
 
SECURITY OFFICER TRAINING DATABASE 

TUTORIAL 
 
Log in at calsaga.org/login. 
 
Primary and secondary member contacts have access to all three tabs: Profile, Instructors, 
Officers 
 

 
 
 
 
Instructors will only have access to two tabs: Instructors, Officers 
 

 
 
 
 
 
  



Members can edit Instructors: Name, Email, Password 

  
 
 
Instructors cannot edit other Instructors: 

 
 
When viewing Instructors, type in email and password to enable unique logins: 

 
 
 
 
 
  



Records from the previous database might have duplicates, you can merge them together. 
But be careful as there is no undo. 
 

 
 
When viewing courses and officers, clicking the double square will download the 
certificate as PDF. Clicking the certificate number will allow editing of the certificate. 
  

 
 
Instructors and Officers now have ID numbers to remain consistent across multiple 
certificates. 

 
  



The best way to create a new, single certificate for an Officer: Select the name, click 
“Create Certificate” 
 

 
 
Create multiple certificates for an officer: Click “Create Multiple” 
Please note that you will need to know both the Instructor ID and Officer ID. 

 
 
Search for Officers at your company only: 
 

 
 
  



Search for Officers throughout CALSAGA. This will bring the officer to over to your 
company, complete with previous training. Last name and date of birth required. 
 

 


