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Roles Defined:
There are three roles used on the Enterprise platform, they have different uses and levels of
permissions.

Employee: The Employee is a user that is only on the platform to undertake training, they have no
access to any reporting or administrative applications.

Manager: This role is given to any user with responsibility for resolving the issues raised in self-
assessments of the users assigned to them, ensuring that these users also comply with the
organisation’s health & safety training requirements. This could be a health & safety coordinator, line
manager, department head, etc.

Company admin: This role is given to any user who should be able to add, edit, activate or deactivate
users; enrol or revoke course enrolments; assign roles to other users; manage repeat training and self-
assessment settings; manage e-mail notifications; run reports; and resolve the issues raised in self-
assessments. A Company Administrator can assign roles to other staff members.

Roles explained
This is a brief overview of what each role can do and see when logged into the Enterprise platform.

Capability Employee Company Manager Company Administrator
Undertake training and assessment Yes Yes Yes
View own training progress Yes Yes Yes
View training progress of others No Only for staff they are Yes
responsible for
View own self-assessment records Yes Yes Yes
View self-assessment record of others No Only for staff they are Yes
responsible for
Resolve own self-assessment issues Yes Yes Yes
Resolve self-assessment issues of others  No Only for staff they are Yes
responsible for
Manage user status No No Yes
Manage user roles No No Yes
Manage user enrolment No No Yes
Manage user records No No Yes
Manage global platform settings No No Yes
Undertake training and assessment Yes Yes Yes
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Employee

An employee can login and undertake training, they have no admin rights and will only be able to see
the training that they have been enrolled onto by a company administrator. Shown below is an example
of an employee that is enrolled onto the Display Screen Equipment, Manual Handling and Fire Safety

training:
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You are logged in as Edgar Allen Poe (Logout)

Health & Safety E-learning Platform

My courses

Display Screen Equipment

Launch course °

Manual Handling

Launch course (>}

Fire Safety

Date completed: 02/11/2015
Reset date: 01/11/2017
Get your certificate

)

Not yet started

Q

In progress

'

Complete

A 4

Search courses:

Training for computer users in how to set up their workstation to
prevent injuries or ill health including an interactive risk
assessment to identify and address hazards in current workstation
environments.

Manual handling principles including the safe handling of items in
the workplace.

iy Fire safety awareness training for all employees to reduce the risk

of fire and to leam how to escape safely in the event of fire.
Steps Required: Two

Time Required: 20 minutes
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Company Manager

When a person with the company manager role logs in they will see any courses that they are enrolled
on and information regarding the employees that have been assigned to them.

Along with their own training Managers can see:

o Course completion Overview — This is a breakdown of how many users are enrolled onto the
course and how many have completed and how many still need to complete.
e Issues overview — This is an overview of the number of issues have been raised in the DSE Self-

assessment and how many still need attention.

e Administration block — A Manager has reduced administration rights, they can view users and
completion data along with any Self-Assessment issues raised.

Shown below is an example of a Manager that is enrolled onto the Fire Safety training and has
employees assigned to them on the Display Screen Equipment and Fire Safety training:
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You are logged in as Svlvia Plath (Logout)

Health & Safety E-learning Platform

Course completion overview Administration olal
Users Complete  Outstanding Dashboard
Fire Safety 3 1 2 Users
Display Screen Equipment 3 1 2 Accounts
Reports
Course completion
Learning package
. Quiz Reports
Issues overview
Self Assessment
Closed Open Message history
DSE Self Assessment 24 18 Actions list
Assessment profile
18
2 Days issues
?\, have been
a open
o0 0o 0
<7 714 14.21 21-28 28+
My courses
Fire Safety Not yet started ] Fire safety awareness training for all
= employees to reduce the risk of fire
and to learn how to escape safely in
the event of fire.
Steps Required: Two
e ° Time Required: 20 minutes
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Company Admin
A person with the company admin role will see any courses that they are enrolled on and will also see
information regarding all the employees that have been uploaded to the platform.

Along with their own training Administrators can also see:

e Course completion Overview — This is a breakdown of how many users are enrolled onto the
course and how many have completed and how many still need to complete.

e Issues overview — This is an overview of the number of issues have been raised in the DSE Self-
assessment and how many still need attention.

e Issues open by Manager — This is an overview of each manager and how many Issues are
assigned to each and how many are still un-resolved.

e Administration block — An Administrator has full administration rights, they can view and edit
user’s information, they can upload new users, report on various information and control the
notifications and repeat training settings.

Shown below is an example of an administrator that is enrolled onto the Fire Safety training and has
managers with employees assigned to them on the Display Screen Equipment and Fire Safety training:

You are logged in as Oscar Wilde (Logout)
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Health & Safety E-learning Platform

Course completion overview Administration B@
Users Complete  Outstanding Dashboard
Fire Safety 7 | 6 Licenses
Display Screen Equipment 7 4 3 Users
Accounts
Browse list

Add a new user

Upload users

Upload pictures
Closed Open Download list
DSE Self Assessment 44 51 Cohort

Cohort associations
Assessment profile Issues open by Manager Permissions
51 Assign roles

eneger 0u§stand|ng Reports
Days issues paSLEY Course completion
have been Leo Tolstoy 29 Learning package
open y
0 0 0 0 Sylvia Plath 13 Quiz Reports
<7 714 14-21 21.28 28+ Self Assessment

Message history

Issues overview

Quantity

Settings
Global settings
! Fire safety awareness training for all Manage notifications
employees to reduce the risk of fire Repeat training
and to learn how to escape safely in
the event of fire

My courses

Fire Safety Not yet started

4

Actions list
Bulk reset
Steps Required: Two Help docs

Launch course ° Support

Time Required: 20 minutes
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Local Administrator
There is one final role that can be added to your platform on request.

The local administrator role allows for selected users to be given access to reports for specific courses
and/or locations only. For example:

e Local Administrator Matthew Jones can only see reports concerning the Display Screen
Equipment training at the London site.

e Local Administrator Emma Smith can only see reports for Manual Handling, Display Screen
Equipment and Fire Safety training at Edinburgh and Cardiff sites.

More information about the local administrator role can be found on our help portal here:
https://britsafesupport.zendesk.com/hc/en-gb/articles/360000204794

Assigning Roles to Users
Instructions for adding and removing the company admin role can be found on our help portal here:
https://britsafesupport.zendesk.com/hc/en-gb/articles/360000190253
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