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Step 1 - Set-up Training session

Invite your trainees to a:

. Face to Face
or
. Virtual training session (zoom, webex, teams, etc....)
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Step 2 - Registration to a test

Before the training date, go to https://passport.events/manager

idloom

Sign in to your account

As trainer:

When first time, go into your personal account https://passport.events/me
Click on ‘My details’ (top right) followed by ‘User & credentials’.
Update your password and confirm

Now you can enter https://passport.events/manager with your new password or use forget password option
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Step 2 - Registration to a test

111 ALL RECORDS ARE LINKED TO AN E-MAIL ADDRESS

and an email address can NOT be changed ones in the system !!!!

- Trainees having an email address : import the trainees with company or personal email address
- Trainees without email address :

we encourage to use a ‘“+trick’” email address

i.e. combining the trainer email address with driver’s name

Format : trainer Joe Doe -> joe.doe@transport.com

driver Peter May -> Joe.doe+pmay@transport.com or joe.doe+petermay@transport.com
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Step 2 - Registration to a test

Menu overview

Listing your
records

Here you can
remove double
records

Contacts

Emailing

C

o)

https.//passport.events/manager/contacts

List of contacts

~ 3848 Ergries

Last name First name Email Company

Updated v
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Step 2 - Registration NEW irainees

Firstly, you need to import new trainees via the ‘drivers import’ field before linking them to a test

--- Only new records need to be imported

If already existing records skip this step----

Import drivers

ccccccccc
List of drivers
& Deduplication Your contacts list must follows this requirements:
o File type: XLSX, CSV or TSV.
mi tart with headings

o
&2 selections * Columns star
» e Company country must use ISO 3166-1 alpha-2 cot
|||||| * Dates must use dd-i - ‘'ormat and cells
Download the template « Checkboxes fields needs 0 or 1 as value
Choose your profile *

Emailing -
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Dec 2025| COPYRIGHT ® ISOPA 2020. ALL RIGHTS RESERVED




Step 2 - Registration NEW irainees

The use of template ------ IMPORTANT

- Don’t change the titles nor the columns
- Leave ‘driver licence N*’ and ‘old card number’ fields open if he data is unknown
- Before entering the date of birth, make sur the field is set as ‘text’ field (right click — format cells)

- Using capital letter is the preferred option

A B © D H | J
Trainer ? (Yes=1 No=0) First name Last name Date of birth(E-mail Driving licence number Old cardnumber if existing) Company name Name of the Trainer Company trainer name
04-06-1966 TEST COMPANY MR X TEST COMP

Format Cells ? >

L
!
3
}
>
5

Number | Alignment Font Border Fill Protection

Category:

General Sample

Number 04-06-1966

Currency

Accounting Text format cells are treated as text even when a number is in the cell
Date The cell is displayed exactly as entered.

Time

Percentage
Fraction
Scientific

Special
Custom
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ration NEW trainees

jicl Q, Looking for con

;8 € Backtodashboard <
Import drivers

ua Contacts ~

13 . . . . .

Contacts ) i You will receive an email when import is done

List of drivers

- Deduplication Your contacts list must follows this requirerments: and it ill notify if something went wrong

- * File type: XLSX, CSV or TSV.

-

Selections e Columns start with headings
* Company country must use ISO 3166-1 alpha-2 codes.

» e Dates must use dd-mm-yyyy format and ¢ ust be TEXT type

* Checkboxes fields needs 0 or 1 as value

Import

Drivers import
Choose your profile *

Contacts import complete

% All profiles

Emailing v

sport.events <passport@idloom.events>

() 1f there are problems with how this message is displayed, click here to view it in a web browser

Upload file

passport.events

Hello!

Your import is completed.

0 contact(s) was successfully imported.
0 row(s) failed.

Regards,
passport.events
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Step 2 - Registration NEW irainees

Secondly, select your trainees and register them to a specific test listed

= ware
= List of contacts Y T c
[ ] Contacts ~ 9448 Entries

= Save selection

Q
-] S o Last name First name Email Company u
L Ly
elections

0 He - & sendwelcome mails

" @ Delete

12/1/21,12:04 PM

= Save selection
i R 12/1/21, 12:04 PM

+ Add to selection

ws Register to a training

12 Send welcome mails

W Delete
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Step 2 - RENEWAL / RESTART PROCESS for TRAINEES

i Back to list of contacts & HU

sentials

Firstly, check data of existing records

Contac

Certificates Trair

pen each contact you want to select for the test and check the following fields
1 O h tact tt lect for the test and check the following field
- Trainer company

- Trainer name
------ IMPORTANT otherwise you will find errors on the certificate ------

Activity First nar

]
E] Welcome to idloom.passport

a
2. CRM
2 4‘ Mimagepr LIS dnil Carp il
O e 1m0 o
N Learning manager
&7
=
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Step 2 - RENEWAL / RESTART PROCESS for TRAINEES

id QL Search conlacs oF 118 i i st s - ‘n-
[
- . -
List of trainings T
Tralrings o En e
Select the trainng
which the trainees f
should restart
Title Success AWETBEE SCore Status Theme Language
T pi Paldiched Ll Hiry EREREn
ok i i Chesmi stry Erglizh

O Ssanch commos o e

P ack b lisd al (rairiges b
Trainer Test-EN » [ 4 n

im Training's details - 4L WADEES
R

Irarees al

Within the training, T Last narn e First mame -~ Email Status Language
navigate to the

=
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Step 2 - RENEWAL / RESTART PROCESS for TRAINEES

i‘d i}
e Trairing's details
Trairess
= =
Survey

PorE aClons

Trainer Test-EN » = ¥ g

8 irainees

= Save selection

+ Add to selection
Last name First mame ~ Emaiil Statu

W Register ioa traning

"D Restart the traning

&= Revwake aocess
- I
" Frer—
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Step 3 - Training

The presentation can be find on the ISOPA website
https://www.isopa.org/documentation/#Ank-DriverTraining

Driver Training

¢ Slideshow for Trainers 2027 versions [EN master version]
[DE] [ES] [FI] [FR] [HU] [IT] [NL] [PL] [PT] [RU] [TUR]

e Trainer Guide [EN] Tutorial video for trainers available upon request
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https://www.isopa.org/documentation/#Ank-DriverTraining
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Step 4 - Test

The last slide of the presentation shows the link to fulfil the online test
https://passport.events/me

Slide Deck - Distribution / Bulk Liquid Transport Loading /

»  CLICK TO EXPAND DOCUMENT

Test can be done via smartphone / PC the day of the training or at any time later

. . . Qui
The trainer need to inform all trainees: R
- their login ( = email addresssed used during registration process) o
- suggest to use ‘forgot password’ option to reset the password
. ° Clear to brown
Success Requirements

For trainers —> All questions — 80 %

For drivers —> 20 Random Questions — 70 %
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https://passport.events/me

Step 5 - Cerlification

Once the test is completed, a certificate is automatically generated
Valid for 3 years
Printable version

Certificate in EN version only

F AVLIDUAVFFEN

I m p O rta nt : Contact details ~ imeline
. L. . e . . . Esse:t‘a‘s Activity summary
Existing certificates valid until the expiry date E
Activity E (;/en(s
New certificate generated for existing Drivers/Trainers
Timeline
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CERTIFICATE N\

OF
ISOPA Driver Training

Successful trainin 9

Product & Safety Training MDI / TDI Bulk Liquid Transportation
DRIVER

ISOPA delivered this certificate to K DEWAELE

under the supervision of BERK from BASF POLYURETHANES GMBH

Certificates

1

2,

PANIOL: view certificate 4

2021-12-01 12:04:32 - Covestro
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PRODUCERS ASSOCIATION




Good to know

Each record has an activity time line

If an update in data needs to be done

Il Email address can not be changed !!!

Py € Back to list of contacts
HA

Contact details

Essentials

Certificates

Activity

Timeline

Drivers Training Test - RU

Certificate Q ISOPA Driver Training

Preview =

(]

2021-12-1013:16:28

Drivers Training Test - RU

2021-12-07 18:25:46 - Qbex
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Drivers Training Test - RU

QISOPA Driver Training (Test)
¥ =

2021-12-1010:23:52

2021-12-07 18:22:34 - Qbex

Isopa
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Tips & Tricks

Print / save certificate(s) for drivers

Q, Looking for contacts isopa-drivers 2

PYTRIRE - <
& s g
ISOPA Driver Training
Certificate details ~ ertified contacts Y /
15 Entries =
Essentials -
Content
First name Attribution date Expiration date A Email = Add 1o selectio

~ees g 2024-11-29
Hi i 1Fa
30 2024-11-30
vaid
30 2024-11-30
01 2024-12-01
2 01 2024-12-01 d
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Tips & Tricks

How to identify expired certificates and reorganise a training

Isopa-drivers + a0

id Q, Looking for contacts

€ Backt

ISOPA Driver Training
an Certificate details ~ Certified contact - :
15 Entries e
Essentials -
Content = Save selection
Last name First name Attribution date Expiration date A Email
fied contacts .
1 g i A 5 B o P + Add to selection
v} $ Ze 30 2024-11-30 k
mm Register to a training
30 2024-11-30 y
o1 AT & Download certificate
)
01 2024-12:01 d ¥ Send certificate

Isopo PRODUCERS ASSOCIATION
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Tips & Tricks

idloom

Access for the trainees

Sign in to your account

http://passport.events/me ) /

Login : email addressed used in the system (see contact list) |
Password: Isopa+ddmmyyyy (birthdate) eampe: sopar16121906 =

111 ALL RECORDS ARE LINKED TO AN E-MAIL ADDRESS & PASSWORD

which can NOT be changed ones in the system !!!!
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https://passport.events/me

Tips & Tricks

To create lists

Il Don’t forget to click the save button for all operations !!!

ps.//passport.events/manager/contacts

List of contacts

rTo See the different
Ists createq and link
all these records jp

Oncetop 5 training

Last name First name Email

Company

Save selection

Add to selection

Register to a training

Send welcome mails

Delete

12/10/21,1:24 PM
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Last but not least....

Don’t forget to click the save button for all operations

Don’t go too quick.....the system needs time to complete the requested action
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For questions or
assistance

K Dewaele
kde@isopa.org

+32 478 98 23 20



mailto:kde@isopa.org

	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22
	Slide 23

