
View & Approve Class registration requests

Set-1: Steps

Set-2: Steps

 Click on the icon under 'Registrations'. This icon shows the number of 
registration requests for the scheduled class.

 List of trainees will be displayed with options to approve registration request(s), enter 
attendance log, and generate training card. Orange icon with an exclamation mark 
indicates that those trainees are not yet approved to attend the class.

Click here

 Click on the icon under 'Registration Approval' to approve.
 After reconfirming via pop-up, the icon will be updated to a green.
 Authorized User can re-click on the approved green icon to un-approve or revert the



Update attendance log

Set-3: Steps

Notes:

Click here

 Click on the icon to enter attendance log and training result. A pop-up will be 
displayed to capture the results of that trainee.

 Enter the results and click 'Update Score'.
 Attendance log icon will change to green color.             Authorized user can edit/update 

the results by clicking on this icon again.
 A new icon            will be displayed for the training card column. User can click on this 

and generate the training card for the trainee.

 If the instructor is not selected for the scheduled class, then application will throw 
a validation error when the attendance log icon is clicked. Application will request 
to update the instructor before adding results to the trainee.



Generate Training card

Set-4: Steps

Set-5: Steps

Click here

 Clicking on green icon will download the PDF version of the training card. 
 Instructor & Trainee can sign the training card before handing it over to the trainee. 

Printed training card can be cropped and folded to have front & back side of card.
• PDF version of the card that can be printed & handed over to the trainee or can 

eMail the electornic version.
 Authorized User can re-click on the green icon to download the card any number of 

times.
 Purple icon will be available for only 5 days from the day the card is generated. It is 

used to update the photo of trainee. After 5 days, this purple icon will vanish and only 
the green icon wiill stay for downloading/printing purpose.

 Click on the icon to generate training card.
 A preview of training card is displayed where the Instructor/Authorized User can view.
 Training card contain following training information -

• Trainee Full name, Date of Birth, Class code, Card Expiry date, Provider's / 
Instructor name, and disclosures.

• Instructor needs to click on the empty photo image to upload trainees photo.

 'Please upload trainee photo' message will be displayed when the instructor clicks on 
'Generate Card' without uploading the trainee's photo.

 Once the required information is added and verified, instructor can click on 'Generate 
Card'. A new green & purple icons will be displayed under 'Training card'.
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