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CMG Connect Upgrades: 

 No checking end-user accounts for requirement completion – the system 

recognizes this and puts the user in the appropriate box on the dashboard. 

 Compatible with iPads, iPods, Android, and other handheld devices. 

 No more multiple accounts between safe environment and driving. 

 All end-user accounts in the system will be moved and will have the same 

username and password. 

 Main landing page can be customized with verbiage and a picture to help end-

users ensure they are in the right place. 

 A customized URL link will be assigned to the Archdiocese – this will pre-populate 

so that end-users don’t select the wrong organization (http://

duluth.cmgconnect.org). 

 Admin/SEC will show end-users expiring within 30, 60, or 90 days. 

 Diocese administrators will have dashboard notifications when a background 

check is ready to review – they will then approve or place the check as pending 

right from the document. 

 Data can be exported, as well as user lists and curriculum completion 

 Resources can be added to the platform for additional learning for end-users, or 

guides for Admin/SEC. 

 Ability to have emails sent automatically when an end-user doesn’t finish their 

entire curriculum at 7 days. 

 Ability to have emails sent automatically to the Admin/SEC when something 

needs their attention. 

 Programming has been incorporated for self-learning within the system for 

Admins/SEC – they hover over a section and it will tell them what the item means 

or how it works. 

 Alerts can be tied to any questions that are associated with your training/

certification – these can send an email to the Admin/SEC for further review. 

 Birth month and date will be visible when searching certification status to help 

identify end-users with similar names. 



Safe Environment Coordinator (SEC) Guide 
Diocese of Duluth—Safe Environment Program 

Getting Started: 

1. Please read the instructions below.  Open your browser and navigate to your Archdiocesan web 

page safe environment area.  The site can also be accessed at https://duluth.CMGconnect.org 

(Images in this guide are for demo purposes only—changes on the live platform may reflect 

customization by your Diocese).  All devices are compatible. 

2. If you were a coordinator between 2014-2016 and have worked in the previous system, you 

already have an account.  Please login with your previous safe environment username 

and password.   If you cannot remember your username and password, please click the FAQ or 

the Support tab for additional information.  If you are a new coordinator or trainer, please follow 

the end-user account set-up instructions (contact data the Diocese to enable the appropriate 

security rights). 

All end-users from the previous system HAVE an account—direct them to use 

their previous username and password. 

https://duluth.cmgconnect.org/


3. If you need to update your profile information do so in the “Edit Profile” tab.  Your date of birth 

will only be used to identify you and previous training(s) you have completed. 

4. In the “Edit tab” is where you can select how you participate within your parish or school.  

Please select all the job descriptions that are applicable to how you work or volunteer at your 

location and select “Register My Account”.  This allows the platform to automatically assign 

training that your Archdiocese requires you take. 

5.  New SEC:  You will need to contact the Diocese to receive the appropriate site admin rights.  

6. Your new dashboard will allow you to easily move within your parish/school to identify end-

users, search certification status, and identify upcoming expirations.  Your administrative area 

will be the default screen.  All user lists, training lists, and expiration lists can be exported to 

Excel.   

The labels/categories may change with 

further customization by the Diocese.   



7. Your coordinator dashboard will open automatically and give you access to site administrator 

credentials.  You can pull up users for your primary parish, and identify individuals who are 

60 days from expiration. 

Background Checks Submitted—shows checks that have been pushed through to Selection.com 

after all other requirements have been met.  When they are complete they will appear in the next 

box. 

Background Checks Awaiting Review—shows checks that have come back from Selection.com 

and are ready for review and user account certification.  The diocese will review the background 

checks and approve the user appropriately.   

Background Checks Expiring within the next 60 days—shows background check expiration.     

End-user will also be notified via email and in their  platform Inbox. You do have the ability to 

email the user directly from this screen if applicable by clicking on their email address (only for valid 

emails). 



9.  On the left hand side of your Dashboard you will see a list of categories/tabs you can access.   

 Here is an overview: 

 Logout 

 My Trainings: Will allow you to access training for you to complete and 

give you the ability to reference a users account.  

 Users:  All users associated with your site can be accessed here.  Along 

with the ability to search users throughout the Archdiocese to verify certi-

fication statuses.  

 Curriculum:  Here you will see the curriculum available at your site and 

run reports for specific curriculum. 

 Live Events:  List of all live training events.  Here you will “Approve” users 

who attended by checking them off. 

 Inbox:  This is where all notifications that would be sent to an email would 

also be able viewed through here. 

 Edit Profile:  Make any necessary changes to a user that is associated 

with your site,  i.e. change a password.  

8. If you are a SEC with multiple locations you can toggle between these by selecting from the 

drop-down arrow at the top of your main dashboard. 



10. From the Users tab you can pull up a list of your parish/school end-users in the system.  From 

this page you can view, edit demographic information, or inactivate the user. 

EDIT 

VIEW 

INACTIVATE 

SECONDARY USER LIST 

11.  As the SEC, you may receive requests from your users asking for their username and 

password.  When you locate the appropriate user within the Users tab, you can completed 

these tasks by selecting the “Edit” icon to their account.  

NOTE: 

There will be a handful of users that will 

have an email address of 

“noaddress@example.com”, if the 

opportunity arises, be sure to update this 

to their appropriate email address so 

they are able to receive notifications via 

email as well as the ability to reset their 

password on their own in the future. 



12.  To view the user account click the view icon. 
 

User Information: User contact information. 

Associated Categories: User Information and list what category the user is 
(employee, volunteer, priest, etc.). 

Certification Status: This shows the users current certification status.  

Background Check Status: This is where you can see a manually added 
background check that was ran independently outside of Selection.com integration. 

CMG Training Activity: This area will house all of the training requirements that 
users have completed during a training course.   

Imported Trainings: Any training that was entered in the previous platform will be housed 
in this area. 

Live Trainings: Live event training will be housed in this area.  Not Applicable to your 

Diocese.  



13.  By clicking the edit icon you can update any demographic information for the user.   

 

Note:  Only Diocese Administrators and the end-user themselves have the ability to 

change a primary location.   

14. Or click ‘Add New’ to create a new user account. 



15.  You are able to globally search within the Archdiocese by clicking the ‘Search Users in 

Diocese’ button.  Individuals that frequently volunteer at your location can be flagged as a 

“Secondary User” to show up on a customized list for you. 

16. To get to your Secondary User List, hover over your Users tab and select “Secondary Users 

List”  

17. By selecting the view icon you will be able to verify users is certification status.  To remove that 

specific user from your Secondary User List, click the star icon. 

Test Test 



18.  To run a report go to your “Curriculum” tab on the left hand side of your screen. 

19. Scroll through the page until you locate the curriculum you wish to run a report on and click 

the icon with the two people to “Export Users”. 

Export Users 

20. This will export all users within your specific site that have completed that particular training 

into an Excel spreadsheet.  You are able to format this to your needs. (Below screen-shot is 

an example only) 

NOTE:  You will need to go into each curriculum and run a report.  If 

you are over more than one site, you will have to go into the sites 

independently, through the top dropdown menu, and select desired 

location. 



21. The CMG Connect platform will automatically notify end-users at the following times (via 

email and system inbox): 

 If they have not completed all requirements in their training curriculum within 7 days 

 When the Diocese has certified the individual 

 60 days before expiration so they can recertify 

 

 

22.  End-users can check their system inbox for messages by clicking ‘Inbox’. 



The Diocese will perform these functions: 

 Review background check reports  

 Assign certification status (i.e., yes, no, with limitations, pending) 

As the SEC, you are responsible for the following tasks (as applicable): 

 Be familiar with the new CMG Connect training platform. 

 Manage end-users (volunteers/employees) that are under the parish or school you are 

coordinator. 

 Ensure you are up-to-date on all training required by the Diocese. 

 Searching the Diocese database for certification status before events for those individuals at 

other parishes/schools/organizations. 

 Facilitate recertification as needed. 

 NOTE: When instructing users to recertify, they may not remember their login/password and 

never entered an email in the system to recover the information.  You have access to reset or 

enter a new email, username, and password.   

 

For technical assistance, please click the Support Tab at the top of your screen.   

You will be asked to further describe your issue so someone can assist you. 

The Diocese requires safe environment certification and background check processing every 5 years.  

End-users will be notified via email (and system inbox) 60 days before the expiration date for 

recertification.  Recertification requirements include: Safe Haven—It’s Up to You video, Code of 

Conduct, Acknowledgement Questions, Expected Behaviors, and Background Check.  The new 

curriculum will be available for the end-user in their account 60 days prior to expiration. 



Online Training Instructions 

Diocese of Duluth—User Instructions 

Self-Register 

1. Please read the instructions below.  This document contains instructions for setting up your new 

safe environment account.  The screen prints are samples only – these will help during your 

account set-up, returning users, background check authorization, and accessing your 

requirements.  The site can also be accessed at https://duluth.CMGconnect.org.  All devices are 

compatible.      

2. Create an account by completing all of the information in the next several screens.  If you have 

done Catholic Mutual Group Safe Haven –It’s Up to You training in the past, you already have 

an account.  Please login with your previous username and password.   If you cannot 

remember your username and password, please click the FAQ or the Support tab for additional 

information.   

http://duluth.CMGconnect.org


5. Contact your primary site coordinator if you 

entered your email to retrieve your correct 

password and you were given this “Error 

Message”. 

3. If you are a returning user and had an account in the previous system, login using the same 

username and password you had in the previous system.  If you have forgotten your 

username or password, click on Forgot Password. 

4. If the only training you have completed with the Diocese of Duluth—Youth Protection training 

was the Boy Scouts of America Youth Protection Training, you will need to contact your Safe 

Environment Coordinator to provide you with your username and password. 

Security Warning: 

Checking the “Remember Me” box 

will save your information in your 

browser.  If you are using a public 

computer, checking this box will 

allow others to access your account 

on your computer. 



6. Once you have entered in your name, username and password and clicked “Next Step”, you 

will be asked to provide your address, phone number and date of birth.  Your date of birth will 

only be used to identify you and previous training(s) you have completed.  Your email address 

is not a required field, but we recommend entering one for automatic system updates and 

alerts to new trainings and/or expiration warnings. 

7. Next, in the Affiliation tab, you will select the 

parish or school to which you are associated with 

and how you participate within your parish or 

school.  Please select all the job descriptions that 

are applicable to how you work or volunteer at 

your location.  This allows the platform to 

automatically assign training that your Diocese 

requires you take.  These can be updated or 

edited anytime from your user account. 

Note:  These labels may change depending on further 

customization by the Diocese. 

 

8. Click Register My Account to be directed to your 

Dashboard 

 



9. Your Dashboard will list required training curriculums you must complete to satisfy the Safe 

Environment Program and/or Diocesan required trainings.   

 

 
Click  

Start Curriculum 

Note:  You will need to complete the Required 

Training(s) in order to become certified.  

 

“Safe Environment Training — Duluth”  

and  

“Defensive Driving Curriculum”  

*If applicable with your parish/school 

10. You must complete all sections within your required curriculum. To get to the next page, you 

will select your USCCB Role and click “Submit Answers” and it will automatically push you to 

the next page, “Safe Haven—It’s Up to You 1”. 



Please Click HERE to get started 

For technical assistance, please click the Support tab.   

You will be asked to further describe your issue so someone can assist you. 

12.  When                appears on the lower right-hand corner of your training pages, you will 

automatically be advanced to the next training module.  

13. Once you have submitted your background check for review, the Diocese will review your 

account information and continue to process your certification.  If you entered an email 

address, you will receive an email notification along with a system message when the 

entire process is complete.  Please allow 7-10 business days for the background check 

processing and certification status.   

14. The platform also offers a system inbox.  Any automated messages that the system has sent 

to an email address (if applicable) can also be retrieved here. 

11. If you need to pause the video you are watching, click in the middle of the video and/or the 

bottom left hand side of the video..  

The Diocese requires safe environment certification and background check processing every 5 

years.  End-users will be notified via email (and system inbox) 60 days before the expiration 

date for recertification.  Recertification requirements include: Safe Haven—It’s Up to You video, 

Code of Conduct, Acknowledgement Questions, and Background Check.  The new curriculum 

will be available in your account 60 days prior to expiration. 

https://duluth.cmgconnect.org/


Circle of Grace Children’s Training 

 

Instructions Coming Soon! 

The Diocese of Duluth will continue to use Circle of Grace children’s training in 

the new CMG Connect platform.  Training instructions will be coming soon!   

The training number entry will be similar, but we have listened to your 

recommendations and the area will be upgraded.   

Your training resources will also be housed right from your CMG Connect 

dashboard.   

 

 

 

 

 

 

Thank you for your patience during this roll-out 



Frequently Asked 
Questions (FAQs): 

 What can I enter for my username and password? 

 When creating an account, select a unique username and password that you will 
remember.  If the username you select has been chosen by someone else, you will be 
asked to select a new one.  If you had an account in the previous system, you already 
HAVE an account.  Login with the same username and password. 

 

 The site says my username is already registered, but I am new to the training. 

 Your username might already be in use or you may already have an account on the 
system.  All the accounts from the old system were transferred.  Click the username/
password recovery at the top of the page.  You should contact your Safe Environment 
Coordinator or the Diocese if the username/password recovery does not find your 
account.   

Can I register if I share an email account with someone else? 

 Yes.  Ensure that your usernames are unique.  An email is not required, but is highly 
recommended due to the automatic recertification alerts you will get. 

Can I register if I don’t have an email account? 

 Yes.  An email is not required, but is highly recommended due to the automatic 
recertification alerts you will get.  The system does have a system inbox, so you can login 
to get any messages or alerts. 

I have a new email address, should I register again? 

 No.  You need to log in using your original account information and edit your profile 

My role within my parish/school has changed.  Where can I update that information? 

 You will log into your account and edit your profile. 

 



Coordinator Best 
Practices: 

  

When checking user account information, verify email address with the individual.  Email 
correspondence is the core of a successful online tracking program. 

 

At a minimum, check the platform weekly to assess certifications and expirations.   

 

Maintain confidentiality – DO NOT share your username and password.  If there is another 
individual at your parish or school that needs access, have them create their own account 
and email your diocesan administrator, Ernie Stauffenecker. 

 

Encourage end-users to access the platform through the Diocese of Duluth webpage.  This 
webpage has current links and information relevant to the safe environment requirements. 

 

It is recommend practice to delete your browsing history periodically.  Computers will try to 
pull the easiest link, or the last link that was up on the computer.  If changes have been 
made to end-user instructions or training modules, your system will try to use the old link 
or file because it is easier to recognize.  To clear your browsing history, click on Tools; 
Delete Browsing History. 

 

 


