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Introduction 
You may have courses on your platform that contain a self-assessment activity.  The self-assessment 
activity allows employees to log any issues with their workstations.  These issues can be tracked and 
any resolutions logged on your Health & Safety e-Learning Platform. 

How to access employee self-assessments 
There are four ways you can access an individual’s self-assessment: 

Method One: The Actions list 
You can access a list of users with unresolved issues via the Actions list (Administration > Actions 
list) 

 

Figure 1 - The Actions List on the Administration Block 

The Actions List will display a list off all users with outstanding self-assessment issues.  Clicking on any 
of the red “Please resolve the issue” links will take you into that individual’s self-assessment. 
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Figure 2 - The Actions List 

 

Method Two: The Dashboard 
You can access a list of unresolved issues via the “Issues overview” report on the Dashboard by 
clicking on the number in the “Open” column. 

 

Figure 3 - The Issues Overview section on the Dashboard 

This will take you to a self-assessment overview report, filtered to only show unresolved issues. 
Clicking on any of the “Unresolved” links will take you to that individual’s self-assessment. 
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Figure 4 - The Issues Overview report as viewed via the Dashboard 

 

Method Three: Self-Assessment Reports 
Individual self-assessments can be accessed via two self-assessment reports: “Overview” and 
“Assessment Attempt”.  Both reports can be accessed via the self-assessment section of the reports list 
(Administration > Reports > Self Assessment). 
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Figure 5 - Self-assessment reports on the Administration block 

The self-assessment overview report can be filtered to show only unresolved issues by clicking the 
“Show more” link in the Filters box and selecting “Unresolved” in the Status drop-down.  On the 
resulting report, you can click on any “Unresolved” link to access that individual’s self-assessment. 

 

The assessment attempt report displays a list of all submitted self-assessments.  The number of 
unresolved issues can be found in the “Resolved” column.  Clicking on the links in that column will take 
you to that individual’s self-assessment. 

 

Method Four: Notification Emails 
You may have configured email notifications to alert administrators or managers to outstanding issues.  
These emails will contain links to the self-assessment activity. 
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Figure 6 - A notification containing a link to a self-assessment 

 

Resolving Issues 
Once you have accessed an individual’s self-assessment you can comment on or resolve any open 
issues.  Each open issue will contain three links: 

• Help: Self-help advice to assist the employee in resolving their own issues 

• Add comment: Make a comment on the issue that is visible to you, the employee and the 
employee’s manager 

• Resolve this issue: Make a comment and mark an issue as resolved 
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Figure 7 - Self-Assessment "Resolve issues" screen 

 

You can resolve an issue by clicking on the Resolve this issue link, entering a comment and saving.  
The issue will now be marked as resolved.  It is important to log any interaction with the concern since 
this creates a solid trail for auditing. 
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Figure 8 - Commenting on and resolving an issue 

Once an issue has been marked as resolved it cannot be reopened. 

 

Figure 9 - A resolved issue 

 


