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Step 1. Obtain Administrative Login for SafeSchools
• Obtain from SafeSchools or SafeSchools administrator
• Access to Admin area required to create Custom Courses
• Choose Custom Courses placement with administrator

• TBAISD’s appear under Policy



Step 2. Become familiar with Home page
• Tabs commonly used are Courses, Data Management, Training Plan and Reports



Step 3. Click on Courses
• Click on Custom Courses to start process



Step 4. Click on New Course



Step 5.  Create Course Title



Step 6.  Creating Course
• Click on Policy
• Add Policy Item Title
• Click on I have a file to upload
• Add Minutes (time to complete course)



Step 7.  Upload training document. The document can be a PowerPoint or PDF.



Step 8.   Add Title Text to appear on the instruction screens. 



Step 9.  Preview the course
• Allows the course to be viewed as it will appear to staff



Step 10.  Select the course to Preview



Step 11.  Review the instruction screen and the completion instructions. Click on the course link.



Step 12.  Review the course for accuracy.



Step 13. Quiz questions can be entered. Click on question to start.



Step 14. Enter the Question and the Answers
• Enter correct and incorrect answers
• Answers can be set up in multiple ways, true and false, all of the above, or multiple choice



Step 15. Preview the Quiz for accuracy
• Notice the Quiz appears as a requirement
• The quiz can be printed from this screen



Step 16. Take the quiz



Step 17. Once the training course and quiz and ready, Activate the Course. 



Step 18. Set the quiz minimum to desired percentage
• Click on Courses
• Search for Course



Step 19. Click on Quiz Minimum, set to desired percentage



Step 20. Assign the Course to staff
• Course can be assigned to groups if set up
• Click on Data Management
• Search for staff, click on Username



Step 21. Click on Training Plan, click on green Plus Sign



Step 22. Click on Edit,  Enter information under Select a Course

• Search for Course
• Click on the Assigned Radio Button
• Click on Complete



Step 23. Click on the Assigned Radio Button, Click on Complete



Step 24. Set the Effective Date, Due Date and Expire Date, click on Submit



Step 25. Review the assigned Course for accuracy



Step 26. Tracking Completed Courses using Reports
• Click on Reports
• Choose the Report



Step 27. I use the Compliance by Person report the most
• Click on Reports
• Choose the Report
• Enter Required Fields



Contact Information

Gerald Sapak
Medicaid Coordinator
231 922-7866
gsapak@tbaisd.org

Michelle Baggett
Medicaid Leader
231 922-6430
mbaggett@tbaisd.org
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