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Getting Started Guide02

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

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


 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’.

Printing a Certificate04

On the home page, the 3 lines in the left-hand corner, then click ‘My Team’.



Your full active team will appear. Click on the user's name that you want to print certificate for.

Click on Completed Learning on the left-hand side.



Then select Print Certificate.

Management Guide05

Editing a Profile06

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”


