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Product Requirements 
 

Minimum Configuration 
 

? ? 200MHz Intel® Pentium® processor or equivalent  
? ? 32MB of RAM  
? ? 28.8Kpbs modem with Internet connection (56.6Kpbs modem for video)  
? ? 16-bit sound card and speakers  
? ? 65,000-color video display card  
? ? Windows® 95 operating system  
? ? Microsoft® Internet Explorer 4.01 Service Pack 2 Internet browser or Netscape® 

Navigator 4.5 Internet browser  
? ? RealPlayer® 7 or G2 from RealNetworks®  

 
Recommended Configuration 

 
? ? 300MHz Intel® Pentium® processor or equivalent  
? ? 64MB+ of RAM 
? ? 256Kbps Internet connection  
? ? 16-bit sound card and speakers  
? ? 65,000-color video display card  
? ? Windows® NT operating system, or Windows 2000  
? ? Microsoft® Internet Explorer 5.5 Internet browser or  

Netscape® Navigator/Communicator 4.75 Internet browser  
? ? Macromedia Shockwave® 8.0 
? ? RealPlayer® 8  
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Quick Setup and Login Procedure 
 
Fishertrainer can be configured to run on any computer in a quick and simple manner. Follow 
these steps to have Fishertrainer up and running in just a matter of minut es: 
 

1. Launch the Internet browser installed on the computer.  If an Internet browser is not 
installed, contact the network administrator at your company.  

 
2. Modify the cache settings on the Internet browser using the instructions below. ( If the 

browser is set up correctly, proceed to step three) 
 

 
In Microsoft® Internet Explorer: 

   
a. Click either View or Tools on the menu bar at the top of the screen, depending on which 

version of Internet Explorer is installed. 
 

b. Click on Internet Options from the menu list. 
 

c. Click on the General or Advanced tab, depending on which version of Internet Explorer 
is installed. 
 

d. Click on the Settings button in the Temporary Internet Files section. 
 

e. Choose the Every visit to the page option under the Check for newer versions of 
stored pages section. 
 

f. Click the OK button. 
 

g. Click the OK button again.  
 

 
In Netscape® Navigator: 

 
a. Click on either Edit or Options on the menu bar at the top of the screen, depending on 

which version of Netscape Navigator is installed.  
 

b. Click on either Network Preferences or Preferences from the menu list, depending on 
which version of Netscape Navigator is installed.  
 
If you clicked Network Preferences: 

   
i. Click on the Cache tab, if it is not already selected.  

 
ii. Choose the Every time option under the Verify Documents section. 

 
iii. Click the OK button. 
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If you clicked Preferences: 
    

i. Double-click on the Advanced option of the Category tree on the left side of the 
screen. 
 

ii. Click on the Cache option under the Advanced section of the Category tree on the 
left side of the screen. 
 

iii. Choose the Every Time option under the Document in cache is compared to 
document on network section on the right side of the screen.  
 

iv. Click the OK button.
 
 
3. Download and install the free RealPlayer® 8 from RealNetworks®.  This plug -in can be 

downloaded from http://www.Real.com.  
 
4. Type ‘www.Fishertrainer.com’ into the address bar located near the top of the screen, then 

press the Enter key on your keyboard.  
 
5. Click the Member Login button in the lower left -hand corner of the Fishertrainer  home page. 
 
6. Select English or Español from the button menu on the left of the screen. This will 

determine the user language. Note: Administrative areas of the site are not available in 
Spanish. 

 
7. Enter the company name supplied by  your Safety Director into the Company Name text box 

located in the center of the screen.  
 
8. Enter the username supplied by your Safety Director in the User Name text box. 
 
9. Enter the confidential password supplied by your Safety Director in the Password text box. 
 
10. Press the Enter Fishertrainer button. 
 
11. You are now ready to use Fishertrainer.  
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Getting Started 
 
Fishertrainer at a Glance  

 
When you log in to Fishertrainer, the first page you see is the Home page, where all of your 
Assignments are listed.  
 

 
 

1. The welcome message shows that you have logged in correctly and indicates if you 
have new mail.  

 
Assignments are divided into Lessons and Tasks.  
2. Lessons cover a single safety-training topic, e.g., Ergonomics. 
3. Tasks are the different exercises you must complete to finish the lesson and get credit 

for it, e.g., Ergonomics Video, Ergonomics Powerpoint.  
 

When looking at your assignments:  
4. The due date column shows when the lesson must be completed.  
5. The status column shows whether your assigned lessons  and tasks are complete or 

incomplete  
6. The estimated time column tells you approximately how long it will take you to complete 

the tasks in the lesson.  
7. A green check indicates that a task is complete.  
8. A red arrow indicates that a task is incomplete and i s due.  
9. Click on an underlined task name to view that task.  
 
When working in Fishertrainer:  
10. Click the buttons at the top of every page to move to the other areas of Fishertrainer: 

Library and Messages. 
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11. Clicking the Home button at the top of every page wil l bring you back to the Home page 
where you can view your current assignments.  

12. Click the Help button from any page to get help with Fishertrainer. The system 
automatically provides help information for the page you are viewing, but also gives 
access to a table of contents for all available help topics.  

 
13. Click the Change Password button to change your assigned password.  

 
14. The message from your safety director lets you know about the latest safety issues in 

your organization.  
 

15. Click Logoff when you are fin ished working in Fishertrainer to ensure that your training 
activities are recorded correctly.  
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Changing Your Password 
 

1. After logging into Fishertrainer, click the Change Password button on the top right of 
the Home page.  

 
2. Enter your old password in the  box provided. 

 
3. Enter your new password in the box provided.   

 
4. Enter your new password again in the box provided to confirm the spelling.  

 
5. Press the Submit button. 

 
6. Your password change will take effect immediately, so please make a note of it.  
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Taking Your Assignments 
 
If you are using Fishertrainer for the first time, we recommend you review Fishertrainer at a 
Glance before you continue.  
 

1. Fishertrainer allows you to access your assigned safety training with just a few clicks of 
your mouse. To view your assignments:  

 
2. After logging into Fishertrainer, review the list of training assigned to you on the home 

page. Tip: a red arrow indicates that a task is due.  
 

3. Click on an underlined task name to view that task.  
 

4. You will be taken to the page for tha t task. Follow the instructions on the page to 
complete the task. Special instructions are available for viewing:  

 
CFRs 
Interactive Presentations 
MSDSs 
Policies 
Pretests 
Slide Shows 
Tests 
Videos 

 
5. When you have completed the assigned task, press the Finish button to return to your 

list of assignments and to record that the task was completed.  
 
 
Viewing a CFR Task  
 

1. The CFR will be downloaded from the U.S. Government Printing Office Web site. This 
site can be slow at times, so please be patient while the CF R downloads.  

 
2. If the CFR does not download after five minutes, please try again at another time.  
 
3. When you have finished reading the CFR, press the Finish button to record that the task 

was completed.  
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Viewing Interactive Presentations (Flash and Shockwave) 
 

1. If the task does not start automatically, follow the instructions on the screen to view the 
task.  

 

 
 
2. The Next button will advance you to the next screen.  

 
3. The Back button takes you back one screen.  

 
4. To pause the task, press the Pause button. You may then choose to Save and Exit the 

task and return to it later or to Resume the task.  
 

5. To restart the task from the beginning, press the Restart button.  
 

6. Press the Example button to view a workplace example for the task if one is available.  
 

7. The task will automatically be marked as complete once you have viewed all screens 
and passed any attached tests.   

 
 
Viewing a Material Safety Data Sheet (MSDS)  
 

1. Once you have read the MSDS, press the Finish button to record that the task was 
completed.  

  



Fishertrainer 4.0                                                                                                                      Getting Started 
 

 

 12

Viewing a Policy 
 

1. Once you have read the Policy, press the Finish button to record that the task was 
completed.  

 
Viewing a Pretest or Test 
 

1. Follow the test instructions, pressing the Continue button at the bottom of each page.  
 
2. Press the Finish button when you have completed the test.  

 
3. If you pass the test, it will be shown as complete on your list of assignments.  

 
4. If you fail the test, it will continue be shown as incomplete on your list of assignments 

and you will need to take it again.  
 

5. If the test is ungraded, you will not receive a passing or failing grade, but the test will be 
shown as complete on your list of assignments.  

 
 
Viewing a Slide Show  
 

1. Use the menu links on the right of the page, or the arrows at the bottom of the page to 
advance through the slide show.  

 
2. When you have viewed all of the slides in the Slide Show, press the Finish button to 

record that the task was completed.  
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Viewing a Video  
 

1. The video will start to play automatically. 

2. To change the size and quality of the video, click on e of the nine settings 
in the control panel below the video window. Note: When the video 
setting is changed, the video will start over.  

 

3. When the video is over, press the Finish button to record that the task 
was completed. 
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Messages 
 
Fishertrainer allows supervisors and trainees to send each other safety -related correspondence 
in Messages.  
 
Checking Messages  
 
When you log into Fishertrainer, there are two ways to see if you have new messages:  
 

1. “You have new messages” will appear in blue, 
underlined text in the Welcome message above 
your assignments. Click the blue text to view your 
new Messages in your Inbox. 

 
2. You can also click the Messages button at the top of your screen to go to your Inbox, 

where your new messages will be displayed.  
 

3. To view a message in your Inbox, click the underlined subject of the message. Tip: All 
unread messages are listed in bold text. A red arrow points to the subject of your 
message. Messages that have been read are indicated with a green check.  
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Replying to Messages  
 

Once you have read a message, you may wish to send a reply.  
 
1. If the message you are replying to is not already open, open it by clicking on the blue, 

underlined subject of the message in your Inbox.  
 

2. To reply to the sender of the message only, click  the Reply button at the top right of the 
message.  

 
3. To reply to the sender and all other recipients of the message, click the Reply to All 

button at the top right of the message.  
 

 
 

4. Type your reply in the text box containing the original message.  
 

5. Press the Send Message button.  
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Sending New Messages  
 
1. In Messages, click the Send New link in the yellow box to the left of the screen.  
 
2. In the To field, select your message recipient by checking the box beside their name.  

 
3. Type the subject of your messa ge in the Subject box. 

 
4. Type your message in the Message box. 

 
5. Press the Send Message button.   
 

If your message recipient is not listed:  
Fishertrainer users who have been given administrative permissions are permitted to 
send messages to any users to who m they can assign training. Users you supervise 
directly will be listed on the Send New Message page. To select additional message 
recipients not listed on the page, use the Company Directory. 

 
Message Archive  
 
The Archive is a permanent storage area for old messages. Once you have read a message 
and no longer need to see it, you can move it to the Archive for storage.  

 
Moving messages to the Archive from your Inbox: 
 
1. In your Inbox, check the Archive box beside every message you would like to send to 

the archive. 
 
2. Click the Archive Checked Messages button.  
 
To move an open message to the Archive: 
 
1. Click the Archive This Message button directly below the open message.  

 
 
Deleting Messages  
 
Although it is not possible to permanently delete a message in Fis hertrainer, the Archive can be 
used to store messages that you no longer need to see. To remove a message from your 
Inbox, follow the steps outlined above for Moving Messages to the Archive. 
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Company Directory  
 
The Company Directory allows authorized Fishertrainer users to access and modify 
information about any or all of the trainees they supervise. The company directory can be used 
to:  

? ? add recipients to a message,  
? ? select trainees and other units for modification or deletion  
? ? select trainees and other un its to report on 
? ? assign training to different levels of your organization  

 
The company directory is only visible to Fishertrainer users who have permissions over 
trainees. It is not available to trainees who do not have report, hierarchy or training permis sions.   
 
Using the Company Directory: 

 
1. Click the Company Directory icon 

wherever it appears to see a list of 
all trainees and other units over 
which you have permission.  

 
2. Units and trainees are listed in alphabetical order in the Company Directory. Click on 

the letter tabs to find the trainees and other units you are looking for.  
 

 
 

3. To select a person or unit, click the check box or radio button beside their name(s).  
Tip: a check box means that you may select more than one unit at a time; a radio butt on 
means that only one unit at a time may be selected.  

 
4. Press the Select button at the bottom of the Company Directory window when you 

have made your selection.   
 

5. You will now be able to complete the task for the selected unit(s).  
 

What if there is no Company Directory Icon? 
Contact your Fishertrainer administrator to see if it is possible to change your 
permissions. 

 



Fishertrainer 4.0                                                                                                                      Getting Started 
 

 

 18

The Library  
 
The Fishertrainer Library allows you to search for safety training tasks that are not currently 
assigned to you. You can use  the Library to research new safety topics that are of interest to 
you and to refresh your memory on safety topics you have learned before.  
 
 

 
 
 
Searching the Library 
 

1. From any page in Fishertrainer, click the Library button at the top of the screen.  
 
2. Enter a description of what you are looking for in the Description field. For example, if 

you are looking for training materials on Fire Safety, enter Fire Safety in the Description 
field. Tip: Leaving the Description field blank will return all available safety 
training tasks.  

 
3. If you want to find all available training materials on your desired subject, select All 

under Type of Tasks to Search.   
 
4. If you are only interested in specific types of materials (e.g., only videos or interactive 

presentations), select Only These Types, then select the type(s) of content you are 
searching for from the checkboxes below.  Tip: definitions of the different types of 
training material can be found on the right of your screen in the Library.  
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5. Press the Search button.  
 

6. Fishertrainer will return a list of training tasks matching your search criteria. Click on a 
task name to view that task.  

 
Note: Tests and pretests cannot be viewed in the Library.  
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Exiting Fishertrainer/Logoff  
 
When you are finished working in Fishertra iner, you must log off correctly so that all of your 
training activities are properly recorded in the system.  
 
To Log off the system from any page in Fishertrainer: 
 

1. Press the Logoff button in the top right corner of your screen.  
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Administrative Features  
 
The Fishertrainer Admin page allows users with the appropriate administrative permissions to:  
 

? ? Manage Lessons & Tasks 
? ? Create, modify, delete and purchase lessons  
? ? Create, modify and delete training tasks  
? ? Change testing options and video settings  
 

? ? Manage the  Organization 
? ? Add and modify information about trainees and other levels of the organization  
? ? Assign lessons and change those assignments  
 

? ? Change the  Message from the Safety Department 
 
? ? Run Reports 
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Part I – Managing Lessons and Tasks 
 
Creating Lessons  
 
Remember that a lesson can only be created after at least one task for that lesson has been 
created. If you have not yet created the tasks for your lesson, please review Creating Tasks.   
 

1. Confirm that at least one task to be included in your  lesson has been created.  
 
2. On the Admin page, click Lessons & Tasks, then click the Create link in the Lessons 

menu.  
 
 

 
 

3. Enter a name for your lesson in the text box.  
 

4. Select the task(s) to be included in your lesson from the list of available tasks. Ch eck the 
box beside each task you wish to select.  

 
5. Press the Continue button. 

 
6. If there is more than one task in your lesson, select the order in which the tasks will be 

displayed. Click on a task name and use the Move Up and Move Down buttons to move 
the task to your desired display order.  

 
7. If you would like trainees to take the tasks in the displayed order, click Yes under Force 

user to take tasks in this order?  
 

8. To add a pretest to your lesson, select one from the dropdown menu.  
Note: pretests must be created before they will appear in the dropdown menu.  

 
9. Press the Finish button to complete your lesson.  
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Modifying Lessons  
 

1. On the Admin page, click Lessons & Tasks, then click the Modify link in the Lessons 
menu.  

 
2. Select the lesson you wish to modify from the dropdown menu, then press the Continue 

button. 
 

3. Make any changes to the name of the lesson in the lesson name text box.  
 

4. If you need to unassign any of the tasks previously assigned to the lesson, do so by 
unchecking the box next to the task name.   

 
5. Select any new tasks to be added to your lesson from the list of currently available tasks. 

Check the box beside each task you wish to select.  
 

6. Press the Continue button.  
 

7. To change the order in which the selected tasks will be displayed, click on a t ask name 
and use the Move Up and Move Down buttons to move it to your desired display order.  

 

 
 

8. If you would like trainees to take the tasks in the displayed order, click Yes under Force 
user to take tasks in this order?  
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9. To add or remove a pretest, or to change the pretest for your lesson, select an option 
from the dropdown menu. Note: pretests must be created before they will appear in the 
dropdown menu.  

 
10. Press the Finish button to complete your lesson modification.  
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Deleting Lessons  
 
1. On the Admin page, click Lessons & Tasks, then click the Delete link in the Lessons 

menu. 
 

2. Select the lesson you wish to delete from the dropdown menu, then press the Continue 
button. 

 
 

 
 

3. You will be asked to confirm the deletion. If you are sure you want to delete the selected 
lesson, press Yes and the lesson will be deleted .  

 
4. If you do not want to delete the selected lesson, press No to cancel the deletion.  

 
Note: deleting a lesson will not delete any of the tasks associated with that lesson.  
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Purchasing Lessons 
 
1. On the Admin page, click Lessons & Tasks, then click the Purchase link in the 

Lessons menu. 
 
2. Enter a description of the lesson you are searching for in the Description field. For 

example, if you are looking for lessons on Ergonomics, enter Ergonomics in the 
Description field. Tip: You may leave the Description field blank and narrow your 
search in the steps that follow.  

 
3. Select the language(s) of the lessons to be included in your search.  

 
4. Select the lesson vendors to include in your search.  

 
5. Select the lesson categories to include in your search. Tip: To select more than one 

category, hold down the Ctrl key on your keyboard and click each category you wish to 
select.  

 
6. Press the Continue button.  

 
7. You will see a list of all the lessons available for purchase that match your search 

criteria. To view the content of a lesson, click the preview link for that lesson.  
 

 
 

8. Check the box beside the name of every lesson you wish to purchase, then press the 
Add to Shopping Cart button.   

 
9. If you wish to search for more lessons, press the Continue Searching for Lessons 

button.  
 

10. To cancel your order at any time, press the Empty My Shopping Cart button. 
 

11. Once you have added all lessons you wish to purchase to your shopping cart, press the 
Purchase These Lessons button to complete your purchase.  

 
12. Your organization will receive a bill for your purchased lessons.  
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Creating, Modifying and Deleting Tasks 
 

A lesson in Fishertrainer can consist of one or more tasks. The tasks must be created in the 
Fishertrainer system before the lesson can be created.  
 
The following task types can be created or modified without assistance from Customer Support:  

? ? CFR  
? ? Company or Library MSDS  
? ? Policy  
? ? Pretest  
? ? Test  
? ? Video  

 
Customer Support must be involved in the creation or modification of the following task types:  

? ? Interactive Presentations (Flash or Shockwave)  
? ? Powerpoint  
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Creating a CFR Task 
 

1. On the Admin page, click Lessons & Tasks, then click the Create link in the Tasks 
menu. 

 
2. Enter a name for the task.  
 
3. Select CFR as the type of task you would like to create.  

 
4. Enter a workplace example for the CFR you will select.  

 
5. Enter an estimated time for a trainee to read the CFR.  

 
6. Press the Continue button.  

 
7. If you already know the citation number of the CFR, enter it in the box es and continue to 

step 13. 
 

8. If you do not know the number of the CFR, click Search for a New CFR.  
 

9. A new window will pop up allowing you to search for the CFR at the U.S. Government 
Printing Office Web site. Tip: This site can sometimes be very slow to load and search – 
please be patient.  
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10. Enter your search terms in the box, then press the Submit button.  
 

11. Select the required CFR from the list of search results returned. Make a note of the 
citation number, then close the search window by pressing the  Close button at the top 
right of the window.  

 
12.  Enter the CFR citation number in the boxes provided on the Create CFR screen.  
 
13. Press the Finish button to save your CFR. 
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Modifying a CFR Task  
 
1. On the Admin page, click Lessons & Tasks, then click the Modify link in the Tasks 

menu. 
 
2. Enter a description of the CFR in the Description box. For example, if you are looking 

for a CFR about fall protection, enter fall protection in the Description box. Tip: leaving 
the Description box blank will return all available CFRs.  

 
3. Check CFR under the type of tasks to search.  

 
4. Press the Search button. 
 
5. Select the CFR you wish to modify from the list of search results by clicking the blue, 

underlined title.  
 

6. Edit the name of the CFR, if necessary.  
 

7. Edit the workplace example for the CFR, if necessary. 
 

8. Edit the estimated time for a trainee to read the CFR, if necessary.  
 

9. Press the Continue button.  
 

10. If you want to change the CFR and you already know the citation number of the CFR, 
enter it in the boxes and continue to step 15. 

 

 
 

11. If you do not know the number of the CFR, click Search for a New CFR.  
 
12.  To display the currently selected CFR, click Display the current CFR.  
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13. A new window will pop up allowing you to search for the CFR at the U.S. Government 

Printing Office Web site. Tip: This site can sometimes be very slow – please be patient.  
 

14. Enter your search terms in the box, then press the Submit button.  
 

15. Select the required CFR from the list of search results returned. Make a note of the 
citation number, then close the search window by pressing the Close button at the top 
right of the window.  

 
16. Press the Finish button to save the changes to your CFR.  
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Creating a Company-Specific MSDS Task 
 

1. On the Admin page, click Lessons & Tasks, then click the Modify link in the Tasks 
menu. 

 
2. Enter a name for your task.  

 
3. Select MSDS (company-specific) as the type of task you would like to create.  

 
4. Enter a workplace example for the MSDS.  

 
5. Enter an estimated time for a trainee to read the MSDS.  

 
6. Press the Continue button.  

 
7. Enter the text of the MSDS in the box provided. Tip: Copy and paste the text from a 

word processor or HTML editor.  
 

8. Press the Finish button to save your MSDS.  
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Modifying a Company-Specific MSDS Task 
 
1. On the Admin page, click Lessons & Tasks, then click the Modify link in the Tasks 

menu. 
 
2. Enter a description of the MSDS in the Description box. For example, if you are looking 

for a MSDS about acetone, enter acetone in the Description box. Tip: leaving the 
description box blank will return all available MSDSs.  

 
3. Check MSDS under the type of tasks to search. Note: Your search will return both 

company-specific MSDSs and those from the MSDS database.  
 

4. Press the Search button. 
 
5. Select the MSDS you wish to modify from the list of search results by clicking the blue, 

underlined title.  
 

6. Edit the task name, if necessary.  
 

7. Edit the workplace example, if necessary  
 

8. Edit the estimated time, if necessary.  
 

9. Press the Continue button. 
 

10. Edit the content of the MSDS, if necessary.  
 

11. Press the Finish button to save the changes to your  MSDS.   
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Creating a MSDS Task from the MSDS Database 
 

1. On the Admin page, click Lessons & Tasks, then click the Create link in the Tasks 
menu. 

 
2. Enter a name for your task.  
 
3. Select MSDS (database) as the type of task you would like to create.  

 
4. Enter a workplace example for the MSDS.  

 
5. Enter an estimated time for a trainee to read the MSDS.  

 
6. Press the Continue button.  

 
7. You will now search the MSDS database for the MSDS you need. Enter your search 

keyword(s) for the MSDS in the box, then press the Search button.  
 

8. Select the MSDS you wish to use from the search results by clicking on the blue, 
underlined title of the MSDS.  
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9. When you have selected your MSDS, press the Finish button at the top of the screen to 
save your MSDS. 
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Modifying a MSDS Task from the MSDS Database 
 
1. On the Admin page, click Lessons & Tasks, then click the Modify link in the Tasks 

menu. 
 
2. Enter a description of the MSDS in the Description box. For example, if you are looking 

for a MSDS about acetone, enter acetone in the Description box. Tip: leaving the 
description box blank will return all available MSDSs.  

 
3. Check MSDS under the type of tasks to search. Note: Your search will return both 

company-specific MSDSs and those from the MSDS database.  
 

4. Press the Search button. 
 
5. Select the MSDS you wish to modify from the list of search results by clicking the blue, 

underlined title.  
 

6. Edit the task name, if necessary.  
 

7. Edit the workplace example, if necessary.  
 

8. Edit the estimated time, if necessary.  
 

9. Press the Continue button. 
 

10. To search for a new MSDS, press the New Search button. Select the new MSDS from 
the search results by clicking on the blue, underlined title of the MSDS.  

 
11. Once the correct MSDS is selected, press the Finish button to save the changes  

to your MSDS.   
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Creating a Policy Task 
 

1. On the Admin page, click Lessons & Tasks, then click the Create link in the Tasks 
menu. 

 
2. Enter a name for your task.  
 
3. Select Policy as the type of task you would like to create.  

 
4. Enter a workplace example for the policy.  

 
5. Enter an estimated time for a trainee to read the policy.  

 
6. Press the Continue button.  

 
7. Enter the text of the policy in the box provided. Tip: Copy and paste the text from a word 

processor or HTML editor. You may use HTML to format the policy.  
 

8. Press the Finish button to save your policy.  
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Modifying a Policy Task 
 
1. On the Admin page, click Lessons & Tasks, then click the Modify link in the Tasks 

menu. 
 
2. Enter a description of the Policy in the Description box. For example, if you are looking 

for a company policy on about workplace violence, enter violence in the Description 
box. Tip: leaving the description box blank will return all available policies.  

 
3. Check Policy under the type of tasks to search.  

 
4. Press the Search button. 

 
5. Select the policy you wish to modify from the list of search results by clicking the blue, 

underlined title.  
 

6. Edit the task name, if necessary.  
 

7. Edit the workplace example, if necessary.  
 

8. Edit the estimated time, if necessary.  
 

9. Press the Continue button. 
 

10. Edit the content of the policy, if necessa ry.  
 

11. Press the Finish button to save the changes to your policy.   
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Creating a Pretest or Test 
 

1. On the Admin page, click Lessons & Tasks, then click the Create link in the Tasks 
menu. 

 
2. Enter a name for your test or pretest.  
 
3. Select Test or Pretest as the type of task you would like to create  

 
4. Enter a workplace example for the test.  

 
5. Enter an estimated time for a trainee to take the test.  

 
6. Press the Continue button. 

 
7. If you would like to create a brand new test, select Create a new test, then press the 

Continue button.   
 

8. If you would like to copy an existing test as the basis for your new test, select Copy an 
existing test. 

 
9. Select the test you wish to copy from the dropdown menu, then press the Continue 

button.  
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Creating a new test 
 

To create a new test, you must:  
 

? ? Add questions  
? ? Set the test options  
? ? Press the Finish button to save your test  

 

 
 
Add Questions 
 

1. From the Create Test page, press the Add Question button. 
 
2. Enter your question in the question box.  

 
3. Enter your multiple choice answers in  the answer boxes below the question.  

 
4. Indicate whether an answer is correct or incorrect by clicking the appropriate radio 

button next to each answer.  
 

5. To include an explanation with the answers, press the Show Explanations button, 
then enter your explanations in the Explanation boxes for each answer.  

 
6. To add another answer, press the New Answer button.  
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7. To delete an answer, press the Delete button next to that answer.  
 

8. To save the current question and create a new question, press the Save Question 
and Add Another button.  

 
9. Continue adding questions until all of your test questions have been added, then 

press the Save and Return to Test Setup button.  
 

10.  Set the test options, then press the Finish button to save your test.  
 

Set Test Options 
 
1. If you wish your test questions to appear in random order each time the test is taken, 

check the Randomize Questions box. Otherwise, questions will always be 
displayed in the order entered.  

 
2. Make sure that you have finished adding and modifying your questions, t hen press 

the Finish button to save your test.  
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Copying an existing test 
 

To copy an existing test you must:  
 

? ? Modify any existing test questions you wish to change  
? ? Add new test questions, if necessary  
? ? Set the test options  
? ? Press the Finish button to save your test 

 

 
 

Modify Existing Test Questions 
 

1. To edit any existing question for the test, click on the blue, underlined text of the 
question. You may then modify the question or modify or delete any of the multiple 
choice answers and explanations.  

 
2. It is not possible to delete a question from a copied test, but you may prevent it from 

being displayed in the test by unchecking the Active box to the right of the question.  
 

3. To add another multiple choice answer to the question, press the Add Answer 
button.  

 
4. To view the next question in the test, press the Next Question button.  

 
5. When you are finished modifying the existing questions, press the Save and Return 

to Test Setup button.  
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6. If necessary, add any new questions to the test and set the test options usin g the 
instructions below, then press the Finish button to complete and save your test.  

 
Add New Questions to the Copied Test 
 

1. From the Create Test page, press the Add Question button.  
 

2. Type the question in the question box.  
 

3. Type the multiple choice answers in the answer boxes. To add additional answers, 
press the Add Answer button.  

 
4. Indicate whether the answer is correct or incorrect by selecting the appropriate radio 

button next to the answer.  
 

5. To include explanations with the answers, press the Show Explanations button, 
then enter the explanation text in the explanation boxes.  

 
6. To add another question, press the Save Question and Add Another button.  

 
7. When you are finished adding your new questions, press the Save and Return to 

Test Setup button.  
 

8. If necessary, modify the existing questions in the test and set the test options, then 
press the Finish button to complete and save your test.  

 
      Set Options for the Test 

 
1. If you wish your test questions to appear in random order each time the test is taken, 

check the Randomize Questions box. Otherwise, questions will always be 
displayed in the order entered.  
 

2. If necessary, modify the existing questions in the test and add any new questions to 
the test, then press the Finish button to save your test.  
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Modifying a Test or Pretest 
 

1. On the Admin page, click Lessons & Tasks, then click the Modify link in the Tasks 
menu. 

 
2. Enter a description of the test or pretest in the Description box. For example, if you are 

looking for a test about lockout/tagout, enter  lockout/tagout in the Description box.  
Tip: leaving the description box blank will return all available tests.  

 
3. Check Test under the type of tasks to search.  

 
4. Press the Search button. 

 
5. Select the test or pretest you wish to modify from the list of searc h results by clicking the 

blue, underlined title.  
 

6. Edit the test name, if necessary.  
 

7. Edit the workplace example, if necessary  
 

8. Edit the estimated time, if necessary.  
 

9. Press the Continue button. 
 

10. To modify an existing test or pretest you must:  
 

? ? Modify any test questions you wish to change  
? ? Add new test questions, if necessary  
? ? Modify the test options, if necessary  
? ? Press the Finish button to save your changes  

 
 

Modify Test Questions 
 

1. To edit any existing question for the test, click on the blue, underlined  text of the 
question. You may then modify the question or modify or delete any of the multiple 
choice answers and explanations.  

 
2. It is not possible to delete a question from a test or pretest, but you may prevent it from 

being displayed in the test by unc hecking the Active box to the right of the question.  
 

3. To add another multiple choice answer to the question, press the Add Answer button.  
 

4. To view the next question in the test, press the Next Question button.  
 

5. When you are finished modifying the existi ng questions, press the Save and Return to 
Test Setup button.  
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6. If necessary, follow the instructions below to add any new questions to the test and 
modify the test options, then press the Finish button to complete and save your modified 
test.  

  
Add New Questions to the Copied Test 
 

1. From the Modify Test page, press the Add Question button.  
 

2. Type the question in the question box.  
 

3. Type the multiple choice answers in the answer boxes. To add additional answers, press 
the Add Answer button.  

 
4. Indicate whether the answer is correct or incorrect by selecting the appropriate radio 

button next to the answer.  
 

5. To include explanations with the answers, press the Show Explanations button, then 
enter the explanation text in the explanation boxes.  

 
6. To add another q uestion, press the Save Question and Add Another button.  

 
7. When you are finished adding your new questions, press the Save and Return to Test 

Setup button.  
 

8. If necessary, modify the existing questions in the test and set the test options, then press 
the Finish button to save your test.  

 
 
Set Options for the Test 

 
1. If you wish your test questions to appear in random order each time the test is taken, 

check the Randomize Questions box. Otherwise, questions will always be displayed in 
the order entered.  

 
2. If necessary, follow the instructions above to modify the existing questions in the test 

and add any new questions to the test, then press the Finish button to complete and 
save your test. 

 
Note: to set options for all tests, return to the Admin page and follow the instructions for 
modifying Global Test Options. 
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Creating an Interactive Presentation (Flash or Shockwave) 
 
Note: Interactive presentations must be created with the assistance of Fishertrainer’s 
Multimedia Production Team. You may however create the details for the task.  
 

1. On the Admin page, click Lessons & Tasks, then click the Create link in the Tasks 
menu. 

 
2. Enter a name for your task.  
 
3. Select Interactive Presentation - Flash as the type of task you would like to create  

 
4. Enter a workplace example for the task.  

 
5. Enter an estimated time for a trainee to view the task.  

 
6. Press the Continue button. 

 
7. Contact Fishertrainer Customer Support at 1 -888-202-3018 or 

mandy.whitworth@puresafety.com  to coordinate the upload of your task.  
 

8. Press the Finish button to save the details of your task.  
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Modifying an Interactive Presentation (Flash or Shockwave) 
 

Note: Interactive presentations must be modified with the assistance of Fishertrainer’s 
Multimedia Production Team. You may however modify the details of the task.  

 
1. On the Admin page, click Lessons & Tasks, then click the Modify link in the Tasks 

menu. 
 
2. Enter a description of the task in the Description box. For example, if you are looking 

for a task about workplace violence, enter violence in the Description box.  
Tip: leaving the description box blank will return all available Interactive Presentations.  

 
3. Check Interactive Presentation under the type of tasks to search. Check both boxes if 

you are not sure  if your task is in Flash or Shockwave.  
 

4. Press the Search button. 
 

5. Select the task you wish to modify from the list of search results by clicking the blue, 
underlined title.  

 
6. Edit the task name, if necessary.  

 
7. Edit the workplace example for the task, if necessary.  

 
8. Edit the estimated time for the task, if necessary.  

 
9. Press the Continue button. 

 
9. Contact Fishertrainer Customer Support at 1 -888-202-3018 or 

mandy.whitworth@puresafety.com  to coordinate the modification of your task content.  
 

10. Press the Finish button.  
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Creating a PowerPoint Task 
 

Note: PowerPoint tasks must be created with the assistance of Fishertrainer’s Multimedia 
Production Team.  
 

1. On the Admin page, click Lessons & Tasks, then click the Create link in the Tasks 
menu. 

 
2. Enter a name for your PowerPoint task.  
 
3. Select Powerpoint as the type of task you would like to create.  

 
4. Enter a workplace example for the task.  

 
5. Enter an estimated time for a trainee to view the task.  

 
6. Press the Continue button. 

 
7. Contact Fishertrainer Customer Support at 1 -888-202-3018 or 

mandy.whitworth@puresafety.com  to coordinate the upload of your task.  
 

8. Press the Finish button.  
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Modifying a PowerPoint Task 
 

Note: PowerPoint tasks must be modified with the assistance of Fishertrainer’s Multimedia 
Production Team. 

 
1. On the Admin page, click Lessons & Tasks, then click the Modify link in the Tasks 

menu. 
 
2. Enter a description of the task in the Description box. For example, if you are looking 

for a task about workplace violence, enter violence in the Description box.  
Tip: leaving the description box blank will return all available Powerpoint tasks.  

 
3. Check Slide Show under the type of tasks to search.  

 
4. Press the Search button. 

 
5. Select the task you wish to modify from the list of search results by clicking the blue, 

underlined title.  
 

6. Edit the task name, if necessary.  
 

7. Edit the workplace example, if necessary.  
 

8. Edit the estimated time, if necessary.  
 

9. Press the Continue button. 
 

10. Contact Fishertrainer Customer Support at 1 -888-202-3018 or 
mandy.whitworth@puresafety.com  to coordinate the modification of your task content.  

 
11. Press the Finish button. 
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Creating a Video Task 
 

1. On the Admin page, click Lessons & Tasks, then click the Create link in the Tasks 
menu. 

 
2. Enter a name for your video task.  
 
3. Select Video as the type of task you would like to create  

 
4. Enter a workplace example for the video task.  

 
5. Enter an estimated time for a trainee to view the video task.  

 
6. Press the Continue button. 

 
7. Select the video you wish to use from the dropdown menu. Tip: If your desired video is 

not in the dropdown menu, you may need to purchase it. See Purchasing Lessons for 
more information.  

 
 

 
 
 

8. Press the Finish button to save your video task.  
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Modifying a Video Task 
 
1. On the Admin page, click Lessons & Tasks, then click the Modify link in the Tasks 

menu. 
 
2. Enter a description of the task in the Description box. For example, if you are looking 

for a video about fire safety, enter fire safety in the Description box. Tip: leaving the 
description box blank will return all available video tasks.  

 
3. Check Video under the type of tasks to search.  

 
4. Press the Search button. 

 
5. Select the task you wish to modify from the list of search results by clicking the blue, 

underlined title.  
 

6. Edit the video task name, if necessary.  
 

7. Edit the workplace example for the video task, if necessary.  
 

8. Edit the estimated time for the video task, if necessary.  
 

9. Press the Continue button. 
 

10. To change the video for this task, select a new video from the dropdown menu. Tip: If 
your desired video is not in the dropdown menu, you may need to purchase it. See 
Purchasing Lessons for more information. 

 
11. Press the Finish button to save the changes to your video task.  
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Deleting a Task 
 
1. On the Admin page, click Lessons & Tasks, then click the Delete link in the Tasks 

menu. 
 
2. Enter a description of the task in the Description box. For example, if you are looking 

for a task about called Fire Safety, enter fire safety in the Description box.  
Tip: leaving the description box blank will return all available tasks unless you specify 
the task type in step 3 below.  

 
3. To find a specific task type, check the box beside that task type. F or example, if you are 

looking for a CFR task, check the CFR box. Tip: not checking a specific task type box 
will return all available task types.  

 
4. Press the Search button.  

 
5. Select the task you wish to delete from the list of search results by clicking t he blue, 

underlined title.  
 

6. You will be asked to confirm the deletion. Click OK to delete the task and Cancel to 
cancel the deletion.  
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Modify Global Test Options 
 

Note: changes to global test options affect ALL tests in Fishertrainer for your organizatio n.  
 
1. On the Admin page, click Lessons & Tasks, then click the Modify link in the Global 

Test Options menu. 
 

2. Select whether to turn grading On or Off for all tests. Note: Turning grading On means 
that trainees will receive a grade for every test they take. Turning grading Off means that 
trainees will not receive a grade for tests and will not be able to fail a test.  

 

 
 

3. Enter or change the passing grade for all tests.  
 

4. Select whether to show missed questions only or all questions when a test is taken 
again after being failed.  

 
5. For Pretests, select whether to allow trainees to test out of lessons by turning Testing 

Out On or Off.  
 

6. Enter a passing grade for all pretests.  
 

7. Press the Save button to save your global test options.  
 

Tip: to modify test options for an individual test, follow the instructions for  
Modifying Tests.  
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Modify Video Settings 
 
1. On the Admin page, click Lessons & Tasks, then click the Modify link in the Video 

Settings menu. 
 

2. Select the video setting that best reflects the speed of your o rganization’s Internet 
connection.  

 
3. Press the Finish button.  
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Part II – Managing the Organization  
 
Fishertrainer is designed to reflect the different levels of your organization regardless of 
its size. Individual entities within each level - other than trainees and groups - are 
referred to as Units.  
 
For example, in a company that is organized into divisions, each division is a unit at the 
division level.  
 
The lowest level of every organization is the Trainee level, which shows individual 
trainees. Other levels will vary depending on the size and structure of your organization.  
 
All unit levels for which a user has the appropriate permissions can be viewed and 
modified from within the Hierarchy, which gives an overview of the organization.  
 
Topics covered in Managing the Organization are:   

? ? Adding a Trainee, Group or other Unit to the Organization  
? ? Modifying a Trainee, Group or Unit in the Organization  
? ? Changing the location of a trainee or other unit in the organizational hierarchy  
? ? Assigning lessons   
? ? Running reports for a selected trainee, group or other unit  
? ? Changing permissions for a selected trainee, group or other unit  
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Adding a Trainee, Group or other Unit to the Organization  
 

1. On the Admin page, click Organization, then click the Add link in the appropriate Unit 
menu. E.g., to add a trainee, click the Add link in the Trainee menu.  

 
2. Enter the required information for the trainee, group or other unit you are adding.  
 
3. Press the Finish button to save the information for the trainee, group or unit.  
 

 
 



Fishertrainer4.0                                                          Administrative Features – Managing the Organization  
 

 

 57

Modifying a Trainee, Group or other Unit in the Organization  
 

1. On the Admin page, click Organization, then click the Modify link in the appropriate 
unit menu. For example, to modify a trainee’s information, click the Modify link in the 
Trainee menu.  

 
2. The Company Directory will pop up. Select the trainee, group or unit you wish to modify 

by clicking the radio button beside their name, then press the Select button.  
 

3. You can now make the following changes to the selected trainee, group or other u nit: 
 

? ? Edit the profile (name, login information, etc.) 
? ? Manage the unit’s location in the organizational hierarchy  
? ? Assign lessons and edit assignments  
? ? Run reports  
? ? Edit permissions 
 

 
 

Edit the Profile 
 

1. After selecting the trainee, group or other unit, clic k on option 1, Edit Profile.  
 
2. Make all necessary edits to the information for the trainee, group or other unit.  

 
3. Press the Finish button to save your changes to the profile.  
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Establish or Change the Unit’s Location in the Organization  
 

Adding to or removing existing trainees and other units from the selected unit 
 

Note: This cannot be done at the trainee level. Only units that are below the selected unit in 
the organizational hierarchy can be added to that unit.  

 
1. After selecting the unit, click on opt ion 2, Manage Hierarchy.  
 
2. Click Add/Remove Existing Units.  
 
3. To add a unit, select the unit(s) to be added from the Company Directory window that 

pops up. Check the box beside the name of each unit you wish to add.  
 

4. To remove a unit, uncheck the box besid e the name of each unit you wish to remove.  
 

5. Press the Select button when you have found all units to be added and removed.  
 

6. The unit(s) will be added/removed.  
 

Creating a new trainee or other unit 
 

1. After selecting the unit, click on option 2, Manage Hierarchy.  
 
2. Click the appropriate Create New link for the trainee or other unit you wish to create.  

 
3. Enter the requested information in the box(es).  

 
4. Press Finish to save the new trainee or other unit.  
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Adding a trainee or other unit to a group 
 

1. After selecting the trainee or other unit, click on option 2, Manage Hierarchy.  
 
2. Click Add Unit Name to a Group (where Unit Name is the name of the trainee or 

other unit). 
 

 
 

3. Select the group to which your trainee or other unit should be added from the 
Company Directory window that pops up. Check the box beside the destination 
group’s name, then press the Select button. 

 
4. The unit will be added to the group.  

 
 

Moving a trainee or other unit to a new location 
 

1. After selecting the trainee or other unit, click on opt ion 2, Manage Hierarchy.  
 
2. Click Move Unit Name (where Unit Name is the name of the trainee or other unit).  

 
3. Select the unit to which your trainee or other unit should be moved from the 

Company Directory window that pops up. Click the radio button beside t he desired 
unit’s name, then press the Select button. 

 
4. The trainee or other unit will be moved to the new location.  
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Assign Lessons or Edit Existing Assignments 
 

Adding, changing or removing assignments 
 

1. After selecting your trainee, group or other unit,  click on option 3, Edit Assignments. 
 
2. Click Add/Change/Remove Assignments. 
 
3. Find the lesson name(s) in the pop 

up window, then check the box 
next to the month(s) during which 
you wish training to be assigned.  

 
4. To change an assignment, find the 

lesson name and uncheck the box 
of the month during which training 
was previously assigned. You may 
then assign the correct training by 
checking the correct month for the 
correct assignment. 

 
5. To delete an assignment, find the 

lesson name and uncheck the box 
of the month during which training 
was previously assigned.  

 
 

 
6. Press the Select button to save your assignments. Tip: You may need to scroll down 

the page to see the Select button.  
 

Adding recurring assignments 
 

1. After selecting your trainee, group 
or other unit, click on option 3, Edit 
Assignments. 

 
2. Click Add/Remove Recurring 

Assignments. 
 
3. Click Add New Recurring 

Assignment.  
 

4. Select the lesson to assign from the 
dropdown menu.  
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5. Select a start date for the assignment from the second dropdown menu.  
 

6. Select the duration of the assignment – you can either assign it until further notice or 
enter the number of times it should be assigned.  

 
7. Press the Save button to save the assignment(s).  

 
8. Press the Close Window button to return to the unit modification screen.  

 
Deleting recurring assignments 
 
1. After selecting your trainee, group, or other unit, click on option 3, Edit Assignments. 
 
2. Click Add/Remove Recurring Assignments.  

 
3. Find the recurring assignment you wish to delete, then press the Delete button for that 

assignment.  
 

4. You will be asked to confirm the deletion. Press OK to delete the assignment or Cancel 
to cancel the deletion.  

 
5. Press the Close Window button to return to the unit modification page.  

 
Modifying recurring assignments 

 
1. Follow the steps for deleting a recurring assignment to remove the incorrect assignment.  
 
2. Follow the steps for adding a recurring assignment to assign the correct lesson in the 

correct month.  
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Run a Report for the selected Trainee, Group or other Unit 
 

1. After selecting your trainee, group or other unit, click on option 4, Run Report. 
 
2. Select the report you would like to run,  then click Run.  

 

 
 

3. Select the starting month and year for the report from the drop -down menus.  
 

4. Select the ending month and year for the report from the drop -down menus.  
 

5. To include active employees only, inactive employees only, or both active and inactive 
employees in the report, click the radio button next to the desired option.  

 
6. Press the Continue button. 

 
7. If you are running a Test Scores, Test Scores by Question, or Test Scores by Trainee 

report, check the box beside the names of all tests you wish to include in the report.  
 

8. You have preselected the trainee, group or other unit to include in the report.  
Tip: to report on additional business units, return to  Admin and follow the instructions 
for Running Reports. 

 
9.  Click the Run Report button.  

 
10. Your report will be generated. Press the Print Report button to print your report.  
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Edit Permissions 
 
There are three types of permissions within Fishertrainer: Report, Hierarchy, and Training 
permissions. A trainee may have none of these permissions, or any combination of these 
permissions. It is possible for a  trainee to have permissions over other trainees, groups and 
other units in the hierarchy. However, other u nits cannot be given permissions over trainees.  
 
After selecting your trainee, group or other unit, click on option 5, Edit Permissions.  
 

 
 
 

Changing a selected trainee’s existing permissions 
 

1. Select the trainee from the Company Directory, then click on  option 5,  
Edit Permissions. 

 
2. Locate the selected trainee’s current permissions over trainees, groups and other units 

on the screen.  
 
3. Check or uncheck the permission type boxes next to the listed group and unit names to 

modify the types of permissions the selected trainee has over these trainees, groups and 
other units.  

 
4. Press the Finish button to save the change(s) to the permissions.  
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Giving a selected trainee new permissions  
 

1. Select the trainee from the Company Directory, then click on option 5,  
Edit Permissions. 

 
2. Click the blue, underlined link that says Give Trainee Name more permissions.  

Tip: It may be necessary to scroll down the page to see this link.  
 

3. Select the trainees, groups and other units over which you need to give the selected unit 
permissions from the Company Directory window that pops up. Check the box beside 
each trainee, group or other unit name to select it.  

 
4. Press the Select button when you have found all trainees, groups and units over which 

to give the selected trainee permissions. 
 

5. The trainee(s), group(s) and other unit(s) will be included in the list of units over which 
the selected trainee has permissions. Check the permission type boxes next to the 
newly listed items to modify the types of permissions the selected traine e has over these 
units.  

 
6. Press the Save button to save the change(s) to the permissions.  

 
 

Changing other trainees’ existing permissions over a selected trainee, group or unit:  
 

1. Select the trainee, group or other unit from the Company Directory, then cli ck on option 
5, Edit Permissions. 

 
2. Locate the permissions of other trainees over the selected trainee, group or unit.  

 
3. Check or uncheck the permission type boxes next to the listed trainees to modify the 

types of permissions the trainees have over the sele cted trainee, group or unit.  
 

4. Press the Finish button to save the change(s) to the permissions.  
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Giving other trainees new permissions over a selected trainee, group or unit:  
 

1. Select the trainee, group or unit from the Company Directory, then click on option 5, Edit 
Permissions. 

 
2. Click the blue, underlined link that says Give More trainees permissions over unit.  
 
3. Select the trainees you need to give permissions over the selected trainee, group or unit 

from the Company Directory window that pops up. Che ck the box beside each trainee’s 
name to select that trainee.  

 
4. Press the Select button when you have found all trainees you need give permissions.  

 
5. The trainee(s) will be included in the list of trainees with permissions over the selected 

group or unit. Check the permission type boxes next to the newly listed trainee(s) to 
modify the types of permissions the units have over the selected trainee, group or unit.  

 
6. Press the Finish button to save the change(s) to the permissions.  
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Deleting a Group or other Unit  
 
1. On the Admin page, find Organization, then click the Delete link in the appropriate Unit 

menu 
 

2. The Company Directory will pop up. Select the group or other unit you wish to delete by 
clicking the radio button beside its name, then press the Select button.  

 
3. You will be asked to confirm the deletion. Click OK to delete the unit and Cancel to 

cancel the deletion.  
 

Note: Trainees, groups or units contained within a deleted unit will not be deleted.  
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Deactivating a Trainee  
 
For recordkeeping purposes,  it is not possible to delete a trainee from the Fishertrainer 
system. However, it is possible to deactivate a trainee so that training may no longer be 
assigned to that trainee. A deactivated trainee is called inactive for reporting purposes.  
 
Deactivated trainees may be reactivated for a fee.  
 
Deactivating a trainee 
 
1. On the Admin page, find Organization, then click the Deactivate link in the Trainee 

menu. 
 

 
 

2. The Company Directory will pop up. Select the trainee you wish to deactivate by clicking 
the radio button beside the trainee’s name, then press the Select button.  

 
3. You will be asked to confirm the deactivation. Click OK to deactivate the trainee or 

Cancel to keep the trainee in active status.  
 
Reactivating a trainee  
 
1. On the Admin page, find Organization, then click the Reactivate link in the Trainee 

menu. 
 

2. The Company Directory will pop up. Select the trainee you wish to reactivate by clicking 
the radio button beside the trainee’s name, then press the Select button.  

 
3. You will be asked to confirm the reactivation. Click OK to reactivate the trainee or 

Cancel to keep the trainee in inactive status.  
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Using the Hierarchy to Modify Your Organization 
 
The hierarchy allows users with the appropriate permissions to view and modify all unit levels 
over which they have permission.  
 

1. To display the Hierarchy, click 
Organization, then click the 
Modify link in the Hierarchy 
Menu.  

 
2. A hierarchical listing of all units 

other than trainees will be 
displayed on the left of the screen.  

 
3. Click the plus sign beside  a unit’s 

name to see sub -units for that 
unit.  

 
4. Click the minus sign beside a 

unit’s name to hide sub -units for 
that unit.  

 
5. Click on any unit’s blue, 

underlined name to select that unit 
and modify it.  
Note: See instructions above for 
Modifying a Trainee, Group, or 
Unit. 
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Part III - Modifying the Message from the Safety Department 
 

1. On the Admin page, click Message from the Safety Department, then click the Modify 
link for the language of the message you wish to modify. E.g., to change the Safety 
Department Message in English, click the Modify link for English.  

 
2. Click inside the message text box and make any necessary changes to the message.  

 

 
 

3. Press the Finish button to save your changes to the Safety Department message.  
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Part IV - Reports 
 

Fishertrainer allows supervisors and other users with administrative permissions to run reports 
to monitor test scores and the progress of trainees. The following reports are available (click the 
report name for a description of the report):  

? ? Lesson Completion Status 
? ? Lesson Completion Status by Trainee  
? ? Overdue Lessons  
? ? Tasks Completed in Less than Estimated Time  
? ? Test Scores 
? ? Test Scores by Question  
? ? Test Scores by Trainee  
? ? Trainee Time Usage 

 
Running a Report 

 
1. From the Admin Page, find the Reports menu and click Run next to the desired report.  
 

 
 
2. Select the starting month and year for the report from the drop -down menus.  

 
3. Select the ending month and year for the report from the drop -down menus.  

 
4. To include active employees only, inactive employees only, or both a ctive and inactive 

employees in the report, click the radio button next the desired option.  
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5. Click Continue. 
 

6. If you are running a Test Scores, Test Scores by Question, or Test Scores by Trainee 
report, check the box beside the names of all tests you w ish to include in the report.  

 
7. Check the box beside the names of all trainees or other business units (e.g., 

departments) you wish to include in the report. Trainees and business units over which 
you have direct permissions will appear on the screen by de fault.  

 
8. If you wish to include other trainees or business units in the report, click the Company 

Directory button.  
 

9. Using the alphabetical tabs, find all additional trainees and units to be included in the 
report and check the box(es) beside their name(e s).  

 
10. When you have found all units to be included, click the Select button to include them in 

the report.  
 
11.  Click the Run Report button.  

 
12. Your report will be generated.   
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Printing Reports 
 

1. Click the Print Report button at the top right of the generat ed report.   
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Glossary 
 
Admin 

This area of Fishertrainer allows users with the appropriate administrative permissions to 
manage lessons and tasks, manage their organization, change the Safety Department 
message, and run reports.  

 
Administrator 

Person authorized to carry out tasks relating to the administration of Fishertrainer.  
 
Archive 

A permanent storage area for previously read messages.  
 
Assignments 

Lessons and tasks assigned to a trainee (or trainees) that are listed on the home page of 
Fishertrainer under the heading Assignments.  

 
CFR (Code of Federal Regulations)  

A compilation of regulations issued by federal agencies and published by the U.S. 
Government Publishing Office. Many of these regulations relate to workplace safety. 
Fishertrainer users may be required to read sections of the CFR as part of their training 
assignments.  

 
Company Directory 

A feature for administrators that allows them to find trainees and other units in their 
organization. Selected units can be included in reports, messa ges, and lesson assignments 
or their information can be modified. 

 
Deactivate 

Changing the status of a trainee so that they are no longer subject to billing or assignments. 
Deactivation usually takes place when a trainee leaves your organization. It is not  possible 
to delete a trainee’s information once they have been entered into the Fishertrainer system; 
the trainee can only be deactivated.  

 
Due Date 

The date by which an assigned lesson or task must be completed. The due date is 
displayed by month and ye ar in the Due column of Assignments.  

 
Example 

A description of how the content of an assigned task applies to a specific organization’s 
working environment. It is an optional feature that can be added when creating or modifying 
tasks in Fishertrainer. 
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Flash 
Flash is a Macromedia software product used for creation and delivery of Interactive 
Content. 

 
Global Test Options 

Settings for testing, controlling grading, and display of test question answers. Global test 
options affect all tests for your organizat ion. 
 

Group 
A collection of trainees organized together as a single unit in Fishertrainer because of their 
common job function, location, etc.  

 
Hierarchy 

A representation of a company’s organizational structure in the Admin area of Fishertrainer. 
All unit levels in an organization can be viewed and modified from within the Hierarchy by 
users with the appropriate permissions.  

 
Hierarchy Permissions 

Permissions allowing a user to modify information about specified units in the Organization 
area of Admin.  
 

Interactive Presentation 
Training content created using Macromedia Director or Flash software. Content usually 
contains text, moving graphics, interactive learning activities, and tests and may also contain 
sound and voiceovers.  

 
Lesson 

Assigned training on one specific topic. Lessons can contain one or more assigned tasks 
and a test and/or pre -test.  

 
Lesson Completion Status Report 

A report providing a month-by-month display of the percentage of lessons completed. The 
report provides data at both the org anization and trainee levels based on lesson completion 
ratios. 

 
Lesson Completion Status By Trainee Report 

This report contains a detailed lesson history for the selected trainee(s). The lesson history 
section of the report includes the name of the lesson , a status field that displays if the lesson 
has been completed, the assigned due date, and the time and date of completion.  
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Library 
An area of Fishertrainer where interested trainees and administrators can search for training 
tasks that have not been as signed to them.  

 
Login 

The required procedure for entering the Fishertrainer system. Trainees must enter a valid 
user name and password to be given access to their training assignments within 
Fishertrainer.  

 
Logoff 

The required procedure for exiting the Fishertrainer system. Logging off ensures that each 
trainee’s data is kept separate from all others.  

 
MSDS (Material Safety Data Sheet) 

A document giving detailed information about a hazardous material and any potential 
hazards associated with this materi al. Companies are required by law to have a Material 
Safety Data Sheet for every hazardous material they stock. MSDSs in Fishertrainer may be 
created specifically for your organization or may be selected from the Fishertrainer MSDS 
library.  

 
Messages 

An area of Fishertrainer where trainees and supervisors can send and receive safety -related 
messages.  

 
Minimum Configuration  

The minimum system and software requirements for using Fishertrainer.  
 
Organization 

An area of Fishertrainer Admin designed to reflect the different levels of your organization. 
Administrators with the appropriate permissions can create and modify information about 
any and all units at all levels of their organization here.  

 
Overdue Lessons Report 

A report containing information about trainees who have not completed assigned lessons by 
the required due date. The report also lists all outstanding assignments for any given period 
of time. Information includes the first name and last name of the trainee, the assigned due 
date, and the name  of the lesson.  
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Password 
A word or string of alphanumeric characters that the user types to identify himself or herself 
when logging in to Fishertrainer.  

 
Permissions 

Permission levels denote the type of tasks a user is allowed to perform within Fisher trainer. 
All users are able to view and take assigned lessons, but only those users with the required 
permissions can perform administrative tasks such as reporting, assigning training, or 
modifying the organization.  
 

Policy 
Important safety information specific to your company. Any text-based article that your 
company regards as an important aid in safety education can be entered or copied into the 
Fishertrainer database for display as a policy.  

 
Pretest 

A test taken by a trainee before beginning a lesso n. Pretests may be used to allow trainees 
to “test out” of specific lessons, or may be used to assess a trainee’s knowledge of a subject 
before s/he begins a lesson on that subject.  

 
Reactivate 

The process for returning a previously deactivated trainee to  active status.  
 
Recommended Configuration 

The preferred system and software requirements for using Fishertrainer.  
 
Reports 

Fishertrainer offers a number of reporting options that allow Supervisors and/or the Safety 
Director to monitor the progress of company trainees. All reports can be filtered to view a 
specific level of trainees in the workforce. See specific report definitions for more 
information.  

 
Report Permissions 

Permissions allowing a user to run reports on other specified units in an organizat ion.  
 
Shockwave 

Shockwave is a Macromedia plug-in used for creation and delivery of Interactive Content 
created in Macromedia Director. 

 
Task 

An individual training item to be completed as part of a Fishertrainer lesson. Tasks may be 
in the form of a video, policy, test, pretest, slide show, MSDS, CFR, or Interactive Content.  
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Tasks Completed in Less than Estimated Time Report 
A report showing any tasks that were completed in less than the time estimated by the 
administrator that created the task. The re port includes the task name, trainee name, and 
the actual and estimated completion times for the task.  

 
Test 

A series of either true/false or multiple-choice questions that can be created as a task. Tests 
can be given in graded or no fail mode.  

 
Test Scores Report 

For each test selected, this report shows the number of attempts at the test(s), the 
percentage that passed, and the average score(s).  

 
Test Scores by Question Report 

A report showing the number of attempts and scores for all questions in every test selected.  
 
Test Scores by Trainee Report 

A report showing the attempts scores of all selected trainees for the specified test(s).  
 
Trainee Time Usage Report 

The Trainee Time Usage report monitors trainee usage of the system. The data on the 
reports includes the first name and last name of the trainee, the trainee ID, date and time of 
each individual session, the amount of time spent in the system per session and a grand 
total of usage minutes for each trainee. The report also shows a grand total of us age 
minutes for the entire organization.  

 
Trainee 

Any user of Fishertrainer who is assigned training tasks and lessons. Trainees do not 
usually have any administrative permissions.  

 
Training Permissions 

Permissions allowing a user to assign training to s pecified units in an organization.  
 

Unit 
An individual entity at any level of an organization. For example, in a company that is 
organized into divisions, each division is a unit at the division level.  

 
User Name 

A unique assigned name given to every use r of Fishertrainer. A User Name is required to 
log in to Fishertrainer. 

 
Video 

Full-length training videos delivered via the Internet using streaming technology and the 
RealPlayer G2 from RealNetworks. Videos can be selected and purchased from the 
Fishertrainer catalog or can be digitized from your organization’s own training videos.  

 


