OUTREACH TRAINING PROGRAM

WWW.OSHACARDPORTAL.COM



https://WWW.OSHACARDPORTAL.COM

WWW.OSHACARDPORTAL.COM Available Features:

* Anyone can access the OSHA Card
Portal; however, pre-registered
Outreach trainers will be able to
log in

OSHA CARD PORTAL « Without a log in you can:

* Verify an OSHA Card

Sign In  Pay an Invoice

Verify OSHA Card

Pay Invoice

»



https://WWW.OSHACARDPORTAL.COM

VERIFYING AN OSHA CARD



VERIFYING AN OSHA CARD et ea

* Enter in the Full Name as it
appears on the card; be sure to
include any suffix, middle name,
and punctuation

OSHA CARD PORTAL * Enter in the OQutreach Card

number, including the dash
* Click the Submit button

Verify OSHA Card

Sign In

Pay Invoice




VERIFYING AN OSHA CARD O er A e

* The portal will either provide Valid
Card or Not Valid once submitted

* If you receive a Not Valid response
and believe it is a valid card, click

OSHA CARD PORTAL

OSHA Card Details Verify Another Card
e | S AT * Once you're back to the verification
page, re-enter the information from
Firstname Lastname the Card

* Be sure to double check the
spelling of the name, including
punctuation, and resubmit

Card No. 00-000000000

Construction 10-Hour
Construction 30-Hour

Credentials

Issue Date Jan. 27, 2021

Verify Another Card




PAYING AN INVOICE
WITHOUTALOGIN



PAYING AN INVOICE Without a Log In:

* This feature is designed to be used
by a third-party who submits
payment for an order placed by an
Outreach trainer

OSHA CARD PORTAL « This is including, but not
limited to, accounting
Verify OSHA Card departments, military, and
Sign In educational institutions

Pay Invoice s « Enter in the Order Number. This is
found on the Invoice provided by
l B ] [ the Outreach trainer

[ o ' ‘ Forgot Password? o * Enter in the Billing Zip Code. This
is found on the Invoice provided by
the Outreach trainer

* Once the information is entered
into the corresponding box, click
Submit




PAYING AN INVOICE

Ship To

Trainer Name
123 Main St, City, St 00000

Shipping Method

USPS First Class with tracking info - FREE
7-10 business daya

Payment

All traneactions

® credit card

Card Number

Billing Address

Select the address that matches your card ar o

® Same as Shipping Address

' Use a different Billing Address

Confirmatian

Order Deta

Drder Numbe

ils

T 320538

Cless Raport

O

270272021

Total Due

Pay Now

Submitting Payment:

After clicking Submit, you will be
able to review the details of the
order and complete payment with a
credit card

Only credit card payments may be
submitted on the portal.
Instructions for submitting a
payment with a check are available
on every invoice

The Shipping Address and
Shipping Method cannot be
adjusted once the order has been
submitted for invoicing

If the billing address is incorrect,
they can select Use a different
Billing Address and make the
necessary adjustments

Once complete, click Pay Now



SETTING UPYOURACCOUNT




SETTING UPYOUR ACCOUNT

Verify OSHA Card

Pay Invoice

OSHA CARD PORTAL

Sign In

|
|

Forgot Passtﬁo rd?

First Time Logging In?

* Once a new account has been
created, you will receive a New
Account Created email from the
portal to the address that was
provided

* Only 1 email address per user

* An email address cannot be
shared with another user

* Go to www.OSHACardPortal.com

* Click on Forgot Password?


https://www.OSHACardPortal.com

SETTING UPYOUR ACCOUNT cending a Fassword

* Input your User Email

OSHA CARD PORTAL « Click Send Password Reset Email

* An email with the reset password
link will be sent to your email
address

* Click on the link, it will prompt you
to create a password

Forgot Password

Enter the e-mail address associated with your OSHA Card
Portal account and click the button below, and we'll send you
instructions on how to reset your password.

Email Address

Send Password Reset Email

If you don't see an email from us within the next 15 minutes,
please check vour spam/junk folder and verify that the email
address you provided is the address associated with your OCP
account. If issues persist or you need to change your smail
address, please contact your ATO for assistance.




SETTING UPYOUR ACCOUNT Important Notes:

—  Passwords must be at least eight
gsuat (8) characters long and contain

one of each of the following
characters:
o An uppercase letter

o A lowercase letter
o A number
o A special character

Reset Your Password

To reset your password for your OSHA Card Portal account, enter (SUCh as $, %, &, etC.)

a new password in the form below and re-enter the same

PR S * Click Submit after entering your

Passwords must be at least eight (8) characters long and contain new password |n both boxes

at least one of each of the following characters: an uppercase

;estt;r_; ;\.fg:}ase letter, @ number, and a special character (such ° After your password |S Created you
can go back to the OSHA Card

New Password Portal webpage and log in

Re-enter Password

[~ \




ONCEYOU'RE LOGGED IN



ONCEYOU'RE LOGGED IN ﬁgi‘g%?egow your

Mid Atlantic OTIEC Hi deni @ « There are four main tabs: Home,
Outreach Classes, Students, &

Outreach Classes Students Orders Orders

* In the gray box to the right, you'll
n The highlighted Qutreach Class Report has been returned to you for changes end requires you to resubmit find your ACtive credentials’ card
The highlighted Outreach Class Reports ere nearing or have passed the OSHA timefine requirement. Orders, and Training Deliveries

My Tasks © Add Class C' Request Reprint ® ACtiVe CI'edenﬁaIS.' A qU|Ck
view of your current active
Awaiting Approval Class 12/26/2021 (0d) Email ATO Active Credentials Credentlals and thelr eXpIratlon
General Industry dateS

Exp: 11/29/20258

Order Awaiting Payment rder 12/07/2021 (21d) Pay Invoice Construction ° card Orders. A qUICk VIeW Of
Incomplete Report 1/22/2021 (56d) Complete Report e Cards that have Shlpped in the
Changes Required 11/08/2021 (49d) Revise Report |aSt 2 Weeks and Cards that are
Card Orders Pending ATO Approval

Cards Shipped (last 2 weeks) 0

Recent Orders Cards Pending ATC Approval 16 ¢ Training Deliveries' A qUICk
view of how many students
you've taught & how many

Task Category Date in Queue (days)

Incomplete Report Class 12/07/2021 (21d) Complete Report

Order No. Date Status

320588 12/21/2021 Awaiting Print Training Deliveries )
SiliEn Trined classes you've instructed

Classes Delivered

320687 12/14/2027 Awaiting Print
320586 12/07/2021 Open Invoice
320584 12/02/2021 Awaiting Approval

320583 11/30/2021 Awaiting Print




ONCEYOU'RE LOGGED IN
Mid Atlantic OTIEC

Outreach Classes

Students

n The highlighted Qutreach Class Report has been returned to you for changes end requires you to resubmit.

The highlighted Outreach Class Reports are nearing or have psssed the OSHA timefine requirement.

My Tasks

Task

Category

© Add Class C' Request Reprint

Date in Queue (days)

Awaiting Approval

Class

12/28/2021 (0d)

Email ATO

Incomplete Report

Class

12/07/2021 (21d)

Complete Report

Order Awaiting Payment

12/07/2021 (21d)

Pay Invoice

Incomplete Report

11/22/2021 (36d)

Complete Report

Changes Required

11/09/2021 (49d)

Revise Report

Recent Orders

Order No.

Date

Status

320588

320687

320586

320584

3205683

12/21/2021

12/14/2021

12/07/2021

12/02/2021

11/30/2021

Awaiting Print
Awaiting Print
Open Invoice
Awaiting Approval

Awaiting Print

View

View

View

View

View

Hi, Jeni 9

Orders

Active Credentials

General Industry
Exp: 11/29/20258

Construction
Exp: 11/07/2023

Card Orders

Cards Shipped (last 2 weeks) 0
Cards Pending ATC Approval 16

Training Deliveries

Students Trained

Classes Delivered

Getting to know your
Home Screen:

In the space to the left you'll find
Add Class, Request Reprint, My
Tasks, and Recent Orders

Add Class: Clicking here will start
the reporting process for a recently
completed class

Request Reprint. This will take you
to the Students tab where you can
order a replacement Student
Completion Card

My Tasks: Reports listed in this
category need attention before
they’re approved

Recent Orders: A list of your most
recent orders and their status



ONCEYOU'RE LOGGED IN What are My Tasks?

Outreach Classes Students * Reports listed in this category need
attention before they’re approved

» Awaiting Approval: Report has
been submitted and is waiting for
the ATO to review the report

H The highlighted Ouftreach Class Report has been refurned to you for changes and reguires you to resubmit,

The highlighted Outresch Class Beports are neering or heve pessed the OSHA timeline reguirement, L Incomplete Report: RepOI"t was
started but was not finished.
Click Complete Report to add
any missing information and
submit the report

My Tasks © Add Class C' Request Reprint

Task Category Date in Queue (days) .
* Order Awaiting Payment. Report

Awaiting Approval Class 12/28/2021 (0d) Email ATO was submitted for invoicing, and
the invoice is waiting on payment

Incomplete Report Claszs 12/07/2021 (21d) Complate Report .
» Changes Required: Report was
Order Awaiting Payment Order 12/07/2021 (21d) Pay Invoice completed, submitted, paid for, and
reviewed by the ATO. Click Revise
Incomplete Report Class 1/22/2021 {36d) Complete Report Report and make any necessary

adjustments and resubmit
Changes Reguired Class 11/08/2021 (48d) Revise Report

* Classes outlined in yellow have
additional information that needs to
be addressed




SUBMITTING A CLASS REPORT



SUBMITTING A CLASS REPORT Adding a Class:

- : o  Locate and click the Add Class
Hi, Jeni 9
Mid Atlantic OTIEC button found above the My Tasks

Outreach Classes Students Orders SeCt|0n

n The highlighted Qutreach Class Report has been returned to you for changes end requires you to resubmit.

The highlighted Outreach Class Reports are nearing or have psssed the OSHA timefine requirement.

My Tasks © Add Class C' Request Reprint

Task Category Date in Queue (days)

Awaiting Approval Class 12/28/2021 (0d) Email ATO Active Credentials

General Industry

Incomplete Report Class 12/07/2021 (21d) Complete Report Exp: 11/29/2025

Order Awaiting Payment Order 12/07/2021 {21d) Pay Invoice Construction
Exp: 11/07/2023

Incomplete Report Class 1/22/2021 (56d) Complete Report

Changes Required Class 11/08/2021 (49d) Revise Report

Card Orders

Cards Shipped (last 2 weeks)
Recent Orders Cards Pending ATC Approval

Order No. Date Status

320588 12/21/2021 Awaiting Print i Training Deliveries

: Students Trained
320587 12/14/2021 Awaiting Print
Classes Delivered

320586 12/07/2021 Open Invoice
320584 12/02/2021 Awaiting Approval

320583 11/30/2021 Awaiting Print




SUBMITTING A CLASS REPORT

Add Class

Please select an OSHA Outreach Course from the list of
courses that you are credentialed to teach.

Courze

- |

COM10 - 10-Hour Construction Course
CON30 - 30-Hour Construction Course
GEN10 - 10-Hour General Industry Course
GEN30 - 30-Hour General industry Course

Adding a Class:
+ Select from the drop-down list of
OSHA Outreach Courses

* Only courses you’re authorized to
instruct will be listed

 Once you hit Continue the report
will be started



SUBMITTING A CLASS REPORT Create Class Report:

Mid Atlantic OTIEC Hi, Jeni @) * Report Details: Shows the
progress of the report

In Progress, Payment Pending,
Submitted, Approved, & Rejected

Qutreach Classes Students Orders

Create Class Report

* Class Details: Type of Course,
® Trainer Card Number, Sponsoring
Organization, Language Emphasis
Report Details Class Details other than EninSh, and Other
et N Emphasis, such as Youth (age 18
In Prograss Canstruction 10-Hour and under)

Trainer Card Mo,

00-000000000 * Training Site: Location Name,
Address Type, and Address

Training Site
/A

Location Name & Change Etinhasis (zoctalBtiatepniv o TO add a neW address, Or SeleCt

Main Street Languags:

B from a previous address, click the

Language other than English or Spanish (specify)

werkplace Change button

Other Emphasis:

Address Type

Address
123 Main St
Suite A

City, St Other (specify)
00000

¥Youth {age 18 and under)
OSHA Alliance or Partnership (specify)

Class Duration




SUBMITTING A CLASS REPORT Change Training Site:

 Under Change you can select from
the list of Most Recently Used or
Previously Used addresses

* Click Add New Training Site to add
Change Training Site a training site not listed below

* Once a site is added, it will be
available to select for future class
reports

Most Recently Used © Add New Training Site

® Main Street
123 Main St, Suite A, City, St, 00000

O 2nd Avenue . H Ho
2156 2 Ao, Suie Bty St 00000 There is no limit to the number pf
addresses that can be kept on file

Previously Used

O Main Street (Video Conferencing)
123 Main St, Suite A, City, St, 00000




SUBMITTING A CLASS REPORT

Mid Atlantic OTIEC

Report Details

Report Status

In Progress

Training Site

Location Name
Main Street

Address Type

Workplace

Address
123 Main St
Suite A
City, St
00000

Class Duration

Qutreach Classes

Students

Create Class Report

& Change

Review

Class Details

Qutreach Course

Construction 10-Hour

Trainer Card Mo,
C0-000000000

Sponsoring Organization

N7A

Emphasis (selact all that spply)
Languags:
Spanizsh
Language other than English or Spanish (specify)

Other Emphasis:
¥Youth {age 18 and under)
OSHA Alliance or Partnership (specify)
Other (specify)

Create Class Report:

Hi, Jeni @) « Verify that all the information in the
- Class Details and Training Site are
e correct

» Scroll down to the next section,
Class Duration




SUBMITTING A CLASS REPORT Class Duration:

Address Type

i Languags other than Englizh or Spanish (specify) ° The c,ass Duration iS the total time
Other Emphasis: .
Mress votith He 1 s asta) that the students are in class,
e Wl including all Topic hours, breaks,
00000 and administrative matters
* Input the Class Date, Start Time,
Class Duration and End Time fOI‘ eaCh day
« Select AM or PM from the drop-
Date 12/01/2021 Date 12/02/201 Date down menu
Start Time 08:00 A Start Time 08:00 Start Time ° CIICk Add Day If you need to report
End Time 02:00 End Time 02:00 End Time add|t|0na| CIaSS dayS
i * If you do not need all the days
listed, leave it blank and it will
Date remove them from the report
StertTime * All classes must be completed
Ead e within 6 months from start to
© rsony finish
» Scroll down to the next section,
Topics Topics

Required Elective

Introduction to OSHA X Cranes, Derricks, Hoists, Elevators, and Conveyors




SUBMITTING A CLASS REPORT Topics:

start Time 3 topic categories for every report:
Required, Elective and Optional

End Time

Topic time must be in decimal format
« 30min=0.5
Topics e 45min=0.75
* 1hour=1.00
Introduction to OSHA Cranes, Derricks, Hoists, Elevators, and Conveyors 1 hour & 15 min = 1'25

A e s : ; Click Add Optional Topic to add
additional topics instructed

© Add Day

Required Elective

Falls . Materials Handling, Storage, Use, and Disposal

Elsctrocution A Scaffolds

Scroll down to the next section,
Struck by 1 Stairways end Ladders X class roster

Caught-In or Between . Tools - Hand and Power

Personal Protective Equipment
Optional

Q Eloodborne Pathogen4

Heslth Hazards in Construction

© Add Optional Topic

Total Time Entered for All Topics: 10.00

Class Roster

Number of Students in Class




SUBMITTING A CLASS REPORT Class Roster:

» Under Class Roster you can enter
the Number of Students in Class,
or click the Add Student button to

optional add students one at a time

Q Eloodborne Pathogens

Struck by . Stairweys and Ladders
Csught-In or Between X Tools - Hand and Power
Perzonal Protective Equipment

Health Hazards in Construction

* Qutreach training classes must
@ Atdoptiondiopic have no less than 3 students and
no more than 40 students per class

* The student’s name must be their
full legal name and should match
what appears on a driver’s license

Class Roster or government issued 1D

Total Time Entered for All Topics: 10.00

Number of Students in Class * Include any applicable suffix for the
Student Names StUdent, SUCh aS, Jr, Sr, ”, or I”

Enter sech student individuslly. Be sure spelling end capitslization ara

antared as thay should appesr on the student's OSHA card, ° Only StUdentS WhO have Completed
the full training as indicated by the
dates/times/topics above should be
included on this report. Makeup
students are submitted on their

© Addswdent own separate report

° Student One

° Student Two, Ir.

° Student M. Three

» Once you're complete, click the
Save & Continue button to proceed

with reviewing the report




SUBMITTING A CLASS REPORT

Mid Atlantic OTIEC

Qutreach Classes Students QOrders

Create Class Report
Report Reviaw
Review the Class Report information below and, if required, provide explanations for flagged exceptions. If any changes

need to be made to the report, click the Baok bution st the bettom of the page and make the nacessary corrections.
Otherwisa, if the Class Aeport is accurate, click the Add To Cart buiton,

Report Details Class Details

Report Status Qutreach Course

In Progress Construction 10-Hour

Trainer Card No.

00-000000000

Sponsoring Organization

Training Site

Mons Selacted

Emphasis
Location Name

Language:
Main Street

) Spanish
Address Type ) Languapgo other than English or Spanish
Werkplace
Other Emphesis:

Address Youth (sge 18 and undar)

123 Main St ) O8HA Alliance or Pertnership
Suite A
City, St
00000

QOther

Class Duration

Review Class Report:

 The review page is similar to what
the ATO will see while reviewing
the report for approval

* Review each section to ensure that
all information is accurate and
follows the QOutreach Training
Program Requirements and
Procedures

 Scroll down to review the next
section, class duration



SUBMITTING A CLASS REPORT Review Class Report:

Training Sits * Class Duration will list the dates

None Selscted

et and times provided on the previous

Location Mame
Language:

e oreel ; page and will now include the

Spanish

Address Type Langusge other than English or Spanish OTPR 8ubmission Dead’ine date

Workplace
Other Emphasis:

Address Youth {sge 18 snd under) » OTPR stands for Qutreach Training

123 Main St () ©OSHA Allisncs or Partnership

el Program Report and is one of the
00000 required recordkeeping documents.
The OSHA Card Portal will generate
the OTPR for you from the report

that is being submitted

Class Duration

Class Schedule December 2021 January 2022

Dec. 01, 2021 08:00 AM - 02:00 PM Mo Tu We Th Fr Su Mo Tu We b A” OTP reports must be Submitted
0800 av - 0200 oM 00 : within 30 calendar days of class

6 7 8 95 10

w6 completion

22 23 24

e e  Scroll down to review the next
section, topics

OTPR Submission Deadline
01/01/2022

Topiecs

Required Elective
Introduction to OSHA i Cranes, Derricks, Hoists, Elevators, and Conveyors
OSHA Focus Four Hazards . Excavations

Falls 1. Materials Handling, Sterage. Use. and Disposal

Electrocution i Scaffolds




SUBMITTING A CLASS REPORT

OTPR Submission Deadline
01/01/2022

Topios

Required
Introduction to OSHA
OSHA Focus Four Hezards
Falls
Electrocution
Struck By
Caught-In or Between
Personal Protective Equipment

Health Hazards in Construction

Required Total

Class Roster

Count Student Name

15 16 17 18 n 12 13 14 15
19 20 21 22 23 24 25 18 19 20 21 22
26 27 28 29 30 31 24 25 26 27 28 29

3

Elective

Cranes, Derricks, Hoists, Elevators, and Conveyors
Excavations

Materials Handling, Storage. Use. and Disposal
Scaffolds

Steirways and Ladders

Tools - Hand and Power

Elective Total

Optional

Bloodborne Pathogens

Optional Total

Total Time Entered for All Topics:  10.00

Total Count:

3

Studant N. Three

Review Class Report:

* Double check that the topics
submitted match the topics
provided on the detailed topic
outline for the class

» Scroll down to review the next
section, class roster



SUBMITTING A CLASS5 REPORT Review Class Report:

Required Total 7.00

* Review the names submitted on
the Class Roster for accuracy

Bloodborne Pathogens

Optional Total

« If you've found errors that will need
to be adjusted, click the Back button
Total Time Entered for All Topics:  10.00 and make the necessary adJustmentS

* Once payment has been made, you
cannot add or remove any students

Class Roster

Count Student Name Total Count: 3
: Student N. Thres * Note to ATO: Leave a note about
. i denEwa the class that the ATO may need to
) know. Do not provide information
about payment or shipping
Note to ATO . f Al :
Useg this area if you need to provide additional informstion about this Outreach Training Program Raport to your Authorizing Training Shlpplng IS an aUtomated
Organization. The notes entared hare asre for the ATO only end will not be rocordad on your officisl OSHA program report. process and Cannot be
I;_:::i 1;‘&;‘::i:::t:;i:‘i?;fﬁ;:in?:z:ﬁ::::;E:j:s lj:s.:i::;::?d day of class, they attended & minimum of 503 of the class and will be making up the second day at a later date. A adJ u Sted by th e ATO

* The report cannot be viewed
until payment has been made.
If you have updates about
payment, please email the ATO

* Click Add to Cart to proceed

=




SUBMITTING A CLASS REPORT

Statement of Certification

By clicking the: Confirm button, | certify that | have conducted this Outreach Training
Program class in accordance with the OSHA Oufreach Training Program Requirements
and Procedures. | have maintained the training records as stated in the Requirements and
| will provide these records to the OSHA Directorate of Training and Education (or its
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.8.C. 1001 and section 17(g) of
the Occupational Safety and Health Act, which provides criminal penalties for making
false statements or representations in any document filed pursuant to that Act. | hereby

attest that all provided is true and correct.

Statement of Certification:

* All reports must have a Statement
of Certification on File

* By clicking Confirm you certify that
you conducted the OQutreach
Training Program Class in
accordance with the OSHA
Outreach Training Program
Requirements and Procedures

* Click Confirm to proceed with
payment



COMPLETING THE CHECKOUT PROCESS



COMPLETING CHECKOUT PROCESS Shopping Cart:

Mid Atlantic OTIEC cart Hi, Jeni €@ * Once the Statement of Certification
is confirmed, the report will move
Outreach Classes Students Orders into the Shopping cal't

* Item Summary: A breakdown of
the different items in the cart

* Order Summary: The total cost of
all items in the shopping cart,
minus shipping

Shopping Cart

Item Summary

Order ltem Item Description Unit Price Card Quantity Item Total

Qutreach Class Report 10-Hour Censtruction Course $8.00 3 $24.00

e PREEeg P « If you have more than one report,
or a replacement card request to
submit on the same invoice, click

Order Swmmary Add More to add to the order
» Please note, invoices must be
Subtotal $2¢00 paid in full and cannot be split
Shipaing Calculated during checkout between mUltlple payment
methods

* Once all items have been added,
click the Checkout button to
proceed with payment




COMPLETING CHECKOUT PROCESS

@

Cart

Shipping Address

First Name

Firstname

Last Name

Lastname

Company Name

Street Address

123 Msin St

Suite A

City

Zip Code
ooooo

Phone Number

(800) 000-0000

Qutreach Classes Students

Checkout

Addrass Shipping Paymeant Confirmation

Order Details

Qutreach Class Roport
Class Dats: 12/02/2021
Mo.of Cards: 3

Subtotal £24.00

Shipping Caloulated at the noxt step

Continue

Shipping Address:

» The Shipping Address will be pre-
filled in with the address provided
in your account settings

* The shipping address should be
the home or business address of
the primary Outreach trainer

* Click Continue to select a shipping
method



COMPLETING CHECKOUT PROCESS

Mid Atlantic OTIEC cart

Qutreach Classes Students Orders

Checkout

® -]

Addrass Shipping Paymant Confirmetion

Ship To Order Details

Firstneme Lestname

123 Main 81, Suite A, City, St. 00000 Outresch Class Report
Class Date: 12/02/2021
Mo. of Cards. 3

Shipping Method

Subtotal

(@] FedEx Standard Overnight - $50.00

Shipping
Cards should arrive in 1-2 business days

FedEx 2Day - $40.00
Cards should arrive in 2-3 business days

FedEx Express Saver (3-dey) - $35.00
Cerds should arrive in 3-4 business deys

USPS First Class with tracking info - FREE
Gards should arrive in 7-10 business days

QOrders placed by 2:00PM EST should be printed and shipped the same
day. Howsver, Cutreach Class Reports and some card reprint ordars
requirs ATO spproval In thoss cases, processing time may delsy shipping,

Shipping Method:

» USPS First Class with Tracking
Info: Provided at no additional cost.
Arrives in 7-10 business days

 FedEx Express Saver (3-day):
Additional cost varies by location
and quantity of cards. Arrives in 3-4
business days

* FedEx 2Day: Additional cost varies
by location and quantity of cards.
Arrives in 2-3 business days

* FedEx Standard Overnight:
Additional cost varies by location
and quantity of cards. Arrives in 1-2
business days

* Expedited (FedEx) orders approved
by the ATO by 2:00pm EST are
shipped the same day

» Choose shipping method and click
Continue to proceed with payment



COMPLETING CHECKOUT PROCESS SO

« If making a payment by credit,
enter in the credit card information
in the Payment section

Ship To Order Details

Firstname Lastname
123 Main 5%, Suite A, City. St 00000

Cutreach Class Report

a3a Date 12/02/2

ot » The Shipping Address is selected

Shipping Method as the default Billing Address;
uars i s i i - s - however, this can be changed by
selecting Use a different Billing
Payment Address and filling in the alternate

Billing Address information

® Credit Cara

* Click Pay Now and the report will
be instantly submitted to the ATO
for review

Name on Card

Expiration Date Security Code

O Pay Later
Create an invoice 10 pay by check, purchase order, or at a later date

Billing Address

S41act the aACrens That matches yOur Card of payment method

® Same as Shipping Address

O uUse a ditferent Billing Address




COMPLETING CHECKOUT PROCESS Siiieiianben

Outreach Classes Students Orders ° If you Would I|ke tO request an
invoice, select Pay Later in the
Checkout Payment SeCtIOH

» The Shipping Address is selected
as the default Billing Address;

' however, this can be changed by

selecting Use a different Billing

S Address and filling in the alternate

Billing Address information

Ship To

Shipping Method

USPS First Clase with tracking info - FREE
7-10 buzinesa days

* The Billing Address can be
Payment adjusted by the person who is
submitting payment

O credit card

* The Ship To address and Shipping
Method can only be adjusted by
the Outreach trainer and not a 3
party submitting payment

® Pay Later
Create 2n invaice to pay by chack, purchase order, or 8t a later data

Billing Address
Select t

ect the addresa that metohes your card or payment methe

®: S an S ke * Click Submit to generate an invoice

 Use s different Billing Address




COMPLETING CHECKOUT PROCESS Pay Later Confirmation:

By selecting to Pay Later, an
invoice will be created for this
order and your order will remain in
Awaiting Payment status until
payment is received

* Orders Awaiting Payment are not

Pay Later Confirmation COI‘ISIdeI’ed Sme|tted, payment
must be completed within 30 days
ﬂ NOTICE: Your Class Report is not submitted until .
Seyraaht 1 roseivat, from the last day of class to remain

By selecting to Pay Later, an invoice will be created for this

in compliance with the program
S paymont s seceivge The Imiict enidesfometors. requirements

on how to pay online through the OCP or make payment ta
the ATO dirsctly.

* Orders Awaiting Payment cannot

Please confirm that you understand that your Class Report is

not submitted until payment is received, be reVIeWed by the ATO, and WI"
not be visible until payment has
been received

* Click Confirm to generate the
invoice




Mid Atlantic OTIEC

QOutreach Classes

COMPLETING CHECKOUT PROCESS

Hi, Jeni 9

Students

© @

Address

Order Confirmation

Thank you for your order!

Your order number is 320589

We'll send you 2 confirmation email to:
& email@company.com

It may not arrive immediately, Make sure to check your spam
folder.

O, @

Payment Confirmation

Payment Required

(@ Your cards will not ship until payment is
received.

This order is currently in a status of Open Invoice and will
remain open until payment is received. To gst your cards
printed, you must either:

1. Pay online using a credit card; or

2. Remit payment to the ATO, following the instructions on the
inveice.

We have already emailed you a copy of the order invoice,
attached to your confirmation email. It you prefer, we can also
email the invoice to someone else.

Back to Home

Invoice Confirmation:

A copy of the Invoice will be
emailed to you

* Click Pay Online to submit a
payment with your credit card

* Click Email the Invoice to send an
email directly from
noreply@oshacardportal.com to
someone else

* Click Invoice to download a PDF
copy of the invoice


mailto:noreply@oshacardportal.com

COMPLETING CHECKOUT PROCESS PDF Invoice:

= Invoice | OSHA Card Portal BRE) : » From Google Chrome, clicking
“ Invoice will open a new window

* Click Download to download a
copy of the invoice to your

INVOICE

o computer
brsopndi sy « Click Print to print a copy of the

12/28/2021 (12:00 PM EST)

invoice to your printer

PAYMENT SUMMARY

Billing Address Payment Options.
Firstname Lastname To pay by credit card:
123 Main St Visit waew oshacardoortal com and dick the

&‘C@ugm Pay Invoice’ button on the home screen.

ITEM SUMMARY

ORDER SUMMARY

SUBTOTAL
SHIPPING
TAX




EDITINGYOUR ACCOUNT



EDITINGYOUR ACCOUNT My Account

* In the top right corner, click on the
greeting that says Hi, Xxxx

Outeach Chisees e My Account * This will bring up a dropdown
iz, menu, select My Account to view
and edit your account information

Sign Out
B The highlighted Outreach Class Report has been returned to you for changes end requires you to resubmit.

The highlighted Outresch Class Reports ere nesring or have pessed the OSHA timeline reguirement.

My Tasks © Addclass C Request Reprint

Task Category Date in Queue (days)

Awaiting Approval Class 12/28/2021 (0d) Email ATO Active Credentials

General Industry

Incomplsts Report Class 12/07/2021 (21d) Complete Report Exp: 11/29/2025

Order Awaiting Payment Order 12/07/2021 (21d) Pay Invoice Construction
Expt 11/07/2023

Incomplete Report Class 11/22/2021 (36d) Complsate Report

Changes Reguired Class 11/08/20217 (49d) Revise Report

Card Orders

Cards Shipped (last 2 weeks)
Recent Orders Cards Pending ATO Approval

Order No. Date Status

320588 12/21/2021 Awaiting Print View | Track Training Deliveries

320587 12/14/2021 Awaiting Print View | Track =tidentionst
Classes Deliverad

320586 12/07/2021 Open Invoics View | Track
320584 12/02/2021 Awaiting Approval View | Track

3205383 1143072021 Awaiting Print View | Track




EDITINGYOUR ACCOUNT User Properties:

Mid Atlantic OTIEC * Information under My Account is
must remain up to date

Outreach Classes Students Orders

* Basic Information: Your full legal
name, company, and a phone
number where the ATO can reach
you directly

First Mame L1 Last Name Suffix

Fistreme Lestneme » Account Information: The email

C?::::::y P’;:;jcl:ltl‘:-uuoo O Replace Image address you WI” Utlllze to Iog |nt0
your account. This can be updated

at any time

User Properties

Basic Information

Account Information
oormnci O I S » Credentials: A list of current and
i i o B past credentials. A replacement

Outreach trainer card can be

requested if the credential is Valid

Credentials

Card No. Credentials Effective Expires Status b SCFOll dOWﬂ tO VleW the neXt
00-000000000 Coenstruction 1¢-Hour, Construction 11707/2018  11/07/2023 Valid Regquest Reprint Section, OSHA speciﬁcs

30-Hour

00-000000000 Genaral Industry 10-Hour, General 11/28/2021 11/29/2026 Valid Regquest Reprint
Industry 30-Hour

OSHA Specifies

+ Publish Trainer on OSHA's Website

Website




EDITINGYOUR ACCOUNT

OSHA Specifies

« Publish Trainer on DSHA’s Website

Website

yourwebsite.com

Languages
«" English

OSHA Specifics:

This section is utilized to publish
yourself to OSHA.gov list of
Outreach Trainers

Click the check box to activate
Add any websites or languages

OSHA.gov will also publish the
email address and phone number
listed on your account

The Opt-In trainer list is submitted to
OSHA at the end of each month and
should be uploaded by the 15t of
the following month. If you do not
see your information after the 15t of
the following month, please reach
out to your ATO

Scroll down to view the next
section, Shipping Address and
Billing Address


https://OSHA.gov
https://OSHA.gov

EDITING YOURACCOUNT

Billing Address

Address Type

Company

Street Address

123 Main St
Suite A

City
City
State

Maryland

Zip Code
00000

" Billing and shipping addresses are the same

Account Addresses:

 Shipping Address: This is the
address that will default for all
OSHA Card Portal orders. This will
also be the address that any
communication from the ATO will
be sent to

* Billing Address: This can be the
same as the Shipping Address by
clicking the check mark at the
bottom or can be a separate
address

* Once any adjustments have been
made, click the Save button at the
bottom of the page. If you do not
click Save, the adjustments will
revert back



EXPLORING THE FOUR MAIN TABS
HOME



EXPLORING THE FOUR MAIN TABS Home:

Mid Atlantic OTIEC Hi, Joni @

Outreach Classes Students Orders

n The highlighted Qutreach Class Report has been returned to you for changes end requires you to resubmit.

The highlighted Outreach Class Reports are nearing or have psssed the OSHA timefine requirement.

My Tasks © Add Class C' Request Reprint

Task Category Date in Queue (days)

Awaiting Approval Class 12/28/2021 (0d) Email ATO Active Credentials

General Industry

Incomplete Report Class 12/07/2021 (21d) Complete Report Exp: 11/29/2025

Order Awaiting Payment Order 12/07/2021 {21d) Pay Invoice Construction
Exp: 11/07/2023

Incomplete Report Class 1/22/2021 (56d) Complete Report

Changes Required Class 11/08/2021 (49d) Revise Report

Card Orders

Cards Shipped (last 2 weeks)
Recent Orders Cards Pending ATC Approval

Order No. Date Status

320588 12/21/2021 Awaiting Print i Training Deliveries

: Students Trained
320587 12/14/2021 Awaiting Print
Classes Delivered

320586 12/07/2021 Open Invoice
320584 12/02/2021 Awaiting Approval

320583 11/30/2021 Awaiting Print




EXPLORING THE FOUR MAIN TABS

OUTREACH CLASSES




Outreach Classes:

EXPLORING THE FOUR MAIN TABS

Mid Atlantic OTIEC Hi, Jeni @) » Use the Search Box to search for a

specific student’s name

Qutreach Classes Students Qrders

Q B) outreach Classes

Filters

Class Completed
Date

From

Status

In Progress
Payment Pending
Submitted
Re-submitted
Changes Required
Rejected
Approved

Cards Shipped
Cards Voided

Course

Construction 10-
Hour

Construction 30-
Hour

General Industry 10-
Hour

General Industry 30-
Hour

Course =

Completed =

Location

Status

@ Add Class

Showing 1 - 13 of 13 classes

Construction 10-Hour

Construction 10-Hour

Gansral Industry 10-Hour

Construction 10-Hour

Caonstruction 10-Hour

Construction 10-Hour

Construction 10-Hour

Caonstruction 10-Hour

Construction 10-Hour

Construction 10-Hour

Construction 10-Hour

Construction 10-Hour

12/10/2027

12/02/2021

12/02/2021

12/02/2021

i2/02/2027

12/02/2027

/0272021

/0272021

1/02/2021

/02,2021

10/3072021

Maln Street

Maln Street

Malin Street

Maln Street

Maln Street

Main Street

Main Street

Maln Street

Maln Street

Malin Street

Malin Street

Main Street

In Progress

Payment

Panding

In Progress

Approved

Approved

Payment

Pending

Approved

Ra-submittad

Approved

Approved

Approved

Approved

View | Order | PDF

View | Order | PDF

View | Order | POF

View | Order | PDE,

\fiew | Order | PDF

View | Order | PDF

View | CQrder | PDF

View | Order | PDF

View | Order | PDF

View | Order | PDF

View | Qrder | PDF

View | Order | PDF

Classes can be Filtered by:
» Class Completed Date
« Status of Outreach Classes
» Course Type

Columns with the light blue arrow
can be sorted by ascending or
descending order

View: This will take you to the
Outreach Class review page

Order: This will take you Order
information associated with the
class; such as, payment and
shipping information

PDF: This will download the PDF
copy of the OTPR, one of the
required recordkeeping documents



EXPLORING THE FOUR MAIN TABS raarom Reoort (OTPR)

=  Construction Industry ; - 4% + | @O & » The Outreach Training Program

J" Report (OTPR) is one of the
required recordkeeping documents
and should be downloaded and
kept with the class recordkeeping
documents

S —————— + Click Download to download the
R o ‘ PDF copy of the OTPR to your
computer

T
s Adtrems 128 Mt £ S & | o e

* Click Print to print a copy of the
OTPR




EXPLORING THE FOUR MAIN TABS
STUDENTS



EXPLORING THE FOUR MAIN TABS

Mid Atlantic OTIEC

Outreach Classes

([a

Filters

Class Completed Date

From

/B students

Name <

Card Number =

Course =

Students

Completed #

Status +

Orders

Showing 1 - 25 of 82 students

Michael Lies

Student Two

Student One

Carrie Owen

Pending

Pending

Pending

Pending

Conatruction 10-Hour

Conatruction 10-Hour

Conatruction 10-Hour

Conatruction 10-Hour

10-H

01/28/2020

01/28/2020

01/28/2020

01/28/2020

17287202

Shipped

Shipped

Shipped

Shipped

View | Request Reprint

View | Request Reprint

View | Request Reprint

View | Request Reprint

\ LR 8

Status

Awaiting Payment
Shipped
Reprint Requested

Pending Exception Approval

Replaced
Awaiting Return
Returned

Voided

Awaiting Shipment

Course

Construction 10-Hour
Construction 30-Hour
General Industry 10-Hour

General Industry 30-Hour

Student Three

Samuel Hatcher, Jr

David Hamilton, Jr

Corey Brown

Student Two

Student Three

Jason Derryberry

Berk Thompeon

Student One

Bryen Sea

William Snook

Pending

Pending

Pending

Pending

Pending

Pending

Pending

Pending

Pending

Pending

Pending

Conatruction 10-Hour

Conatruction 10-Hour

Conastruction 10-Hour

Conatruction 10-Hour

Conatruction 10-Hour

Conatruction 10-Hour

Conatruction 10-Hour

Conatruction 10-Hour

Construction 10-Hour

Conatruction 10-Hour

Conastruction 10-Hour

01/28/2020

01/28/2020

01/28/2020

01/28/2020

01/28/2020

01/28/2020

02/21/2020

02/21/2020

02/21/2020

02/21/2020

02/21/2020

oF

Shipped

Shipped

Shipped

Shipped

Shipped

Shipped

Shipped

Shipped

Shipped

Shipped

Shipped

Req P

View | Request Reprint

View | Request Reprint

View | Request Reprint

View | Request Reprint

View | Request Reprint

View | Request Reprint

View | Request Reprint

View | Request Reprint

View | Request Reprint

View | Request Reprint

View | Request Reprint

anietAmadie

Chrie Pinchak

Student C

Student A

Student B

Leroy Page Jr

Pending

Pending

Pending

Pending

Pending

Pending

Construction-t0=Hour

Construction 10-Hour

Conatruction 10-Hour

Conastruction 10-Hour

Construction 30-Hour

Conatruction 30-Hour

02/21/2020

02/21/2020

02/27/2020

02/27/2020

Shipped

Shipped

Shipped

Shipped

Shipped

Shipped

View [Request Reprint

View | Request Reprint

View | Request Reprint

View | Request Reprint

View | Request Reprint

View | Request Reprint

Students:

Use the Search Box to search for a
specific student’s name

Classes can be Filtered by:
» Class Completed Date
« Status of Outreach Class
» Course Type

Columns with the light blue arrow
can be sorted by ascending or
descending order

View: This will take you to the
Student Completion card
information page

Request Reprint. This will take you
to the order page to request a
replacement card for that student



EXPLORING THE FOUR MAIN TABS

Mid Atlantic OTIEC

Qutreach Classes

Outreach Card Reprint Request
Card Information
Card Number

Card Holder

Class
COMN10 - 10-Hour Construetion Course

Class Date
01/28/2020

Reprint Request

Reprint Reason

-- Select Reprint Reason —

-- Select Reprint Reason -
Mame was misspelled
Card lost/damaged/stolen

Students

Hi, Jeni @

Add to Cart

Request Student
Replacement Card:

* Verify that the student information
at the top is the card you wish to
replace (Name & Card Number)

+ Select the Reason for the Request,
misspelled or lost/damaged/stolen

+ Student completion cards are only
eligible for reprint if the class was
completed within the last 5 years

* Only one replacement card for
lost/damaged/stolen

« If the student completion card
is lost more than once, the
student will be required to take
the course again



EXPLORING THE FOUR MAIN TABS osnclion Card:

Outreach Card Reprint Request * If requesting for a misspelled card,
enter in the correct spelling in the
box provided

Card Information

Card Number

» The misspelled card must be

Card Holder returned to the ATO at the address
provided. The Outreach trainer

o - 10 oo Goures must check the box that states,

Class Date I will return the misspelled card

01/28/2020

Reprint Request

Reprint Reason

Mame was misspelled

Corrected Student Name

[ Correct Spelling Herel ]

The misspelled card must be returned to the following address:
Mid Atlantic OTIEC

123 Main St

Suite A

City, ST, 00000

v | will return the misspelled card

Add to Cart




EXPLORING THE FOUR MAIN TABS
ORDERS



EXPLORING THE FOUR MAIN TABS Orders:

Mid Atlantic OTIEC » Use the Search Box to search for a
specific student’s name

Qutreach Classes Students Orders

* Classes can be Filtered by:

[@ 1@ Oorders » Class Completed Date
 Status of Outreach Classes

No. = Type Amount © Payment Date * Status ° Order |tem Type

Order Date
220588 Single Itam 24,00 - 12/28/2021 {12:08 PM) Opsen Invoice Pay | View | Track
: P tT
rom N  Payment Type

320588 Singls itam §24.00 12/21/2021 (3:51 AM) Awaiting Shipment View. | Track

T — - T —— View | Track » Columns with the light blue arrow
320586 Singla ftam - 12/07/2021 (10,05 AM) Cpsn Invoice View | Track Can be Sorted by ascending Or
Status 320584 Multiple Itams sagh 12/02/2021 (11:47 AM) Aweiting Approval View | Track descending Order

Filters

apenInyoice 320583 Singls itsm 11/30/2021 (10:48 AM) Awsiting Shipment View | Track

Awsiting Approval . Pay: This will take you to the

Awaiting Shipment azoss2  Singls ltem s 1/23/2021 (9:52 AM) Aweiting Shipment View | Track

checkout page to make payment

3 ingl T #1/22/2021 { A ipmant i Trach
Refund Pending 20581 Singla ftam 1/22/2021 (10,12 AM) Awsiting Shipmant View | Traek

Refunded f th d
il 220880 Single ftem sh H/os/z021 (10:08 AM) Awsiting Shipmant View | Track or e oraer
Cancelled

Lost in Transit 320578 Multiple Itams 1/08/2021 {5:38 AM) Awsiting Approval View | Track ° View: ThIS Wl” take you Order
Order Item Type 320578 Singls tem sh /0872021 {12:28 PM) Awsiting Approval View | Track information associated With the
Outreach Card Reissue 186237 Singls ltem \’J‘:di, 03/16/2020 (10:11 AM] Shipped AL ST CIaSS; SUCh as’ payment and

Outresch Card Reprint

Outl h CI R: t . . . .
utrese 8% Repar Single [tam 56.00 sredit 02/28/2020 {9:02 AM) Shipped View | Track Shlpplng Informatlon

Trainer Card
Trainer Card Reissue

Single e iew | Track * Track: If the order has shipped, this
| I — - will take you to USPS or FedEx
e o tracking page. USPS does not track
beyond 120 days

Cash < Pravious 1 Next >

Voided

Payment Type




Questions?
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