
Catholic Mutual Safety Education Solutions  

Administrator Instructions 
 

1.  Open your browser and navigate to www.catholicmutual.org. Compatible browsers include Internet Explorer 9 or higher, Fire-
fox, Chrome, and Safari.  

2.  Select the ‘Defensive Driving’ Icon.  This will direct you to the Safety Education Solutions platform. Login with your Username 
and Password. 

3.  You are now at the Administrator screen.  You can locate users, send communications/emails, upload multiple users, 
run online and live training reports, and review system tutorials.  The ‘Administration’ navigation tab will always 
bring you back to this screen. 



4.  By clicking the ‘Users’ or ‘User List’ tab, you can look up individuals within your Arch/Diocese and/or parish.  

5.  Once the user screen opens, you can search by name, by using the ABC index, or by scrolling through the list. You 
can add new individual users in this area. 

6.  To add a new user, complete the requested 

information, noting the following: 

 Because every user across the entire in2vate system 

must have a unique USER ID, we recommend that you 

use the individual’s email address as their USER ID.  If 

an individual does not have an email address, please 

enter create a unique USER ID. 

 Create a password that is at least 4 characters long. 

 If the individual does not have an email address, use 
noaddress@example.com 

 If you want the individual to receive their login 
information via an automated email, check the box. 

 

mailto:noaddress@example.com


7.  You will come to the user permissions screen.  From the ‘Use 
Existing Profile’ option, select ‘Training’ from the dropdown 
list; then scroll to the bottom of the page and click ‘Save’. 

8. From the ‘Users’ area, you can 

click on a last name to make 

changes to an individual user 

account. You can update a 

user email, primary site, 

profile, or email account 

information to the user.   

 To make a user a full 

Administrator, click this option 

in the dropdown box. 

 To make a user a Parish 

Administrator, choose this 

option in the dropdown box 

AND click ‘Special User 

Options’.  You can then ‘Select 

Sites’ to choose more than 

one location or school. 

 Save your changes. 



9.  By clicking ‘System Setup’, you can access additional administrative options.  The ‘User Upload’ tool allows you to upload 
multiple users from an Excel spreadsheet.  This is helpful for uploading historical training data or if you host a group 
training. 

10. To complete a User Upload, the following columns should be part of your spreadsheet.  You must save this data 
in an Excel CSV format.  Columns should be labeled per example below: 

 

 First Name 

 Last Name 

 Email Address: If an individual does not have an email address, please enter noaddress@example.com in that column of 
your spreadsheet. 

 Profile: Training should be used. 

 Site: Provide the primary site (parish or school). Must be typed exactly like it is listed in the system. 

 Department: You may associate users with departments if you would like the ability to run reports, assign training, or 
view data by this classification.  Or use default. 

 Role: Please select one of the following – Priest, Deacon, Candidate for Ordination, Educator, Employee, or Volunteer. 

First 
Name 

Last 
Name 

User ID Email Profile Site Department Role 

Robert Smith rsmith@yahoo.com rsmith@yahoo.com Training St Mary Default Volunteer 

Stacy Doe Stacydoe123 noaddress@example.com Training St Jo-
seph 

Default Employee 

11.  Once your data has been entered, you 
can upload to the platform.  Users will be 
visible by following Step #4. 
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12.  By clicking ‘Online Training’, you can access users who have completed the training courses.  These reports can be filtered 
and exported into an Excel spreadsheet for further manipulation. 

13.  You can run online training reports with different options, then 
click ‘Continue’. 



 

14.  Once you have pulled up your training report, you can see when it was assigned, started, and completed.   

15.  The ‘Driver Compliance’ area allows you to see a different view for compliance.  Your parish administrators (if 
applicable) will have this tab as part of their settings – they can use this tool to see compliance for all users in the 
Arch/Diocese.  They are unable to make any changes or see specific details for those not in their parish, but is 
convenient to check on individuals that may volunteer/drive at multiple parish locations. 

 



16.  The main administration screen gives you additional options:   

Allows you to see what profiles, sites (parishes), departments, and roles are available.  
You can add a department if you would like to further categorize users.  

Can send messages and emails to users and include login/password reminders. 

Can review short tutorials on navigating within the system. 

Allows you to run reports on any ‘Live Training’ or group training that you have users 
participate in. 

Allows you to view how users are registered – profile, site or department. 

17.  From ‘System Setup’, you are able to load messages, events, and important contacts that your users will see when 
clicking on the ‘My Arch/Diocese’ navigation tab at the top of the screen.  

18.  If applicable to your Arch/Diocese, the ‘Online Training Module 

Effective Period Setup’ will allow you to set specific time frames that 

training will be valid.  For example, if your defensive driving training 

is valid for 2 years, the system can be set to send a reminder email to 

the user before it expires. 



19.  To check user answers to the quiz questions, click ‘Training Reports’ and then ‘Track Responses to 
Training Module Quiz Questions’. 

 

20.  Select the quiz you 

want to review and the 

dates.  You can select to 

only view incorrect 

responses. 



21.  Additional profiles can be added to accommodate for different positions within the Arch/Diocese.  For example, the par-

ishes might have a different title for their driving coordinators, or the Arch/Diocese might want them to have limited security 

access on the platform.  These can be created by clicking ‘Profiles’ and then ‘Add New Profile’ 

22.  You will create the new profile name and 

choose security rights the profile will have on the 

platform.  If needed, please contact Lori Kortright for  

a complete list of profile rights and definitions.   



Please contact in2vate at 1-800-205-5262 for technical questions, web assistance, or site functionality.   
For all other questions, please call Lori Kortright at 1-800-228-6108 ext. 2385. 
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23.  Arch/Diocese location sites can also be added or updated.  Click ‘Sites’ to view and/or make any changes to the site list.   


