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The EM module displays all of a contractor’s employees who have authorized the client corporation to view  
their information.

At least two of these three steps must be completed by the contractor so that the client corporation may see  
their account information:

1.  The contractor must provide a signed copy of the ‘Consent form for the processing of personal data’ form.  
 This document must then be validated by Cognibox.

2. The contractor must then check the ‘EM’ checkbox that corrresponds with the appropriate  
 client corporation in the ‘Share Information’ tab in the ‘SETTINGS’ section. The client  
 corporation does not have access to this tab.

3. Finally, each of the contractor’s employees must provide a signed copy of the ‘Consent form for the processing  
 of personal data’ so that the client corporation can access their information.

1. OVERVIEW

Step 2 is 
mandatory!

Consent form for the processing of personal data
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2. SEARCH SECTION

DESCRIPTION

1

EXPORT
The EXPORT button allows you to download a list of employees in .xlsx. It is only available if  
a company has been selected by applying a filter. See an example of an exported employee list  
in annex I.

2

EMPLOYEE FIRST AND LAST NAME
The employees display in alphabetic order by last name, which can be reversed if needed by using 
the arrow appearing in the top right corner of the column.

If an authorization form has been uploaded to the file, a note is displayed 
under the name. 

3 EMPLOYEE NUMBER
Each employee is assigned a unique Cognibox number which is generated automatically.

4
QUALIFICATION STATUS ICON
This icon indicates the contractor’s qualification status for the client corporation. The contractor 
cannot see this information.

5

BUSINESS UNIT
This section indicates the business units to which the employee belongs. When it displays that 
This employee is an E-Learning agent, it means that they have completed at least one of the client 
corporation’s training courses, but that they do not work for a Cognibox contractor.

6
ACTIONS
Click on the ellipsis points to see the available actions. For more information about these actions, 
see section 2.1.

1 

2 3 

4 5 

6 
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2.1 ACTIONS

The actions menu allows quick access to different information related to an employee. 

Click on the ellipsis points to display the available actions, then click on the appropriate item to display it. The 
information will display under the employee name.

2.1.1 TRAINING COURSES

This option displays all training completed by an employee. 

The status, the training organization  
and the completion date are displayed for 
each training. The expiry date based on the 
industry standard also displays, rather than 
the requirement of the client corporation.

The training courses can be filtered using 
the FILTER button, to verify the validity 
based on a particuar client corporation.

The training courses can be downloaded  
by clicking on EXPORT. See an example  
in annex II.
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2.1.2 PROFESSIONAL QUALIFICATIONS

This option displays an employee’s professional qualifications.

2.2 EMPLOYEE SEARCH

A search may contain an employee name, a company name or a combination of the two.

Enter the words to search in the search bar, then click on the magnifying glass or hit Enter on the keyboard.  
All corresponding employees will display.

The training organization, the date of 
completion and the expiry date are 
displayed for each qualification.

The professional qualifications can be 
filtered using the FILTER button and can  
be downloaded by clicking on EXPORT.  
See an example in annex III.

Watch your spelling! 
The search functionality displays only results that correspond exactly with the information entered.
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2.2.1 SEARCH FILTERS

2.2.2 SAVING SEARCH PREFERENCES

Filters allow you to find exactly what you 
want to see.

To use a filter, click on the FILTER, button, 
then select the desired option from the list.

The selected filter will display under the 
search bar, followed by the different options 
available.

For example, by writing S.I.M and applying 
the Contractors filter, only employees of 
this contractor will display.

You may use multiple filters simultaneously 
for more precise search results.

To have the group of filters you are using 
display by default for future Cognibox 
sessions, click on the Pushpin icon, then  
on Set current group as default.

To remove a filter, click on the X to the right.

To remove a filter that was previously saved as the default, delete it using the X at the right, then click on  
the pushpin icon and on Set current group as default to save the new filter group.

The pushpin keeps a history of the applied filters, but not of the searches completed using the search tool.
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This section allows a client corporation to produce a complete report of employee trainings.

3. TRAINING REPORT SECTION

DESCRIPTION

1
TRAINING COURSES
The Training Courses field is optional. It allows for the generation of a report for a specific training. 
By leaving this field empty, the report will include all trainings.

2
STATUS
The Status field allows the option to display only valid or expired trainings, or both. Specify to which 
date this status must be active by using the Status as of field.

3

TRAINING COURSE ISSUED BETWEEN AND TRAINING COURSE EXPIRES BETWEEN
The sections Training course issued between and Training course expires between are optional. 
They allow to filter the formations according to the dates at which they were attended or according to 
their expiration date.

4
CONTRACTOR
The Contractor field is mandatory. It selects which contractor’s employees the training report will be 
created for.

5
RECOGNIZED BY
The field Recognized by offers the option to display training recognized by all client corporations  
or only those recognized by the client corporation performing the search.

6
EXPORT
A training report can be downloaded in PDF or EXCEL format. 
See examples in annex IV and annex V.

1 

2  2  
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 3  

4 

5 
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4. PROFESSIONAL QUALIFICATIONS REPORT SECTION

DESCRIPTION

1
PROFESSIONAL QUALIFICATIONS
The Professional Qualifications field is optional. It allows for the generation of a report for  
a specific training.  By leaving this field empty, the report will include all professional qualifications.

2
STATUS
The Status field allows the option to display only valid or expired professional qualifications, or 
both. Specify to which date this status must be active by using the Status as of field.

3

TRAINING COURSE ISSUED BETWEEN AND TRAINING COURSE EXPIRES BETWEEN
The sections Training course issued between and Training course expires between are optional. 
They allow to filter the professional qualifications according to the dates at which they were acquired 
or according to their expiration date.

4
CONTRACTOR
The Contractor field is mandatory. It selects which contractor’s employees the professional 
qualifications report will be created for.

5
EXPORT
A professional qualification report can be downloaded in PDF or EXCEL format. See examples in 
annex VI and annex VII.

1 

2  2  

3 

 3  

4 

5 



EM MODULE – EMPLOYEES
User Guide for Client Corporation

Revised on December 18, 2023 Page 9 of 16

ANNEX I : EMPLOYEE LIST (.XLSX)
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ANNEX II : EMPLOYEE TRAINING COURSES (.XLSX)
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ANNEX III : PROFESSIONAL QUALIFICATIONS (.XLSX)
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ANNEX IV : TRAINING COURSES REPORT (.PDF)

Example of Training Courses Report, page 1 Example of Training Courses Report, page 2



EM MODULE – EMPLOYEES
User Guide for Client Corporation

Revised on December 18, 2023 Page 13 of 16

ANNEX V : TRAINING COURSES REPORT (.XLSX)
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ANNEX VI : PROFESSIONAL QUALIFICATIONS REPORT (.PDF)

Example of Professional Qualifications Report, page 1 Example of Professional Qualifications Report, page 2
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ANNEX VII : PROFESSIONAL QUALIFICATIONS REPORT (.XLSX)



FOR MORE INFORMATION, PLEASE CONTACT OUR 
CUSTOMER SERVICE DEPARTMENT:

1 877 746-5653   |   SUPPORT@SAFECONTRACTOR.CA

528, 5e rue de la Pointe 
Shawinigan (Québec)  G9N 1E8

100 King Street West, Suite 5600
Toronto, Ontario  M5X 1C9
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