How to assign a course in Safety Skills.

Log into Safety Skills
Click Learning Management (left side)
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Click Users (under Learning Management)
Type in the last name of the student/employee
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A list of students/employees will appear. Click the grey box to the left.
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Click the green NeXt button - The box will show 1 Users(s) Selected

Actions

v <Select An Action=

1 User(s) 5S¢

Add Single User Add Multiple Users

1 User(s) Selected

Add/Remove Columns

3 First Name 12 Last Name T User Type
Q Q. Chosa Q
Heather Chosa

Super Administrator



Type the course title or description of the course you want the person to take. For example type
first aid to find a course in BASIC FIRST AID.
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Choose the course you want to assign to the person. Click the grey box to the left.
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When you click the box the NeXt button will turn green. It will show 1 course(s) Selected. If
you have multiple courses that you want to assign look up the course title and click the grey box

to the left. The box to the left of the NeXt button will show how many courses that were
marked.
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When all the courses are checked click the NeXt button. The next screen will be Course

Assign. enter todays date. is the date you want the course to be
completed. Click the box for and
When you click you will have a pop up appear. Click YES.
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Selecting this option will send all currently selected users a summary email. The
summary email will list all items that the selected user has the ahility to
complete at this time. The summary email will not include any assignments
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Go back to the student/employee and verify the courses were added.
To view the courses go to Learning Management (on left) go to Users and type in the last name.

Click on the Login (MTU user name) that is highlighted in blue
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Scroll down to Assignment History and review the courses.
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