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How to Logon to Armatus® 

1.  Using Internet Explorer or Firefox, go to www.insuranceboard.org 
 

 
 
2. Click on “SafeConduct™ Workbench” under the drop down menu “Safety Solutions” 

on the top middle section.  
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3. Click the blue box that says “Begin Training.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. A new window will open with the Armatus® Logon screen. Enter your login in the login 

box and your password in the password box. Then click “Submit.” 
 
 
 
 
 
 
 
 
 
 
 
 
 

Your login is the first initial of your first name followed by your full last name. Your 
password is your four (4) digit identification number, followed by the state abbreviation 
for the state where you work. If you do not know your identification number, contact 
Carl Kotheimer at the Insurance Board at ckotheimer@insuranceboard.org.  
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5.  Once you have successfully logged on to Armatus®, you will see the Armatus® 
Welcome Screen. Read the opening statement, and then scroll down to view list of 
available courses.  

 
6.  Click the title of a course or its corresponding icon to begin that course.  
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How to Access the Administrative Module 

1.  Follow the steps on pages 1 and 2. Instead of selecting a course to take, scroll down 
until you see “Administrative Module.” Click “Administrative Module” or the image of the 
folder. 
 
 
 
 
 
 
 
 
2.  A Windows prompt will ask you for your username and password. Re-enter the same 
login and password you used before, and click “OK.” 
 
 
 
 
 
 
 
 
 
 
 
 
3.  You will see the Administrative Module Menu. The menu is divided into four sections:  
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How to Add a User 

1.  Under the User section, click “Add User.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2.  Fill in the information. 
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REQUIRED INFORMATION  

You are required to make a selection from the drop-down menu or type information into 
the fields for the following:  
 
 Armatus® Administrator 
Is the User going to be an Armatus® 
Administrator (this means they will have 
the same level of access as you)? If so, 
select “Yes.” “No” is the default 
selection. 
 

 User ID 
Type the User’s four digit identification 
number (e.g. the last four digits of their 
social security number or their birth 
date) into the User ID box. Enter 
numbers only.  DO NOT enter the User’s 
login or password here. 
 

 Full or Part Time 
Is the User working full-time or part-
time? “Full-time” is the default selection. 
 

 Volunteer or Employee 
Is the User an employee or volunteer? 
“Employee” is the default selection. 
 
 First Name 
Type the User’s first name. 

 Last Name 
Type the User’s last name. 

Note: What you type in the Last Name 
field is combined with the first initial of 
the User’s first name to create the login. 
If you include punctuation marks here, 
they will be included in the login. 
 
 State 
Choose the User’s state from the drop-
down menu. 
 
 Organization 
Select the User’s location or branch from 
the drop-down menu. 
 
 Remarks 
All participants MUST enter your 
organization name followed by the IB# in 
the “Remarks” section (i.e. Sample 
Presbyterian Church, IL (xxxxxxxxxx)).  

Note: The organization name and IB # 
will appear in the remarks column when 
you export the completion report to 
Excel. This will enable you to sort by the 
“Remarks” column to sort out the Users 
that are only for your organization. 
 

OPTIONAL INFORMATION  

If you would like, you can also make a selection from the drop-down menu or type 
information into the other fields on the screen. However, these fields are NOT required to 
create an account.  
 
 User Position and Secondary User Position 
 Program Type and Secondary Program Type 
 Street Address, City, Zip Code  
 Phone Numbers 
 E-mail Address 
 Date of Hire
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3.  Click “Create New User” to create the User’s account. 
 

 
 

 
Note: If you did not enter an e-mail address for the User, you will be reminded to do so.  

 
 
 
 
 
 
 
 

Click “OK” to close the box. Type an e-mail address in the e-mail address field or leave 
the field empty and click “Create New User” again. You can create an account without 
entering an e-mail address. 
 
4.  A summary screen will appear.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5.  If you would like to add another User, click “Add Another User.”  If you would like to 
return to the menu, click “Return to Menu.” 
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How to Modify a User’s Record 

1.  Under the User section, click “Modify User.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You must first find the User’s record, so the Search Screen will appear.  
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2.  There are six ways you can search for your User’s record.  
a) You can search by the FIRST LETTER of the User’s Last Name. 
b) You can search by the User ID. 
c) You can search by User Position. 
d) You can search by Program Type. 
e) You can search by First Name. 
f) You can search by Last Name.  

 
a) To search for the User’s record by the FIRST LETTER of the User’s Last Name, 

select a letter. For example, to search for someone with the last name Martin, 
you’d click on “M”.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
On the next screen you will see a list of results that match your search. Select the User 
you are looking for by clicking on their LAST NAME.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: This information covered in black will appear on your screen. We’ve de-identified 
it here for privacy reasons.  
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b) To search for the User’s record by User ID, type the User’s ID number into the 

box. (For example, the last four of their social security number, birth date, etc.) 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
On the next screen you will see a list of results that match your search. Select the 
User you are looking for by clicking on their LAST NAME.  

 
 
 
 
 
 
 

c) To search for the User’s record by User Position, select the User’s Position 
from the drop-down box.   
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On the next screen you will see a list of results that match your search. Select the 
User you are looking for by clicking on their LAST NAME.  

 
 
 
 
 
 
 
 
 
 
 
 
 

d) To search for the User’s record by Program Type, select the User’s Program 
Type from the drop-down box.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

On the next screen you will see a list of results that match your search. Select the 
User you are looking for by clicking on their LAST NAME.  
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e) To search by First Name, type the User’s First Name into the First Name box. 
You can also enter as few as three letters of the First Name.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

On the next screen you will see a list of results that match your search. Select the 
User you are looking for by clicking on their LAST NAME.  

 
 
 
 
 
 
 
 

f) To search by Last Name, type the User’s Last Name into the Last Name box. 
You can also enter as few as three letters of the Last Name.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 The next screen lists the results of your search. Once you’ve located the name of the 
User whose record you would like to modify, click the User’s last name.  
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On the next screen you will see a list of results that match your search. Select the 
User you are looking for by clicking on their LAST NAME.  

 
 
 
 
 
 
 
3.  After you select the User record by clicking on their LAST NAME, you will see their User 
Record.  
 
 
 
 
 
 
 
 
 
 
 
 
 
5.  Edit the User’s information, and then click “Modify User” to save. 
 
 
 
 
 
 
 
 
 
 
 
 
4.  Modify the User’s record by editing the information in the fields. When you are 
finished modifying the record, click “Modify User.” 
 
Note: If you are making a change to the User ID and/or First and Last Name fields, make 
sure to update the Login and Password fields, too. The User Login and Password will not 
be automatically updated based on your changes to User ID and/or First or Last Name. 
 
5.  At the next screen, if you would like to modify another User’s record, click “Modify 
Another User.”  If you would like to return to the menu, click “Return to Menu.” 
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How to Inactivate a User’s Account 

1.  Under the User section, click “Modify User.” 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.  Use the Search Screen to locate the User’s record (refer to pgs. 6 – 11). 
 
3.  To inactivate the User’s account, select “inactive” in the “Status” box, and then click 
“Modify User” to save your change. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4.  At the next screen, if you would like to inactivate another user, click “Modify Another 
User.”  If you would like to return to the menu, click “Return to Menu.” 
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How to View the List of Available Courses 

1.  Under the Organization section, click “View Organization and Subscribed Courses.” 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
2.  View the subscribed courses.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: You will see “No Seats Purchased” under the list of courses because we do not 
currently use the “Seats” feature. 
 
3.  Click “Return to Menu” to return to the menu. 
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How to See Which Users Have Completed Courses 

There are three ways to see which Users have completed courses. 
 
You can look-up test results by . . .  . . . and view a report that lists the results for: 

Organization 

 
All Users at the location & all of the courses 
assigned to them. 
 

User 

 
One User at the location & all of the courses 
assigned to him or her. 
 

Course 

 
All Users at the location & one specific course 
assigned to them. 
 

 
A) To see which Users have completed courses by organization (location/branch): 

 
1.  Under the Organization section, click “View Organization and Test Results.” 
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2.  The next screen will provide you with all-inclusive data about your location. The data 
is listed alphabetically (by User’s last name).  
 
Simply scroll down to see the date that each User completed each course.  If they have 
not completed the courses, “Incomplete” will be shown under “Status.” 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3.  To export this information to an Excel spreadsheet that you can print or save to your 
computer, click the brown “Export to Excel” button.  
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4.  A Windows prompt will appear asking you if you want to save or open the file.  Click 
“Open” open the file immediately. Click “Save” to save the file to a location on your 
computer for later use.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5.  View the report. You can treat it like any other Excel spreadsheet.  
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B) To see which courses a specific User has completed:  
 
1.  Under the User section, click on “View User and Test Results.” 

 
 

 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
2.  Use the Search Screen to locate your User’s record (refer to pgs. 6 – 11). 
 
3.  Scroll down to view the courses the User has completed.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
4.  If you would like to view results for another User, click “View Another User.”  If you 
would like to return to the menu, click “Return to Menu.” 
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C) To see which Users have completed a specific course:  
 
1.  Under the Course section, click on “View Course and Test Results.” 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
2.  Click on the name of the course for which you would like to view information.  
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3.  The next screen will show you whether or not the Users have completed the course.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
4.  To export this report to an Excel spreadsheet that you can print or save to your 
computer, click the gray “Export” button.  
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5.  A Windows prompt will appear asking you if you want to save or open the file.  Click 
“Open” open the file immediately. Click “Save” to save the file to a location on your 
computer for later use.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
6.  View the report. You can treat it like any other Excel spreadsheet.  
 

 
 
 
 
 
 
 
 
 
 
 

 
7.  To view another course, click “View Another Course.” To return to the menu, click 
“Return to Menu.” 
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How to Add Non-Armatus® Data to the Database  

NOTE: While all Administrators will see the “Modify Non-Armatus® Courses Test Results” 
option, Praesidium must first enable this feature for you to be able to store non-
Armatus® data in the system. If you are interested in storing non-Armatus® data, like 
Criminal Background Check dates or live training attendance dates, please contact your 
Account Manager at 817-801-7773.  
 
1.  Under the User section, click on “Modify Non-Armatus® Courses Test Results.” 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

2.  Use the Search Screen to look up the User’s record (refer to pgs. 6 – 11). 
 
3.  Scroll down until you see the User’s course status.  
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4.  You can manually enter data for the green boxes.  
 
 
 
 
 
 
 
 
 
 
 
5. Once you have entered the information you need to add, click “Update Completion 
Date.”  
 
 
 
 
 
 
 
 
 
 
 
6.  You will see the following confirmation screen. To add data to another User’s record, 
click “Modify Another User.” To return to the menu, click “Return to Menu.”  
 
 
 
 
 
 
 
NOTE: While all Administrators will see the “Modify Non-Armatus® Courses Test Results” 
option, Praesidium must first enable this feature for you to be able to store non-
Armatus® data in the system. If you are interested in storing non-Armatus® data, like 
Criminal Background Check dates or live training attendance dates, please contact your 
Account Manager at 817-801-7773.  
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Additional Support  

In the “Technical Support” section of the Administrative Module you will find three links: 
FAQ, Knowledge Base, and Downloads. 
 
FAQ and Knowledge Base are under development. If you click on “Downloads” you will 
see a list of documents that you can download. These documents include this manual, 
the complete Armatus® Manager’s Guide, and documents for promoting Armatus® within 
your organization. These document can be downloaded and saved to your computer, 
where you can print or edit them.  
 
For additional information about topics not covered in this guide, please contact Angela 
Adams, Armatus® Online Training Coordinator, at 817-801-7773 or 
AAdams@praesidiuminc.com during regular business hours.  
 
Outside of regular business hours, please e-mail support@praesidiuminc.com.  
 
Thank you.  


