
CampusOptics Quick Guide –
Training



Training Programs Overview

➢ The training 
programs are 
stemming from the 
Laboratory Training 
Matrix file.



Training Programs Overview
➢ The training 

programs are based 
on Hazard Criteria 
for the Lab Space.

➢ Can be found in the 
Space Overview 
page in the Custom 
Field sections

➢ If not yet assigned, 
will be happening 
soon.

➢ If a mistake is 
present please let us 
know.



Training Access

➢ Individual users will 
not be able to view 
assigned trainings in 
the Trainings 
window

➢ Training programs 
are assigned to the 
members of the lab, 
not individual user.

➢ Access Training 
Portal through 
‘contacts’, find 
contact’s name and 
access the training 
portal



Training Portal Access

Training 
Portal link



Training Portal

➢ Once the Training 
Portal is opened a 
list of assigned 
trainings is 
displayed

➢ To launch the 
training and upload 
certificate click the 
button with the Plus 
sign



Training Portal
➢ Under the training course 

name, future .due date will 
display

➢ Under the description the 
last date of completion will 
be shown.

➢ A link to the DEVELOP 
site is provided on the 
left button 'Launch 
Training'

➢ To add the last certificate 
obtained click the 'Confirm 
Completion' button



Training Confirmation

➢The contacts contact information 
will be filled out.

➢ Select 'I Confirm' to acknowledge 
completion.

➢Browse and attach the PDF version 
of the certificate obtained from 
DEVELOP

➢ Submit for Review by clicking 
'Complete Training'

➢An Admin will review the 
submissions and confirm the 
training completion.
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