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1. Reset your password by selecting the link. 2. Create a password unique to you. 
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3. Adding an office - if your account does not have any offices, please reach out to    

HTerry@compliancetrainingpartners.com to make sure your offices are not already in the system. Add 

new offices if instructed to do so.

4. If your offices are already in the system, so are your trainees. If they are not in the system then add new 

trainees by selecting “Trainees” from the left-hand navigation bar and then “New Trainee”.

5. Manually enter trainees by completing all fields and then click “Add New Trainee”
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6. ...or import trainees using the Excel Sheet Template.

8. Select a training date and office. Check box “Is this order for specific trainees?” if the order is to be 

assigned to specific trainees. In the trainee field select the name(s) of those who need training.

Ordering Online Training

7. From your Dashboard, select “Order Online Training”.
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9. Select “Add Items” then “Add Products”.

10. Select the course and click “Add”.  Change the quantity to match the number of trainees selected. *Note 

that only 1 course may be ordered when assigning a course to specified trainees.

11. Complete the email field with the email address of the person receiving the order. Trainees selected will 

receive an email stating they have been assigned training. Then click on “Create” to complete your order.
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12. The assigned trainees will receive the email below. 

Ordering Online Training

“My Orders” — These are snapshots of all orders placed. Selecting the “Eye” icon will show you a glimpse of 

the order details

“My Offices” — View your office location(s) and its associated trainees.
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“Training Test Performance” —  View all completed training and certificates.

1. Select the office.

“Compliance Dashboard” - This is a report of your offices’ compliance.   
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2. Complete in-office infection control audits.

3. View all audit checklists completed from the app or an employee’s dashboard. 
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4. View all trainee’s performance in one place.


