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Introduction to Administration/Facilitation Control

Maritime Environmental Training Institute’s ‘Administration/Facilitation Control’ is a unique feature that
allows managers, supervisors, administrative staff and safety advisors to purchase, assign, review and
monitor the training and certifications of all employees engaged in E-Learning courses.

Enhancements to the Administration Control system allow for freedom, giving Administrators/ Facilitators
control over all aspects of training. The dashboard is designed for easy navigation.

Our online platform is compatible with several of the most popular web browsers, including Google
Chrome, Mozilla Firefox, and Safari. Administration Control also functions on many popular mobile
browsers.

This guide will show you the basic functions of our Administration Control system and will allow you to see
firsthand the control this feature offers.
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Logging into Administration/Facilitator Control
The first step to using Admin Control is logging in.
If a Facilitator’s Account has not been created for you by M.E.T.I. you will need to create an account. To do
so, go to www.meti.protraining.com and CREATE YOUR ADMINISTRATOR ACCOUNT through
ADMINISTRATION LOGIN to the left of the page.
This page is also where you Login once you have created your account.

Or by going to metiatlantic.com and logging in through ADMINISTRATION LOGIN at top of the page.
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Your Dashboard/Home Page
This is your dashboard/home page. There are 4 tabs for the Administrators to use.

To the right side of your homepage you will see box with information on YOUR ACCOUNT.

ID: A unique number that identifies your organization
USERS:

The number of Trainees/Users you have registered with your company

CREDITS:

The number of credits you have remaining. This is a combined number of all credits you
have. When you click on this you will see a breakdown of the credits you have available.

PURCHASES: You can view any receipts you have for purchases that have been made on-line. Records for
purchases made directly through METI are available by contacting us.
Note: Underlined text or numbers is a link to another page.

The center of the page has brief instructions on setting up your Users and giving them access to programs.
The enroll/enrollment key refers to assigning a unique key to your course(s). At any time, you can assign an
enrollment key to any course that you have purchased and distribute this to your trainees. This allows for a
hands-off’ user management approach. You simply provide the enrollment key to people who need to train;
they sign up with the key and begin training.

1. Manage Users: This tab will take you to a list of your users. Clicking on a user’s name will take you
to their page. From their page you can see and edit
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their information. You also see the status of any training courses including marks, completion dates as well
as their certifications. Select the PDF icon to print certification.
Selecting the EDIT button will take you to the user sign-up page where you can edit their information.

Once changes are made, remember to update. From this page you can also delete users.

2. View/Purchase Courses (Credits) Administrators can see how many credits they have
available and how many they have used. The top section shows courses you have credits for and the bottom
section shows training courses that are available.
Also the ability to purchase more credits is
achieved through this tab.

Manage: This is where you assign an
enrollment key (explained in detail later)
Credits: Number of credits you have
Used: Number of credits used. Clicking here will take you to the Program Credit Used page. From
here you can access users by clicking on their names. You can also REVOKE CREDITS from this
page. If a credit has been issued to a user and they have not started the program, you have the option
to revoke the credit and it will return to your available credits. i.e.: a credit is issued and the
employee in no longer employed with the company or you issued the wrong credit to a person.
Purchase: Click here to purchase credits directly on-line
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Distribute: This will take you to the first page of distributing courses. Please note this is not the first
choice selection to distribute courses.

3. Distribute Courses: Once courses have been purchased you can distribute them to employees
through this step. This is the most direct way to distribute and add trainees. This tab allows you to create
individual users as well as bulk-add users *If employee accounts have not been created they can be created
in this step as well.
Step 1 of 4: Select the choice you need at this time. Select NEXT
Selecting ‘I need to CREATE my users’

Step 2: You are now on a spreadsheet where you will add users. After you have added their
information, select ADD USERS.
There are 5 lines available for adding trainees/users. You can add rows as needed.

Step 3: Select the appropriate box. If you select Grant Programs, all people you have added will be
granted the course you select. Select the program and then select NEXT
Step 4: Select the appropriate button. Finish will put the credit in the users account.
Selecting ‘My Users Already Have Accounts’ will take you to a list of your users. Select which
user you would like to distribute the credit to.
Step 2 of 4: You are now on the trainee’s page. Mid right on the page there are three buttons. Select
‘Distribute Courses’.
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Step 3 of 4: Select the program and then select NEXT
Step 4 of 4: Select the appropriate button. Finish will put the credit in the users account.

4. View Reports: This tab allows Administrators to view several different reports including: Employee
Progress, Exams Taken and Completed, User Reports, Out of Compliance Reports allowing you to see who
needs to re-take training as well as the ability to print all issued certifications. By clicking on any report you
can search for the relevant data in that report in a 1-2 step process by selecting the given parameters. Once
the report is run, it can then be printed or saved.
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Using an Enrollment Key
The use of an Enrollment Key allows the facilitator to use a ‘hands-off’ approach to entering trainees and
assigning courses. They must be carefully monitored and can be used without your knowledge. It is the
responsibility of the facilitator to be aware of who is registering and using the Key you have created.
An Enrollment Key is a unique key (letters, numbers or both) that your users enter to automatically receive
access to a course. The facilitator simply contacts the trainees and provides them with the information
required. An instruction sheet is at the end of the guide for your convenience to email or hand out to you
your users.
The Enrollment Key remains usable until the facilitator disables it or until you have used all your credits for
a course. Once you purchase more credits, the Key becomes enabled again. The Enrollment Key can be
assigned at any time.

1. From your Management homepage select the View/Purchase Courses button
2. This will bring you to a page where you will see all course available through Maritime Environmental
Training Institute. The courses in the top area are those you have credits for and the bottoms are available
for credit purchases.
3. Click Manage next to the course name. Use the form area on the right to create your Key. Click ADD
and it will be displayed on the left. You can also disable the key from here.
Please note active keys are in GREEN and disabled keys are in RED.
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Directions for Your Trainees Using an Enrollment Key

If you decide to use an Enrollment Key for your trainees, the instructions for their use are as follows:
1.

Website: www.meti.protraining.com

2.

Using STUDENT LOGIN select the Sign UP tab

3.

On this page you will enter your information beginning with the enrollment key. This will be given
to you by your company.

4.

Username (your choice, no spaces, no special characters) If a message pops up and tells you this
username is in use, select another or put a number after the one you have selected i.e. jsmith1

5.

Although Company name is not marked as a required field, please be sure your trainees enter
(Company Name) as given to you by our Administrator. This ensures your ability to find your
trainees' records.

6.

Select the check box for Terms and Conditions once you have read them.

7.

Select Sign Me Up key. You will be taken to Your Training page.

8.

Select Begin or Continue Your Training. This will take you to Courses and Exams.

9.

You will see your training program and to the right of this START. Select START. This will take
you to Program Details.

10.

Select whichever program you have been assigned, i.e. WHMIS Training 2.0

11.

When your training is complete you will be directed back to this page where you will then select
XXX Exam.

12.

You are required to complete each lesson in the training course as well as the exam.

13.

You will have 3 attempts to achieve a passing grade of 80%. Upon successful completion of your
exam an on-line certification will be ready to print.
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14.

You can exit your training and logon again. To do this simply follow step 1 and then Using
STUDENT LOGIN enter your Username and Password. Follow the same pathway to take you to
your training. Please note that if you logoff during your exam it will not be saved and you will be
required to retake the exam.
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Directions for Your Trainees without an Enrollment Key

1. Website: www.meti.protraining.com
2. Using STUDENT LOGIN at the lower left corner of the page, enter your user name and password
as given to you from your training coordinator or in the e-mail you received from METI.
3. Select Begin or Continue Your Training. This will take you to Courses and Exams.
4. You will see your training program and to the right of this START. Select START. This will take
you to Program Details.
5. Select whichever program you have been assigned. i.e WHMIS Training 2.0
6. When your training is complete you will be directed back to this page where you will then select
XXX Exam.
7. You are required to complete each lesson in the training course as well as the exam.
8. You will have 3 attempts to achieve a passing grade of 80%. Upon successful completion of your
exam, an on-line certification will be ready to print.
9. You can exit your training and logon again. Please note that if you logoff during your exam it will
not be saved and you will be required to retake the exam.

We would be happy to provide you with an instruction sheet that is specific to your company and the
training programs you offer. Contact us through the information listed at the end of the booklet.
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Thank You for Choosing Maritime Environmental Training Institute for Your
On-Line Safety Training Requirements

This document has outlined the basic features of Maritime Environmental Training Institute’s Online
Administration/Facilitation Control.

If you have any questions or need any assistance with the facilitation of your learning management please
call us at 1-877-800-6384 / 1-902-539-9766/email paulk@metiatlantic.com or training@metiatlantic.com

Respectfully,
Paul Krasowski, BA, B.Ed, EHST, CSO
eLearning Administrator/Program Developer
paulk@metiatlantic.com
1-877-800-6384
1-902-539-9766
www.metiatlantic.com
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WHMIS (GLOBALLY HARMONIZED SYSTEM)
TRANSPORTATION OF DANGEROUS GOODS 3.0
HAZARD ASSESSMENT
NITROGEN SAFETY TRAINING
INCIDENT INVESTIGATION
GROUND DISTURBANCE II
H2S AWARENESS
FIRE SAFETY
JOHS COMMITTEE & REPRESENTATIVE
OCCUPATIONAL HEALTH & SAFETY
SUBSTANCE ABUSE AWARENESS IN THE WORKPLACE
HEALTH AND SAFETY ORIENTATION FOR SUPERVISION AND MANAGEMENT
ASBESTOS AWARENESS

Hazard Alert
Training Inc.
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