Contractor Safety Orientation - User Information
Program Description:

This web based program allows a contractor or vendor to review mill safety presentations followed by taking a exam. When the exam is passed, the user can print or email a certificate which they would then bring with them when visiting or working at the mill site. This certificate is a requirement for mill entry. 
Page 1 – 9: Presentations, Testing, Certification

Page 10:     System Administration, Reports, Offline Orientation
Web URL: ‘www.gpmillcst.com’. Type this URL into the browser address bar and press enter.

The above URL will display the below screen.
[image: image1.png]1€ Contractor Safety Training - Welcome - Windows Internet Explorer

G~ [ et gt com(5pbrunsrppymsShactbcss)efout aspe vl [4][x

Flo Edt View Favortes Took Help

Google

Liks ] Customize Links %2 Windows Merketplace () Test () New Folder

LB B @ e Gk - @ 3

W & [ @ contractor sfety Traiing - Welcome [

’G
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Welcome to
Georgia Pacific Mill's
Contractor Safety & Environmental Evaluation Program

/e take safety and emironmental compliance very seriously at our Georgia-Pacific Mills. The safety of our
lemployees and contractors is of paramount importance to us

You as a Contractor or Visitor are supposed to be properly trained in both safety and emironmental
Imatters by your own employer.

In order to verfy that you were in fact trained in the required safety and emvironmental topics, and to
fassess your level of understanding and retention of these topics, you will be required to access and qualify

n this Web-based Safety and Environmental Evaluation Program. You will only be allowed inside our mills i
/ou score a perfect 100% on each and every Evaluation Test presented to you
If you successfully pass the Evaluation Test your computer system will print a personalized Certficate of
ompletion. Bring this Certficate with you and present it to the Guard when you first arrive at our Georgia-
[Pacific Mill Based on this certfication document you will be issued a hard hat decal, and will be allowed
fnside our Mill

If you have problems using this program. please contact GP Solution Center at (404) 6524357
or e-mail us at SolutionCenter@gapac com
Give description of the problem and have case routed to PA_FL180 Technical Support queue.
Tech support is available Monday through Friday. from 8:00am to 4:30pm easter time.
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Click the ‘NEXT’ button to proceed. The following screen will now be displayed.
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REQUIREMENTS:

« Operating Systen: Windows ME, NT, 2000, XP, Vista or Higher
+ WebBrowser: Inteet Explorer, Version 6.0 or higher.
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Click the ‘NEXT’ button to proceed. The following screen will now be displayed.
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Welcome

Please select the Georgia Pacific facilty below that you wish to
receive Safety Training and Certification for.

# Salect Facility

fFyou have problems using this program, please contact GP Solution Center at (404) 6524357

or e-mail us at SolutionCenter@gapac com
Give description of the problem and have case routed to PA_FL130 Technical Support queue.
‘Tech support is available Monday through Friday. from 8-00am to 4:30pm easten time.
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Please select the facility and then click the ‘NEXT’ button. The following screen will now be displayed.
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‘Welcome General Contractor/Vendor!

Facility: GP - Palatka

If you have registered on If you want to seff-register

this program before,
click this button

on this program,
click this button

fFyou have problems using this program, please contact GP Solution Center at (404) 6524357

or e-mail us at SolutionCenter@gapac com
Give description of the problem and have case routed to PA_FL130 Technical Support queue.
‘Tech support is available Monday through Friday. from 8-00am to 4:30pm easten time.
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If you have registered on this program before, click the left button. If you have not registered on this program before, click the right button. Whether you have registered before or not, you will see a screen similar to the following.
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Facility: GP - Palatka Registration Entry

* Your First Name |
* Your Midde nital

*Your Last Name

Your Last 4 Digits
of Social Security

Number
Click here to
find your
company>>> (_Find Company
* Company Name e e e
*Company Street Address s
*Company City
*Company State
*Company Zip

*Company Phone

Supenisors Name

Please verify that the information you've entered is correct and then press
the submit button to complete your registration.

If you have problems using this program. please contact GP Solution Center at (404) 6524357
or e-mail us at SolutionCenter@gapac com
Give description of the problem and have case routed to PA_FL130 Technical Support queue.
Tech support is available Monday through Friday. from 8:00am to 4:30pm easter time.
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Please enter the required information above. If you or others in your company have used this program before, you should be able to find your company name by clicking the ‘Find Company’ button and selecting your company from the dropdown list. This will pre-fill the rest of the company info boxes. Once all your information has been entered, click the ‘SUBMIT’ button. The following screen will be displayed.
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GeorgiaPacific

Facility: GP - Palatka Contractor/Vendor Safety Training
Name: Ronald A- Schridt Company: Testincorporated
Date Last Qualified: 12172009 5:19:37 AM List Prior Qualifications
Date Qualification Expires: 11/21/2010 5:19:37 AW Reprint Certificate

1 Owenvew 6 Hazardous Areas

2 Parking Traffc and Security 1_Permit Policies

3 General Mill Rules 8 Emergency

4 General Work Practices 9 Right to Know

5_Personal Protective Equipment
Please review all presentations above prior to taking qualification test.

Take Qualiication Test

fFyou have problems using this program. please contact GP Solution Center at (404) 6524357

or e-mail us at SolutionCenter@gapac com
Give description of the problem and have case routed to PA_FL180 Technical Support queue.
‘Tech support is available Monday through Friday. from 8-00am to 4:30pm easten time.
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On this screen is where you review all the presentations. Please review all presentations presented by clicking on them. The selected presentation will launch in a new window. When done reviewing the selected presentation, come back to this screen and click the next presentation. When done, you may click the ‘Take Qualification Test’. From this screen if needed, you can also re-print your certificate if you have previously passed the test and need your certificate re-printed.

When clicking the ‘Take Qualification Test’ button, the following screen will be displayed.

[image: image7.png]1€ Contractor Safety Training - Safety Safety Training Test - Windows Internet Explorer ; ﬁ E
€IS [%9][x] [aooe [2[]

Fle Edt Vew Favortes Tools Hep Links ] Customize Links %2 Windows Merketplace () Test () New Folder

B - e - (Tovk - @ B

[ Nt gomilst comi(5(eq323xS55ecrbiaqupy=03e))iDefauts aspx

9 G| @ convactr sty Traing-sfty sfty Tranno est | | P

y \ <
ZGES
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Question 1 of 40 Contractor/Vendor Safety Training Test
Name: Ronald A Schmidt ‘Company: TestIncorporated

hat color vest must be worn by the fire watch?

Oa Red

Ob. Yellow
Oc. Hot Pink

Od. Orange

Previous Question | [ Next Question Submit Test

X )
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The questions are in random order each time the test is attempted. Please click on one multiple choice answer for each question presented. Click on the ‘Next Question’ button to go to the next question. You can review your answers by clicking the ‘Previous Question’ and ‘Next Question’ buttons. When you have answered all test questions and reviewed your answers, click on the ‘Submit Test’ button. (NOTE: Please complete the test within 20 minutes to avoid a session timeout.) One of the following screens will be displayed depending on your test score.
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Contractor/Vendor Safety Training Test
Name: Ronald A. Schmidt ‘Company: TestIncorporated
You have not successfully answered all questions

correctly.
Questioned Presented: 40.

Questions Answered Correctly: 35.
Your score is: 88.

[__Review Incorrect Retry Test

X )
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If you did not answer all questions correctly, you will see the above screen. You can review the incorrect answers by clicking the ‘Review Incorrect’ button. You may retry the test by clicking the ‘Retry Test’ button.
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Contractor/Vendor Safety Training Test
Name: Ronald A. Schmidt ‘Company: TestIncorporated
You have successfully answered all questions correctly.

Questioned Presented: 40.
Questions Answered Correctly: 40.

‘Your score is: 100.

Print Certificate
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If you passed the test, you will see the above screen. You can then click the ‘Print Certificate’ link. You will see the following screen.
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Print Email Certificate to>>>
Georgia Pacific
GP - Palatka

Georgia-Pacific

Certificate of Completion

This is to certify that

Schmidt, Ronald
of Test Incorporated

Has successfully completed the evaluation requirements for

General Contractors

User ID: RASchmidt9642Test IncorporatedGP - Palatka
Certification Date: December 22, 2009

‘This Certification expires on December 22, 2010

Please take this Certificate to the Company and present it to the Guard
in order to obtain your Hard Hat Decal, and to facilitate entry.
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To print your certificate, click the ‘Print’ button. To email the certificate to yourself, enter your email address in the box, then click ‘Email Certificate to’ link.

 You have completed the Contractor Safety Orientation Course.
System Administration

There are 3 special user ID’s for administration. They are ‘admin’, ‘reports’, and ‘gpcoordinator’.

 The ‘admin’ user id is for complete system maintenance.

 The ‘reports’ user is for getting to the reports menu and re-printing certificates and hard hat labels.
The ‘gpcoordinator’ user id is for taking offlline (classroom) presentations and entering classroom participants into the system for printing certificates.
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Facility: GP - Palatka Registration Ent

# Your First Name | admin

* Your Midde Inital Enter Password, click Submit again

*Your Last Name

Your Last 4 Digits
of Social Security

Number
Click here to
find your
company>>> (_Find Company
* Company Name e e e
*Company Street Address s
*Company City
*Company State
*Company Zip

*Company Phone

Supenisors Name

Please verify that the information you've entered is correct and then press
the submit button to complete your registration.

If you have problems using this program. please contact GP Solution Center at (404) 6524357
or e-mail us at SolutionCenter@gapac com
Give description of the problem and have case routed to PA_FL130 Technical Support queue.
Tech support is available Monday through Friday. from 8:00am to 4:30pm easter time.
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To gain access using above user id’s, follow instructions on pages 1 through 4. When presented with the above screen, enter the user id and press enter or click ‘Submit’ button. Then enter the password associated with the user id and press enter or click ‘Submit’ button. If password is correct you will see the following screen with some items being disabled(depending on the user id chosen).
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Contractor/Vendor Training - Admin Menu

Reporting

Maintain Questions
Maintain Training Coarses

Maintain Facilities

Offline Presentation

Enter Offine Contractor/Vendor Names - Print Certificates
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For reports, click the ‘Reports’ link. The following 3 pages display the reporting screens.
The Maintain Questions, Orientation Courses, and Facility screens start on page 15.
The Offline Presentation section and printing offline certificates starts on page 18.
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List Companies screen.

You can use the Filter box to show only items that meet what is in the filter box. (IE: a name, or company, etc). 

You can view companies that have done certifications by clicking the ‘List Companies’ check box.

You can view user registrations by clicking the ‘List User Registrations’ check box.

You can view user tests and re-print certificates as well as hard hat labels by clicking the ‘List User Tests’ check box.
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List Registrations screen.
You can use the Filter box to show only items that meet what is in the filter box. (IE: a name, or company, etc). 
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List User Tests screen.

To view expired certifications, click the ‘Show Expired Certificates Only’ check box.

To view only passed tests, click the ‘Show Passed Scores Only’ check box.

You can use the Filter box to show only items that meet what is in the filter box. (IE: a name, or company, etc). 

To re-print a certificate or hard hat label, click on the link for user you want to print for.
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Maintain Questions Screen.
This screen is where you enter the test questions to be asked for certification test. You can enter as many questions as you like and how many questions will be asked on the test. Always enter more questions than what will be asked. The program randomly selects different questions every time the test is taken.
To add questions, enter the next Question ID number (must be consecutive numbers and must start with 1) and click the ‘Add New Question ID’ button. A new row in the table will be created. Then click the ‘Edit’ button for the row and enter question and answer information. Use the ‘CorrectAnswer’ column to define which answer is the correct answer. Then click ‘Update’.
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Maintain Courses Screen.

This screen is where you enter the course presentations to be presented for certification test. You can enter as max of 15 courses.

To add a course, enter the next Course ID number (must be consecutive numbers and must start with 1) and click the ‘Add New Course ID’ button. A new row in the table will be created. Then click the ‘Edit’ button for the row and enter Course title and Course File Name information. Then click ‘Update’. The course file name must exist on the web server for the presentation to work. (See Ron Schmidt or system administrator to get presentations uploaded)
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Maintain Facilities Screen.

This screen is where you enter facilities that will use this application. Each facility has there own presentations and test questions.

To add a Facility, enter the facility name and click the ‘Add New Facility’ button. 
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fFyou have problems using this program. please contact GP Solution Center at (404) 6524357

or e-mail us at SolutionCenter@gapac com
Give description of the problem and have case routed to PA_FL180 Technical Support queue.
‘Tech support is available Monday through Friday. from 8-00am to 4:30pm easten time.
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Offline Presentation Screen.

This screen is mean’t for classroom presentations with multiple students in the class.

On this screen is where you review all the presentations. Please review all presentations presented by clicking on them. The selected presentation will launch in a new window. When done reviewing the selected presentation, come back to this screen and click the next presentation. When done, you may click the ‘Return’ button and proceed with printing certificates for students in the class.
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Offline Registration Entry.
This screen is for entering students in the offline orientation class into the system and printing out their certificates.

Enter the first students information and select or enter the company information. Click the ‘Submit’ button. A certificate will be displayed for the first student which you would then click the ‘Print’ button.

The screen is now ready for the next student information to be entered. The company information will remain unless you need to change it. Click the ‘Submit’ button for the next student and the certificate will be displayed which you would then click ‘Print’.

Repeat the above paragraph for all students. All data will be saved in the database.
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