
Manager/Owner  
User Guide



Go to website: ecerttraining.co.uk and click on login



Login to site at ecerttraining.co.uk Enter your user name and password, if first time on site please click forgot password link andfollow process.



Once you’ve either logged in or changed your password, you will land you on your personal user profile page, this is all about your own  
personal details and courses. To access your company information and profile click My Companies



My Companies: This will give you a list of all companies where you are named as an owner (Manager). Select the company profile  
you want to view by clicking the View Company button next to the name.



Company Profile Page:

 TO LEFT: Here you will see  
the company name

 MIDDLE PAGE: Here you  
will find the company  
address

 EDIT COMPANY: Ability to  
edit the company details  
including name, address  
and member status

 INVITE MEMBER: You can  
also invite new members  
to join your company  
account

 CONTACT COMPANY: You  
can contact ECERT for any  
help or support



Click Members: To get a full list of all individuals who are part of your company account. Here you can update their position within the company,  
view their profile, view their results and certificates, delete them from your company or finally you can send them an email if they have forgotten  
their password. This will send them a link to their registered email address to change their password.



Packages: Here you can see the different packages you have available or purchased, you can see the summary of credits and users  
available and selected, and courses volumes. To view the package click ViewDetails



Package View: Here you can see the package details, manage the users on the package, purchase more users or credits and see the list  
of courses available for completion in this package.



Packages, Add Users: The users box will show all members that have been selected to take the courses included in your package, if
you have added a new member to your company you will need to now add them to the package by clicking the drop down menu
and selecting their name and click add,.



Course Matrix: This page shows your all of your staff, what courses and when they completed them. If the box under the course it Blue it means  
they haven’t taken the course yet, if it’s Red it means the course is now out of date, if it’s yellow it means the course expiry is within the next 3  
months and if it’s green it means it’s been passed and has over 9 months before expiry.



Course Matrix: If you want to export the full company matrix to excel you can click CSV, if you want to copy the matrix and export it to another type  
of file simply click on copy. If you’d like to view one member you can also enter their name or email address in the search box. (If you hover your  
mouse above the course initials it will display the full course name) Click Excel to export the matrix to excel spreadsheet and include the colours!



Send a Message: If you click the mail icon next to the date or message in each individual box you can send a message to that individual,  
whether you want to say well done or get a move on and complete it, this message will appear in that specific employees message inbox.  
(If you clicked the circled envelope icon you would be sending a message to Julie Redrup about the Safeguarding course)



Certificates: Click here to view all of your company members results and certificates, dates of completion and time taken to complete the  
course. You can also use the search box to look for specific individual results. (Click the heading and it will filter in order.)



The next slides show you 
how to complete your own 

training in your personal 
profile



Your personal profile page: This is where you land when you first log in to the system.



My Schedule: This page shows you what courses are selected for you by your employer that you need to complete, when you last took  
that course, when it is due to expire, your last score and your results and a copy of your certificate.



To take a course: click my schedule and select the course you want to take by clicking the Take Course button



Once you have read and understood the learning outcomes and pass rate etc you then simply, Click Take Course:



You are now in the learning environment. You can either simply read the Training Manual on the screen or you can open it in PDF or if  
you’d like to take it home to read you can download it and print it off.

Once you have read the course  
and you are ready to take the  
final test on line please tick the  
box and click Take Test button



Once you have completed all answers please click submit test for your score Possible Outcomes

1) You will pass your test by  
scoring 70% or more

2) You will fail with a chance  
to resubmit your incorrect  
answers if you score  
between 50% and 69%

3) You will fail and have to  
retake the module from  
the start, if you score  
below 50%

If you pass your test your  
result will be shown with  
the correct answers to all  
the questions you  
answered incorrectly.



My Certificates: This page shows your all of your certificates you have ever passed, the dates, the time it took you as well as the  
result and the certificate. (These will only show if you select this from your company profile options)



My Certificates: This page shows your all of your certificates you have ever passed, the dates, the time it took you as well as the  
result and the certificate.



If you have any questions please either  
review or submit through the FAQ link on the  

website home page.

Or you can email us at info@ecert.training

mailto:info@ecert.training
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