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Steer Toward Safety™

Please read before proceeding:

Thank you for your partnership!

Before you begin to explore the site, please take note of the “x” next to the drivers names or
training assigned. If you click on that “x”, the driver or training will be inactivate. | ask that
you take caution before hitting an “x”.

If your drivers need assistance, please have them contact Customer Care at
iInfo@drivingdynamics.com or 302-607-7222 ext. 100.

Safe journeys!
Tracy

Proprietary and Confidential . ©2018 Driving Dynamics Inc. All Rights Reserved . Center for Transportation Safety and DrivActiv are service brands of Driving Dynamics. Trademark(s) belong to their respective owners.



mailto:info@drivingdynamics.com

Steer Toward Safety™

o Search for a Driver oo
B acos [\ DemubeNet] Do \ i G oo o " BN Contisihos Bass P o . ® T L
ﬂ.; Structure
SRk || 8 Amign || 8 QuickMuage | || Tttt lmpoilit & Dowmlosdlit = & CreseMember Transfee Reactrate Memsber
Log into the admin website at: i
www.drivactiv.com/umbraco
Step 1: Click on the Search tab ""o' »u— - = ;,.,.,..m -_ , I

Step 2: Enter your search criteria. You can
search for a username, driver name, email
address or (Mall drivers by client

Q Search

Step 3: Hit Search —~
tnchue mactive tl Note: If you would like to
include inactive drivers, check
this box +—F—nics. Trademark(s) belong to their respective owners.
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Steer Toward Safety™

Search by Client — All Drivers

Step 1: Click on “+” to open side panel with Org and
Divisions

Step 2: Expand Org to display Divisions.

Step 3: Click on the house next to the Division you would
like to use for the search. This will create the check next
to the Division name. If you would like to search at the

Organization level, you can click on the house next to that

level to select that Org and all Divisions under it

Step 4: Hit Select

Step 5: Hit Search
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Steer Toward Safety™

Assigning One-Off Training

Step 1: Start with finding the driver using
the steps to search for a driver

Step 2: Once you find the driver, check the
box next to his name

Step 3: Click on the Assign tab and

Step 4: Select Lesson in the “Select
Assignment Type” field
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Search  Advanced
Login Q Search
X Clear
Name tony caldwe
Email
Structure | TCaldwell Demo + x
Include Inactive
uLiure
valid
nvalid
Manager ;ue Users Queues
QSearch W Amgn ®QuickMestage  # Uploadlut  Wlmpornlat  ® DownmloadList & Create Member  ® Transfer Reactivate Member
Affiliate Organization Division Status  First Last Login Name Emall Password Created Lastlogin  Unit Empioyee User User User User User User
Name Name Number id Defined Defined Defined Defined Defined Defin
1 2 3 2 s 6
Driving Dynamics Driving Dynamics TCaldwell Demo  active  Tony Caldwell tctest@®test.com tctest@test.com DrivelSN9S 2018-09-24 2018-09-24
Q | Driving Dynamics Driving Dynamics TCaldwell Demo active Tony Caldwell tony.caldwell tctest@test.com 12345 2018-06-24 2018.09-24
Create Assignment
Select Assignment Type Lesson v
Project

0

Safety Tip
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Steer Toward Safety™

Assigning One-Off Training - Cont. e

Step 5: Click on the green Add Lesson button. This will pop
open a window on the right with the libraries you have a
access to.
@
= e DY
Step 6: Select which library and lesson you would like to o
assign. — /
To choose the lesson, click on the house icon and this will § feeEe s me—— e [l
turn into a check mark. L : - |
Note: you can select more than one lesson C [ |
§ et O aoongcee - [~ |
Step 7: Hit Select L

This will then display the lessons you have selected.
If you want to remove any of the lessons selected, click on
the red X to remove that lesson
ASewrct W Asmpy  ® Quck Mesage # Upload Last B import L 4 DowslcadLet L Cresse Member & Tramsfer Reactrane Member

Hit Next -

Step 8: Enter the date parameters for each lesson.
Hit Next.
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Steer Toward Safety™

Assigning One-Off Training - Cont.

Step 9: On the next screen you can preview who is being
assigned the training.

Hit Next

Please note: If you hit the gray X next to a driver’s name, you will
exclude that driver from the training.

Step 10: On the next screen you can preview what is being
assigned and the start and end dates of each lesson

Hit Save
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Create Assigment

+ Add Leamer

Name

QSearch  WAmigr  ® Quick Message

Create Assignment

B esvy Duty suvoiding Collsions Whle Changing Lanes

Library/Project Lesson

i Heavy Duty Avoid

i Heavy Duty Avoiding Collisions While Backing
M Seavy Duty Driving After Daric Avoiding
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Steer Toward Safety™

How to Determine if a Driver Completed Training

The following instructions are used to look up individual driver completion status. If you want to see all driver statuses, you can also run the All Training report.

Step 1: Use the Search driver instructions previously discussed

Step 2: Click on hyperlink on the drivers Login Name to bring you
to their profile page

Step 3: Select the Assignments tab

Step 4: This will display any training assigned and the status of
that training
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Structure
Manager ouzs Users Queues
Q Search § Assign & Quick Message 4+ Upload List @ Import Lis + Download List 4 Create Member # Transfer Reactivate Member
Affiliate Organization Division Status First  Last Login Nam Email Password Created LastLogin  Unit
Name Name lé Number
Driving Dynamics  Driving Dynamics TCaldwell Demo active Tony Caldwell tony.caldwell tctest@test.com 12345 2018-09-24 2018-09-24

Structure

Caldwell, Tony 0
Properties Division ASS\S*‘I

ents

UserName jwell
perti vision  Assignments
<
Name Division oject/Libra Les tart En Status
1 Demo A . Breakd fet completed x
1 Demo Account gl Avoidin L e Backing and Parkir Incomplete x
1 Demo & T D y Next o Large ot started x
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Steer Toward Safety™

Running A Report

Step 1: Click on the ellipsis next to your Organization Name or Division 0 B Create Organization
@  Your Organization e ) Reload
=i Division A ®  Activate/inactivate
r & Division B
Step 2: Select Report = I sort
» & Division C
#f  Report e
*®  Delete
Step 3: Select the report you want to run R
<)  Reload

Reports

e All Training

Al lessons regardless of current status, including assigned, started, test passed, failed, and lessons expired

Assigned Training

Lessons that currently have started oF NOt sTarted status but excuding lessons passed and lessons

Completed Training
Lessons have test passed sTatus

Training Started

Lessons have been started, not yet have passed lessons

Training Not Started

Lessons have ot been started, but Nave Not expired

Expired Training

Lessons have expired without being passed

Canceled Training

Lessons which have been canceled due to 3 learner being inactivated who still had uncompleted lessons, etc.

Mot Completed Training

Lessons which have been assigned but not completed, can be started or not, expired or not

Active Learner and User Summary

Count of active learners by division and managers and auditors by Affiliste, Organization, and-or Division

Active Learner Listing

Information on all active learners
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Steer Toward Safety™

Running A Report cont.

Structure
= Your organization or division in which you want the report to include

Structure "

‘Assignment Created' il oo > .
Step 4: Enter your parameters Begin ASS{gnment Created” Begin
“Assignment Created” End
See the description of each category to the right. = Date the lesson was added to the system. (This is not the Assigned
Assignment Created' Date for the driver)
End
Step 5: Execute to run the report Assgnmen Start o
Begn “Assignment Start” Begin
“Assignment Start” End
. = Driver Assignment Date
‘Assignment Start' End &
‘Assignment End' Begin o o . .
Assignment End” Begin
“Assignment End” End
‘Assignment End End = Driver Due Date
b
emoersats Member Status

= If left blank, you will pull active and inactive drivers

e N
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Steer Toward Safety™

Running A Report cont.

Step 5: After Executing the report, it will appear on your screen to
preview. You have the option to export it into Excel, PDF, or Word
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I 41 ofs b bl
All Training
Assignment Created Range
First thru Last
Assignment Start Range
First thru Last
Assignment End Range
First thru Last
Structure: TCaldwell Demo
Project Template: All
Library: All
Lesson: Al
Member Status: Active

Affiliate Name
Driving Dynamics

Driving Dynamics

Driving Dynamics
Driving Dynamics
Driving Dynamics
Driving Dynamics
Driving Dynamics

Driving Dynamics

DNrivinn Nunamirs

. =40

‘Organization Name
Driving Dynamics

Driving Dynamics

Driving Dynamics
Driving Dynamics
Driving Dynamics
Driving Dynamics
Driving Dynamics

Driving Dynamics

Nrivina Nunamics

Division Name
TCaldwell Demo

TCaldwell Demo

TCaldwell Demo
TCaldwell Demo
TCaldwell Demo
TCaldwell Demo
TCaldwell Demo

TCaldwell Demo
TCaldwell Nemn

Last Name

User Name
Joe |
Destin,
Adam
Core

Jefi.

Karer ="
SHERRY

Adam
Adam ™
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Steer Toward Safety™

TCaldwell Demo

Extending a Due Date for Training 4

Properties Libraries SafetyTips Project Templates Learners

STRUCTURE

1. Under your Affiliate name, 1

. . . g8 Driving Dynamics
2. Click on the Organization

. . . . B Driving D ' Save
3. Click on Division 28 Drving Dynanics Ed

. .. ... | Driving Dynamics (Division)
4. Click on the ellipsis next to the Division Name

Payment Model Subscription

& Demo Account

B Driving Dynamics Instructors 4

3 8 Tcaldwell Demo Ty

B Reamico-Telem

TCaldwell Demo

5. Click on Assignments BN O creote sssgnmens
[ Assignments

Upload Learners

Feedback

Activate/Inactivate

1+
=
“D  Reload
(O]
E

Report
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Steer Toward Safety™

Extending a Due Date — Cont’d

6. Select the Assignments by Member
tab

7. Enter the student’s name you are
looking for

8. Click on the pencil next to the lesson
you would like to extend

9. Adjust the new End Date (aka. Due
Date)
10. Hit save
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TCaldwell Demo

6

Assignments  Assignments By Merrﬁ]er
+add T Q <
Jame Project/Library Lesson Start End Status 8
1 Demo-All Library Examples  Safety Navigating Roundabouts Safety Tip 2019-03-20  2019-04-10  not started . %
i
L Demo-All Library Examples  Winter at the Wheel 2019-03-20  2019-04-10  notstarted 7 x
L Demo-All Library Examples  Distracted Driving The Decisions You Make 2019-03-20  2019-04-10  notstarted y %

Edit Assignment <Assig

Member / Lesson Dates

Jame

L

Jame Start Date End Date

Jemo-All Library Examples
9

Safety Navigating Roundabouts Safety Tip 2019-03-20 % Clear Date 2019-04-10 B % Clear Date
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Steer Toward Safety™

Sending a Quick Message to Drivers with Incomplete Training

Run a report to show the drivers that have incomplete
training. (See slide 11)
a. You can run the (Expired Training or Not
Completed)
Export report to Excel and save as a CSV file

1. Return to the Structure tab
Click on the Upload List
Choose the file

Upload XLS/CSV fil

®

Upload XLS/CSV

B wn
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