How to Send a Certification Reminder

1 Navigate to https://firelifesafety.aus.com/

TRAINING COURSES @ YOUR RESOURCES

“ire Safety 1r2 Earthquake 1r2 Medical Emergency 112
STEP STEP sTEP

> WATCH NOW > WATCH NOW > WATCH NOW

e S

Sower Failure 1r2 Bomb Threat 1r2 Tornado Commercial 112

STEP STEP STEP

> WATCH NOW > WATCH NOW > WATCH NOW

=1
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VWELLUNE GALR, JARARN!
Your last login was March 27, 2025

Property

1234 Commercial Office Building, St... ~

ALLIEDUNIVERSAL

<

There for you,
COMMERCIAL OFFICE BUILDING

1234 Commercial Office Building
City State, Zip Code

(’5 SPECIAL ASSISTANCE STATUS

LORA STEVENS
Fire Safety Director


https://firelifesafety.aus.com/

2  Click "Management"

-#‘H El!tuﬂl!v E.R SAJ: Home/Training Help Contact Us Management L_j‘ ‘ English -
WELCOME BACK, SARAH!
TRAINING COURSES © YOUR RESOURCES Your last login was March 27, 2025
Property
\ 1234 Commercial Office Building,
Fire Safety Medical Emergency 112
> WATCH NOW & WATCH NOW
Il
\ < LLIEDUNIVERS,
There i
Power Failure 11% Bomb Threat 1/2{ COMMERCIAL OFFICE BUILI
R S 1234 Commercial Office Building
> WATCH NOW &> WATCH NOW & WATCH NOW City State, Zip Code

3 From the Occupants section, select the property address from the "Property"
drop-down menu

Home/Training Help Contact Us Management LT‘ ‘ English - S | Sarah Mallette

OCCUPANTS @

Firm Property Tenant

All 1234 Commercial Office Building (Com... v ‘ Al b

- | Management Tips

User Info Previous Year Current Year Login Info Roles Action
Certification Certification

I (5} Report~

[] First login: Occupant
11/04/2022 Tenant Manager
« Tenant: Commercial Office Bldg Test e
Site = g
= Floor:2 03/31/2025

» Status: Active

|_| First login: Occupant
11/04/2022
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4  Select the tenant from the "Tenant" drop-down menu

Home/Training Help Contact Us Management j_:‘ ‘ English - S Sarah Malietie

OCCUPANTS @

Firm Property Tenant

All 1234 Commercial Office Building (Com.. v Commercial Office Bldg Test Site ~ |

v | Management Tips

All
Commercial Office Bidg Test Site

User Info Previous Year Current Year Login Info Roles Action
Certification Cenification

| ® Report~ |

I First login: Occupant
b 11/04/2022 Tenant Manager
= Tenant: Commercial Office Bldg Test
Site
« Floor:2
» Status: Active

Last login:

03/31/2025

Occupant

5 Find the registered user that you would like to send a reminder email to by using
the search option or scrolling through the occupant list

Home/Training Help Contact Us Management ‘e‘ ‘ English - S | Sarah Mallette

OCCUPANTS @

Firm Property Tenant

All 1234 Commercial Office Building (Com... v Commercial Office Bldg Test Site hd

v | Management Tips | ) Report~ I

<l |

User Info Previous Year Current Year Login Info Roles Action
Certification Certification

| First login: Occupant
11/04/2022 Tenant Manager
« Tenant: Commercial Office Bldg Test
Site
= Floor 2
» Status: Active

Last login:

03/31/2025

|_\ First login: Occupant

11/04/2022
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6 Select the checkbox next to the user's name

Occupants Firm Property Tenant

All 1234 Commercial Office Building (Com... ~ Commercial Office Bldg Te

| Management Tif

. sarah.malletie@aus

User Info Previous Year Current Year Login Info Roles.
Certification Certification

[]  Sarah Mallette First login: System Admin
« sarah mallette@aus com 10/30/2022 —
« Tenant: Commercial Office Bldg Test al Emergency Last login:
Site asll A::gm. Floor Warden
« Floor: 1 Bomb Threat 03/31/2025

« Status® Active

Green - certified -not certified  Red - training past due  n/a - no account

7 Click "Bulk Action"

T.qﬁ;lﬁqu NIVERS AL !: Home/Training  Help  ContactUs  Management £ | Engish-

OCCUPANTS @

Occupants Firm Property Tenant

All 1234 Commercial Office Building (Com v Commercial Office Bldg Te

Bulk Action ~ Management Tif

sarah.mallette@aus

User Info Previous Year Current Year Login Info Roles
Certification Certification

Sarah Mallette First login: System Admin
« sarah.mallette@aus.com 103072022 Occupant
» Tenant: Commercial Office Bldg Test Last login:
Site a‘f’ c:gm. Floor Warden
« Floor: 1 Bomb Threat EleHE

+ Status® Active

Green - certified -not certified  Red - training past due  n/a - no account
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8  Click "Send Certification Reminder" from the drop-down menu

OCCUPANTS @

Occupants Firm Property Tenant

All 1234 Commercial Office Building (Com.___ ~ Commercial Office Bldg Te

Management Tip
Assign Floor Warden . sarah malletie@aus
Assign Primary Floor Warden
send Certification Reminder . .
Previous Year Current Year Login Info Roles
h . Certification Certification
Sarah Mallette Fire Safety First login: System Admin
« sarah mallette@aus.com Earﬂlwquake 10/30/2022 Occupant
« Tenant: Commercial Office Bldg Test Medical Emergency i
Site Power Failure Power Failure 03731733’2'5 Floor Warden
« Floor: 1 Bomb Threat Bomb Threat

+ Status: Active Tornado Commercial Tornado Commercial

Safety Director LA

Green - certified  Orange - not certified  Red - training pastdue  n/a - no account

9  Confirm the action by clicking "Apply"

Confirm action

1 users will be sent a notification, are you sure?
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10 Click "OK" and the user will be sent a certification reminder email

Action result

The action was applied successfully for 1 out of 1 occupants
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