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ATLAS Login

' Industrial Safety

Beaumont I STc Baytown

Solut/ons for Today’s Workplace

This is a Testing Site

Go to https://atlas.istc.net and login.

*If it is your first time logging in, please use the forgot password option to reset your
password. You will receive an email from with a new password.



https://atlas.istc.net/

Profile Tab

The Profile tab allows admin users to view your company's information, add/edit users,
add/edit exceptions, add/edit/remove contacts, add/edit/remove Vendors, and grant other
safety councils access to schedule courses for your company at their location.

PARTICIPANT  OWNERREPORTS  CUSTOMER REPORTS

] Pof B

= Iy |

C|ICk the Profile tab and select your Facility under the My Entities section.



Profile Tab continued

PARTICIPANT OWNER REPORTS CUSTOMER REPORTS

General Information

Cient D[l e [ =~
Entity Status Actve Subscriber Paid Suzzcriber Subscriber Type

Country Y5 Phone (209)983-7387 Fax (_J_-__

PO required Y

POZ

Mailing Address Billing Address

Billing Address 2

Address 2
tiy
State/Province . may [
ziprrustal coce || | | | till stateProvinc |
gt ziprpostal Coo )

USERS | EXCEPTIONS ~ CONTACTS  VENDORACCOUNT  PERMISSIONS

e e I e e I == =
| — - -

E— - .

E— - .

I— I

Admin users can now view/edit their company information.



Customer Users

Customer Admin users have full access within Atlas. Tabs included are Profile, Participants,
and Customer Reports.

Customer User can only view participants history. Only has access to Participants Tab.
Owner Scheduler 1 can only schedule training courses. Tabs included are Participant and
Customer Reports.

Owner Scheduler 2 can schedule training, Backgrounds, and A LA Cartes. Tabs included are
Participant and Customer Reports.

*To remove a user, please contact the Background Department at backgrounds@istc.net

USERS

ADID NEW USER FOR THIS ENTITY

.r =114

No.  Username First Name Last Name EMail Phane Number Pasition User Group Name
1E - - E— — S
! I I I I [ I
; I [ | [ [ ] I ]

The User tab will be displayed at the bottom of the Profile Tab. This tab will show all the
users associated with your account.

» Select an individual's name to view their information or select the orange “ADD NEW
USER FOR THIS ENTITY” button to add a new user.



Customer Users Continued

Save

User Information Save and New

Please use the same E-mail address as your username Save and Close

Username* : Password Reset Pazznone
First Name* : Last Name* :
E-Mail* : Phone Number* :
(ity : State/Province | 3elec St Province..,
Tip Code : Country
Profile Photo

Mo Image

Selzc User Role.. L)

Adrministrative Use Cuzzamar Admin

Entity 50800-Turmer Industries Groun Lic Entity Client ID# 50800
Customer_Level!
Additional Entities - - - I
Customer Level2
Login Enabled

Customer User

Add User Group [l 522 Lzer fole .

Frnman]
Adding A new User:
1. Enter all the required information (shown with a *).

2. Select the user role from the Add User Group drop-down menu.
3. Click the “Save” button



Customer Users Continued

User Infermation Seve and Closze

Please use the same E-mail address as your username

e | oo oo
oo [ ] e [
i

iy I iy (e 00 I

il EE -

| Login ) Eraied i Dimadied |

|HLhnﬁlnu G s W UBCLA I LI GO |

Wl

Samme b

* Click on an individual’s name under the user section to edit their information.

* Select the Disable option from the login section to unlink an individual from your
account.

* To change an individual's user role, select the new role form the user group drop-down
menu and click the “Update User Group” button.



Customer Contacts

USERS  EXCEPTIONS

Admin users:

PERMISSIONS

1. Select the Contacts tab.

2. If you would like to add a user, click the “Insert”

button.

3. To edit a contact, select the individual’s name.

4. Fill out all the required information and click the save

button.

Selex Contact Type.. v

Select Contact Type...
Accounting

| Agmn |
Beg

Chris

Company

Company - Lima Branch
|ack

Ohs

Other

Safery

Technical

Address

Address Source™ © Sameas company O Personal




Customer Contacts continued

SERS  EXCEPTIONS ~ CONTACTS  VENDOR ACCOUNT  PERKISSIONS

a Concacts
|

INSERT ft DELETE

1. To remove a contact, select the l----
|

“Delete” button.

2. check the box next to the
individual(s) you would like to
remove.

3. Click the “Delete Contact” button.

SELECT ALL 1 ||| DELETE CONTACT ||| CANCEL |

10



Customer Exceptions

PARTICIPANT CUSTOMER REPORTS PROFILE

General Information

client 1D name I £ ¢ty Type Customer
Entity Status Actve Subscriber Pzid Subseriber Subscriber Type
Country Y5 Phone - Fanx _

PO required ¥

pO#

Ma dress Billing Address

Address Iil Same as Mailing Yes @ Mo

ZipfPostal Cade \i| Bil State/Province E
Bill Zip/Postal Code il

USERS EXCEPTIONS CONTACTS ~ VENDOR ACCOUNT PERMISSIONS

Select the Exceptions tab from the Profile Tab.
The All Exceptions section will display all individuals who have an exception for your

company.

11



Customer Exceptions continued

LISERS EXCEPTIONS CONTACTS VENDOR ACCOUNT

ADD NEW EXCEPTION

PERMISSIONS

D New Exception Select Exception(s)...
Identification Waiver Employer Spacific

SAVE AND GO BACK TO ENTITY

Exception /

Exception(s) | Identification Waiver Emplayer Spet '| @

Notes sanflzahghdlk

4

Attachment | Choose File | No file chosen |

Mever Expire ' Yzz  Expire Date* 10/7/2020 &‘LL Eﬂ;{, Exception Status® | Acve

¥ No

Entered By Entered On

Participants

Search Participant

5N fast 6 digits | | | SEARCH |

ﬁ Selzcted Perticipents

Customer Admins can issue and add Identification
waivers for their courses.

1. Click the “ADD NEW EXCEPTION” button.

2. Select the exception type from the drop-down
menu.

3. Type in the note for the exception in the notes
section.

4. To add an attachment, you will select the
“Choose File” button and select the file from
your computer.

5. Never Expire should be marked No, unless the
waiver is indefinite.

6. Click the calendar next to Expire Date to select
the date you would like the waiver to expire.
(you can click the calendar with the red x if you
need to remove the expiration date.)

7.  The Exception Status should always be active.
This determines if the waiver is valid or not.

8.  Click the “Save Before Add Participants” button.

W *See next page to add participant(s) for the waiver(s).

12



Customer Exceptions continued

& Identification Waiver Empl... ER

Exception

Exception(s) ldentification Waiver Employer Specific

Notes zadgflzahghdlk
A

Attachment || Chaoss File | Nofile chazen ‘

Never Expire Mo Expire Date 10/1/2020  Exception Status Active
encered oy | < cc-cc o 02
SAVE BEFORE ADD PARTICIPANTS

Participants
Search Participant
S5 last 6 digits ‘ SEARCH
I."".
& Results
b

# Selected Participants

1 Identification Waiver Emplayer Spedfic _ _ Identification Waiver Emplayer Spec..

1. Type the last 6 of the individual’s social in the search box next to SSN last 6 digits
under the participant section and click “Search”.

2. Click the check box by the individuals name and click “Select”. The waiver will appear
under the selected participant section
3. Once all the individuals have been selected, click the drop-down arrow next to the

save button in the top right corner of the screen. Click “Save and Close”.
13



Customer Exceptions continued

BN
SarnEceins

it g

SEACH

AHE A

1 i e Eme S

et e . M@ A

The waiver should now appear under the all exceptions section. If you do not see the
waiver you can search the participants last 6 to verify the waiver was placed. You will then
press the Close button at the bottom left of the screen to exit.

14



Customer Vendor Account

UGERS EXCEFTIONS  CONTACTS | VENDORACCOUNT f - PERMISIONS

i | 1 r‘ iyl ‘123556 H ATOMTEKDN P \

ﬂ lendr Account normetion

1V Sy el TfB0ercReTL Pentng

DFLETE

CountofVendorAccouts

(ke ORSCods~ {

Admin users:
1. Select on the Vendor Account tab.

2. If you would like to Add a Vendor, Select the vendor from the Drop-down menu and
enter your Tax ID. Click the “Automated Account Setup” button, to begin the setup
process.

15



Customer Vendor Account continued

USERS  EXCEPTIONS ~ CONTACTS  VENDORACCOUNT | PERMISSIONS

Seliect Vendor with Automated Setup |sz-.ferfj v\ EnityTaxid |1z3:55 || AUTOMATED ACCOUNT SETUP |

ﬁ Vender Account Informstion

1 it resdisfiedZiD TR Pending

Count of Vendor Accounts |

Count of OHS Codes 0

1. To view a current vendors information, select it from the table.

2. To delete a current vendor, click the “Delete” button below the table. Select the check
box next to the vendor and click the “Delete Available Vendor Information” button.

| V_s2Verify [ ————

Vendor V_SZVerify O e I
Username |
Password |

Account IDx
Account Status Pending
Wendor Enrollment Start Timestanp 102019 234 AR
Vendor Enrollment Complete Timestanp
Import-related fields
Clientid |

VendorOrderExternalld2 |

EntityAtlasid seLECTALL 1 | | DELETE AvAlLABLE vENDOR INFORMATION || [ canceL
1

16



Customer Permissions

Admin Users can grant other safety councils'
access to perform an Entity Override. This
function allows another safety council to
schedule training through our system.

1. Select the Permissions Tab.

2. Check the box next to the council(s) you
would like to grant permission to.

3. Click the dropdown arrow next to the
Save button.

4. Click Save and Close.

Save

Save and Close

USERS EXCEPTIONS

Give to these cou nciIJ I

03 - Corpus Christi Safery Counc

33
rs
23 -

T4

o

25 -

CONTACTS VENDOR ACCOUNT PERMISSIONS

- Training Solutions For Construction & Industry

- Brazosport Safety Council

- Safery Cowncil OF East Texas

- Contractoss Safety Council -Pr Lavacs
- Safary Couwncil Texas Oty

- Guif Coast Safiety Council

- REGULATORY TRAIMIMNG CENTER

- Ark-La-Tex Safery Cowncl

2 - Baton Rougs Alliance Ssfegy Counc

- Laks Charles Safery Counc

4 - West Texas Safety Training Center

- Pan Handle Contractor Safegy

- Mid Azlantic Safety Council

- Houston Area Safety Council

- Tenngszes Valley Training Centar

- Delaware Valley Safery Cound

- Kentuckiana Construction Users Cound
Tri-5tate Industrial Safety Counc
Wyoming-Montana Safety Counc

Colorado safery Association

26- Qklzhoma Safety Coundil

27- Lhah Safery Counc

17



Customer Reports

The Customer Reports tab allows Admin Users to run reports for individuals they have
scheduled.

] Customer Reports 2

Reports

ndustrial Safety

ISTC

Training Council

ISTC RFI Contractor Reports
Wersion 1.0.0.24

Please use your Atlas login credentials,

Username: ( )
Password: ( )

| Click hers to reset your password.

*Your login is the same as your ATLAS login.

18



Customer Reports continued

Select the report that you want to run
ISTC RFI Contractor Reports

wersion 1.0.0.273

Expiring Backgrounds by date v

Today's Date: 10/6/2020 -
¥ ) Expiring Backgrounds by date

welcome: [N oo TEning by cate
Ordered Training by date
Order History by date

Select the report that vou want to run

| Expiring Backgrounds by date |

| Run Report h

Select the report you would like to generate from the drop-down menu and click the “Run Report”
button.

Expiring Backgrounds by date: Allows you to view backgrounds expiring during a certain time frame

Expiring Training by date: Allows you to view training expiring during a certain time frame

Ordered Backgrounds by date: Allows you to view backgrounds ordered during a certain time frame

Ordered Training by date: Allows you to view training ordered during a certain time frame

Order History by date: Allows you to view all products ordered during a certain time frame

19



Customer Reports continued

ISTC RFI Contr_actor Reports

Order History Report

Today's Date: 10/6/2020

welcome: [

(Return to main menub

1. Select the report start date from the left drop-down calendrer.
2. Select the report end date from the right drop-down calendrer.
3. Click the “Start” button.

20




Customer Reports continued

Feturn to main menui

Enter the end date

vear | 2020 W

Enter the start date

vear |2015 W

Month Month
D3y Day
55N [Lnarme [Fname [Mrame |Course Location Start Date Expiration Date Pags/ Fail [Who Ordered |Begd Vendor|Particpant Id
7/31/2020 12:00:00 AM|Expired .

19 BASIC PLUS(1O - Houslon Area Salely Council |7/17/20159 12:00:00 AM

You will now see all the individual listed for the report ran.
You can click the green “Download Report” button to save the report.

To run another report, click the “Return to main menu” button.
21



Participant Tab

The Participant tab allows you to view/edit an individual's information, view their training
history, and schedule training.

(USTOMERREPORTS  PROFILE

[ Pricpat [ w |

CREATE NEW PARTICIPANT

Seareh Particpants y Ful 5N

SEARCH

Search Particpants by Name resulsFitered to only Prticpants with MY entity's Clen 0]

First Name E List Name E

SEARCH

To Search a participant, type in the last 6 of their social and click the “Search” button.

22



Participant Tab continued

CUSTOMERREPORTS  PROFILE

[ Pertcipet

CREATENEW PARTICIPANT

Search Parccipants by Full SSN

Search Pardicipants by Name (results tered o anty Pardcpants with MY entiys Cint C)

First Name ‘ ‘ Last Name ‘ ‘

SEARCH

1. If the Participant is not in the system, you can add them by clicking the
Participant button”.

[] New Participant

General Information

First Name* E Middle? © No @ Yes  Middle Name* ‘

Date of Birth* E& E’QJ Ccunlrynftilizenship”‘us

Gender* ‘SelectGender.u v

Warning: This photo was added more than 2 years ago; please update it.

Photo

No Image

‘ Last Name* |

| Suffix ‘ Select S ¥

v

Countyf B | U5

‘ CANCEL | ml

ParticipantID © 0 ClientID  Client Name

Contact Information

Address* ‘

Address2 ‘

City* \

County ‘

State/Province* ‘ Select State/Province...
Country ‘ us

Tilbstal Code* |

Phone Number ‘

Email ‘

Identifying Information

Trainee Status Active
e o v
Passport D |

Passport Country | us

TWIC Card? No O Yes

Drivers License No. |

Issuing State | Select StatefProvince..
Secondary 1D |

Secondary 1D Type | Select Secondary ID Type..

“Create new

2. Enter all the required information and click the “Save” button. All required information is

indicated by a *.

23



Participant Tab continued

e et

"Wty

il

B

Bl EEEE B

After typing in an individuals social and clicking search, you will select their name from the
results table.

24



Participant Tab continued

E Doe, John Jackson

General Information

First Name-Middle? Mo @ Yez  Middle Name -Last Mame -SuﬂT:-c |- "l
Gender* _Z| Date of Birth _ Country of Citizenship* | us ¥ Country of Birth* us '| mn

Warning: This photo was added more than Z years ago: please update it.

Phone Number | Secondary 1D | |

Photo L
Participant ID 497168 Client ID L3E321_Beaumont Client Mame _ISTC Beaumant
Contact Information dentifying Information
Address#* |_ | Trainee Status Active
Address 2 | | ssv -1 - IR
City#® |_ | Passport D | |
County | | Passport Country | us v |
State/Province® |_ v | TWIC Card? Mo Yes
Country | us v | Drivers License No. _ |
ZipfPostal Code* |_ | Issuing State |_ v |
|
|

I

Secondary ID Type | Select Secondary |1D Type... v |

You will be directed to the individuals' profile. You can view/edit their personal information
from this screen.

*If you edit any information on this screen, click the “Save” button before moving forward.



Participant Tab continued

HISTORY
SCHEDULE

IType | Select Type... ¥ | Expiration Date From E:T-'\ E,n;: To ET{ E‘D;‘ Schedule Date From |i=?-‘~\ E,D;: Schedule Date To E?—'l EID;: | SEARCH | | SHOW ALL RECORDS
=B
=29 Al Record History
=29 All Record History
=7

Order Complete OHS Numeric

Mo. ProductandService Customer Client ID Type Scheduled Location At Date ScheduleDate Date Expires Result Vendor SubS s ICBM  Latest? System ID
1 0955V-S5N Verification I 7120/2001 201 Complete  First Advantage 3
3 D9BN-BASIC PLUSE _ | ] Trsining _ISTC Besumant 9/11/2019  9/11/2019 Stheduled Yes £816857
4 _ - Ti STC Beaumont 9M11/2019  911/2018 Scheduled fes 5816856
5 AOSCSE-Arse Confined Space _ I - sCEBesumont 10/22019  10/3/2018 Scheduled Yes 5816908

Click "NEXT" for mare record:

Date of last download  PDF of Trainee History Report | -- rgines History Ren |

To view and individual’s training history, scroll down until you see the History section. This

section allows you to see what classes the individual has completed, has scheduled, or has
expired.

* You can search an individual’s history using the search functions.

* You can save the individuals history by pressing the “Export” button or the “Download
PDF” button. (if you use the “Download PDF” button, a PDF will appear on the screen.
You can then click the PDF and save it.

* Press the close button to return to the Participant tab.



Participant Tab continued

HISTORY

SCHEDULE

Type | SelertType.. T\ Expiration Date From |i:?'\ E,n' To ET'\ E‘n‘ Schedule Date From |i:?‘\ E' Schedule Date To ET'\ E,D' ‘ SEARCH ‘ ‘i-j:; :.L'-EZF?E‘

e v o

= Recora Histony

No. ProductandService Customer Client 1D Type  Scheduled Location At g:::' SchedulzDate g::‘eplm Expires  Result
D955V-55N Yerifization S 112012001 NN Comple

2 - Training 00 Energy Transfer Remote Scheduli... 1142017 /302018 Inprogress

3 D9BN-BASIC PLUSE Training ~_|STC Beaumant 10 9t Scheduled

4 Training ~_|STC Beaumant 91/2019 9172019 Scheduled

] A0SCSE-Arse Confined Space Training ~_|STC Beaumant 10312019 107372019 Scheduled

b - Training ~_|STC Beaumant 101172009 103172010 Expired

1 - Training ~_|STC Beaumant 1/5/2009 302010 Expired

To Schedule an individual, click the Green “Schedule” button.

OHS .
Vendor SubStatus ICBM  Latest?

First Advantage

Yes

Yes

Yes

Numeric
System I

3

SH1e8s7

SH16856

5816308



Participant Tab continued

] Select Particpant and Own.

Select Entigy... A

_ISTC Bayzown Training Center

Choose Participant Scheduiing For STC Beaumont
- 00- Cheniere LNG Remore Scheduling
00- Energy Transfer Remate Scheduling
Selected Participant - s
P - 00- Printpack Remate Scheduling

00- TIPS Remate Scheduling
; o B 00-BASF Remate Scheduling
Lnoosecl [r 51.h:j[| I Ig Ul 00-)effzrzon Enargy Remate Schaduling

_ 00-Mativa Remate Scheduling
T

Choose Entity Scheduling For 23 Encergy Remate Scheduling

§9-External Test
BHP Qi Services- Baytown

Choose Location Scheduling At BHP Occ Services- Beaumont
L BmiTC-Fluor Satellite Location
Selected Location | Seect Endy.. ' Cheniere NG On-3te
Covestro On-Site

Ecampus

m NEXT STER ECHO - Canfined Space - New Mexico
ECHO - Motiva Remate Scheduling W

The Individual’s name will auto populate.
Select your company from the Entity Scheduling For drop-down menu.
Select the Location from the drop-down menu.

Click the “Next Step” button.

W e



Participant Tab continued

[ Select Products and Services

Selected

Selected Participant _ Customer _

Choose Location Scheduling At _ISTCBezumont  Choose Owner Site -

Search Training Courses

4 Product Code g Course Name (contains)
SEARCH

DELETE SELECTED P/5 l l TRANSFER SELECTED P/5 l

ORDER BCG ORDER BCG PRIOR ORDER ALA CARTE

Search the course you would like to schedule by typing in the product code or the course
name in the search boxes and clicking the “Search” button.

29



Participant Tab continued

Search Training Courses

fiiiig | &
I |ie

¥ou can clicl
‘ | UPDATE FOR ALL ITEMS |

Products and Services are not scheduled yet.

1. Check the box next to the course you would like to schedule and click the “Add Selected P/S” button.

2. The product will appear under the Pending Products and Services section.

*If you need to schedule multiple courses, you can now search another course and select it.
3. |If needed, place Purchase Order number in the PO box and select the “Update For All ltems” button.
To change PO/COD, you can select the “Edit Table” button and change to the correct payment.

5. Check the box next to course(s) in the Pending Products and Services section and click the “Next
Step” button.

*If you see a green check mark on the course, the course is ready to schedule. If you see a red X, this
indicates that the course can not be schedule and you will need to check the reason box to see why.
30



Participant Tab continued

Search Training Courses

# Product Code B Course Name (contains)

ADD SELECTED P/S

Pending Products and Services

D9AIRBW-Bottle Watch Course Bottle Watch Course Mot Scheduled Yet Training @ Exp. Date: /f FO

EDIT TABLE

[ DELETE SELECTED P/5 ] I TRANSFER SELECTED P/S I

Update PO

Update Payment Type You can click on the "edic table” butten to change PO/CCD

PO | ‘ | UPDATE FOR ALL ITEMS |

Products and Services are not scheduled yet.

CANCEL AND GO BACK NEXT STEP

To Transfer a product (ARSC courses only):
1. Check the box next to the selected product.
2. Click the “Transfer Select P/S” button.

31



Participant Tab continued

11110

E Penng Pracucts and Services

1 [ 19,BASIC PLUS-HOUSTON Area ARSC Basic Pus HOUSTON Area ARSC Basic Pus Not Scheduled Yet Training @ Exp. Date: // 0

[omuteseuecreons | [ ravsrnsuscrions |

Products and Services are not scheduled yet. -
Y Select Entiy.. "
CANCEL AND GO BACK m 01- Training Solutions For Construction & Industry

03 - Corpus Christi Safety Coundi

04 - Brazosport Safety Council

05 - Safety Council Of East Texas

06 - Contractors Safety Council Pt Lavaca

Selected Record 3 BAIC_FLUS-HOUSTON Area ARST Basic Pluz 07 Sufety Counci Texas Cry

08 - Gulf Coast Safety Counci

Transfer

10- REGULATORY TRAINING CENTER

Completed Date E]li EE!-_LJ 1. ArkeLa-Tex Safety Counci

A 12- Baton Rouge Alliance Safety Cound
13- Lae Charles Safety Cound
Council 9. Houstor Area Sty Coundl 14+ West Texas Safety Training Center

15 Pan Hancle Contractor Safety
18- Mid Atlantic Safety Council

PS - council users | Selez S Y 13- Houston Area Safety Councl
20+ Tennessee Valley Training Center
21 - Delaware \alley Safety Cound

‘ SAVE ‘ ‘ CANCEL ‘ 22 - Kentuckiana Construction Users Council

23 Tri-State Industrial Safety Counc Y

Select the calendar and input the course completion date.

Select the council the course was completed at from the drop-down menu.
Select the transfer product from the PS drop down menu.

Click the Save button.

A LW N R

32



Participant Tab continued

Selected

Selected Participant I Customer ]

Choose Location Scheduling At _ISTC Beaumont ~ Choose Owner Site -

% Pending Classroom Trainings (Schedule First)

If you schedule the other training before the BASIC, the participant won't be able to attend the training.

% Other Pending Trainings

1 IEI 09AIRBW-Bottle Watch Course Bottle Watch Course Not Scheduled Yt

‘ SEARCH AVAILABLE TIME SLOTS FOR SELECTED TRAINING ‘ ‘ DELETE SELECTED TRAININGS ‘

There are 1 training(s) haven't been assigned time slot yet. They are not scheduled until you click "SUBMIT"

CANCEL AND GO BACK

Click the check box next to all courses needing to be scheduled and click the “Search
Available Time Slots For Selected Training” button.

33



Participant Tab continued

| ] Select Time Slots

Selected ps 09AIREW-2ottle Watch Course

Search Time Slot
Date E-El EI%
SEARCH

ASSIGN TIME 5LOT ‘ ‘ CANCEL ASSIGN TIME AND CHOOSE ANOTHER TRAINING

There are 3 training(s) haven't been assigned time slot yet, They are not scheduled until you click "SUBMIT"

CAMNCEL AND GO BACK

Click the Calendar to select a date to schedule training and click the “Search” button.

34



Participant Tab continued

* bate 00 Y B

SEARCH

1 10102019 11:00AM 100 187
2 D 10102019 11:30AM 00 187
3 10102019 1200PM 99 18
4 10102019 1Z30PM 00 187
H 10102019 1:00PM 100 187
(1 101072015 1:30PM 100 17
7 1010209 200PM 93 187
8 1011072019 23R 100 187
3 1010203 00PM 0 1
10 10102019 330 00 187
il 10102019 400PM 100 187

ASSIGN TIME SLOT | CANCEL ASSIGN TIME AND CHODSE ANOTHER TRAINING

There are 3 training(s) haven't been assigned time slot yet. They are not scheduled until you click "SUBMIT"

CANCEL AND G0 BACK

Check the box next to the desired time and click the “Assign Time Slot” button.

* If multiple classes are chosen, you will only select the time you would like the classes to
begin. The system will automatically assign times to the rest of the courses.



Participant Tab continued

Selected
Selected Partiipant - (ustomer _

Choose ocation Scheduling At Eezuman: - Choose Qwiner it -

i Perding Clssroom Trainings (Schedule st

Ifyou schedule the other training before the BASIC,the participant won't be able to attend the training,

i COther Pending Tranings

1 ToARENBarte Watch Course Bonte Weteh Course Mot Sehedled et s T10AM

‘ SEARCH AVAILABLETIRESLOTS FOR SELECTED TRAINING ‘ ‘ DELETE SELECTED TRAININGS ‘

(CANCEL AND GOBACK m

1. You will now see all the courses currently scheduled and the time they are scheduled
for.

2. Check the box next to the course(s) and click the Submit button.

36



Participant Tab continued

I Cofimetin 9

e i -

ChusLoctin gl 5 eon

ﬂ Seecled Tranigs

1 BAREH B e Course Bote e Coue Tanirs FIC e Ml

{onfimtin B::. EmailTaE CLOSESTARTANGH SCHEDULE

You will now see all the courses currently scheduled.

* You can view the confirmation page by clicking on the PDF.
* To print the confirmation page, clicking the “Print” button.

* You can also email the Confirmation Page by entering the email address in the “Email
To” box and clicking the “Send Email” button.

* Click the “Close/Start A New Schedule” button to return to the Participants Tab.

37



Participant Tab continued

T

Pending Products and Services

DELETE SELECTED P/5 TRANSFER SELECTED P/5

ORDER BCG ORDER BCG PRIOR ORDER ALA CARTE

Addtional Information for Background Check

Information

First Name - Middle Name [ Last Name [N

Suffix |_ v| Date of zirth |

so

Drivers License No.#* E Issuing State®
Address* E Address 2 :
State/Province® Zip/Postal Code* E
Country ‘_ v|

I Please select BCG vendor @ W_Fadv I

CANCEL ADD BCG

[

1. To order a background, select the orange “Order BCG2 button or the “Order BCG Prior”

Button.

Select the vendor

ok W

Consent

Enter All of the required information. (shown with a *)

Check the yes button under the consent section.
Click the “ADD BCG” button.
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Participant Tab continued
Pending Procucts and Services

03BCG2-Graded Background v2.0 Graded Background v2.0 Not Scheduled Yet ez First Advantage @ PO
[ DELETE SELECTED P/S ] | TRANSFER SELECTED P/S |
ORDER BCG ORDER BCG PRIOR ORDER ALA CARTE
Update PO

Update Payment Type ‘You czn click on the "edit table” button o changs POVCOD

PO | | | UPDATE FOR ALL PO ITEMS |

Products and Services are not scheduled yet.

1. Click the green “Next Step” button.

Selected

Choose Location Scheduling At _ISTC 22aumont  Choose Owner Site -

E Pending Classroom Trainings (Schedule First)

If you schedule the other training before the BASIC, the participant won't be able to attend the training.

E Qther Pending Trainings

‘ SEARCH AVAILABLE TIME SLOTS FOR SELECTED TRAINING | | DELETE SELECTED TRAININGS |

] QHS and BCG ordered

08BCG2-Graded Background v2.0 Mot Scheduled Yet S0800-Turner Industries Group Lic Doe, John Jackson

CANCEL AND GO BACK l SUBMIT l

2. Click the green “Submit” button.
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Participant Tab continued

Pending Products and Services

]

| DELETE SELECTED P/5 | | TRANSFER SELECTED P/S

‘ORDER BLG ORDER BCG PRIOR IORDER ALA CARTE

Addtional Information for Background Check |
Information Consent
first Name [ Wicdle Nare [ Lest Name RN Select A la carte ype... >

|| Maotor Vehicle Report

|| Education

stateProvince* | [N | Zip/Postal Code*

Please select BCG vendor OV Fady I

AlaCarte Type Selent A la carte fyoe.., 24

s c -
County Criminal

Drivers License No.* E Issuing State® Srate Criminal
Prior Employment

Workers Compensation
[| Professional License

Address2 : Federal Criminal
—
/

Perzonal Reference

| CANCEL | |AnnALA(AmE |

1. To order a A LA CARTE, the orange “ORDER ALA CARTE” button.

Enter All of the required information. (shown with a *)
Select the vendor

Select the A la carte type from the drop-down menu.
Check the yes button under the consent section.

Click the “Add A LA CARTE” button.

o kA W N
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Participant Tab continued

=
IE‘ Pending Products and Services

1 ___--@_-__-

INot Scheduled Yer PO

[ oewemeseiectenps | [ mansrenseuscreo s |

‘ORDER BCG \ORDER BCG PRIOR IORDER ALA CARTE

Update PO
Update Payment Type You can clict onthe "edit tzale” buttan to change POCOD

PO | || UPDATE FOR ALL PO ITEMS |

Products and Services are not scheduled yet.

1. Click the green “Next Step” button.

el T

Selacted Participant Dog, john acksan Customer Turner Industries Group Lic

{Choase Location Scheduling At _°TC Besumont - Choose Owner Site -

% Pending Classroom Trainings (Schedule First)

If you schedule the other training before the BASIC, the participant won't be able to attend the training,

% Other Pending Trainings

| SEARCH AVAILABLE TIME SLOTS FOR SELECTED TRAINING ‘ | DELETE SELECTED TRAININGS ‘

2. Click the green “Submit” button.




