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The Basics
Online courses give transportation supervisors, trainers and coordinators a lot of power
and flexibility. With the ability to add and delete users, reset passwords, view progress,
issue group assignments and download in-depth reports, you can see how online
courses can prove to be a valuable tool.
With online courses there are going to be 2 main roles. A group leader who oversees
the administrative side of the group. And the Students; who are taking the online
courses and who the group leader oversees. When signing up for online courses, both
roles will be lumped into a single group.

Roles
A GROUP LEADER is someone that will oversee the administrative side of the online
courses. Group leaders are typically transportation supervisors, trainers, coordinators
and more. In some instances, a school bus driver can even act as a group leader. There
can be more than 1 group leader assigned to a group. (However, prior agreement on the
amount of group leaders allowed will be determined before accessing our online
courses.) Group leaders will have their own unique login information and will be able to
access student information that the students cannot see.
STUDENTS make up all of the participants enrolled or enrolling to take the online
courses. Students are typically school bus drivers, trainers and even individuals training
to become a school bus driver. Each student will have their own unique profile. This
includes their own username and password. Students will be able to login, watch videos
and take the accompanying quiz. Student progress is updated as they journey through a
particular course.
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Understanding Courses and lessons
As a group leader of online courses, it will be good to familiarize yourself with the
functionality of it. First of all, the online courses is designed to be user friendly for
everyone that will be accessing it. You can always find our online courses here...https://
courses.safetyvideos.org/ Once your go to our courses website you will notice the black
menu bar running across the page (for mobile devices, there may be an alternative
menu bar that you will have to select to bring up the list of menu items). This menu is
always accessible and will get you to where you need to go. You will need to login using
the login credentials you have been assigned.
The menu looks like this BEFORE logging in....

And this is what it looks like this AFTER logging in. Below is a description of what each
menu item will take you to in the picture below...
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Overview of Administrative Access
As mentioned, the group leader will have administrative access to perform several
operations and be able to view student progress. Once you have logged into the site
and have clicked onto the ‘group administration’ menu option you will see this page.
THIS IS WHAT THE FRONT END OF GROUP ADMINISTRATION LOOKS LIKE...
The arrows will give you an explanation of their functionality
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THIS IS WHAT THE BACK END OF GROUP ADMINISTRATION LOOKS LIKE...
The arrows will give you an explanation of their functionality

The front end is designed for group leaders to have quicker access to everything the
back end provides. The front end also gives more options for user control. The back end
is primarily used for detailed spread sheets, user bio’s and more. We suggest that you
take the time to familiarize yourself with the different functions and user controls on the
administrative side.
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Registering New Users (Initial Setup)
When your organization has signed up for online courses, there will be a short
registration process to go through. Video Communications handles the initial set up of
group leaders. The reason for this is because a code must be generated that will
lump ALL group leaders AND newly registered students into a single group. This is
how the administrative managing and data compilation is even possible.
Once A group leader has been established for an organization, Video Communications
will send an email to the group leader detailing their login credentials. WITHIN THE
SAME EMAIL will be a template. The group leader will copy and paste the information
provided in the template and email it to ALL enrolling students. Remember, this is
important because the template will include the registration code necessary for all
students to register and be assigned to that specific group. The registration
process for students is fairly simple and the steps will go as follows:
1) Students receive the email from the group leader containing the registration
code. A link is left for them to visit our registration page and enroll. Students only
have to fill out 5 fields on the registration page.
2) Students will fill out their first name, last name and email address. They
will create a username and they will input the registration code supplied to
them in the email sent by their group leader.
3) Once that is completed they will get a notice saying to check their email.
They will get an email with a link that directs them to create their password.
(school email filters may read this as spam, students should check junk/spam
folder if email does not show up in their inbox) Once they create their password,
they have completed the registration process.
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Viewing User Progress
Viewing individual and group progress can prove to be essential for making sure
students are staying on track. There may be several instances where you would want to
check student progress. There are a couple of ways to do this.
On the front end administrative side you should scroll down to the ‘enrolled users’
section. Under the ‘Enrolled Users’ section, you will find a list of the users enrolled in
your group. You can click on the corresponding ‘In Progress’ button to a particular user’s
name. (see pic below)
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After clicking on the ‘In Progress’ link, the user’s progress will show up...

On the back end administrative side you would click on the ‘List Users’ link. Under
the ‘List Users’ section, you will find a list of the users enrolled in your group. You can
click on the corresponding ‘Report’ button to a particular users name.
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Once a users report has been opened, it will show the courses they are enrolled in.
When you scroll to the bottom of the page, you will find the progress of each course
started and test results. You can click on the ‘statistics’ link to see in depth results,
including correct/incorrect answers. (see pic below)
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Editing Student Information
There may be times when you will need to edit student information. Wether it is a
correction in their name or they had to change their primary email address, this
functionality allows you to make that correction quickly. To do this, simply click on a
user’s name from the ‘Enrolled Users’ section on the front administrative page. The
following box will pop up...

Only change user information if NECESSARY. Also, be sure to click on the ‘Updated
User’ button anytime you make a change to apply the changes that were made.

10

Removing a User
There may be several instances in which a group leader may need to delete a user. The
great thing about this feature is that if a user is deleted, that ‘seat’ becomes available for
another user. To delete a user, scroll down to the ‘Enrolled Users’ section of the front
administration page. Find and select the user that you want to remove. Then click on the
‘Remove User(s)’ button that appears once a user is selected.

A dialogue box will pop up confirming the deletion of the user.

Click on the ‘Remove User(s)’ button in the dialogue box to remove the user from your
group’s enrollees. NOTE: Once you confirm the deletion of a user, it cannot be undone.
Once that user is removed, that seat will automatically be available to be filled by
another student.
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Adding a New User
You may need to add a new user for several reasons. Perhaps to replace a user that
has been deleted. Or maybe someone was a little late registering. In any event, this is
also something that group leaders can do.
Scroll down to the list of users under the ‘Enrolled Users’ section. Click on the ‘Users’
drop down menu. Click on ‘Add one’ when adding an individual user, or ‘Add Multiple’
when you want to add more than one user at once. (see pic below)

.
A pop up box will come up. Enter the new user’s first and last name. Enter a valid email
address for that user. Then click the “Add User” button. (see pic below)
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If they are added successfully, you will see the following dialogue box.

The added user will then get an email showing their login credentials. (see below)

The new user is automatically entered into your enrolled users. NOTE: Once a new user
is added, it will take away from the number of available seats to you.

13

Adding a New Group Leader
Sometimes larger organizations need more than one group leader. Or sometimes a
group leader may need additional support with tracking. Existing group leaders have the
ability to add additional group leaders to their group. NOTE: We do limit the amount of
group leaders to a pre determined agreement.
First, you would want to scroll all the way down the front end administration page and
click on ‘Add Group Leader’

This will open a pop up box that will have you enter the new group leaders first and last
name, as well as their email address. Then click on the ‘Add Group Leader’ button to
add and allow that person to have the administrative access.
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The new group leader will receive an email with their login credentials.

Keep in mind that if the new group leader is already a student, their first and last name
will not be changed, but the existing user will be added as a Group Leader.

The new group leader will now show up in the list of group leaders.
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Removing a Group Leader
You also have the ability to remove group leaders. To do this, you would mark the box
next to the group leader you want to remove. Then click on the ‘Remove Group
Leader(s)’ button.

A pop up box will appear asking for confirmation to remove the group leader. Once you
confirm, the group leader will be deleted from the list.
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Issuing a Password Change
There may be an instance in which you may need to assist a student with a password
change. This is fairly simple to do.
Navigate to the enrolled users list and check the box next to the name you want to send
a password change to. When you do that, a set of options will appear. Simply click on
the ‘Send password reset’ button to automatically send that student an email to reset
their password.
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Overriding Student Progress
It is important to understand how to override student progress for a number of reasons:
If a student forgets to click the ‘click here to continue’ button, after they take a quiz, their
progress will not be registered. If a technical issues arise such as a freezing computer,
or if there is a minor bug in the system....As you can see, there can be a variety of
reasons for overriding student progress and marking a lesson as being completed.
On the BACK END of course management click on ‘List Users’

This will bring up all students in your group. Next, click on the ‘Report’ button next to the
name of the person in which you want to edit progress.

That will bring up that particular user’s profile. It will show all of the courses they are
enrolled in. Towards the bottom of the page, you will find the ‘Course progress details’.
You can navigate to the course that contains the lesson in which you want to override
progress. Then click on ‘details’.
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Clicking on ‘details’ will bring up the list of lessons contained within that course.
(see below)

If you want to mark a lesson as complete, simply checkmark the box next to the name of
the lesson you would like to mark as being completed. You can do the same thing with
the quizzes by clicking on the arrows next to the check boxes.

Once you have selected the lessons and quizzes that will be marked as complete, be
sure scroll to bottom of the page and click the ‘Update User’ button. This will update the
progress on the students end and mark the test and/or lesson as being ‘completed’.
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Group Email Options
Group emails are a great tool to have to issue assignments and/or instructions to
students. You can send a group email from the front or back end administration.
The front end has more control to send emails to selected group users depending on the
status of their progress. Simply navigate down to the ‘Enrolled Users’ section. Select
‘Email Users’ from the drop down ‘Users’ menu.

This will open your email compose box. That is where you will be able to email users
based on their course progress. You can select/unselect the appropriate boxes for the
users in the group that you would like to email. Add the email subject and type out your
message then click the ‘Send’ button at the bottom of the page (see next pg)
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To send a group email from the back end administrative side, navigate to the back
end. Click on ‘List Users’. Then click on the ‘Email Group’ tab.

Simply enter the message subject and input your message. This will allow you to send a
message to ALL users at once. This does not have the ability to filter by course progress
like the front end does.
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Viewing Quiz Statistics
There may be times when you need to check quiz statistics. For example, if a user fails
a test numerous times and the group leader wants to see the incorrect questions so it
can be addressed, they can check out the students’ results at a quick glance.
First, go to the BACK END administrative side. Then click on the ‘List Users’ link. This
will bring up the entire list of users within your group. Select the user you would like to
view and click on ‘Report’. This will bring up the users progress profile and more. Next,
scroll down until you see the quizzes that the user has taken and click on the ’Statistics’
link next to the quiz you would like to view.

After clicking on the ‘Statistics’ link, it will open to the information associated for that user
and that particular quiz. You will be able to see in depth information which can be a
valuable tool to have. You can click on the ‘view’ link to see the question results
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Generating Reports
In addition to tracking progress and individual reporting, you will have the ability to
access and download in-depth reporting. This can be done in a variety of different ways.
And just like most controls with online courses, the front end will give you more power
and control.
On the FRONT END administration page, you would scroll down to the ‘Enrolled Users’
section. There will be a drop down menu on the right side which reads ‘Reports’.

You can click on ‘Reports’ to bring up your report options.

We will use ‘course’ from the pull down menu for this example.
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You can use the drop down menu to select the course you want to look at.

Once the course has been selected, it will open up to look like this...
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You can download all this information by clicking on the ‘Export CSV’ button. This
information then will be available to import into a spreadsheet such as Excel.

There are many ways to export data. You will be able to do the same for reports on
quizzes and more. This feature is so you have a paper trail of accountability by students.
Exporting data on the back end is going to give you bulk data on progress, tests and
more. To export data from the BACK END administrative side, you would click on either
the ‘export progress’ or ‘export results’ link.

Clicking ‘Export Progress’ will export a CSV file that can be downloaded and sent to a
data entry program or spreadsheet. This will export ALL enrolled users, their current
progress, course progress and more.
Clicking the ‘Export Results’ will make available data on ALL enrolled users. This
includes courses that have been passed, quiz statistics and more.
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