Lead User Guide:
Training Provider Notifications

Updated 01/04/2019

This user guide will cover the process for submitting training provider
notifications.
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Training Provider Notifications are now housed within the greater Training
Provider Dashboard (Notifications) role on MyCDX.
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Click the “Training Notifications” tile on the Training Provider Dashboard to
access the Training Notifications home page.
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T371319 LBP-S-1-T149330-1-  Pre-Notification 10/23/2017 - 111 Test Test, OR  Paige Urbano
Submitted 10/26/2017
| L te P J K on |
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T371323 LBP-A-1-T149330-1- Pre-Notification 10/30/2017 - 333 Test Test, RI Paige Urbano
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This is the Training Notifications Home page. Here the user can view

submitted notifications, submit a new pre-training notification, submit a new
post training notification, and use the search to find older notifications. If a user
would like to find a notification not listed in the table, they can use the search

option. The “New e-learning Post-Training Notification” only applies to

notifications for renovator, refresher, and e-learning courses with no hands on
requirement; all other post-training notifications must be preceded by a pre-

training notification. The button only appears if the training program is

accredited for a renovator, refresher, or e-learning course. The users can
submit post-training notifications, update notifications, and cancel notifications

from the buttons displayed in the data table.




Create Pre-Training Notification CDX‘

If the user clicks the “New Pre-Training Notification” button they will be taken
to the new pre-training notification edit page. Here they can enter all their
information to submit with their pre-training notification. Their Training Facilities
and Training Instructors are pre-filled with data associated with their
accreditation number and available on dropdown. A user can select “Other” for
training facility only if they are accredited to have non permanent training
facilities. There is no longer an option for “Other” under Training Instructors. To
add training facilities or instructors, the training providers must submit an
amendment from the “Manage People and Facilities” tile on the Dashboard.




Create Pre-Training Notification — Review Page CDXf*

When the user clicks the “Submit New Pre-Training Notification” button they
will be taken to the Review Page. Here they will be able to review their
information before submitting. The user can select “Sign Notification” to bring
up the eSignature Widget to sign and submit their notification, “Edit” to return
to the previous page and edit their notification information, or “Cancel
Submission” to return to the home page and erase their data without
submitting.
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CDX
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Help

& Contact Us
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Form T373465 Successfully Created x
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# Back to Dashboard
Pre-Training Notification Information
Accreditation Number: *

Supervisor : Initial : All : English : LBP-S-1-T149330-2-EN

Training Facility Information
Training Facility * 111 Test, Test, Oregon, 11111

Location Name

Location Phone Number *  (777) 777-7777
Location Phone Number
Ext

The user will see this confirmation message when their notification is
submitted.
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An entry will be added to the table on the user’s Training Notifications home
page when it is submitted.




Email Confirmation

Fri 12/20/2017 9:59 AM

devlannotice@epacdx.net

Lead Training Notification Signed - T372077 (DEV)
To  MUrbano, Christe Paige (CGI Federal)

Paige Urbano,
The original pre-training notification has been received by the Central Data Exchange (CDX)

Form ID: 372077
Accreditation Number: LBP-S-1-T149330-2-EN-E
Nofification Type: Pre-Training
Submission Date/Time: 12/29/2017 9:5%:12 AM Eastern Time
Training Dates:
6/5/2017
6/6/2017
6/7/2017
6/8/2017
Principal Course Instructor: Paige Urbano
Training City, State: Test, OR

Please do not respond to this message. If you have questions concerning this request, you may contact us by email at helpdesk@epacdx.net or by calling the CDX Technical Support Staff
through our toll free telephone support on 888-890-1995 between Monday through Friday from &:00 am to 6:00 pm EST/EDT. For Interational callers, the CDX Help Desk can also be reached
at (970) 494-5500.

If you have any questions regarding reporting or regulatory requirements, please contact the National Lead Information Center at (800)-424-LEAD

The user will also receive a confirmation email when their notification is
submitted.




If the user clicks the “Update Pre-Notification” button, they will be taken to the
update pre-training notification edit page. Here they can make any edits to a
previously submitted pre-training notification.
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Update Pre-Training Notification — Review Page CDX‘

When the user clicks the “Update Pre-training Notification” button, they will be
taken to the Review Page. Here they will be able to review their information
before submitting. The user can select “Sign Notification” to bring up the
eSignature Widget to sign and submit their notification, “Edit” to return to the
previous page and edit their notification information, or “Cancel Submission” to
return to the home page and erase their data without submitting. Once the

notification has been successfully signed and submitted the user will receive
an email confirmation.
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If the user clicks the “Create Post-Training Notification” button, they will be
taken to the post-training notification edit page. Here they can enter all their
information to submit with their post-training notification with pre-filled
accreditation number and training dates. Adding at least one student
information is mandatory. The user has the option to upload student
information in bulk or to enter them individually.
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When the user clicks the “Submit New Post-Training Notification” button, they
will be taken to the Review Page. Here they will be able to review their
information before submitting. The user can select “Sign Notification” to bring
up the eSignature Widget to sign and submit their notification, “Edit” to return
to the previous page and edit their notification information, or “Cancel
Submission” to return to the home page and erase their data without
submitting. Once the notification has been successfully signed and submitted
the user will receive an email.
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Update Post-Training Notification
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If the user clicks the “Update Post-Training Notification” button, they will be
taken to the post-training notification edit page. Here they can update the
information they had previously submitted.
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Update Post-Training Notification — Review Page CDX‘;*

When the user clicks the “Update Post-Training Notification” button, they will
be taken to the Review Page. Here they will be able to review their information
before submitting. The user can select “Sign Notification” to bring up the
eSignature Widget to sign and submit their notification, “Edit” to return to the
previous page and edit their notification information, or “Cancel Submission” to
return to the home page and erase their data without submitting. Once the
notification has been successfully signed and submitted the user will receive
an email.
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Create E-Learning Post-Training Notification CDX‘
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If the user clicks the “New e-learning Post-Training Notification” button, they
will be taken to the new e-learning post-training notification edit page. Here
they can enter all their information to submit with their post-training notification.
The user will only be allowed to select renovator, refresher, or e-learning
courses. Their Training Facilities and Training Instructors are pre-filled with
data associated with their accreditation number. A user can select “Other” for
Training facility only if they are accredited to have non permanent training
facilities. There is no longer an option for “Other” under Training Instructors. To
add training facilities or instructions, the training providers must submit
amendments from the training provider application role. If the user selects the
“Yes” answer to the “Does this course require hands-on learning?” question,
the user is not allowed to submit the notification. The user will have to submit a
pre-training notification first. The user is also required to submit the e-learning
completion date.
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When the user clicks the “Submit New Post-Training Notification” button, they
will be taken to the Review Page. Here they will be able to review their
information before submitting it. The user can select “Sign Notification” to bring
up the eSignature Widget to sign and submit their notification, “Edit” to return
to the previous page and edit their notification information, or “Cancel
Submission” to return to the home and erase their data without submitting.
Once the notification has been successfully signed and submitted the user will
receive an email and they will be taken back to the home page where the
notification will appear in the data table.
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Cancel Notification CD)("‘

If the user clicks the “Cancel Notification” button, they will be taken to the
Cancel notification page. This option is available only if Post Training
Notification has not been created. Here their notification information is
displayed in read-only format.

18




Cancel Notification — Review Page CDX.;

When the user selects “Submit Cancellation” button they, are taken to the
Review Page. Here they will be able to review their information before
submitting. The user can select “Sign Notification” to bring up the eSignature
Widget to sign and submit their notification, “Edit” to return to the previous
page and edit their notification information, or “Cancel Submission” to return to
the home page and erase their data without submitting. Once the notification
has been successfully signed and submitted the user will receive an email.
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Clicking ‘Search’ on the Training Notifications home page will bring the user to
the Search page. Using the search, the user can locate any notifications that
are not displayed on the data table (which only displays recently submitted

notifications). Please note: the search may take longer for users with a high
volume of notifications.
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“  Number

LBP-P-1-T148330-3-
EN

LBP-P-1-T149330-3-
EN
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EN

LBP-5-1-T149330-2-
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Status

Cancelled

Post-Notification

Submitted

Cancelled

Pre-Notification
Submitted

Post-Notification
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About  Recent Announcements  Terms and Conditions

1/5/2018 -

1/5/2018

1/3/2018 -

1/8/2018
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Training Notification Search Results

city,
Address State

333 Test Test, RI

999 Test Test, HI

T77 Test Test, ME

Instructor -~ Actions

Paige Urbano

Paige Urbano

Paige Urbano

Paige Urbano
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Once the user searches, the results are displayed on the result page. Here the
user can create post-training notifications, update notifications, and cancel

notifications just like in the data table on the home page.
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