
Training Portal Guide 
for Supervisors

Step 1: 

When a staff member has successfully 
completed a module, you will receive an 
automated email notification to advise 
you that a staff member has completed 
a particular course, and that the 
certificate is now available to download 
on the portal. 

Staff training certificates 
are auto generated on 
successful completion of a 
module. 

Go to: 
www.secaretrade.com/account/login 
to log into your ‘My account’ page.

Step 3: Step 4: 

Step 5: 

To allocate training to a staff     
member, please provide them 
with the credentials (email and 
password) for the staff training  
account provided to you by the 
S&E Customer Care Team, and 
advise them as to the specific 
training video(s) you want them 
to watch. 

Please also advise them that 
there will be a short quiz at 
the end of the video that they 
must to complete to get their 
certificate. 

Here, you can search using any 
of the search fields on the top of 
this page. You will then be able to 
view or download the certificate 
for a specific training course or 
you can click on the ‘Download 
History’ button and your search 
results will be exported to an 
Excel Sheet which you can then 
download for your personal 
records.  

To see what training is available, select 
‘Training’ on the ‘My Account’ page.

Here, you will see all the 
training categories. 

Simply click on the relevant 
category to see all the   
videos in that section. 

Step 2: 

Training Portal

To view or download these 
certificates, select ‘Training 
History’ on the ‘My Account’ 
page of the S&E website. 


