How to Group Search

Training Records
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1. WHAT IS GROUP SEARCH? 2. WHEN SHOULD | USE IT?
Group Search allows approved users to " i
search Actsafe training records for 1 St E =
multiple, specific Industry Professionals at
the same time, instead of each person Support (SIEE Gl S I U e D
S Run readiness entire crew department Diligence
individually. Users upload a completed . .
Excel template into the Training Matrix i sl sl aea
Summary Report. The LMS identifies records recordsfora  records for a process fo
. . . T before work production specific help verify
mo’rchlpg users .ond dlsplqys their training begins crew department raining
record information for review. information
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3. WHY IS GROUP SEARCH USEFUL
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Saves time Reduces manual Works across Creates a more Makes planning
checking effort and data unions, roles, consistent and easier
multiple training entry organizations accurate
records reporting process
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4. WHO CAN USE IT? 5. HOW TO GET ACCESS
At this time, group seorc;h is ovglloble to a) Request access through Actsafe by
approved users only. This may include emailing info@actsafe.co
employers or authorized representatives ]
who have been granted access fo group b) Actsafe will review and approve your
search fraining records for specific Industry access, which may include follow up
Professionals. instructions
c) Begin using training record group
search feature
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/6. HOW TO PERFORM A GROUP )

SEARCH?

Access must be granted for the group search
feature; Also, you can find our demo video
here

U Login to Actsafe’s LMS
0 Go to Admin > Excel Reports

Q In the Select Report drop down menu,
choose the “Training Matrix Summary
Report”

O Beside the Users field, select Upload Users
0 Download the User List Template

a Complete the template with available
identifiers such as first name, last name,
email, employee ID, or username

d Save the file in an accepted format such as
Excel or CSV

U Upload the completed template

Q Select any additional report data column
desired for the report

a On the bottom right, select Run Report and
download the report once completed

/7. UNDERSTANDING YOUR RESULTS

User Column - Matched users will
appear in the User column

Additional Data Columns - Additional
report data selected will appear in
subsequent columns (e.g. role, email,
company, etc.)

Course & Training Columns - Courses
and trainings will each have their own
column within the report

Training Records - User training records
will be identified in each cell of the
report and colour coded

@ Green - Requirement met
Orange — About to expire
@ Red - Requirement not met

. Purple — Grace period

Grey — Optional requirement
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8. COMMON ISSUES 9. NEED HELP?
» Users not found — check spelling or > Watch the Group Search Video
required information
+ Missing information — Ensure at least one info@actsafe.ca
identifier is entered —
« Upload errors — check the file type @ 604-733-4682
* Multiple possible matches — Review the
results carefully, all qualifying users will be
included (e.g. multiple accounts with
same name) )L )
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