
PureSafety OnDemand
System Instructions

Utilizing the business account feature on the OnDemand site  
The PureSafety OnDemand system allows users the ability to access training as needed in a self-paced structure. It 
provides an effective way for businesses and individuals alike to take advantage of the convenience and flexibility of 
training programs without the need to manage their own libraries. These instructions provide a step-by-step approach 
to creating and using a business account.

Keep in mind that while an email address is not required, we strongly encourage including it, so users receive 
notifications about their training. It also allows them to reset their password by having one sent to their email address 
in the event they cannot log in. Click Create when you’re satisfied with your changes. You can do this for as many users 
as you like.  

If you have 15 or more user accounts to create, you can save time by importing their information. To do so, go to the 
Trainees tab and click Create Import. Click to Download the sample template; this is the document you will use to 
record the employees’ data. The required fields are the same as if you had created an account manually: first name, 
last name, username, and password. All other information is encouraged but optional. When you have entered the 
employee data, save the file to your desktop.

In PureSafety, Browse for the file and click Create. This will take you to the Import Queue where you can watch as the 
file uploads into the database. Click on the import at any time to see errors. You can refresh this page at any time or 
navigate away from this page to work on other tasks in the system. The Import Queue screen has a legend to help 
explain how to address different statuses or error messages if they occur.

  

  CREATING THE ACCOUNT  

To create your account, go to the PureSafety site, https://jewelersmutual.puresafety.com. We highly recommend 
creating a business account to increase flexibility options in the future and add employees or individuals to your 
account to assign training. Here are some definitions: 

 An Individual Account is a single, independent account that will automatically receive all purchased training. 
 This option is best for a single user purchasing their own training in preparation for a position or to satisfy 
 personal goals.  

  A Business Account is set up to allow a hierarchy, where the account creator (hereafter called the administrator) 
 can assign and report training on multiple employee accounts. This option is best for small to medium businesses 
 who assign annual or topic-based training on a semi-frequent to regular basis.  

On the home page, click on Create New Account and choose the type that best suits your needs. This document 
provides instructions for a Business Account. Fill out your information in the appropriate fields and click Create Account 
at the bottom of the page. Be sure to record your username and password in a secure location so you can access your 
account in the future.  

 
 USING YOUR NEW ACCOUNT 

The Home tab is where all training assignments will be shown for employees once courses have been assigned. When 
training is available, the users will log in and click on the blue play button next to their training to launch the material. 
The training system is built to bookmark a user’s progress, so they can exit and save the course at any time without 
losing their place.

To create user accounts, go to the Trainees tab. You’ll see your account listed in the center of the screen. Click Create 
New Trainee to create a new user. Fill in their information as completely as possible, with a particular focus on the 
required fields*. When you create the user’s password, you have the option to force them to change their password on 
the first login or to keep it at the value you set for them.  

Once your employees have been created, you can begin to assign training. To begin, go to the Store tab. This page is 
the same as the initial login screen. To find the training you would like, type in a keyword in the Search bar and click 
the magnifying glass icon. Note that you can also browse the library.

After searching for your keyword, you will be presented with training titles and a brief description of the course. Click 
Add to Cart once you find the appropriate course(s). You will then be transferred to a Shopping Cart screen where you 
can change the number of seats. Note that you must assign one seat for every employee taking the training. Next, click
on Secure Checkout. On this screen, check the box to verify you agree to the charges and the Terms and Conditions 
and click on Agree and Complete Purchase.  

Once you’ve completed your purchase, you will be taken to the Receipt screen, where you can Assign this Training or 
Assign Training Another Time. Any seats not used now will be stored in the Training tab for later use. You’ll also notice 
that you have the option to create new trainees on this page if you have not already done so. Any users created on this 
screen will be automatically added to this assignment.  

To assign the training to an existing user, click on Select Trainees and locate them in the lookup table. Click once on 
their name to select them. When you’ve selected all your users, click OK to add them to the assignment. If you select 
someone in error, you can remove them by clicking on their name. Remember, you must have a seat for each employee 
being assigned the training. On this screen, you can also change your Start and End Dates. The system has default 
values in place, but you can customize this date range to meet your needs. Once you’ve reviewed the assignment to 
make sure it meets your needs and includes all the relevant users, click Assign This Training. The system will prompt 
you with the message below. Click Yes if you want to continue to assign the training, keeping in mind that once an 
assignment has been created, it cannot be changed or undone.

The page below confirms the training has been assigned. If you include email addresses in the trainee user accounts, 
those employees will receive a notification alerting them to their training assignments. You can view past assignments 
by going to the Training tab and clicking View Previous Assignments. You can also re-purchase training from your 
Training tab by clicking Purchase More Seats next to the training item.
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