














The “Add/Schedule Training” tab is where you can assign training. You will first be 
directed to the "Training Currently Scheduled" list where you will see all your employees 
who are currently scheduled training. You will see the employees name, the exam they 
are scheduled, the date they need to complete it by and whether or not it is recurring 
training. By clicking on the "Select Action" drop down box you will be able to delete a 
scheduled exam. Once they take the exam, the user will fall off this scheduled exams 
list and move over to the “My Company's Exam” tab previously mentioned.

To schedule an exam click “Assign Training”. Select user or group. User is for assigning 
to an individual where the group option will send the training to everyone within that 
group. Select the exam or exams you want the users to train on. Select the date you 
wish them to complete the training by. Select the “is recurring” check box if you want 
this training to be automatically assigned every “x” amount of days. For example if you 
wanted this training to be reassigned to this group every year, type 365 and every year 
on that date the training will be reassigned. 



These are the basic functions of the LMS, if you have any questions please 
email info@safetysourceonline.com and we will be happy to help. Thank you for 
choosing Safety Source to train your associates, have a great day! 

To download the company-wide reports click on the "Reports" tab on the left 
menu. This will give you the reports for everyone within the company. Here 
you can also download the company-wide user list, the company-wide views 
report and the company-wide exams report. To download these reports 
simply mark the report you want in the box on the right and then click 
download. The chart you see is your monthly company activity.

"My Company's Custom Content" is where you will be able to view and add your custom 
content such as files or URL links. You will find your 'already uploaded content' under where 
it says "Current Custom Content". Here you will be able to view, edit or delete the content. 

To add custom content click on the "Add Custom Content" tab and enter the information to 
your content, add a URL link or upload your files. Once finished click "Save Content".




