Setup
o View Setup
Departments Online Training Module Effective Period Setup
Roles Message from the Arch/Diocese
Communication Arch/Diocesan Information
Center What's New

SyS'[em Se!up Important Contacts Module Effective Periods

= Tutorial
General

18. If applicable to your Arch/Diocese, the ‘Online Training Module
Effective Period Setup’ will allow you to set specific time frames that
training will be valid. For example, if your defensive driving training
is valid for 2 years, the system can be set to send a reminder email to
the user before it expires.

t Effective Peri
t Effective Peri
t Effective Peri
1 Effective Perio
1 Effective Peri
1 Effective Peri

1 Effective Peri

ods

ods
ods

ods



19. To check user answers to the quiz questions, click ‘Training Reports’ and then ‘Track Responses to
Training Module Quiz Questions’.

Administration Adults’ Training My Arch/Diocese

System Administration Training Reports

This function allows you to run reports for the various type of training bulletins

This function allows you to run a report that shows the unread bulletins (by title) for each user

This function allows you to run reports for online training mgdules.

Training Administration

Reports N

—

20. Select the quiz you
want to review and the Module Quiz Tracking

dates. You can select to

Module: | CM Be Smart Drive Safe (HTMLS) (572)
only view incorrect i

Beginning Date: ‘ ‘uﬁ
responses.

Ending Date: ‘ ‘mﬂ

/Only incorrect responses [ |

Submit Query | G ———



21. Additional profiles can be added to accommodate for different positions within the Arch/Diocese. For example, the par-
ishes might have a different title for their driving coordinators, or the Arch/Diocese might want them to have limited security
access on the platform. These can be created by clicking ‘Profiles’ and then ‘Add New Profile’

Administration Adults’ Training My Arch/Diocese

System Administration Profiles

/ Add New Profile > =]

Records found: 4 Profiles

Fiy
Administrator 3
Default
Location Administrator 7
Training 369

— omename[

Rights: [] ] Administration Tab
[ Aceess to Private User Information
[ Add new users
[ Add new users to sessions
[ addiedit background chack information for users
[ Addvedit required dosument information for users
[ add/EditDelate roles, sites, profiles, depsrments
[ Approvelconfirm training records
[ Assign anline training modules
[ Background check setup
[J Background Screening
[ Cancel sessions
[J change active/inactive status for users
[ Change profile for users
[0 Communication Center
[ Custom Form, Palicy, and Procedure Mansger
[J Designste a user as a local adminisirator
22. You will create the new profile name and [ Dusteste e o ool
Edit existing sessions
[ Edit axisting user information

choose security rights the profile will have on the

[ Manage session registrations
O Manage fraining types

[ Manusliy record training

[ Module Quiz Tracking

[ Remave users from sessions

platform. If needed, please contact Lori Kortright for
a complete list of profile rights and definitions.

O Required document setup

[ Run live training reports

[ Run online training reports

[ Run training bulletin reports

[ Run user reporis

[ sehedule sessions

[ user upload

[ view a list of users

[ wiew background check information
[ view individusl user information

[ View required documant information
[ Wiew session schedule

O View user notes

[ Record Background Checks

[ Record Documents

[J ZI My Diocese Tab
[ Edit My Diccese

O JTriining Tab
[ LS on Medis Server
[ Self Assign Training Modules
[ TRAC Training

T



23. Arch/Diocese location sites can also be added or updated. Click ‘Sites’ to view and/or make any changes to the site list.

Administration Adults’ Training My Arch/Diocese

System Administration Sites
‘
ﬁ Records found: 202 Sites.
A
All Saints School OMAHA NE 2
Archdioc Consultation Service OMAHA NE
Archdiocesan Property OMAHA NE 5
Archdiocese of Omaha Youth Cmp OMAHA NE
Assumption Church BUTTE NE
Assumption Guadalupe Cath Schi OMAHA NE
Training Administration Assumption Parish OMAHA NE
Assumption Parish WEST POINT NE
Assumption/Guadalupe School OMAHA NE
Bethlehem House OMAHA NE
Black Student Catholic OMAHA NE
Reports Blessed Sacrament Parish OMAHA NE
Brides of the Victorious Lamb OMAHA NE
Cath Cem Of Archdio Of Omaha OMAHA NE
Cathedral Arts Project Inc OMAHA NE
CATHOLIC ARCHBISHOP OF OMAHA OMAHA NE 1
Manage My Screening Catholic Charities OMAHA NE
Catholic Charities Foundation OMAHA NE
Catholic Schools Office OMAHA NE
Catholic Voice Publishing Co OMAHA NE
Cedar Catholic High School HARTINGTON NE
Central Catholic High School WEST POINT NE
Central Catholic High School WEST POINT NE
Christ The King Parish OMAHA NE
Daniel E Sheehan Archdio Ctr OMAHA NE 10
Daniel J Gross High School OMAHA NE
DIVINE MERCY CHURCH SCHUYI ER NE 1

+125%

Please contact in2vate at 1-800-205-5262 for technical questions, web assistance, or site functionality.
For all other questions, please call Lori Kortright at 1-800-228-6108 ext. 2385.

Updated 3/24/15 LK




