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Also consult the STUDENT GUIDE


https://formation-enligne.ca/wp-content/uploads/UserGuide_Students.pdf

Become a group leader at webtrainingcanada.ca
Purchase a course from webtrainingcanada.ca

1. Visit webtrainingcanada.ca and select the desired course from the main
menu.

2. You will be directed to the course description page, which includes pricing.
Click PURCHASE FOR MY GROUP.

3. You will be directed to the shopping cart. Indicate the number of participants
in the QUANTITY box.

4. Update the subtotal by clicking UPDATE CART. The amount will be adjusted
according to the number of participants indicated and according to the
pricing displayed on the course description page.

5. Click PROCEED TO CHECKOUT.

Next, complete the order form. Please note that the email address entered will be
used to create your user account and you will be automatically assigned as a
group leader. If you already have an account as a group leader, you must make
new purchases from your account at webtrainingcanada.ca/login/.

@.T',‘,"’EB'TRA'”‘NG COURSES =  FAQ  LIBRARY ~ ABOUTUS  CONTACTUS  YOURACCOUNT v  LOGOUT  FRANGAIS =

DANGEROUS GOODS COMPLIANCE
WHMIS 2015 TRAINING
EXPORT CONTROL COMPLIANCE

ENVIRONMENTAL COMPLIANCE

PRICING

BUSINESS PURCHASE

1-4 participants 5-9 participants 10-19 participants 20+ participants

PER PERSON PER PERSON PER PERSON PER PERSON PER PERSON
"B PURCHASE FOR ME "B PURCHASE FOR MY GROUP



Cart

Product Price Quantity Subtotal

o BIO101 Shipping and transporting biomedical and infectious substances GROUP
- L] Group Registration

aad

Coupon code APPLY COUPON UPDATE CART

Cart totals

Subtotal

Total

PROCEED TO CHECKO

Once your payment is made, you will receive two emails from Web Training
Canada.

e The first emailincludes information to access your account.
e The second email includes your invoice.

FORMATIONS WEB

WEB-TRAINING

FORMATIONS WEB

WEB-TRAINING
~

Merci pour votre commande

Z & Bonjour. Votre récente commande sur Formations Web Canada a bien été
Bienvenue sur Formations Web Canada

traitée. Pour rappel, les détails de votre commande sont indiqués ci-dessous :

Bonjour Télécharger votre facture / Download your invoice : ici

Merci d'avoir créé un compte sur Formations Web Canada. Votre identifiant est Commande #30796 (2024-06-28)
Vous pouvez accéder & I'espace membre de votre compte pour
visualiser vos commandes, changer votre mot de passe, et plus encore ici

https:/formation-enli -compte/

Produit Quantité Prix.

Cliquer ici pour définir un nouveau mot de passe. SIMDUT 2015 Systéme d'information sur les

matiéres dangereuses utilisées au travail

1 $29.00
Formation-Web Canada (GROUPE)
Inscription de groupe:
Formations-Web Canada Inc.
8735 rue do Montbrun .
746 e de Moty Sous-total : $20.00
NEQ #1175455303
Emplol-Québec #0060001 §
T0001 | TVA : 1227511580TG0001 Reshise = 42900
formation-anligne.ca
Total : $0.00

Email #1 Email #2



Access your invoices

You can access your invoices under the YOUR ACCOUNT tab in the main menu at

any time.

® WEB-TRAINING COURSES ~  FAQ  LIBRARY ~ ABOUTUS  CONTACTUS  YOURACCOUNT ~  LOGOUT  FRANGAIS =
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MY INVOICES

Manage a group at webtrainingcanada.ca
Login to your account

After purchasing your course, click VISIT YOUR ACCOUNT at the top of your screen.
You can then manage your group.

Checkout

To consult your courses:

Q VISIT YOUR ACCOUNT

ORDER NUMBER: DATE: EMAIL: TOTAL:
31802 2024-09-19 .

Order details

Product Total

BI0O101 Shipping and transporting biomedical and infectious substances GROUP x 2

Group Registration: ¥
Subtotal:

Total:

You can reconnect to the site at any time by going to the
webtrainingcanada.ca/login/. Use the login information you received in the email
following purchase of the course.



Your account

From the site’s main menu, click YOUR ACCOUNT to find the following information:

The courses in which you are enrolled.
The certificates you have obtained.
The groups you lead.

PoObd=

YOUR ACCOUNT

Welcome to Web Training Canada!

Below you will see all the courses you are currently enrolled in, your completion status and any certificates you have earned with the completion of
YOUF COUFSes,

Note: Si vous ne voyez pas votre cours dans la liste, veuillez cliquer sur “Frangais” dans le coin supérieur droit de votre écran.

USER GUIDE | GROUP MANAGER USER GUIDE
YOUR COURSES
WHMIS 2015 WORKPLACE HAZARDOUS MATERIALS INFORMATION SYSTEM °
CERTIFICATES EARNED

Complete courses to earn certificates

SELECT A GROUP TO MANAGE BY CLICKING ON IT: 5

>
Group WHMIS 2015 Training GROUP - Users ion Left: 0 <

<

Associated Courses

* WHMIS 2015 Workplace Hazardous Materials Information System

v

Enrolled Users Enroll New User Report

Show [10 |users <

RE-INVITE REMOVE
a L> RE-INVITE REMOVE

Showing 1to 2 of 2 entries Previous 1 Next

The dashboard allowing you to manage the users in your groups.

From this dropdown menu,
you can select the group you
wish to manage.

A new group is automatically
added to the list each time
you make a group purchase.

The number of registrations
available is indicated here.

This is where you can see the
list of users in your group.

You can change this number
to display up to 100 users.

If you notice that a participant
has not started their training,
you can send them a reminder
by clicking REINVITE.



Register a new user

Click ENROLLED USERS in the group management dashboard. If this is your first
time logging in after purchasing the course, you will note that the list is empty.

a Enrolled Users Enroll New User Report
Show |10 .Users

No user is enrolled

BULK REMOVE

Search

If you need to take the training yourself, start by adding yourself as a user to a group
that you lead. Click ENROLL NEW USER and enter your first name, last name and
email. Then click SUBMIT. You should see the course appear in the YOUR
COURSE(S) section. Additionally, if you click on ENROLLED USERS, you will see that

you are now on the list.

Enrolled Users Enroll New User Report

CVNEIVESS it Upload Users

First Name Last Name Email =+ &

a SUBMIT




Continue by adding other users. They will be notified about their registration by
email. If the added user’s email is already linked to an account at
webtrainingcanada.ca, they will receive an email informing them about their
registration for the course and they can access it by logging into their account. If the
user does not have an account at webtrainingcanada.ca, they will receive an email
informing them about the creation of their account and indicating how to login to
the site to access their courses.

FORMATIONS WEB

WEB-TRAINING

i

(X

2)
An invitation email is sent to
Invite on Formations Web
each new user.
Hello
Your account has been created on Formation-Web Canada. Please find login Th e e m a i l is b i li ngu a l ( Fre n C h a n d
details given below:
« Login: https:/formation-enligne.ca/wp-login.php E ngll S h) ’

e Email:

 Create or Reset Password: click HERE

Please review this document to learn about how to start your course(s). You can A li n k to th e Stu d e nt gu i d e iS ava i l-a b le
access all of your courses from the YOUR PROFILE section of Formation-Web at th e botto m Of th e e m a i l‘

Canada after you login

Bulk registration

First, create a list of your users in a Microsoft Excel file using the template below.
Once your listis complete, save the file in .CSV format on your computer.

First Name Last Name Email

Mary Dickinson adressel@gmail.com
Julie Bourdette adresse2@yahoo.ca
Erik Valles Terrazas adresse3@outlook.com

The first row should contain the column headings.
Subsequent rows should contain user IDs. There
should be no empty rows between names.


https://formation-enligne.ca/en/my-account-2/

Then go back to the group management tab and click UPLOAD USERS.

Click CHOOSE FILE and select the .CSV file that you saved in the previous step.
Then click UPLOAD. When the file has completely downloaded, you will see the new
names in the list of registered users.

Enrolled Users Enroll New User Report e

& Add User & Upload Users ‘
“
I First Name ‘ ’ Last Name l \ Email ] =P

Enrolled Users Enroll New User Report

| (VAL & Upload Users

Download samplecsv Il
UPLOAD "

Each user will receive an email confirming their registration, as well as login
information. Please note that the number of users is limited according to your
license. Please review the number of available registrations on the YOUR ACCOUNT

page.

Recertification - How to register the same user

To re-register a user for recertification, the group leader must first remove the user
from their group using the REMOVE button. The removal request will be
automatically sent by email to a webtrainingcanada.ca technician. After
processing, the group leader will be able to proceed with the new user registration.



Deleting a user

To remove a user from a group, click REMOVE to the right of the user you wish to
delete.

Enrolled Users Enroll New User Report

Show 10 |Users Search

RE-INVITE REMOVE

RE-INVITE REMOVE °

If you delete a user who has not started or completed their training within 6 months
of registration, a new registration will be added to your group account. After 6
months, no registrations will be added. For any questions regarding the removal of a
user, please contact us at: support@formation-enligne.ca

Unlock a participant's account

If a participant fails a quiz after three attempts, their account will be automatically
locked. The group leader cannot unlock a participant's account. The participant
must request to be unlocked by sending an email to our technical department at:
support@formation-enligne.ca.

The account will be unlocked as soon as possible. However, this service may take a
few hours and is only available between 9 a.m. and 5 p.m. days of the week.


mailto:support@formation-enligne.ca

Reports
Itis possible for the group leader to track users’ progress.

Click REPORT on the group management dashboard.
Select the course for which you want to get a report.
Click SHOW REPORT.

Click the v iconto view the user’s quiz results.
Click the Q icon to view the user’s certificate.

Click the [=] icon to view the user’s statistics.

Click CLOSE (top right) to exit.

Noghkob-=

Enrolled Users Enroll New User Report

Select Course v Select Course
BIO-101E-Shipping class 6.2-biological substances

Select Course BIO-109E-Transporting class 6.2-biological substances SHOW REPORT

Show 10 |entries

Name Email ID Course progress Rewards
v P— 0%
A ° - 100% Q
Cours Progress Overview

100% Complete

Quiz Certificat Score Statistiques Date
v/ SIMDUT-Module 1: Réglements et responsabilités - 89.47% 2024-05-28 12:34
v SIMDUT-Module 2 : Les classes de danger - 88% 024-05-28 13:00
v SIMDUT-Module 3: Fiche de données de sécurité - 80% 2024-05-28 14:00
% SIMDUT-Module 4 : Etiquettes = 72.22% 2024-05-28 14:06
v SIMDUT-Module 4 : Etiquettes - 77.78% 2024-05-28 14:20

v

p—_— - - 80%
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2024-05-27 11:29

. v

Catégorie: Pas de catégorie

1 Quels sont les trois éléments essentiels du SIMDUT ?
Examiner

2 Laquelle des responsabilités suivantes en est une du fournisseur?
Examiner

La philosophie principale du SIMDUT est...?

w

Examiner

4 Le SIMDUT et le Réglement sur le transport des marchandises dangersuses sont
Examiner

5 Le SIMDUT est différent dans chaque province canadienne ...?
Examiner

6 La formation SIMDUT est requise pour ... ?
Examiner

7 LeSIMDUT a été créé dans lebut...?

Examiner

The report is available only in the language of the course being taken by the
participant. If a user has successfully completed a course in English, their results
will not appear in the French report. Therefore, you would have to switch to the

T S [ —

00:00:43

00:00:22

00:00:00

00:01:27

00:00:26

00:00:17

00:00:11

English version of the site from the main menu to view your results.

Please note that course access and participant information is available for a period of 6
months following registration. After this period, access to the course expires and all data is

deleted (including the certificate).
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Certificates
Follow these steps to obtain a participant’s certificate:

Click REPORT on the group management dashboard.
Select the course for which you want to obtain a report.
Click SHOW REPORT.

Click the v icon to view the user’s quiz results.

Click the Q icon to obtain the user’s certificate.

Enrolled Users Enroll New User Report 0
Select Course v Select Course
BIO-101E-Shipping class 6.2-biological substances

aprLbd=

Select Course BIO-109E-Transporting class 6.2-biological substances SHOW REPORT

Show| 10 |entries

Name Email ID Course progress Rewards
v O% -
Cours Progress Qverview
100% Complete

To obtain a certificate for a participant who has completed their training in French, simply
switch to the “French” version of the site to accessiit.

Please note that course access and participant information is available for a period of 6
months following registration. After this period, access to the course expires and all data is
deleted (including the certificate).
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