";;’ VectorSolutions:

Admin User Guide
Table of Contents

Logging In

Main Area
My Assignments
Training History
Extra Training

Admin Area
Dashboard
Training Plans
Group Training
How To Assign Group Training
Repeating Training
New Hire Training
Offline Training
How To Set Up Offline Training
Employees
How To Add A New User
Editing Users
Permissions
How To View A User’s Training History
Positions & Locations
Self Registration
Courses
Online Courses
Follow Up Assignments
How To Configure Courses
How To Create A Custom Survey
Custom Courses
Creating Custom Courses
Offline Courses
How To Create An Offline Course
Reports
Quick Reports
Compliance by Employee
Completions by Employee
Completions by Employee
Training Compliance
Assessments
Settings
Emails
Login Page
Training Plan
Certificate
Help Resources

—

N N -

© © o NP O®

BB W W W W WWWWWWWWNDNDNDNDDNDNNDN-I2D 22 A Ay
- O © 000 NO O O B~ PP OWWOOOODWDMNDN=2ONNOOWN -

41




L 7 /’ .
"o;’ VectorSolutions:

Logging In

;7 Veectorsol.tions

The first page users will see when visiting
their training site is the login screen. This is
where users must enter their username and
password to access their training. Note: Only
users with administrative access are required
to enter a password unless your organization
chooses to require passwords for all users.

Every organization has a unique training
URL. Follow the steps below to locate your
training site.

1. Check your inbox. If you have been
assigned training by your organization
and email notifications have been
enabled, you should have an email
from your organization's training
administrator. It will come from a
"@vectorsolutions.com" domain or
from your organization’s domain. We
suggest performing a universal search
for "Vector", “SafeColleges”, or
"SafeSchools" in your inbox to
determine if the URL has been shared
with you.

2. Reach out to your organization's
Training Administrator. Every
organization has a dedicated training
administrator who can help with login
issues.

Main Area

My Assignments

MAIN

My
Assignments

{n}

Training History

Extra Training

The My Assignments section of the
navigation menu is where employees, staff,
and students can access their assigned
training. All mandatory and suggested
assignments will appear here. Users will be
able to see the courses that they are required
to take, due dates, and their completion
status.
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Training History

The Training History section is where users
MAIN can access and view a full list of courses that
they have completed over time.

Training History for Oni Nwamu

........

M y 2200 8 onoos s

Assignments

@ Training History

Extra Training

Extra Training

The Extra Training section is where users
can take additional courses that they are
MAIN interested in. Thousands of users complete
self-assigned courses every year.
Administrators can remove access to the
additional courses in the courses section of
My the navigation menu.

Assignments

Y Training History

M  Extra Training
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Admin Area

The Admin Area can only be accessed by users who have administrative
permissions within the system. If you are granted administrative permissions, the
Admin Area will appear in your navigation menu. The Admin Area includes a variety of
features that we'll go over in this guide.

Dashboard

The as| course completions and feedback from your
Dashboard .

impe

ADMIN

TODAY

(%) Dashboard

Training Plans [ e

Tania Cline says this about General Ethics in the Workplace (Quiz) _—
A great course that everyone can learn from! #monthe g0

Courses The Dashboard section is where administrators can
get a quick overview of recent course completions
and feedback from their users.

Reports e You can access our message center by
clicking on the notification bell in the bottom
right corner of your screen.

Preferences e The message center is where you can keep
up with announcements, new releases,
product updates, webinars, and more.

Help

e The graph link is simply a visual report
representing current course assignments and
completions over time.
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Training Plans

ADMIN

Dashboard
Training Plans
Employees
Courses
Reports

Preferences

Help

Group Training

The Training Plans section is where all
group assignments are created. Courses can
be assigned to any combination of positions
and locations. The Training Plans section is
divided into four main features: Group
Training, Repeating Training, New Hire
Training, and Offline Training.

Training Plans o

2t Vector Solutions Eactive

The Group Training feature is where
administrators can assign training to a group
of users based on the position and location
they are associated with. To locate Group
Training, click on the Training Plans icon in
your navigation menu. You'll automatically
land on the Group Training section. If your
organization already has training assigned,
the courses will appear in your list view. You'll
be able to see the names of the courses, the
positions and locations that are assigned to
the courses, along with the effective date and
due date.

e The effective date is when you want
the course to be accessed by your
users.

e The due date is when your users are
expected to complete the training.

e The live button means the course has
been published and is currently active.

e The published button means the
course has not been activated yet. If
you click on publish, the course will go
live and the users associated with it
will have access to the assigned
training.

e Clicking on the 3 dots next to the live
button will allow you to edit the
course, edit the people assigned to
the training, edit the dates, duplicate
the course, or even delete it.

e And you'll also be able to filter the
assignment list by searching for a
specific course or by adjusting the
dates above.

e The date filters are helpful when
searching for courses assigned in the
past.
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How To Assign Group Training

Training Plans o o comiot

1. Click on the New Assignment
iy v amy b button.

uuuuuu

B G o Ci-hcl S
B e T B G 5 phwn  * )
s08 Group Assignment "
s 2. Then click on the Add Course
Select Courses  Select up to 5 courses Next > bUtton-
(@) Add Course
Course Picker .
Select a course * 3. SearCh fOI" the course yOU'd Ilke
to assign by using the search bar
above or by clicking on the library
and category the course belongs to.
e Click on the course and
Library & Category + Course Versions

choose the specific version
you want to assign. Then hit
Select.
e You can add an additional
course to your assignment,
Vector Training, Special Education Edition or move on to the next
section by clicking Next.

Select Library

@ Vector Training, K-12 Edition

School Bus Safety Company
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a0 Group Assignment

A one-time assignment

People ® Dates Details

Select People  select up to 5 groups.

@ Addcrow

*
Pusien

Group Selector
Select a group

Choose Positions
All Positions 2195

<
v

Administrator 270
No Selection

Assistant Principal 0

Clerical 28

Choose Location
v All Locations 8195

BUS GARAGE 216

4. The People Section is where you'll click
Add Group to determine who receives
the assigned training.

5. You'll assign training to users who are
associated with a specific position and
location.

e You can search for positions and
locations by scrolling through the
lists or by using the search bars.

e You can also see how many users
are associated with that specific
position and location. Once you
have the position and location
selected, scroll up and hit Done.

e If you want to add an additional
group of users to the training list,
click back on the add group button.
Then go through the same process
of selecting the position and
location for the new group. If you
realized you selected the wrong
position and location, click on the
trashcan icon next to it.

e To assign the course to all of the
users at your organization, select
All Positions and All Locations.
This will ensure that every user in
your Vector LMS database
receives the training.

508 Group Assignment

A one-time assignment

Courses People Dates & Details

Select Dates Choose the timeframes people will need to complete the chosen courses.

Effective Date &  Apr7,2022

The assignment will become available to
employees on this date.

Due Date @ May7 2022 v

"
Pusiah

. April 7,2022

Start of Day

Due within 30 days
May 7, 2022

End of Day

6. Click Next to set up your assignment
dates.

e Again, the effective date is when
users will be able to access the
training.

e The due date is when your users
are expected to complete the
training.

e The expire date is when the
training will no longer be
accessible. If you want to give your
users a grace period, set the
expire date past the due date so
that they can still access the
training after it's due. Users will
only see the due date for the
training and won't know when it
expires.
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Group Assignment B save x

e 7. Click Next to select the
assignment category or type of
Dotails  choe st s training that is being assigned.

Then click on the Finish button

Assignment Category

Mandatory Training o Reportale  Required

The assignment will appear in this Suggested Training

category to employees

8. If you're only setting up the training

s08 Group Assignment B save "

and don't want users to have access
to it yet, leave this option toggled on
Publish € Back No

If you want users to have access to
the training immediately, then toggle
the selection to Yes. Hit Save & Finish
and that course will appear in the list
with the rest of the assigned training.

Publish on Save?

No Yes

Repeating Training

The Repeating Training feature allows administrators to set up recurring training for
a group of users based on the position and location that they are associated with. You
only need to set a repeating training plan up one time. Then the system will
automatically assign annual training every year on its own without your needed
assistance. To locate Repeating Training, click on the Training Plans icon in your
navigation menu. Then click on the Repeating Training tab above.

o Repesting Assignment . | Repeating Training plans are set up exactly
e like Group Training plans (refer to pages 5-7).

The only difference is the date selection

options for Repeating Training (page 7, step

Select Dates Choose the timeframes people will need to complete the chosen courses. cl ext

Details Publish

Courses. People Dates ©

Effective Date B Aprs, 2022 o April 8, 2022
Start of Do

v e The Effective Date is when users will
be able to access the training.
e The First Due On date is when your

users are expected to complete the

Due within 60 days

rrpeeen o v June7,2022 training.

e The Next Round Jumpstart date is
the next time you want that course to
be assigned.

e Recurrence is how often you want
the training to be reassigned after the
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Next Round Jumpstart RE-ASSIGN PERIOD
@ 30 Days

The assignment will be available this

many days before the next due date.

Recurrence REPEATS EVERY

@ 365 Days
The assignment will be due this long after
their previous completion date.

ENDS.

Never OO

0 on

Jun 6, 2024

Next Round Jumpstart. You can
customize the frequency or select
from the pre-existing options.

e If you don't want the Repeating
Training plan cycle to end, check
Never.

e If you do want it to end at some point,
check ON and add a specific end
date. Hit Next when you're finished
populating the dates.

New Hire Training

The New Hire Training feature allows administrators to set up training that only needs to be
completed by new users. You only need to set a new hire training plan up one time. Then the
system will automatically assign training to new users that are entered into your Vector LMS

training site without any additional needed assistance on your end. To locate New Hire
Training, click on the Training Plans icon in your navigation menu. Then click on the New Hire
Training tab above.

New Hire Assignment
An automatic and immediate assignment for anyone given a designated job

People Dates © Details

Select Dates Choose the timeframes people will need to eomplete the chosen eaurses.

*

Publish

Effective Date £ April 8, 2022
Aprs 2022 VA s
Start of Day
The assignment will be assigned to new
employee accounts created on or after
this date.
Due After DAYS UNTIL DUE
@ 30 Days
The assignment will be due this many
days after a new employee's account is
created
Expires After DAYS UNTIL EXPIRED
2 365 Days
The assignment will no longer be
avallable to a employee this many days
after their account was created.
End Date ENDS
Never OO
The assignment will no longer be O on

assigned to new employees after this

date Apr 8, 2024

New Hire Training plans are set up exactly
like Group Training plans (refer to pages 5-7).
The only difference is the date selection
options for Group Training plans (Step 6).

e The Effective Date is when you want the
new hire training plan to start.

e Due After represents the number of days
new hires will have to complete their
training.

e Each new hire will have X amount of days
after their hire date (which is listed in their
profile) to complete their training.

e Expires After is when the user will no
longer be able to access the training.

e [f you want to give your new hires a grace
period, extend the Expires After date past
the Due After days so that they can still
access the training after it's due.

e New hires will only see their due date for
the training and won't know when it will
expire.

e [f you don't want the New Hire Training
plan to end, check Never.

e |f you want the New Hire Training plan to
eventually end, check ON and add a
specific end date.
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Offline Training

The Offline Training feature allows administrators to record training completed
outside of the Vector LMS, such as in-service days, on-site training, or group training
sessions. The feature also allows administrators to exempt a group of users from
having to take training assigned within the Vector LMS. To locate Offline Training, click
on the Training Plan icon in your navigation menu. Then click on the Offline Training
tab above.

How To Set Up Offline Training

Training Plans

‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘

1. Click on the Add Session button.

e Then click on the icon to the left of the
New Session's title to choose if you
will be recording completions or
exemptions for this session.

e Rename the session by clicking
directly on the title and typing in a new
title that works for you.

R New Session
Completed Offline

%

Courses & Peaple Date

Select Courses

@ Add Course

0 COURSES

2. Then hit Add Course to select the
course you want to issue completions
for.
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Course Picker

Select a course

Library @ Category Course Versions
Select Library
@ Vector Training, K-12 Edition

Vector Training, Special Education Edition

School Bus Safety Company

3. You can search for the course by using
the search bar or by clicking on the library
and category the course belongs to.

e Click on the course and choose the
specific version you want to
assign. Then hit Select.

e You can add an additional course
to this session or move on to the
next section by clicking Next.

R New Session
Completed Offline

*

Courses People @ Date

Select People

@ Add Group @ Upload Attendees

Upload  plain-text or CSV file containing usernames

or email addresses of course attendees below:

0 EMPLOYEES First <1 > Last

4. The People Section is where you'll
determine who receives the completions.
There are two ways you can add users to
the offline training session:

e One way is to upload a CSV
spreadsheet. The spreadsheet
should only include one column
and that column can contain all of
the users' email addresses or
usernames.

e The emails or usernames in the
spreadsheet must match what is
listed in their Vector LMS account.

Group Selector
Select a group

Choose Positions
v B AllPositions 2195

Administrator 270
No Selection

Assistant Principal 20

Clerical 28

Choose Location
v All Locations 2195

BUS GARAGE 216

5. The other way is to add a group of users
by selecting the position and location they are
associated with.

e You can search for positions and
locations by scrolling through the lists
or by using the search bars.

e You can also see how many users are
associated with that specific position
and location. Once you have the
position and location selected, scroll
up and hit Done.

e If you want to add an additional group
of users to the offline training session,
click back on the add group button.
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Then go through the same process of
selecting the position and location for
the new group.

e If you need to remove users from the
list, simply click on the trashcan icon
next to their name and hit Confirm.

New Session
Completed Offline

\-—-.
53
o v

Courses People

Select Date

& Apr 8, 2022

B Record

~ April 8, 2022

< Back

x

6. Click Next and select the date of
completion or exemption for the offline
training session.

7. The final step is to click the Record
button which will issue out the
completions or exemptions.

Employees

ADMIN

Dashboard

Training Plans

722  Employees
Courses
Reports
Preferences
Help

The Employees feature allows
administrators to manage the user
data in their site. To locate Employees,
click on the Employees icon in your
navigation menu.

When you land on the Employees tab,
you'll see a list of all the users you
have access to. The list will display
their names, usernames as well as the
positions and locations they are
associated with.

e You can locate users by
scrolling through the list or by
using the search bar above.

e You can also export the user
data into an excel spreadsheet
by clicking on the Export button
in the top right corner of your
screen.

e The list of users can be filtered
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based on their account status or
the type of admin permissions
they have. Account Statuses
for users will be listed in the
column to the right.

How To Add

A New User

aaaaaaaa

nnnnnnnnn

Add employee

/o)
&

First Required  Middle

Last Required  Title

Required  Password

° Leave password blank to be set as 1st five characters of username.

@ addcrowp

Address 2

To add a new user to your database:
1. Click on the Add Employee
button. There are mandatory
fields you'll need to populate in
order to create an account.
Those fields will have ‘Required’
next to them.
You only need to populate the
First, Last, and Username fields
in this section. However, it's
recommended to add an email
address if you want the user to
receive emails from the system.
The job section is where you'll
add the position and location the
user is associated with. Click on
the Add Group button and
select the user's position and
location. Then click Done.
. The next section is where you
can add the user's contact
information. There aren't any
required fields in this section.
However, it's recommended to
add an email address if you
want the user to receive emails
from the system.
Then finalize the account
creation by scrolling up and
clicking on the Save button.
The new account will be added
to the database with the rest of
the users.
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Editing Users
You can edit the profiles of your existing users. Profile's are divided into multiple tabs:

David Adams

davidadams

General Login  Contact Jobs Training  Course Work

Permissions Emails

Basie I"fc

First Name Required  Middle Name
David

Last Name Required
Adam:

External Unique Id

Only click this if David Adams does not work here
I . Deactivate

The General tab is where you can
make name changes or deactivate
the user's account.

David Adams

davidadams

General Contact Jobs Training Course Work

Permissions Emails

Username Required Password

davidadams & Click to Edit...

The Login tab is where you can
update the user's username.
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David Adams

davidadams

General Login Jobs

Permissions  Emails

Contact Info

Training  Course Work

B save

The Contact tab is where you can
change a user’s email address or
contact info.

Email Phone Number
dadams@safeschools.com
Address 1 City
Address 2 State
David Adams

davidadams

General Login  Contact Training  Course Work

Permissions  Emails

Active Jobs

Clerical
at High School

Past Jobs

Sep 4, 2014 -
Begin > End

The Jobs tab is where you can add
additional positions and locations to the
user's profile.

e You can also view their previous
job history or add an end date to
their existing job if you want it to
deactivate from their profile on a
specific date.
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David Adams

davidadams

General Login  Contact  Jobs Course Work

Permissions Emails

Apr 8, 2022

Apr B, 2022

Mandatory Training v

#Fq: Diversity Awareness: Staff-to-Staff

Full Course  Group Training

Not Started Feb 11, 2022 3 Apr 12, 2022 3 Apr 11, 2024
Effective Due Expire
Bloodborne Pathogen Exposure Prevention
Full Course  Group Training -

Feb 9, 2022 > Apr 10, 2022 N Dec 31, 9999

Not Started
Effective Due Expire

The Training tab is where you can see
the courses that are currently assigned to
the user.

e If you need to give the user a
course completion or exemption,
you can click on the three dots
next to the training, select Edit
Assignment, and then change the
course status.

e You can also assign additional
training to that user by clicking on
the New button and populating the
necessary fields.

David Adams

davidadams

General Legin Contact Jobs  Training

Permissions Emails

Course Work History £ Printable Training History

Bloodborne Pathogen Exposure Prevention
Certificate
Times Completed: 1 * Last Completed: Mar 16, 2015
® !y Classroom Safety
[ Certificate
Times Completed: 1 * Last Completed: Feb 3, 2022
- Cyberbullyin
L ¥ ying Certificate
Times Completed: 1 + Last Completed: Mar 16, 2015

The Course Work tab is where you
can view and print the user's training
history and access their completion
certificates.




"3;’ VectorSolutions:

Add Permission

L]
Permission Type @ Group

Permission Type

Full Administrator

Finish

Assignment Administrator Vector Training, K-12 Edition

Data Entry Administrator

Report Only Administrator

View Only Admin

Permissions

The Permissions tab is where you can give
administrative access to a user. There are
five types of admins:

1. Full Administrator will have
complete admin access over the site.

2. Assignment Administrator gives
permission to create assignments
from a specific course library.

3. Data Entry Administrator gives
permission to add or deactivate users.

4. Report Only Administrator gives
permission to run reports.

5. View Only Admin gives permission to
view data in the site but not change it.

Select the permission you'd like to grant, then
add the group of users you want the admin to
have access over.

e For example, you can make an admin
a full administrator over a specific
position and location. That admin can
only assign training and manage data
for that group of users. If you want the
admin to have permissions over all
users, simply select all positions and
all locations.

e Then click Next to finish adding the
permission.

e You can also add additional
permissions to a user's profile. Or you
can remove existing permissions by
clicking on the trashcan next to it.

David Adams

davidadams

General Login Contact
Permissions

Email Log

Jobs  Training  Course Work

%I Send Email

The Emails tab is where you'll be able to
see the automated emails that were sent
out to the user. The Send Email button is
where you can manually resend an
assignment reminder email to the user.
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How To View A User’s Training History

Completion Summary

1. Click on the ‘Employees’ or ‘Learners’
icon in your navigation menu.

2. Search for the user's first, last, or

Course Work History & Printable Training History username and click on the user’s
information to open their profile.

3. Click on the ‘Course Work’ tab.

Sexual Assault Prevention for . . ,
@i Undergraduates et | 4. Click on the ‘Course Work’ tab where you
- Last Completed: Aug 1, 2022 will see a summary of the coursework
history.

a. Note: The summary information is
included under the course title and
will note the number of times a
user completed the course and
their last completion date.

Completion Details

Course Work History (‘ Printable Training Hism) 1. If you'd like to see each completion
date and certificate, follow the
Completion Summary instructions

3 Sexual Assault Prevention for . )
& ! Undergraduates Certificate above, and then click Printable
4 . .. . .
Times Completed: 2 * Last Completed: Aug 1, 2022 Tralnlng HIStory in the upper

right-hand corner.

2. Adjust the dates to encompass the
range of completions you’re looking
for and click ‘Refresh List’. You will

a
@

@ now see a full list of training history,
@ completion dates, and certificates of
) completion.

Positions & Locations
How to add, edit, and manage the positions & locations in your site.
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Manage your users and their settings below. User management also gives you the ability to explore and individuals record and course

Employees interactions.

Employees Positions Locations Self Registration
4+ Add Position

Administrator £ 70
Assistant Principal 20
Clerical 28

Coaches 270

Custodial Services 214

Food Services &1

e Click on the Employees icon in your navigation menu. Then click on the Positions
tab above.

e When you land on the Positions tab, you'll see a list of all the existing positions along
with the amount of users associated with them.

e You can look for positions by scrolling through the list or using the search bar above.

e You can also create a new position by clicking on the Add Position button and
populating the required info.

e |If you need to edit an existing position, click directly on the position and make the
necessary updates.

e You can also grab and drop the position under another position to create a position
tree. Position trees allow you to group multiple positions together. Which is handy for
assigning training to a specific group of positions.

Creating New Position Editing Existing Position Position Tree
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New Position | Administrator .

Nurse 23

Name Required £ rxj

. . 2¢
Move  Delete Nutrition Services

Code 28
Name Required Para Pro

Administrator
Principal 23

Categor
egery Code

Uncategorized v Superintendent &1

Category v B Teacher 242

Cancel B Add
Uncategorized v
Teacher's Aide 27
Cancel Transportation 215

Vice Principal 23

The Locations section functions the same way as the Positions section. You can add, edit,
and search for locations. You can also group locations together by creating location trees.

Self Registration

Self Registration is an optional feature that allows users to create their own account in the
Vector LMS site. To locate the Self Registration feature, click on the Employees icon in your
navigation menu. Then click on the Self Registration tab above.

Manage your users and their settings below. User management also gives you the ability to explore and individuals record and course

Em ployees interactions.

Employees Positions Locations Self Registration

To enable your employees to self-register, you'll need to create an informational code called a self-registration key. This key is a unique identifier

(52

that enables your employees to create an account. Each new registrant will need this key to begin their online training.

Status  All
2 KEYS
Assistant Principal . Jan 31,2022
«f0488f0 at High School &= Expired
feea76c5 [ Feb24,2022

Expired
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*

o New Key
Created: Apr 9, 2022 4:58 PM

Token 058ea4d5 |

Quick Link https://ondemo-oh.safeschools.com/register/058

“] Copy

Expiration Date & Apr9, 2022

Group  Leaving the Position er Location blank will allow the user to
select it during registration

| Status  All I

@ Al
Active

Inactive

To set up self registration, you'll need to
click on the Add Key button. That will
create an informational code called a self
registration key.

e This key or token is a unique
identifier that will be needed when
your users create their accounts.

e You can use the auto generated
key orr you change it to something
more suitable for your
organization.

e The quick link is where your users
will go to register their account so
you'll want to send this link and the
registration code to your users.

e The expiration date is when the
registration key will no longer be
active. You can set the date out as
far as you'd like.

e Adding a group is optional but It
allows you to associate a specific
position and location with this
registration key.

e For example, if you select
administrator as the position and
central office as the location, users
who register with this key will
automatically be assigned that
position and location.

e You can create a registration key
for each position in your database.
Or you can create one registration
key and opt not to add a group.
This will allow your users to select
their position and location while
registering their account.

e Scroll up and click Save to finalize
the self registration key. Your new
key will appear in the list.

e You can filter that list to only see
the active keys or you can
reactivate an inactive key by
extending the expire date.

How General Users Self Register
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Username

Forgot Login?

Username Hint

&+ Register

e Users will click on the Register button
when they get to the login page

e They will type in the registration key
and hit continue.

e They'll type in a username, first name,
last name, and select the position and
location they are associated with.

e Once the required fields are
populated, they'll click on the Register
button.

e From there, they'll be able to log into
their new account to access their
training.

g s

Registration Key

CONTINUE >

i Vectorscluions

Sign Up

Username First Name
Last Name

Position Location

Click here to choose position Click here to choose location

Required input is missing and/or invalid

Courses

ADMIN

(%) Dashboard

Courses Browseourco

urse content and even add your own resources. Custom courses and offline courses are also managed in this section.

4 Create Course

fZ] Training Plans
::Lj:i Emp onees Library  Vector Training, K-12 Edition
@ Courses Athletics & courses
EE Reports & v vy >
Preferences ﬁ
Concussion Awareness: Athletics Visible >
g =g
(@ Help ]
' .. Sport Supervision and Safety
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Online Courses

The Online Courses feature is where administrators can stream and manage the courses in
their library. To locate Online Courses, click on the Courses icon in your navigation menu.
e When you land on the Online Courses tab, you'll see a list of all the courses you have access

to.

e You'll be able to search for specific courses by scrolling through the list or using the search bar

above.

e You'll also be able to switch between different course libraries, if your organization has access

to more than one.

e The column to the right allows you to manage what courses your users have access to view.
e Visible means the course can be accessed as optional training by your users.
e Hidden means your users will not have access to take that course on their own. Clicking on

Hidden will make the course visible again.

Athletic Liability

..............

Athletic Liability

If you click directly on a course, you'll be able to see the name of the author and the versions
of the course. You'll also be able to add Follow Up Assignments and Coordinators to the

course.

Authors Versions Follow Up Assignment

Coordinators

Follow Up Assignments

Authors  Versions  Follow Up Assignment  Coordinators

Enabled

8

Course . A Protection Against Malware

== Full Course

Assignment Delay 1

Custom
365 Days
180 Days
90 Days
60 Days

30 Days

Enabling the Follow Up
Assignment option gives
administrators the ability to
postpone the start date of the
assignment that comes right
after the course is finished. The
start date can be adjusted by
clicking on the Custom button,
and selecting the amount of
days you want the assignment
delayed after the course is
finished. This will allow
administrators to identify how
Learners may have adjusted
their attitudes, beliefs, or
behaviors after having
experienced their training and
applying what they have learned
in their lives.
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Adding Course Coordinators

Use the search bar to look for
Authors  Versions  Follow Up Assignment  Coordinators users in your database, and
then add them as
coordinators for the course.
This will make them the main
contact for questions about
the course.

You can view, configure, or assign the course:

> ® [

Wiew  Configure Assign

e Clicking View and accepting the disclaimer will take you into the course.
o From there you can stream different sections of the course.
o You can also view the course requirements, course details, resources, and the
coordinators that were added.
e Clicking Configure will give you the ability to customize information within the course.
o After adding the custom info, you'll be able to preview it and publish the
changes you've made.
e Clicking Assign will allow you to assign the course as group training. To learn more
about this process, refer to pages 5-7 of this guide.

You can also manage the course's visibility in the options section and you can decide if you
want to require users to take an assessment at the end of the course. If you do require an
assessment, you'll have the option to change the minimum passing percentage.

How To Configure Courses
@ Courses 1. Click on the Courses section in your navigation menu. You
u will automatically land on the Online Courses tab.
2. Use the search bar above to locate the specific course you
want to configure.
@ﬁ} . . ,
S 3. Click directly on the course and then click on the
Configure button.
Configure
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Configure

Bloodborne Pathogens

Description

Describes bloodborne pathogens, how they are transmitted,
practices that minimize the risk of exposure, what to do if there
is an exposure incident, and how to handle and dispose of
contaminated items for employees who might have occupational
exposure to blood or other potentially infectious material. When
combined with interactive instruction, this course will allow
organizations to comply with the bloodborne pathogens training
requirement in the US and California

CUSTOM DESCRIPTION

@ Add Description

Resources

Modules

@ Add Course Introduction

¢y PUBLISH

@

Preview

1. Introduction
2. Understanding Bloodborne Pathogens
3. Understanding the Exposure Control Plan

4. Mitigating Exposure Risks

5. Applying What You've Learned

©

Let's go over each section.

4. Your course will have 3 configurable sections: Description, Resources, and Modules.

Description

@ Add Description

CUSTOM DESCRIFTION

MNormal B I

=
Il
Il

This section allows you to
add additional information to
the course description by
clicking on the Add
Description button. Users
will be able to view the
custom description when they

start the course.
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Resources
@ Add Resource
""""""""" This section allows you to
Add Resource x attach or link resources to the
course. When you click on
the Add Resource button,
Preview
you'll be able to upload a pdf
Titl Required .
ll B file or add URLs that are
linked to your resources. The
w - resources you add will be
accessible to users when
2 Click to upload file
they start the course.
* Cancel m
Modules
Modules This section includes all of the modules that are associated
with the course. You can add a Course Introduction at the
beginning of the modules and a Course Conclusion at the
Py end of the modules. Depending on the course you are
'\+J Add Course Introduction . . oy e - . .
- configuring, some modules will include custom items within
them.
1. Introduction
1. The Bloodborne Pathogens Standard
2. Understanding Bloodborne Pathogens
3. Understanding the Exposure Control Plan & Text
(min] ex
4. Mitigating Exposure Risks @ YouTube
VvV  Vimeo
5. Applying What You've Learned @ File Upload
@ Add Course Conclusion )
You can use the custom item feature to add Text, YouTube,
and Vimeo videos to the modules. You can also Upload Files
(E.g. policies, handbooks) or create custom Surveys.
Text YouTube Vimeo
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1. Introduction 1. Introduction

Untitled o o Untitled w

CustomTextlitem g Custom YouTube ltem

ccc YouTube Link

c
2.
-3
52
e

@

File Upload

Document Name 1

@

Custom File Upload Item Delete

T select file

Require The Employee To Confirm That They Have Viewed And Understand
The Content In Order To Complete The Course.

Once you add your custom
item, give it a title and then hit
the Save button. You can add
additional custom items to the
module or edit the one you
already added.

If you want to view a list of
courses that have
customizable modules, refer

to our Course Map

Overviews article in our

Support Center.

How To Create A Custom Survey

Click on the [Add Custom item ) button within a course module, and select the

8= Survey

80 ¢, gle-Choice Matrix
0@ Single-Choice Mats The survey is empty. Drag an element from the toolbox ~ Question
or click the button below.
Pages
Logic

Add Question

Data

option.
3 Enter Title... W
o ) ™ Enter the name of the
custom survey in the title
Designer Preview § = Survey
box.

General
=1 singleInput

Logo in Survey Title
© Radiogroup Navigation

Click on the Designer tab to
add questions to your custom
survey.
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Click on the

edit the question's title.

custom survey:

icon, and select the type of question you
want to add. Then click directly inside of the question box to

There are 4 types of questions that can be added to your

Add Question

=1 Single Input
Checkbox
Radiogroup

&
@
88

Single-Choice Matrix

Single Input Checkbox RadioGroup Single-Choice Matrix
- .
wwwwwwwwwwwwwwwwwwwwwwwwwwwwwwwww ° em2 e item2 Column 1 Column 2 Column 3
<} lem3 © e Row 1

The collapsible panel

To edit or add more options to a question, select the question then click on the panel icon.

will allow you to customize the information within each question.
There are a variety of customizable sections within the panel:

General: Edit the name, title, or
description of the questions

General

Name

question

Title

question

Description

Columns: Add or remove
columns from a matrix question

Columns

Columns

& 5 ®

Column 1

Column 2

Column 3 Column 3

Rows: Add or remove rows from
a matrix question

Rows
Rows &L S O
Row 1
Row 2 2
Row order
Initial Random

Hide the question if there are no rows

Choices: Add or remove options
from a checkbox or radiogroup
question

Choices

Choices L 5 0
item1 tem1
item2
item3

Copy choices from the following question

Select question. -

Choices sort order

None -

Layout: Adjust & organize the
layout of your survey questions

Layout

~ Display the question on a new line

Hide question number

Panel expand state

Inherit Collapsed Expanded

Title location

Top -

Data: Add default answers or
correct answers to your survey
questions

Data

Store answers in the following JSON field

®

Set Default Answer

Set Correct Answer
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Add Question
You can add as many questions as you want to your custom survey.
You can also toggle on the require option if you want learners to confirm that they viewed
and understand the content from the course.

Require The Learner To Confirm That They Have Viewed And Understand The Content In Order To Complete The Course.

When you're finished adding questions, scroll up and add the title of your survey. You can add
a description to the survey title and upload a logo by clicking on the picture icon to the right.

Preview
Select the tab to view the custom course you created.

Then click on the - button to add your custom survey to the course.

5. After configuring all of the sections in the course, scroll up
@ and click Preview to see how the course looks from a general

user's perspective.

Preview

If everything looks great to you, go back to the course

settings and click on the Publish button above. This will
activate the new version of the course so that it can be

assigned to your users.
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Custom Courses

Courses Browse our course content and even add your own resources. Custom courses and offline courses are also managed in this section.

Online Courses Custom Courses Offline Courses

( )
a Name of Custom Course WIP

The Custom Courses feature gives administrators the ability to to create new courses in the
Vector LMS. These courses can include policies, videos, assessments, and more. To locate
Custom Courses, click on the Courses icon in your navigation menu. Then click on the
Custom Courses tab above.

Creating Custom Courses

Start with clicking on the Create Course
TABLE OF CONTENTS v button.

Add the name of your custom course. Then

click Done. The name will appear on the

header of your page.

D MName of Policy
Palicy The Table of Contents feature is where you'll

build out the sections in your custom course.

A new section will be created for every item

Working at a Company you add.
B vith Purpose e You can add as many or as little items
YouTube as you want to your table of contents.

e You can rearrange the order of the
items in your table of contents by

Training Plans: Group dragging and dropping.
v _Trﬂl"lng e You can also edit or delete items by
Vimeo clicking on the three dots to the right.

Let's take a look at the types of items you can

o Title of Text add to your table of contents.

Text

Athletic Liability - Full

EI Course

Course
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Policy

YouTube

Policy

Duration

(D Minutes

File Link File Upload

Enter Link To Policy File

You can add a Policy item to your custom
course. This item is typically used when
admins want users to view and acknowledge
specific documentation. You'll name the policy
and add the estimated duration for reviewing
the policy's document. If the document is
hosted on a specific website, you can add the
link to that site here. You can also upload a
PDF file. You can open the advanced settings
and change the default verbiage that goes
before and after the document.

Enter Youtube link to preview...

Another item that can be added to the table of
contents is a YouTube video.

Pasting the link to your YouTube video will
automatically populate the item's title and
duration. However, you can edit the title and
duration, if needed.

Vimeo

Text

Enter Vimeo link to preview...

Another item that can be added is a Vimeo
video. This item is similar to the YouTube
item.

Pasting the link to your Vimeo video will
automatically populate the item's title and
duration.

80

Text

Duration

(D Minutes

Normal B I

(1=
1]
il

Click here to enter content...

The Text Item allows you to add a message
to your course. You'll add a title and duration,
then add your message. The message can
be customized with rich text format.

Add Course
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The Add Course item allows you to take a
course that already exists in your library and

g8 ... add it into your custom course.
e This item is useful when you want to
create a custom course that builds
around an existing course.

e You'll click on Choose Course, select
the library, and course then hit the
Select button to populate the course.

Assessment

The Assessment feature is optional but it
allows you to create a custom quiz or survey
ASSESSMENT e at the end of the course.

To add an assessment to the custom course:

1. Click on the Add Question button.
2.

Type in your questions, then populate
the answers.

3. If needed, you can click on the
Explanation Text field to add more

Question detail to your questions.

4. After populating the answers, make
sure the correct answer is set.

@

+ Add Answer

You can edit or delete questions by clicking
on the three dots to the right and add as
many or as few questions as you want.

Details
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When you are finished creating your
DETAILS e assessment questions, click on the Details
section below:

Descripti
escription e Add a brief description of your custom

course.

e Select the library and category you
want the custom course to be
associated with.

e |[f the assessment is a quiz, you'll want
to keep this option turned on so that
each question has a right and wrong

P answer.

e |[f the assessment is more like a
survey, you should turn off this option
so that there won’t be right or wrong

Vector Training, K-12 Edition "% answers to questions.

e The Force Order option requires
users to take each section of the

Library

Grade Assessment Answers course in the table of content's order.
() Turning this option off will allow your
users to take sections out of order.
Force Order Scroll up and click on Save to save your
custom course. After saving, you'll be able to
‘:) preview the custom course and stream the

sections. The custom course will appear in
the list with the rest of your custom courses.
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Offline Courses

Courses Browse our course content and even add your own resources. Custom courses and offline courses are also managed in this section.

Online Courses Custom Courses Offline Courses

The Offline Courses feature is a way to create a "shell" course allowing you to record any training that occurs outside of your Vector Training, K-12
@ Edition website.

Show More
4+ Add Offline Course [} Offline Training

Pressure Washer Training

45 minutes

Red Cross CPR Certification

45 minutes

The Offline Courses feature allows administrators to create shell courses, which can then be
used to record & track training that occurred outside of your Vector LMS site. To locate Offline
Courses, click on the Courses icon in your navigation menu. Then click on the Offline Courses
tab above.

How To Create An Offline Course

1. Click on the Add Offline Course button to create your

shell course.
o Again, shell courses are simply the names of
the training completed outside of your Vector
Offline Course X LMS site.
2. Type in the name of the offline training along with the
duration then click Done.

Title Required
3. If you need to edit or delete the offline course you
created, click on the three dots to the right of it.
Duration 4. Once you have created your offline course, the next
© Minutes step would be to record and track that offline course

within your Vector LMS site.
o To do so you'll need to click on the Offline
[} Offline Training Training session button.
o To learn more about offline training sessions,
refer to pages 10-12 of this user guide.
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Reports

The Reports section allows administrators to run a variety of compliance reports that can
then be exported into Excel. To locate Reports, click on the Reports icon in your navigation

menu.

Let's briefly go over the different types of reports you have access to:

Quick Reports Compliance by Employee

Completions by Employee Completions by Time Training Compliance Assessments Assessment Imprevement

ADMIN

Dashboard
Training Plans
Employees
Courses

FEH Reports
Preferences

Help

Quick Reports

[ Export Report

[1) Report Select your desired report type Timeframe  Select the timeframe you wish for your quick
report.

| @  Past Due Assignments @  This Month
Outstanding Assignments Last 30 Days
All Assignments Previous Month
Employees with Completions School Year-to-Date

All Completions Previous School Year

The Quick Reports section is where you can quickly
generate a completion report by selecting the designated
criteria and clicking the Generate Quick Report button.

For example, if you want to see all of the assignment
completions from the last 30 days, select All Assignments
and Last 30 days.

Then click Export Report to download the report into an
excel format.

Compliance by Employee
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©  Apr10,2022 - Apr 10,2022 ? [ Export Report

Library  All Course  All Status  All Category All

202 All posmon‘s Detail All Assignments ) RUN REPORT
at All Locations

() Show E-Mail Address In Report

Apr 10, 2022 10:08 PM

- ' Refresh 637 RESULTS First <1 Last
Generated
USERNAME FIRSTNAME  LASTNAME  E-MAIL ADDRESS LIBRARY ~ COURSE DUEDATE COMPLETEDATE  POSITIONS  LOCATIONS
davidadams David Adams dadame@saleschools.com Vector  Active Shooter  2022.02- Clerical High School
Trairing, 1
K12
Editien Bloodborne 2022-04- Clerical High School
Pathogen 0
Expasure

Prevention

Diversity 2022-04- Clerical
Awareness: 12

Staff-to-Staff

Compliance by Employee is one of our most frequently used reports. It allows administrators
to use filters to generate specific compliance reports.
e Your report can include training assignments from a specific date range.
e You can filter the report by a course library, course, completion status, assignment
category, and Detail Level.
e You can include all users in your report by leaving All Positions and All Locations as
the selected group.
e You can select a targeted group of users by clicking on the Group icon.
e You can also include email addresses in your report.
Once you have your filters set, click on the Run Report button to see the results.
You'll be able to export the results to an Excel file.

Completions by Employee

Apr 10, 2022 10:10 PM

i ' Refresh 14 RESULTS First <1 Last
EXTERNAL UNIQUE ID USERNAME FIRST NAME LAST NAME POSITION LOCATION
davidadams David Adams Clerical High Schaol
greg baldwin@vectersolutions com Greg Baldwin Administrator Central Office
nancybenefield Nancy Benefield Administrator High Schaol
taniacline Tania Cline Administrator Middle School

steve lyon@vectorsolutions.com Steve Lyen Administrator Central Offica
onwamu Oni Nwamu Administrator Central Office o
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The Completions by Employee report lists every user who has at least one completion in
the training site. The ‘From Date’ and ‘To Date’ filters can be altered to expand the report.
Click on the Run Report button to see the results.

You can export the report to an Excel file.

Completions by Employee

& Jan1,2022 Apr 10, 2022 ? [3+ Export Report

Library  All Course  All

All positions = RUN REPORT
at All Locations e

() Show E-Mail Address In Report

Apr 10, 2022 10:12 PM

- i Refresh 18 RESULTS First <1 > Last
Generated
EXTERNAL UNIQUE ID  USERNAME FIRSTNAME  LASTNAME  POSITIONS LOCATIONS ~ LIBRARY  COURSE VERSION  COMPLETE DATE
greg baldwin@vectorsolutions com Greg Baldwin Administrator Central WVactor Coronavirus Full Feb 25, 2022
Office Training, 101 - What Course
K-12 You Need to
Edition Know
onwamu Oni Nwamu Administrator  Central Vactor Coronavirus Full Feb 25, 2022
Office Training, 101 - What Course
K-12 You Need to
Edition Know
susanstrauss Susan Strauss Administrator  Central Vactor Crisis Full Feb 10, 2022
Office Training, Responseand  Course
K2 ParAuvara

The Completions by Time report lists all completions, regardless of whether or not the
assignment was mandatory.
e You can filter the report by date, course library, and course.
e You can include all users in your report by leaving All Positions and All Locations as
the selected group.
e You can select a targeted group of users by clicking on the Group icon.
You can also add your users' email addresses to the report.
e Click on the Run Report button to see the results and export the report to an Excel
file.

Training Compliance
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& Jan1,2022 Apr 10, 2022
Employees  All = RUN REPORT
f\pr 10, 202210113 PM  ~ pogresh 3 RESULTS
Generated
COURSE POSITION LOCATION DUE DATE # COMPLETED COMPLIANCE
Bloodborne Pathogen Exposure Prevention
Administrator Central Office Feb 28, 2022 1/15 6.67%
Mandatory Training
K, Crisis Response and Recovery
Administrator Central Office Feb 28, 2022 1n/15 73.33%
Mandatory Training
L Active Shooter
All Positions Vector Solutions Feb 16, 2022 0/195 0%

Mandatory Training

The Training Compliance report allows administrators to view the completion percentage for
all assigned training.

So if you generate this report, you'll be able to see the names of the assigned courses, the
group associated with the training, the due dates, the ratio of users who've completed the
training, and the completion percentage.

Assessments

& Jan1,2022 Apr 10, 2022 [2. Export Report

Publisher Vector Training, K-12 Edition © Course Coronavirus 101 - What You Need to Know © Version Full Course ©

Revision Date Oct 6, 2021 ©

Coronavirus 101 - What You Need to Know )
Full Course
COVID-19 is thought to spread mainly from: 2 v
Option Post Assessment
Person-to-person through respiratory droplets produced when an infected person coughs or sneezes 100%) 2
Correct Answer y

Touching a surface that has the virus on it and then touching their own mouth, nose, or eyes 0% 0 :o

The Assessments report is where you can select a specific course and see the percentage
of users who selected each answer from the assessment's questions. The report will populate
when you select your filters. You will:
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e Select the course you want to see assessment details for.
e Select the course version and revision date.

Once the report is populated, you can scroll down and see the percentage of users who
selected each answer in the assessment.You can export this report to Excel by clicking on the
Export Report button.

- The Assessment Improvement report is run exactly like the
] [ Assessments report. The difference between this report is that
S . it also includes data from the Pre Assessment that is taken
before starting the course. Then it compares the
pre-assessment answers to the post-assessment answers.
This report can also be exported.

Settings

The Settings feature is where administrators can manage email, login, and training plan
settings.
To locate Settings, click on the Settings icon in your navigation menu.

Emails Login Page Training Plan Certificate
Emails
ADMIN Automatic Assignment Reminder 9 @
Emai
Email Reminder Interval Limit Email To Group

Enable 2k v e
Dashboard
Training Plans The first tab you'll land on in the Settings section is Emails.

This is where you can activate the email reminders that will
go out to users who have assigned training.
e Emails will be generated within 24 hours of activation. You
should make sure your training plan is completely set up
Courses before you activate the email reminders.
e You can change the email reminder frequency by clicking
on the Email Reminder Interval dropdown.
e And you can also have the email reminders go to a specific
group of users by clicking on the group icon and selecting
@ Settin the position and location the users are associated with.
gs . X
e |f you want the email reminders to go out to all users who
have assigned training, keep the group set at All Positions
Help and Al Locations.
e You can see previous emails that went out by clicking on
the Sent Log button and viewing the details.
e You also have the ability to customize the email reminder
template.

Employees

Reports
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Custom Email

() Subject [ Include Training Plan

SafeSchools Training

Normal B I

(=
11
11

Hi {firstname},

{sitename} is using {safeschools} to offer training courses enline for your convenience. Follow these
easy steps to complete your {sitename] safety training requirements:

<b=Using your web browser, Go to the following {safeschools} website for {sitename}:</b> paste
the training site link here

<b>ENTER YOUR USERNAME:</b> {username}

<b>YOUR PASSWORD 1S:</b> TYPE IN PASSWORD COMBINATION

When you turn Custom Email on, you'll see the default email template appear.
e You can preview the email, rename the Subject line, and adjust or completely change
the email body.
e |f you want the names of the assigned courses to appear in the email reminders, turn
on the Include Training Plan option.
e Hit Save when you're finished making changes then preview your custom email.

Automatic Report Emails Attached Report Limit Email To Group
Incomplete Assignments hd =
at --
Enable

e If you want a report of all the incomplete assignments emailed to you on a monthly
basis, turn on the Report Email option.

e |[f you want to see incomplete assignments from all users, click on the Limit Email
option and select All Positions and All Locations. Or you can select a specific group of
users.

e These monthly emails will go out to full administrators and report only administrators.
Hit Save when you are finished making changes.

Login Page
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Details Welcome Message ) Default

The safety of our staff and students is of utmost importance. That's why we're pleased to offer the Vector
Training, K-12 Edition to our employees. We're confident you'll find these courses to be informative and
helpful towards maintaining a safe learning environment.

A

Help Message ) Default

This is a help message

The Login Page tab allows you to adjust the default Welcome Message that is displayed on
your Vector LMS site's login page.

e This tab also gives you the option to add a custom help message.

e Your custom message will appear on the left side of your login page.

e The help message will display when you hover over the question mark icon.

Training Plan

District Lock Set )

Recent

Use Group Training Plan Locks

Assignment Categories +

Create

Mandatory Training

 Required + Reportable

Suggested Training so0

The Training Plan tab is where you can lock your training plan and create custom training
categories.
e Locking your training plan prevents other admins from making changes without leaving
their name and a reason why.
o You can also view the recent lock history by clicking on the Recent button.
e Assigned training is grouped under Categories. The default categories are mandatory
training and suggested training.




L 7 /’ .
"o;’ VectorSolutions:

You can edit the category names by clicking on the three dots to the right.

You can click Create to add additional categories.

When you create a new category, you'll add a name and description.

You'll also select if you want the category to be considered required training,
and if you want the courses associated with that category to appear in reports.

o O O O

Certificate

Details ® Certificate of Completion

pppppp Vector LMS Training

Upper Left Corner Default  Upper Right Corner Default

The Certificate tab is where you can add the main coordinator name to the certificate. You
can also add details to the upper left and right corner of the certificate. After making your
changes, hit Save and preview your certificate.

Help Resources

To access our Support Center, click on the
ADMIN Help icon in your navigation menu. Our
support center includes articles, user guides,
and tutorial videos that will help you navigate

= and manage your Vector LMS site. You can
(v») Dashboard use the search bar above to look for specific

resources in the support center or you can
- click on one of our main categories and

|L Training Plans browse through the resources that are

associated with it.
=" Employees

¥ Vector LMS ¥ Vector Training

(>)  Courses

What can we help you with?

FH Reports

Welcome to Vector LMS & Training Support

. sateColeges,
Getting Started Administrator Support

e
e x|

{6}  Preferences

[ () Help ]
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If you are unable to find the answers you are looking for in our support center or need
additional assistance, contact our support team using the options below. We’re available from
8:00am - 6:00pm Eastern Time, Monday-Friday.

1. Submit a support case by scrolling down to the bottom of your support center page,
and clicking on the Submit Support Case button.

Still Have Questions?

Submit Support Case

2. Live Chat with a support rep during business hours by clicking on the Chat with an
Expert image on your support page.
3. Call us at 1-800-434-0154 Ext. 3

We look forward to serving you!




