Training Reports & Card Orders

Outreach Trainers may complete training reports and card orders online for preregistered classes that ended within the
previous 30 days. If a class was not preregistered, or ended more than 30 days ago, you will need to submit a paper
training report/card order.

1. Click the “Login or Create Account” button to log in to the website (or, if already logged in, click the “Your Account”

button).

2. After logging in, review the information on the “Your Account” tab and confirm that it is correct. This is the
address that the cards will be mailed to. To update information, click the “Edit Your Account” tab:

HOME OSHA COURSES PROFESSIONAL DEVELOPMENT CERTIFICATE PROGRAMS OSHA OUTREACH TRAINERS } YOUR ACCOUNT

Your Account Edit Your Account s For Trainers Your Certificates Your Orders Your Registrations
MS. Rachel M Blaine . grganlzta_tlo? type: Academic
Title: Continuing Education Coordinator PCCL::PE o N Fth
University of Washington ractice ares: Hone ot fhese
4225 Roosevelt Way NE Suite 100 Verify information is correct.
Seattle, WA 98105 Click “Edit Your Account” to
United States make changes.
Phone: 206-221-6053
Email: . -’

3. Click the “For Trainers” tab to open the trainer dashboard:

HOME OSHA COURSES PROFESSIONAL DEVELOPMENT CERTIFICATE PROGRAMS OSHA OUTREACH TRAINERS P YOUR ACCOUNT

Ms. Rachel M Blaine

Your Account Edit Your Account For Instructors; Your Certificates Your Orders Your Registrations

TRAINER AUTHORIZATIONS
Trainer Type Start Date Expiration Date Status

QutreachTrainer - Construction Julog, 2011 Jul 09, 2015 Emailed

PREREGISTER COURSES

PREREGISTRATIONS
Course Scheduled Students Actions

4. Locate the class in the “Ready for Card Orders” section and click the “Order Cards” button:

READY FOR CARD ORDERS
Course Scheduled Students Actions

Construction 10hr Jul 02, 2014 to Jul 04, 2014 5 .

OVERDUE CARD ORDERS
Course Scheduled Students

This class is overdue for
Construction 10hr May 26, 2014 to May 30, 2014 3 online submission. Please
submit a paper report.

CARD ORDERS
_Course Scheduled Students Status_Actions_______________|
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5. Confirm that the preregistration information is correct; update if needed:
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6. Fill in the Outreach Training Program Report (information will vary based on the class type) and click the “Save and
Order Cards” button when complete:

~ Outreach Training Program Report
Enter the number of hours for each topic below, as decimals
~ Required
Minimum of 7 hours total
Introduction to OSHA *

2
Required, 2 hrs
~ OSHA Focus Four Hazards

Minimum of 4 hours total
Fall Protection *

125
Required, min 1.25 hrs. ~ Elective
Electrical * At least 2 electives, 2 hours min. total required

. Materials Handling, Storage, Use, and Disposal

Required, 0.5 hrs min d

Struck By * 0.5 hr min if included
| Tools - hand and power
Required, 0.5 hrs min
Caught In/Between * 0.5 hr min if included
Scaffolds
0.75
Required, 0.5 hrs min
Personal Protective and Lifesavin 0.5 hr min if included
o Cranes, Derricks, Hoists, Elevators, and Conveyors
Required, 0.5 hrs min
Health Hazards in Construction * 0.5 hr min if inchidad

Excavations
oS - Optional
Eg, noise, hazard communication and silic Optional Topics
Required, 0.5 hrs min 0.5 hr min if inc Hours 1
Stairways ar

Description Flammable Liquids

0.5 hr min if inc
ADD ANOTHER

Statement of Certification *
I certify that | have conducted this outreach training class in accordance with the OSHA Outreach Training Program guidelines. | have maintained the training
records as required by these guidelines and | will provide these records to the OSHA Directorate of Training and Education (or their designee) upon request. |
understand that | will be subject to immediate dismissal from the OSHA Outreach Training Program if information provided herein is not true and correct. |
further understand that providing false information herein may subject me to civil and criminal penalties under Federal law, including 18 U.S.C. 1001 and
section 17(g) of the Occupational Safety and Health Act, 20 U.S.C.666{g), which provides criminal penalties for making false statements or representations in
any document filed pursuant to that Act. I hereby attest that all information provided is true and correct.

I SAVE AND ORDER CARDS .a: EE’

a. Ifthere are any errors with the report, they will be highlighted in red at the top of the page:

HOME  OSHA COURSES PROFESSIONAL DEVELOPMENT CERTIFICATE PROGRAMS REACH TRAINERS ) YOUR ACCOUNT

Ms. Rachel M Blaine

0 » Statement of Certification field is required.
+ The total number of hours must be at least 10
+ The total number of hours for Electives must be at least 2
+ The total number of Elective Topics must be at least 2

Edit this class

b. Correct any errors, then click the “Save and Order Cards” button again
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7. Begin entering the student names. Enter the name, then click the “Add to Cart” button:

HOME O5HA COURS PROFESSIONAL DEVELOPMENT CERTIFICATE PROGRAMS OSHA OUTREACH TRAINERS } YOUR ACCOUNT

o Product saved.

Order Cards

Course: Construction 10hr OUTREACH TRAINER CARDS SHOPPING CART
Course Dates: Wednesday, July 2, 2014 to Friday, July 4, 2014
Training Location:

Virginia Mason Athletic Center

12 Seahawks Way

Renton, WA 98056

Number of Students: 5

No cards ordered yet, please add your students by name.

Name *
Cam Ch ancellor‘

Full name to appear on the card

ADD TO CART .

8. Aseach card is added, a counter message will track the number of cards ordered versus the number of students in
the class:

o Outreach Trainer Card added to your cart.
You have ordered 2 of 5 cards. Click here to edit the number of students who took this course. ]

Order Cards

Course: Construction 10hr OUTREACH TRAINER CARDS SHOPPING CART

Course Dates: Wednesday, July 2, 2014 to Friday, July 4, 2014 .
. . Construction 10hr - Jul 02, 2014 to Jul 04, 2014
Training Location:
Virginia Mason Athletic Center Cam Chancellor $5.00 m
12 Seahawks Way
Renton, WA 98056 Farle Thomas $5.00
Number of Students: 5 Order total: $10.00
Outreach trainer card order
Name *

Full name to appear on the card

ADD TO CART
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9. Ifanameisincorrect, click the “Remove” button, then re-enter the name and click the “Add to Cart” button:

Order Cards
e EATE e 1A OUTREACH TRAINER CARDS SHOPPING CART
Course Dates: Wednesday, July 2, 2014 to Friday, July 4, 2014 )
o . Construction 10hr - Jul 02, 2014 to Jul 04, 2014
Training Location:
Virginia Mason Athletic Center Cam Chancellor $5.00
12 Seahawks Way
Renton, WA 98056 Earle Thomas $5:00

Number of Students: 5 Order total: $10.00

Outreach trainer card order CHECKOUT
Name *

10. When all of the cards have been entered, double check that all names are correct before clicking the “Checkout”
button. Trainers cannot make any changes to cards after clicking the “Checkout” button! If a card is issued with
an incorrect or misspelled name, there is a $25 fee to replace the card.

o Outreach Trainer Card added to your cart.
l You have ordered 5 of 5 cards. alick here to edit the number of students who took this course.

Order Cards

Course: Construction 10hr OUTREACH TRAINER CARDS SHOPPING CART

Course Dates: Wednesday, July 2, 2014 to Friday, July 4, 2014

L . Construction 10hr - Jul 02, 2014 to Jul 04, 2014

Training Location:

Virginia Mason Athletic Center Cam Chancellor $5.00
12 Seahawks Way

Renton, WA 98056 Barl Thomas $5.00
Number of Students: 5 Kenny Easley $5.00
OQutreach trainer card order Eugene Robinson $5.00

Name *

Paul Moyer £5.00

Order total: $25.00
Full name to appear on the card

ADD TO CART | -

11. On the checkout screen, click “Continue to Next Step.” Edit Cart will REMOVE cards from the order, but will not

allow you to edit your card information or add cards. If you need to change card information, or add a card to
your order, please call 206-685-3089:

Checkout

Qutreach Trainer Cards
Construction 10hr -
Jul 02, 2014 to jul 04, 2014

Cam Chancellor

$5.00

Earl Thomas $5.00
Kenny Easley $5.00
Eugene Robinson $5.00
Paul Moyer $5.00
5 items

Total: $25.00

CONTINUE TO K
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12. Select the payment method, enter any required information, then click “Continue to Next Step” to complete the
order:

Payment Payment
@ Credit card

Bl Ve N > Credit card
O Bill Me Now

@ Bill Me Now
Card type PO/Reference Number (Optional)

Visa I 123456789

Card number * ~
CONTINUE TO NEXT STEP GO BACK

Expiration *
/ Cards will not be issued until payment
is received!!!

Security code *

If you select Bill Me Now, you must pay by
credit card online or by phone, or mail

payment before your cards will be issued

13. To check the status of a card order, click the “For Trainers” tab
a. Ifthe status is Billed, payment must be received before cards will be printed
i. For billed orders you can return log on to the site and go to the “Your Orders” tab to pay online
with a credit card, or you can pay with a credit card by phone, or with a check by mail
b. A status of “Pending” indicates payment has been received and cards are awaiting printing.

Ms. Rachel M Blaine

Your Account Edit Your Account For Instructors For Trainers Your Certificates Your Orders Your Registrations

TRAINER AUTHORIZATIONS

Trainer Type Start Date Expiration Date Status

QutreachTrainer - Construction Jul 09, 2011 Jul 09, 2015 Emailed

PREREGISTER COURSES
CONSTRUCTION 10HR CONSTRUCTION 30HR

PREREGISTRATIONS

Course Scheduled .. Students Actions

Construction 30hr Aug 18, 2014 to Aug 22, 2014 10

READY FOR CARD ORDERS

Course Scheduled - Students Actions

Mo courses ready for card orders at this time

OVERDUE CARD ORDERS

Course Scheduled - Students

This class is overdue for
Construction 10hr May 26, 2014 to May 30, 2014 8 online submission. Please

submit a paper report.

CARD ORDERS

Course Scheduled -« Students Status Actions

Construction 10hr Jul 02, 2014 to Jul 04, 2014 5 Billed

1




