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Getting Started Guide02

Go to https://vgmed-gawda.sabacloud.com
Enter your username and password, and then click “Sign In”

 The first-time logging into the new system, you will be prompted to change your 
password. You can keep the password the same by retyping it into the “New 

Password” field, then click ‘Activate’.

You are now on the home page. Click on “Your Courses”

https://vgmed-gawda.sabacloud.com/


Once on the plan page, you will notice a ring under Learning & Certifications. This is a 
snapshot of your plan, showing the number of courses: Completed, In Progress or Pending 
Action. By clicking a section, a list below will filter to courses matching the selection.

All courses that have not been completed will populate automatically in the list of Learning & 
Certifications. The courses with a due date will appear at the top of the list.
To start/resume a course, click on the blue action button that will may say: Launch, view 
summary or view classes.

This will open a new window where you can click “Continue” or “Launch” to open the course.



 

How to take a course03

Navigation: Once in the lesson, use the < > buttons to navigate through each slide. You must 
view all slides before the test will be available to launch.
Once all slides have been viewed, click the ‘Close Player’ button in the upper right-hand corner 
to close the course.

You will then be able to click on the test (if applicable)
* Pop up blockers need to be set to “always allow from this site.”

When you see this screen click ‘start’



To successfully complete a course and receive a certificate of completion you must:
* View every slide
* Pass the test with a score of 80% or higher

Printing a Certificate04

On the home page, click on “Your Courses”

Click on the green section (“completed”) of the ring.

Completed courses will load under Learning & Certifications. Find the appropriate course and 
click “PRINT CERTIFICATE.”
* Pop up blockers need to be set to ‘always allow from this site.”



Management Guide05

Printing a Certificate as a Manager06

Click on the menu icon in the top left-hand corner of the screen; then click “My Team.”

Find the name of the employee and click on it.

Click the green section in the ring under “Learning & Certifications” OR the Completed 
Learning option on the left-hand side.



Click “Print Certificate” under action.
**Pop up b lockers need to be set to “Always allow from this site.”

Reports07

Click on the “Admin” from the menu in the left-hand corner

Click on ‘Analytics Admin’



Type in what you are looking for in the search box, example: Course Progress

To run a report, click on the title of the report, fill out the required info and click Run.

You can view the report on the following screen as is, or you can export it by clicking the 
export button in the top right-hand corner.

Select the format you want the download and click Download.



To view a list of our most popular reports, click, the advanced filter option at the end of the 
search bar, then under Report Category click Popular Reports and click Apply.

Editing a Profile08

Select ‘Admin’ from the left-hand menu.



Click ‘People Admin’.

Click ‘ Manage People’.

Select ‘External People’ on the left-hand side.
Search for first name, last name or username, then click Search.
When the person populates below, click on “Edit Profile Information.”

Change a User’s Password09



Click on ‘Password’ at the top of the user’s profile

Enter a new password, confirm password and click Save.

Inactivating/Reactivating Profile10

 2 step process both ways!!
Set status to “Inactive”



Enter an “Inactivated On” date.
Scroll to the bottom of page and click “save.”

To Re-activate a user
Change status to ‘Active’
Clear out the inactivated-on date by clicking the calendar icon, and then select “Clear” at the 
bottom of the calendar
Scroll to the bottom and click “Save”



Reporting over the whole organization11

Click “Admin” from the left-hand corner dropdown.

Click “Analytics Admin”

Type in what you are looking for in the search box, example: Course Progress



To run a report, click on the title of the report, fill out the required info and click Run.

You can view the report on the following screen as is, or you can export it by clicking the 
export button in the top right-hand corner.

Select the format you want the download and click Download.



To view a list of our most popular reports, click, the advanced filter option at the end of the 
search bar, then under Report Category click Popular Reports and click Apply.


