
How to Assign a Keenan Training to Your Direct Reports 
1) Login to Keenan website: https://elcamino-keenan.safecolleges.com/login 

Username: Datatel ID # that is found on your work badge 
Password: If you forgot your password select “Forgot login?”  
 

 
 

2) Click on the calendar icon found on the left-hand side of the screen. When you hover over the 
icon, it will state “Admin Area” 
 

                                                    
  

3) Click on “Data Management” on the left-hand side. 

                                                      
 

  Datatel #  

https://elcamino-keenan.safecolleges.com/login


4) Select the employee you want to assign a training from the list of employees. 
5) Select “Training Plan” on the left-hand side. 

 
6) Click on the plus (+) sign next to the date range. Date range is found at the top of the screen. 

 
 

7) Select “Click to Edit” found under Course. 

 
 

8) For COVID-19 related courses, select Health under “Category.”  

 
 
 
 
 



9) Select a training under “Course.”  

 
 

10) Click on the bubble under “Assigned” and select “Complete” 

 
 
 

11) Fill in the “Effective Date” (the date they can access the training), and “Due Date”. Select submit. 

 


