
Printing a Summary of Safe Environment Requirements in Virtus 
 
Human Resource files on our employees usually collect information that can be found quickly on the 
Summary tab within the Virtus system.  Please follow the steps below for printing/saving and sending 
documentation on any of your employees. 
  

1) After logging into Virtus, click on your Users tab on the left side and search for your employee’s 
name.  After clicking on the last name of the employee to pull up their information, go to their 
Summary tab as seen below: 
 

 
 

2) In the record above, we can see the most recent completion of any Safe Environment 
Requirement.  In the upper right corner, click the Printer icon and from there either print out or 
save the document and send it to your HR folks for filing. 
  
 

3) After you assign the online training, the user will receive an email notification to log in on their 
account complete this training.  The email will include login information along with your 
name/email at the bottom as the Safe Environment Local Administrator.  See example below: 


