How To: Search for Student Records

Go to the TAPPISAFE website www.tappisafe.org

"STEP 1
. Click on Los_;in

A Standardized Approach to Safety
for the Pulp and Paper Industry
TAPPISAFE is the first industry-recognized safety orientation and

verification program for the pulp, paper, tissue, packaging and
converting industries

STEP 2
Click on Access Database

Are you a company admin?
Select the Login button to run
reports and verify records

0 ]

Do you need to take online
training?

Do you need to access your Do you need to take a Truck
company'’s records? Driver Course?

Login Login Login

Do you need to access your
company'’s records?



"STEP 3
Click on Username

Welcome to TAPPISAFE

Enter login credentials

ISTEP4
Clickon Log in

STEP 5
Click on Training in the navigation
bar

Training ‘

Home Training | wnt Contact Us

Registration

Web Based Learning
Cancellations bunt, you will now be able to:
N Receipts

8 1D cards (History)

Management
ppiSafe.org. Once on the home page click the tab "Take the Online Training". All stu

First time students will enter a unique 9-digit number to create their student ID



"STEP 6 B *TAPPISAFE Training button is to see all TAPPISAFE Training
Select the TAPPISAFE Training «Curriculum button is to see only the training related to your
button accounts curriculum

Home Training Reports Contact Us

My Account

ID Cards/Training History

Select the class type:

TAPPISAFE Training

ect the class type:

(®) TAPPISAFE Training

Curriculum

Show

All Training

Student details: Restrictions
Stud have the possibility 1o return ma

Student Identifier

[

STEP 7
Click on drop-down menu to select
type of training to be shown

*Show All Training:
e All training taken within our I
system Home | Training  Reports  MyAccount  ContactUs
e Show Active Training Only: e e
All training that is active gl e
e Show Expired Training Only: '

All training that is expired

APPISAFE Training

Curriculum

Show All Training

Student details:

Student Identifier




. Enter one of the following student identifiers:

STEP 8 *Student Name

Enter Student Identifier *Student Badge Number
*Student ID Number (Unique 9 digit number)

Contact Us

Home Training Reports My Account

ID Cards/Training History

Select the class type: INSTRUCTIONS:

TAPPISAFE Training Use this feature to view a student's training history

® Cumiculum
In the "Student Identifier” box on the left, search for a student's records by any of the following methods:

Show Al Training

Student details:

Student Identifier

Search Results
The search (with out using "ADVANCED" feature) will try and automatically detect the type of ID you are searching. The "Adh
s ch

otudent Identifier:

[ 321654987

is use

Security Enforced Restrictions
Stud arch

e hich have the possibility o return many records are restricted. The restrictions a

STEP 9 Search

Click on Search




How To: Email Training History

STEP 1
Click the Email icon

To email Proof of Training
with a bar code, select
the email icon to the top
right of the screen

Intaenational Papac

STEP 2
Click on the Email Address box

Email Address:

Email Type:

Include Notes in Email

Enter the email address you
would like to send the Proof
of Training to

Click on Email History

Click the button to send the
email of Proof of Training



How To: Print Training History

ISTEP1
Click on Printicon

To print Proof of Training
with a bar code, select the
printer icon to the top right of
the screen

'STEP 2
Check the box

Check the box next to
Description to have all
the courses displayed
on the Proof of Training
or select each box that
you would like
displayed.




I STEP 3
Select Export Type

Export Types:

Plain Text

HTML

Adobe PDF

Excel Spreadsheet

' Export History

STEP 4
Click on Export History

Click the Export History button to
print Proof of Training



