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 Version of Changes

	Version
	Date
	Comments

	1.0
	10/20/2006
	Initial Draft


1 User Login and Profile Creation  

Users will need to login to the TCO Online system to gain access to their profile and have the ability to register for classes.  Fig. 1.1 below shows the initial login screen.  For first time users to the online system you will need to click the link referenced by #1 and proceed to section 1.2 of the user’s manual to set up your profile.  If you are a returning user follow the directions under section 1.1.  In order to receive a reminder of your password via email click on the link shown by reference #2 in fig. 1.1 and proceed to section 1.3 of the users manual.
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Fig. 1.1
1.1 Existing User Login
Enter your email and password into the text boxes from Fig. 1.1 and click the ‘Login’ button.
1.2 New User Login
1.2.1 Check for Previous User Records
New users will need to attempt to locate their user profile and training history the first time they enter the system.  Enter your last name, driver’s license number and your social security number into the appropriate text boxes shown in Fig. 1.2 below.  You social security number is only used to search for an existing profile.  Click the ‘Retrieve Data’ button and the system will attempt to locate your records.  If your records are not located then you will be directed to a form that will allow you to create a new profile.  Directions for setting up your new profile are found in the following sections beginning with section 1.2.2.  If your existing records are found then you will be directed to the same form in section 1.2.2 but your information will already be populated.  Check the information for accuracy before you submit.  All fields labeled with a ‘ * ‘ are required information.
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Fig. 1.2

1.2.2 Authentication

For the authentication section follow the instructions below and the corresponding numbers from Fig. 1.3:

1. Enter a valid email address.

2. Select a password.  This will be your password for gaining entry to the system.  Passwords must be a minimum of six characters in length.
3. Confirm your password by typing it again.
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Fig. 1.3
1.2.3 General Information
For the General Information section follow the instructions below and the corresponding numbers from Fig. 1.4:

4. Enter your driver’s license number.  This will be used as a unique identifier for your profile.

5. Your first name as it will appear on the class role and any certificates.

6. Your middle initial.

7. Your last name.

8. The type of entity you work for.  Click on the “What is this?” link next to each checkbox for more detailed information about the entity.

9. Your job title.

10. The date you began your current position.
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Fig. 1.4
1.2.4 Work Contact Information
For the Work Contact Information section follow the instructions below and the corresponding numbers from Fig. 1.5:

Note:  The checkbox labeled with the #1 star in fig. 1.5 below needs to be checked if you wish to receive any correspondence from the VBCA at your work address.  If you do not check this box then all correspondence will be sent to your personal contact information address in section 1.2.5.

11. Address line 1.
12. Address line 2. (if needed)

13. Address line 3. (if needed)

14. Address line 4. (if needed)

15. City.
16. State.
17. Zip code.
18. Work phone number and your extension if valid.

19. FAX number.
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Fig. 1.5
1.2.5 Personal Contact Information
For the Personal Contact Information section follow the instructions below and the corresponding numbers from Fig. 1.6:
20. Street address.

21. City.

22. State.

23. Zip code.

24. Personal phone number.
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Fig. 1.6
1.2.6 Official Position Information

For the Official Position Information section follow the instructions below and the corresponding numbers from Fig. 1.7:

25. Select the title that best describes your official position.

26. Enter the date you began the position.

27. Select the locality under which the position was appointed.
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Fig. 1.7

1.2.7 Training Accommodation Information

For the Training Accommodation Information section follow the instructions below and the corresponding numbers from Fig. 1.8:

28. Do you need smoking accommodations?
29. Enter any special dietary concerns. (i.e. vegetarian, etc.)

30. Enter any special medical/physical accommodations you may require.

31. List a contact name in case of an emergency.

32. Enter the phone number for your emergency contact.
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Fig. 1.8
1.2.8 Your Supervisor’s Information

For the Supervisor’s Information section follow the instructions below and the corresponding numbers from Fig. 1.9:

Note:  If you are self employed you will need to fill in your own information as your supervisor.

33. Enter your supervisor’s full name.

34. Your supervisor’s email.  This will be used in the verification and approval of course attendance. 

35. Supervisor’s phone number and extension.
36. Enter your supervisor’s official title.
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Fig. 1.9

1.2.9 Privacy Statement and Submit

For the Privacy Statement section follow the instructions below and the corresponding numbers from Fig. 1.10:

37. Please read the privacy policy by clicking on the hyperlink before checking the check box.

Be sure to click on the “Save” button when you are ready to enter your information.

[image: image11.png]1 agres o have my nformaton used in accordnce wihthe
LR e Inave read and understaso. » @)





Fig. 1.10
1.3 Password Reminder
Enter your user name and your driver’s license number into the appropriate fields as shown in Fig. 1.11.  Your user name should be the email address you used to initially sign up for the TCO system.
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Fig. 1.11

2 Navigating the Site
2.1 Navigation Menu
The navigation menu is located on the left side of the screen as shown in Fig. 2.1.  Use these links to traverse throughout the system.  The logged in users name will appear at the top of the menu.  General information for each link will be discussed below and then each section will be broken down into its individual screens and purpose.
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Fig. 2.1
2.1.1 Home
The ‘Home’ link will bring you back to the initial message screen.  Any system wide or individual messages pertaining to the Code Academy will be displayed in the yellow box.
2.1.2 History
Both Training and Certification records can be viewed from this link.
2.1.3 Course Information and Descriptions

The VBCA courses can are listed along with course descriptions.  Included course sessions are also displayed.  The Code Academy fee schedule and policies are located at the bottom of this screen.

2.1.4 Course Schedule

The interactive course schedule is displayed with the ability to sort on courses based on certain criteria as well as links to course registration forms.

2.1.5 Downloads

Both word document and excel spreadsheet downloads of reference materials and forms are available.

2.1.6 Frequently Asked Questions

A list of helpful questions and answers most commonly asked are listed for you reference.

2.1.7 Update Profile
All the profile information that was covered in section 1 of  this users manual is available to be updated as needed. 

2.1.8 Logout

This link will log you out of your current session within the application.  You will need to log back in to navigate the site.

2.1.9 Contact Us

Email addresses and phone numbers for the Jack A. Proctor Virginia Building Code Academy can be found on this page.

3 Home
3.1 System Messages
The Home link will bring you back to the start screen of the system.  All system messages relating to the Code Academy or individual courses will be posted in the yellow section of Fig. 3.1 below.  Check this screen when you login to make sure you are up to date on Academy news.
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Fig. 3.1
4 History
4.1 Training
The training history link will display all courses that have been taken by the logged in user.  Courses will be displayed by the course date from most recent to past courses.  Fig. 4.1 shows an example of the training history screen.  Course name, course date, course hours, the date the application was submitted, the current status of the training course and the decision date are listed for each course taken and registered for.
[image: image15.png]Training History

Course Name: Fire Protection Systems Inspection
Course Date: 11/0112008

Course Hours: 24 hrs

Application Submitted: 09/21/200

Status: Supervisor Approved

Decision Date: 0912612008





Fig. 4.1
4.2 Certification
The Certification history section is similar to the Training history.  All certifications held by the logged in user will be displayed with the most recently awarded certificates first.  Fig. 4.2 below shows an example of the screen.
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Fig. 4.2
5 Course Information and Description
5.1 General and Contact Information
Information concerning the registration policy and verification of training need is covered in more detail here.  Course policies for attendance and alternative course credit are also discussed. The contact numbers and email addresses for the Code Academy staff are listed for reference.

5.2 Course Descriptions and Sessions
Descriptions of the courses and the individual session topics that will be covered are found in this section.
5.3 Fee Schedule

The schedule of fees is listed in the bottom portion of this screen. 
6 Course Schedule
6.1 Finding a Course

Information concerning the specific course dates and times are found in this section.  Fig. 6.0 shows some of the search and sort capabilities in order to help you quickly locate a course.
1. The ability to filter the courses based on course categories can be done by clicking on the dropdown and selecting the appropriate category.  Click “Go” after you have made your selection.
2. All courses that are displayed on the page can be ordered by Course Name, Schedule date or Location.  Click on the header for the column that you want to sort by and the courses will be displayed in alphabetical or numerical ascending order.
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Fig. 6.0
6.2 Registering for a Course
To register for a course simply click on the title of the course you would like to attend and you will be directed to the registration form.  Fill out the registration form sections as described below:

6.2.1 Course Information

This section lists the specific information pertaining to the course as shown in Fig. 6.1.  Please note the start and end times as well as the fees for both lodger and commuter.
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Fig. 6.1
6.2.2 Accommodation Information

Accommodation information is entered in this section as shown in Fig. 6.2.  If the student requires overnight accommodations then additional information will need to be entered.

1. Overnight Accommodations Needed.  See Fig. 6.3 and fill in the required information described below:
1) Check whether you would like a single room or will be sharing a room.
2) If you selected “Share a Room” in number one above then you will be prompted to enter the name of your roommate.  If you selected “Single Room” from number one above then you will be prompted to enter a reason as to why you desire a single room.

3) Select your arrival time and whether a meal will need to be provided.

2. Commuting to Course.  Simply check the check box if you do not need overnight accommodations.
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Fig. 6.2
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Fig. 6.3
6.2.3 Seeking Certification

If you are seeking certification sometime within the next 12 months then check the “Yes” box.  This will help us in prioritizing students in high demand courses.
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Fig. 6.4
6.2.4 Billing Information

Billing information is entered in this section as shown in Fig. 6.5.  If the student requires a billing address other than that of his work or home address then additional information will need to be captured.
3. Same as Work.  This will mail any billing correspondence to the work address that is in your profile.  

4. Same as Home.  This will mail any billing correspondence to the home address that is in your profile.
5. Other.  A new section will appear in which to enter your billing information.  See Fig. 6.6 and fill in the required information described below:

1) Enter your street address in the four address lines provided.
2) City.
3) State or Province
4) Enter the zip or zip + 4.
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Fig. 6.5
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Fig. 6.6
6.2.5 Terms and Conditions

For the Terms and Conditions section follow the instructions below and the corresponding numbers from Fig. 6.7:
6. Please read the terms and conditions by clicking on the hyperlink before checking the check box.

Be sure to click on the “Next” button when you are ready to enter your information.  Click the “Cancel” button if you do not wish to register for the course.  All information you entered will be lost.
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Fig. 6.7
6.3 Registration Confirmation
A confirmation screen will appear in order for you to verify the information entered in the course registration section as shown in Fig. 6.8.  If you need to change any information that is displayed click on the “Back” button and you will be returned to the course registration form.  Simply make your changes and submit again.  If the information is correct then click the “Submit” button to process your registration.
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Fig. 6.8
After you click the “Submit” button the course will immediately be available for your review along with the registration status by viewing your training history.

6.3.1 Supervisor Approval

When your registration is submitted an email will be sent to the address listed in your profile for your supervisor.  Your supervisor must follow the instructions contained in the email to approve or disapprove your course registration request.  After the supervisor makes his decision the Code Academy staff will make the final determination as to whether you’re enrolled in the course.  An email will be sent by the staff to inform you of the final decision.  Fig. 6.9 shows the final step in the course registration process.
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Fig. 6.9
7 Downloads
7.1 Downloadable Files

Downloadable reference material is available for your use.  The material available includes the NCPCCI and CCI matrices along with hard copy registration forms and course schedules for upcoming classes.
More resources will become available as needed.
8 Frequently Asked Questions

8.1 Question and Answers

You can find answers to commonly asked questions in this section of the system.  Additional information will be added as they arise.
9 Update Profile
9.1 How and When to Update your Profile

When updating your profile follow the same directions from Chapter 1 of this user’s manual.

Changes to your profile should be made anytime there is a change in your work or home address or position information.  If your supervisor changes it is important to update that section of your profile to ensure that all course registration requests are routed correctly.
10 Logout
10.1 Logging Out

By clicking on the Logout link you will no longer have access to the system.  Logout when you are not actively in the system to avoid fraudulent course registrations.
11 Contact Us
11.1 Contact Information

Contact Information for key Academy staff can be found in this section of the system.  The contact information is displayed as shown in Fig. 11.1 below.
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Fig. 1.11
12 User Notes:
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