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1 Access, Login and Homepage

1.1 Access
To start using Academy On-Line, you need the following:

e A computer running Internet Explorer 6.0 or higher
e An internet connection
o Adobe Acrobat 6.0 or higher (to print Certificates/Diplomas).

First connect to https://demo.iruacademyonline.com. The following screen will appear:

IRU ACADEMY ONLINE v3.0 - HOMEPAGE

ATI Module Graduate Module IRU ACADEMY

ATI Accreditation Module Public Graduate Page Access ATI Promotional Page

Check Qualification Certificate

We /ide Excellence in Professional Road Transport Training
Academy Homepage

NOTE: Be sure to disable any pop-up blocking software, otherwise you will not be able
to display the AOL screens. Pop-up blockers often come with customised toolbars such
as those supplied by Yahoo, Google, etc. You need to either disable all of them or press
<CTRL F5>, which bypasses ALL pop-up blockers.
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1.2 Login

To Login, you must have a User Name and Password. The way you log into AOL v3.0
depends on whether you are logging in as a new Training Institute for the first time
(without being accredited for any IRU Academy programme), or as an already existing
(Accredited) Training Institute, when you can login into the AOL “ATI Module”.

1.2.1 Login as a New Training Institute

If you are a training institute interested in becoming accredited for any of the IRU
Academy programmes, you need to:

. go to the AOL v3.0 Homepage (at URL.: https://www.iruacademyonline.com)

. click on the “ATI Accreditation Module” button.

AOL will display the ATI login page:

IRU

/ On Line (AOL) e AR

3 -
SECTION I

Authorities

Welcome to the IRU Academy Online
Accreditation, Reaccreditation and Information Update Process

Please check one of the following boxes:

€ This is my First Time on this web site l_l # | am a Staff Member of an already Accredited Training
Institute {ATI} or an Institute which has started the

m l— accreditation process.

[ user name: |
n [ vasswors: |

Did You Forget Your Password?
m

wide Excellence in Professional Road Transport Training
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Select the “This is my First Time on this web site” radio-button, enter your valid “Email”
address and click on the “Continue” button:

SECTIONTT
Treining Institute

SECTIONT

Introduction

Infenmetion

Welcome to the IRU Academy Online
Accreditation, Reaccreditation and Information Update Process

Please check one of the following boxes:

& This is my First Time on this web site l_‘ T | am a Staff Member of an already Accredited Training
Institute [ATI} or an Institute which has started the
m a0l tester@yahoo.com SERE SN R
u [ oswors |

Did You Forget Your Password?

SECTION |
Introduction

As 2 First Time User you
represent a Training Institute:
which is applying for an IRU

y Course i
Title: | Dr ;J To proceed with this

S | you must complete this page:
First Hame: this includes assigning
yourself a Usertlame and 3
i Password. After having
[ oclicked"submit2 Conlinue’
Jteuionss you will be given a temporan,
Mobile: First Time User Account and

your data will be stored

for
" Email: 3ol tester@yahoo.com g st e _l;l
<I 5

Submit &
Confinue

lide Excellence in Professional Road Transport Training
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To identify yourself as a representative of the training institute interested in becoming
accredited for an IRU Academy programme, select your “Title”, enter your “Name”, “First
Name”, “Job Title”, “Telephone” number, “Mobile” telephone number, then click on the
“Submit & Continue” button:

SECTION|
Intreduction

As  First Time User you
represent a Training Institute

which is applying for an IRU

y Course
Title |or =] 7o proceed with this
Hame: |Academic o : |
you must this page;
First Hame: [Trainer this includes assigning
. ,7 yourself 3 Userllame and 3
Job Title: General Manager Pas G R Rl
clicked "Submit & Continue"
Telephone: 12345678 e e
Mobile: 12345673 First Time User Account and
your data will be stored for
Il Email: Aol tester@yahoo.com fupira lnnine That cama s
| I v

AOL immediately sends you a ‘New
AOL Login Account Information’ on
the e-mail you have indicated in the
“Section | Introduction” screen tab
and displays a message to check the
email for your login information: Eiease sheck your e-mail forlogie Snfm-ton

Click on the “OK” button to close the
message and return to the AOL

Homepage: | ok |

To proceed with starting the accreditation process, check your e-mail (indicated in the
previous step) where you should find an ‘Activate your IRU Academy On-Line (AOL)
Accreditation Account — New AOL Login’ message received from academy@iru.org:

E ® Hi, Aol ~ | SignOut | Options ~ | Help = Make Y! My Homepage
YaHOO! MAIL
INBOX (1
0w | mon sweseer oare -
Drafts O ® academy@iru.org Activate your IRU Academy On-Line (AOL} Accreditation Account - Hew AOL Login  4:42 P
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Open this e-mail message and you will find the automatically-generated first time ‘User
Name’ and ‘Password’ which you should use for login into the AOL ATI Accreditation
Module in order to start the accreditation process:

Activate your IRU Academy On-Line {AOL) Accreditation Account - New AOL Login TO:You CC:1resipient | Show Details

Dear ACL visitor,

Thank you for your interest in the activities of the IRU Academy and your recent request for obtaining acoess to the Academy On-line (AOL) systermn for acoreditation.
In order to sctivate your account, please log in with your username snd password:

User Name: acl11585

Famsword: Tra21408

to the IRU Academy On-line at:

hitp:/iacl3vi 2-test iru.org/ati/acoredit/UserLogin. aspx

Following your first login to AOL with your credentials, you will be invited to provide us with the information required for IRU Academy programme acoreditation, in accordance with the attached
edf instructions.

We invite you to visit us on our website, wew.in.crg/scademy for any further questions.
IRU Academy

scademy@iru.arg

# Bec y to academy@iru.org Send =

You will then need to use the details given in the ‘Activate your IRU Academy On-Line
(AOL) Accreditation Account — New AOL Login’ message to logon to the AOL ATI
Accreditation Module by selecting the “I am a Staff Member of an already Accredited
Training Institute (ATI) or an Institute which has started the accreditation process” radio-
button, entering the “User Name” and “Password” provided to you in the e-mail message
and by clicking on the “Continue” button:

7

3 -
SEGTIGNII

Authorties

SECTIONIY,

[rstitirte Steff

SEGTIGNTI
Training Instituts

B

I‘-'n

Informaticn

Wielcome to the IRU Academy Online
Accreditation, Reaccreditation and Information Update Process

Please check one of the following boxes:

 Thisis my First Time on this web site r_. # | am a Staff of an already ited Training
Institute [ATI} or an Institute which has started the

m acecreditation process.

o [ Passwors: [N

Did You Forget Your Password?

Wwide Excellence in Professional Road Transport Training
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AOL will display the ATI Accreditation “Section | Introduction” screen tab completed with
the details you have entered previously and with the (automatically-generated) “User
Name” and “Password” (same as in the e-mail received on the account you indicated):

Please enter your Hame and Contact information:

As a First Time User you

Title: " = represent 3 Training Institute
which is applying for an IRU
Name: Academic Academy Course Accreditatic
FirstHame:  [Trainer ey esl
Job Title: |General Manager you must complete this page;
——~this includes assigning
Telephone: 12345678 yourself 3 Userliame and a
o fzsasers | Password. After having
oue EESIRED clicked "Submit & Continue”
Email: (=0l tester@yshoo com you will be given a temporan
First Time User Account and
User Name: 20111586 your data will be stored for
fupira lonine That cama 5.
Bl Password: [eesesees | I '
Confirm [ aaees
Password:

Submit &
e

f yide Excellence in Professional Road Transport Training

Click on the “Submit & Continue” button to start the accreditation process as a new ATI.
AOL will take you to the “Programme Selection” page:

]
=
| R

SEC

. | -
SECGTION T yv
Institit="Staff

Authorities

SECTIGHN

Training Institut=

SECTION |
Introduction

Please select the Programme and Course for which you would like to obtain IRU Academy Accreditation:

L

F1 Programme Hame: | Please select

]

[fj Cours=tisme: |

n Howr many students do you forecast your Training Institue will enrol for this course during:

The cal 2011

The year. 2012
The 2013
If you received an IRU y ional Code, please enter it here:

lwide Excellence in Professional Road Transport Training
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Select the “Programme” and “Course” you want to start the accreditation process for,
indicate the estimated number of students your training institute expects to have for the
selected programme and course during the current and the next 2 calendar years, then
click on the “Submit & Continue” button:

| wes siTe [
T Ko %)

3 - 3 »
SECTION | X SEGTIGNIN
Introduction i Authiorities

Pleasze =elect the Programme and Coursze for which you would like to obtain IRU Academy Accreditation:

n Programme Hame: |Certiﬁ|:'.ate of F ional C in Dang Goods by Road [ADR} j

L

i Course tame: | 69, Adr Driver: Packagings And Bulk, Excluding Classes 1 & 7

n Howr many students do you forecast your Training Institue will enrol for this course during:

The year, 2011 [100

The year. 2012 [300
The year. 2013 [s00
If you received an IRU y ional Code, please enter it here:

| Submite
| Continue

SECTION I
Training Institute

Addressa: BT Do you have any Branch Training Institute?

City: |
e — Fvee O
Postal Code: |
Country: Please Select [&

Submit &
Insert Logo

ide Excellence in Professional Road Transport Training
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Enter your training institute details, select the appropriate ‘Branch’ radio-button and click
on the “Submit & Insert Logo” button:

On Line (AOL) Ty
R ___ & 4§ - |

. -
SEGTIGNIN
Authicrities

" weB SITE |

D0 m——s

SEGTIONIV,

Irstituts Staff

SECTION I
Training Institute

SEGTIGNT

§ [nformation

|
Please enter the following information about your Training Institute({TI):

i R—" [EsTTaming | | Telephone: [r2assere
B snort Hame: I — S a—
A .. R Mobile: [t2assers
T D Bgoja.Jovanovski@iru.org.

Addressi: [Teststreet 122 M8

Address2: [Po.Box122

Address3: [ BN Doyouhave any Branch Training Institute?

city: [resteiy

State: [ | C Yes @ no

Postal Code: [12300

Country: [South africa =

Submit &
Insert Logo

de Excellence in Professional Road Transport Training

[ wes SITE [ m
0G0 ro—

v

- .
SECTICN N
Authorities

&
7 ! : v SECTION I
U Information 1 Training Institute

SECTICN IV
Institute Staff

Submit your Training Institute (TI) logo

nunesyom:oguimawehmess?
U Yes & o

W vour Training Institute [Tl} loge must include a web address using no more than 40(2 x 20, for example)
characters. Please insert your web address below:

—_
—

| Attach Positive Logo File

X Size:356729| | Browse..
Fomat: af/ |
|

2 Excellence in Professional Road Transport Training
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To attach your training institute’s logo, click on the “Browse” button above the “Attach
Positive Logo File” button, then select the location and the file (required format: *.jpg or
*.gif, maximum size 356*290 pixels) and click on the “Attach Positive Logo File” button.

You also have the possibility of attaching the negative of your training institute’s logo if
you wish. To do so, follow the same procedure as described for attaching a positive file
by using the “Browse” and “Attach Negative Logo File” buttons instead.

Complete the required information on the “Submit your Training Institute (T1) logo” page
and click on the “Submit” button to continue:

=

L —@b

1!l s

o "

" WEB SITE

000 :—._19-5

SECTION Il . SECTICN I s SECTICN IV
Training Institute Authoritiss Institute Staff

2
D ..

Submit your Training Institute (T1) logo

n Does your logo include a web address?
~ " Yes ® o

n Your Training Institute {Tl} loge must include a web address using no more than 40{2 x 20, for example}
characters. Please insert your web address below:

[r—
BEYKOZ
IELD.usm | _Bowee |
MESLEK [20mvo_weblogo.gif
YUKSEKOKULU
X Size:3567°25
| Bl
|
- ==

ridwide Excellence in Professional Road Transport Training

AOL displays a message asking
you to contact an IRU Academy
Administrator in order to proceed

further with the accreditation Lo Bl
request: administrator.

Click on the “OK” button to close
the message and return to the AOL

Homepage: | ok |
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At the moment you see this message on your screen the IRU Academy receives an
automatic e-mail from AOL, informing it that your training institute intends to start the
accreditation process for the programme and course you have selected. The IRU
Academy will then need to allow you to continue the accreditation process and will
inform you accordingly once this is done.

You will then need to login into the AOL ATI Accreditation Module once again with the
details given in the ‘Activate your IRU Academy On-Line (AOL) Accreditation Account —
New AOL Login’ message by selecting the “I am a Staff Member of an already
Accredited Training Institute (ATI) or an Institute which has started the accreditation
process” radio-button, entering the “User Name” and “Password” provided to you in the
e-mail message and by clicking on the “Continue” button:

-l

S— |

Vielcome to the IRU Academy Online
Accreditation, Reaccreditation and Information Update Process

Please check one of the following boxes:

" This is my First Time on this web site I‘I @ | am a Staff Member of an already Accredited Training
Institute [ATIl} or an Institute which has started the

m accreditation process.

o  Passwors: |

Did You Forget Your Password?

lidwide Excellence in Professional Road Transport Training

AOL will display the ATI Accreditation “Section Il Training Institute” screen tab completed
with the details you have entered previously:

Accredited
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- - A
SECTICN I Y SECTION IV
Autherities Institute Staff

SECTICH I
Tiaining Institute

I
Please enter the following information about your Training Institute({TI):

i [E—— frestreamng. || R T —
B snonname: = | B T —
A coe e | | Wobie: T —
[ | Email: [E1ageja. Jovanovskigiru.c
) Bl Websit: [ororws tredusa
Address1: [feststreet 12z 8
Address2: [P.o.Box125
Address3: [ BN Doyouhave any Branch Training Institute?
City: [festeity
State: | C yes (RS
Postal Code: [tz300

South Africa =

Country:
i L Submit &

le Excellence in Professional Road Transport Training

Click on “Submit & Insert Logo” and AOL will display the “Submit your Training Institute
(T1) logo” page as you have completed it in the previous step:

I:'I - m{-

" WEB SITE
=Ll i,

2 - ; ..
SECTION Il -" SECTION IV
Authorities Institute Staff

SECTION
Training Institute

Submit your Training Institute (T1) logo

n Does your logo include 3 web address?
€ Yes ® o

I Your Training Institute (1} loge must include a web address using no more than 40(2 x 20, for example}
characters, Please insert your web address below:

E——
BEYKOZ o
LOJISTIK | M
MESLEK [2mvo_webiogo.aif
YUKSEKOKULU
_Bowse.. |

Aftach Negative Logo File
ot -

e Excellence in Professional Road Transport Training
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Click on the “Submit” button to continue and AOL will display the ‘Section Il Authorities’
screen tab, allowing you to enter data about the official authority and examination body
related to the programme and course you want to become accredited for:

| WEB SITE |

O -

SECTION Il L’ SECTION IV
Autharities Institute Staff

Please enter the Official Authority's Name and Contact information:
[@oricial Authority Full Name: Bl Person responsible
1] Title:

[@examination Ecdy Short Hame: or £
™ There is no Examination Body Hame:
ar First Name:
Addresst: | S|
Address2:
Address3
—_— Fax:
city:
— Mabile
State:
—_— Email:

Postal Code:
Vieb Site:
Country: South Africa >

vide Excellence in Professional Road Transport Training

If there is no Examination Body designated in your country for the programme and
course you want to become accredited for, make sure you have selected the “There is
no Examination Body” check box.

Enter your country’s Official Authority and responsible person details, then click on the
“Submit & Continue” button:

-

Lo G)l

{1 oo |

SECTION IV
Instituts Staff

-
SECTION Il
Authoritizs

Please enter the Official Authority's Mame and Contact information:

Boficial Authority Full Hame: |South African Official Authi ll Person responsible
[@esamination Body i Short Name: |SAOA Title: [me — Fl
™ There is no Examination Body Hame: Quinteas
a Firsthlame: |Mabute
:  |smoAstreet 123
s e JobTitle:  |Senior Adviser
Address2:
12345678
Addressa:
Fan: 12345673
City: SAOACIty ot
Nlabile: 12345680
State:
Email: mquinteas@saca.gov.sa
Pastal Code: {12300
T Wieb Site: | vrurvw.5303.90v.53
Country: South Africa -

ldwide Excellence in Professional Road Transport Training
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In case you have left the “There is no Examination Body” check-box unselected, AOL
will display the ‘Section 1l Authorities’ screen tab, allowing you to enter data about the
examination body related to the programme and course you want to become accredited
for:

=0 .~ S
SECTICH I i’ SECTICN IV

Fl i »

Pleaze enter the Examination Body's Name and Contact information:

Dorisial Autherity Full Hame: — Bl Person responsinie
D samination Body i | o o = =
™ There is no Examination Eody Hame:
- Firstame: |
Addresst: L —
Address2:
————— Telephone: |
Address3: ot
i EE—— Fax: ST
City:
ARy, Mobile:
State:
e — Email:
Postal Code:

Web Site:
Country: South Africa %

rde Excellence in Professional Road Transport Training

Enter your country’s Examination Body and responsible person details, then click on the
“Submit & Continue” button:

3 -
SECTION IIl
Authorities

ris) A
| 7]

Please enter the Examination Body's Name and Contact information:

Doficial Autharity Full Nlame: |[South African Examination| | Ferson responsibie
Dexamination Body i | ShortNeme [SAEE e Title: e =
™ There is ne Examination Body Name: lNtenga

B Y First Name: |Albert
BB Street 123 | JobTile: | State Inspetor
Address2:
N — Telephone: | 12345678
ey s Fax: 12345679
o Mobile: 12345680

Email: antonga@sash.gov sa
Postal Code: [12300 . D2iDsam g

I Vieb Site: vy saeb gowv 53
Country: South Africa X

Wide Excellence in Professional Road Transport Training
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AOL will display the ‘Section Ill Authorities’ screen tab, allowing you to enter data about
our training institute’s contact persons and their responsibilities:

SECTICNV

Instructor(s)

SECTITN IV
Institute Staff

Please enter GM's Name and Contact information:

[DATI General Manager The AT General Manager is the
: = Director of the ATI. {Important:
[DIATI Programme Manager Title: or The AT General Manager's
A Lisisen Persen Hame: information will be printed on
[DATI Finance Manager First Hame. gaiieih o ad o inlone
;i and Joining Letter for manual
[@aTi Principal ADL Administrator Job Title: signature),

[@AT supplementary ADL Administrator

Telephone:

[DATI Supplementary Program lanager o
Emazil:
User Name:

Fl  Passwors:
Confirm =
Password:

[§] insert Mt Staif
gl Signature -
et Submit &

oridwide Excellence in Professional Road Transport Training

N.B. For each programme your training institute wants to become accredited by
the IRU Academy you need to indicate the General Manager, Programme
Manager, Liaison Person, Finance Manager and Principal AOL Administrator.
You will normally have the same person as the training institute’s General
Manager, but the other functions may be held by different persons based on
the programme.

One and the same contact person of the training institute can hold several
functions at the same time (e.g. it can happen that the Principal AOL
Administrator is also the Programme Manager and the Liaison Person, while
the General Manager is also the Finance Manager).

Note that ONLY YOUR training institute’s GENERAL MANAGER AND
PRINCIPAL AOL ADMINISTRATOR CAN ENTER / CHANGE DATA in the AOL
ATI Accreditation Module. All other persons (Programme Manager, Liaison
Person and Finance Manager) can only access and modify their own data in
the AOL ATI Accreditation Module, while they can use all the functions of the
ATI Module.

There are two ways of entering data about each of your training institute’s contact
persons concerned with the accreditation:
. entry of a new contact person details under a role

. copying of previously-entered contact person details

Accredited
mﬁaﬁm’s Page 18 of 182 pages
—_— Institute

Academy International Road Transport Union » IRU Academy Academy
3, rue de Varembé = B.P. 44 « CH-1211 Geneva 20 = Switzerland
Tel: +41-22-918 20 51 = Fax: +41-22-918 27 41 = E-mail: academy@iru.org * Web: www.iru.org/academy



1.2.1.1 Entry of a New Contact Person

For each of your training institute’s persons connected with the accreditation process
(General Manager, Programme Manager, Liaison Person, Finance Manager, Principal
AOL Administrator):

1) enter the contact information and, if necessary, click on the “Insert Signature”
button:

SECTION IV
Institute Staff

Please enter GM's Name and Contact information:

[[AT General Manager The ATI General Manager is the
s = Director of the ATI. (Important:
Dan Programme Manager o The ATl General Manzger's
AT Lizison Person Hame: Academic information will be printed on
; : each Certificate andior Diploma
[DIAT Finance Manager FirstHame:  |Trainer Sl s
(@A Principst AGL Administrator Joh Title: General Manager ‘signature}.

[@AT supplementary AL Administrator
[@AT supplementary Program Manager

Telephone:  |12345678
Mohile: 12345873
Email: tacademic@tir edu s3

de Excellence in Professional Road Transport Training

2)  Click on the “Print Signature Form” button to produce a PDF signature form with
instructions on how to attach signatures:

IRULY 2

SECTION IV
Institute Staff

Submit Signature

INSTRUCTIONS FOR CORRECTLY SUBMITTING A SIGNATURE FOR
TRAINER ACADEMIC
No Signature Attached Yet

X Fomat jpg, gif, bmp Size
8501169 pixels

IF YOU WISH TO INSERT A HEW SIGNATURE: Please click the "Frint Signature Form”  button below

ONCE YOU HAVE SCANNED YOUR SIGNATURE: Please click the "Aftach Signature File" button below
Remove Attach Print
Signature Signature File Signature Form
Submit &
e

Excellence in Professional Road Transport Training
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3)

Print the PDF form, have it signed by the person in the ‘Signature Box’, then scan
the signed form and save the scanned image on your PC / network:

ot

F Y
TOP

Signature Form
instructions and Signature Box

This precedure allows you to attach to your Application Form the slectronic signature of the
person whose details you have just entered [ viewed. This electronic signature wili then be
sutematically printed on IRU Academy Certificates, Diplomas and joining letters. This

signature can be removed at any tims.

To attach a signature:

1. Have the person whose signature is fo be submifted sign in the signature box below.
He or she should use a thick black pen, and sign within the frame.

2. Scan the page with the signaturs and save it in JPEG format {remamber where you
saved your file).

3. Click the “Attach Signature File” button and follow the Instructions.
If you are not satisfisd with the result, start again.

Signature Box.
Plaase sign within the frame bekow:

Accredited
mmﬁm’s Page 20 of 182 pages
—_— Institute

Academy International Road Transport Union » IRU Academy Academy
3, rue de Varembé = B.P. 44 « CH-1211 Geneva 20 = Switzerland
Tel: +41-22-918 20 51 = Fax: +41-22-918 27 41 = E-mail: academy@iru.org * Web: www.iru.org/academy



4)  After having selected the file containing the scanned signature using the “Browse”
button, click on the “Attach Signature File” button and AOL will display the attached

ignature on the page:

" WEB SITE
4 (s}

i —

SECTION IV
Imstitute Staff

Submit Signature

INSTRUCTIONS FOR CORRECTLY SUEMITTING A SIGNATURE FOR
TRAINER ACADEMIC

}%{?a galmmh'

IF ¥OU WI5H TO REMOVE THIS SIGNATURE Please click the "Remove Signature File" button below

Remove
Signature

5)  Click on the “Submit & Continue” button and AOL will save all details of the new
contact person you have just entered and display the ‘Section Il Authorities’
screen tab, allowing you to enter data about your training institute’s next contact
persons in the same way as described above (in the case, the next contact person
details you are expected to enter are those of your training institute’s Programme
Manager):

P
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I
A
010 ok

WEB SITE

"500 oy w—

SECTION IV
Institute Staff

Please enter PM's Name and Contact information:

u}\'ﬂ General Manager
uﬂ'l'! Programme lanager
@i Lisison Person

" ¥ The ATl Programme Manager is
SeleciExisﬁﬂg-Mlﬂanﬁet.r in charge of one or mere of the

Title: Or = I IRU Academy Programmes.
This person’s name

Hame: will show on your ATl's
DT Finance Manager . e
[BAT Principal AGL Administratol e — with the relevant IRU
m.n et Ol Job Title: Programme}. This role can be
. filled by the General Manager,
Ben Program F or by any other staff member.

Mobile: This person must have good
i I— English.

6) Continue entering details of your training institute’s next contact person concerned
with the programme you want to become accredited for — in the same way as
described above in points 1-5, or by copying a previously entered contact person,
as described below (section 1.2.1.2).
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1.2.1.2 Copying of a Previously Entered Contact Person

To copy one of your training institute’s previously entered contact persons and assign
them another role in the accreditation process:

1) select the “Select Existing Staff Member” check-box and click on the “Name”
dropdown list to select the previously entered contact person:

| weB SITE [
Rk rom—s

SECTION IV
Institute Staff

Please enter PM’s Name and Contact information:

Tl General Manager M The ATI P Manager is
O~ ge! Select Existing Staff Member: ¥ e Vet
[DAT Programme Wanager Title: or - IRU Azademy Programmes.
[@am Lisison Persen

This person’s name

Please Select

BT Finance Manager

u}l'ﬂ Principal AGL Administrater
@A Supplementary AGL Administrator
[@~7 supplementary Program fanager

3 or by any other staff member.
s This person must have good
English.
Email:

Confirm
Password: Insert
!_l

Submit &
Continue

2)
| wes STE [

O e

SECTIONIV
Institute Staff

Please enter PM"s Hame and Contact information:

[@Am General Manager
[DAT! Programme Manager

The ATI Programme Manager is
in charge of one or more of the
Title: Wirs - IRU Academy Programmes.

Select Existing Staff Member: ol

[T Lisison Person This persen’s name
[T Finance Manager Hame: [ Trainer =l il bt o TS

FirstHame:  [Vadsme promotional wekb page linked
[DAT Principal AOL Administrater with the relevant IRU

oy Job Title: Senior Executive el ek o e

@A Supplementary ACL Administrator T e :
[QAn supplementary Program Manager Telephone:  |12345678 or by any other staff member.

Mokile: 12345679 This person must have good

English.
Email: mirziner@tr.edu.sa
i Usertiame: [mirainer
" Password:

Cenfirm
Password:

R

e Excellence in Professional Road Transport Training
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3)  Click on the “Submit & Continue” button and AOL will save all details of the contact
person you have just copied and display the ‘Section Il Authorities’ screen tab,
allowing you to enter / copy data about your training institute’s next contact
persons in the same way as described above (in the case, the next contact person
details you are expected to enter are those of your training institute’s Liaison
Manager).

1.2.1.3 Completing the Training Institute’s Contact Persons Entry

Continue the data entry / copying of all your training institute’s contact persons
concerned with the programme you want to become accredited for as described above
in sections 1.2.1.1 or 1.2.1.2. When AOL displays the ‘Section Il Authorities’ screen tab,
allowing you to enter / copy data about your training institute’s ‘Supplementary AOL
Administrator’ or ‘Supplementary Programme Manager’, you may choose to either enter
/ copy their details or leave these 2 roles blank and simply click on the “Submit &

Continue” button.

To proceed further please contact IRU Academy
administrator.

AOL displays a message asking you
to contact an IRU Academy
Administrator in order to proceed
further with the accreditation request:

Click on the “OK” button to close the
message and return to the AOL
Homepage:

At the moment you see this message on your screen the IRU Academy receives an
automatic e-mail from AOL, informing it that your training institute has finished entering
information about its contact persons who will be involved in the accreditation process.

From this moment on, each of your training institute’s contact persons can login into the
ATI Accreditation Module with the User Name and Password assigned upon the contact
person’s data entry. In other words, as of this moment the first time user login account
(in our example User Name = ‘aol11585’ and Password = ‘Tra21408’) is disabled and
can no longer be used for login into AOL.

1.2.2 Login as an Existing Accredited Training Institute

If you are the ATl General Manager, Programme Manager, Liaison Person, Finance
Manager or Principal AOL Administrator, AOL v3.0 will have created and supplied you
with a User Name and Password. If you do not already have this information, contact
your ATI's General Manager or Principal AOL Administrator.

If you are an ATI user, AOL v3.0 will have created and supplied you with a User Name
and Password. If you do not already have this information, contact your Principal AOL
Administrator.
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Once you have this information, click on the “ATlI Module” hyperlink on the ATI
Homepagepve to display the Login screen.

[ wes SiTe | o
x

000 = o=

0O IRU ACADEMY ON-LINE LOGIN

User Hame: |

Password: [

Excellence in Professional Road Transport Training

Enter your User Name in the User Name field. Enter your Password in the Password
field.

[
WEB SITE

Yoo -

O IRU ACADEMY ON-LINE LOGIN

User Hame: |meademic

Password: | ..........

“

Excellence in Professional Road Transport Training

Click the “Login” button to continue. This will take you to your ATI Homepage.
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1.3 ATI Homepage

e
Tl

erommemndl  WEB SITE
s EEEIEE

—— —~
- '
Class Management ‘ Student Management

— i Instructor Mgmt

ACCREDITED TRAINING INSTITUTE - HOMEPAGE

Test Training Ltd
TTLtd

mmmmmmmmmmmmmm

ide Excellence in Professional Road Transport Training

At the top of the ATI Homepage are six blue buttons (and a yellow ‘Logout’ button) which
give access to the following four ATI functions:

e Class Management
This module is used to create and manage classes, enrol students and provides
access to the diploma/certificate/joining letter printing functions. These features are
described in section 4.

e Student Management
This module is used to create and manage student information, as well as for
enrolling students to previously created classes. These features are described in
section 6.

e List of Transactions
This module is used to display and print Academy On-Line transactions. These
features are described in section 9.

o Staff Management
This module is used to create and manage staff information for other ATI staff then
General Manager or Principal AOL Administrators. These features are described in
section 3.

Accredited
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e Instructor Management
This module is used to manage your ATI's instructors after your ATl has obtained an
IRU Academy accreditation in any training programme. These features are described
in section 4.

e Contact IRU Academy
This module is used to create an e-mail intended for the IRU Academy generic e-mail
address (academy@iru.orqg) reserved for your communications with the IRU Academy
and support concerning the use of AOL.

1.3.1 Navigation

From these ATI function screens, you change screens by clicking on the function
buttons, yellow or blue (e.g. “Select”, “View”) or by clicking a hyperlink (e.qg.
TTRCOADRG6910103). You can view information and enter data by typing it in a field, by
selecting it from a drop-down menu, or by checking or un-checking a check box.

All actions MUST be confirmed by clicking the “Update” button. If you leave a screen
without updating, the database will not change and you will lose the data you entered.

To return to the previous screen, some screens have a blue “Back” button or a blue
“Cancel” button. Otherwise you can leave a screen by clicking on the “ATI Home Page”
button.

Each screen also has the following two buttons at the top of the page:

1.3.2 Contact IRU Academy

Click the blue “Contact IRU Academy” button you create an Email in your Email system
to academy@iru.org.

1.3.3 Logout

On the ATI Homepage, click the yellow “Logout” button to leave the ATl Homepage and
return to the AOL Home Page.
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1.4 Change Password

If you wish to change your Password, click the blue “Change Password” button on any
screen except the ATI Homepage. The following screen will appear:

WEB SITE

0l00 -

CHANGE PASSWORD

Current Password: |

New Fazmword: |

Reznter New Fesswors: |

VC -fExoeﬂence in Professional Road Transport Training
Change Password

Enter the current and new password, confirm the new password and click the “Update”
button.
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2 Accreditation Process

The new AOL version enables all training institutes interested in becoming accredited to
contact the IRU Academy and manage the entire accreditation process from the moment
of demonstrating first intention to become accredited by the IRU Academy for any
programme. It also enables the new training institutes to enter and submit all information
necessary for the accreditation process, including settlement of the accreditation fees
(by bank transfer or by credit card payment, based on an IRU Academy invoice
produced by the AOL application).

ATls that have already started the accreditation process or have already been
accredited by the IRU Academy for one programme can use AOL v3.0 to submit
requests for accreditations for other programmes. In such cases, all ATI data previously
submitted during passed accreditation processes can be re-used, thus saving the ATI
effort in re-entering the same data several times.

2.1 New Training Institutes

If you are a training institute interested in becoming accredited for any of the IRU
Academy programmes, you need to:

. go to the AOL v3.0 Homepage (at URL: www.academyonline.orq)

. click on the “ATI Accreditation Module” button;

. follow the steps for creation of your (temporary) first time user account and for the
creation of your Training Institute’s staff involved in the accreditation process (see
section 2.1.1 below).
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2.1.1 Start New Accreditation — New Training Institutes

If you are a training institute interested in becoming accredited for any of the IRU
Academy programmes, you need to:

. go to the AOL v3.0 Homepage (at URL: www.academyonline.orq)

) click on the “ATI Accreditation Module” button.

AOL will display the ATI login page:

[ wesSITE [m

00 ===

3 -
SECTIONIIT

Authorities

SECT{ON

Introduction

SEGTIGNIT

Training [nsttte

S 7

Institut= Staff

1

Wielcome to the IRU Academy Online
Accreditation, Reaccreditation and Information Update Process

Please check one of the following boxes:

© Thisis my First Time on this web site ﬂ ® | ama Staff of an already Training
Institute [ATI} or an Institute which has started the
[— accreditation process.
a [ Passwora: |

Did You Forget Your Password?
m

ide Excellence in Professional Road Transport Training

Select the “This is my First Time on this web site” radio-button, enter your valid “Email”
address and click on the “Continue” button:
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IRU

/ On Line (AOL)

Informsticn

Welcome to the IRU Academy Online
Accreditation, Reaccreditation and Information Update Process

Pleaze check one of the following boxes:

& thisis my First Time on this web site l_l © | am a Staff Member of an already Accredited Training
Institute [ATI} or an Institute which has started the

m acl.tester@yahoc.com accreditation process.

[ user name: |
n [ vesswors: I

Did You Forget Your Password?

SECTION |
Introguction

As aFirst Time User you

represent a Training Institute

which is applying for an IRU
Course i

Title: |Dr ;_I To proceed with this
Name: | fo :

you must complete this page;
First Name: this includes assigning

¥ =zl 1 and 3
Joh Title: | Password. After having

clicked " Submit & Continue”
Il s you will be given a temporary
Mobile: First Time User Account and
your data will be stored for
n Email: aol.tester@yahoo.com e TN e R : =
‘ I »

Submit &
Continue

wide Excellence in Professional Road Transport Training
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To identify yourself as a representative of the training institute interested in becoming
accredited for an IRU Academy programme, select your “Title”, enter your “Name”, “First
Name”, “Job Title”, “Telephone” number, “Mobile” telephone number, then click on the

“Sbmit & Continue” button:

Jlemy On Li

(2]
o

As a First Time User you
represent a Training Institute
which is applying for an IRU

Course
Title: o | Toproceed with this
= ication for itati
2 |Academ||: you must complete this page;
First Hame: Trainer this includes assigning
T | yourself a Userllame and a

Job Title: | i F . After having

clicked " Submit & Continue"
Telephone: 12345678 il e o = e et
Mobile: 12345673 First Time User Account and

your data will be stored for

n Email: aoltester@yahoo.com Fupirs lnnine That came _,;I
4 »

AOL immediately sends you a ‘New
AOL Login Account Information’ on
the e-mail you have indicated in the
“Section | Introduction” screen tab and
displays a message to check the
email for your login information:

Please check your e-mail for Login Information

Click on the "OK” button to close the
message and return to the AOL
Homepage:

To proceed with starting the accreditation process, check your e-mail (indicated in the
previous step) where you should find an ‘Activate your IRU Academy On-Line (AOL)
Accreditation Account — New AOL Login’ message received from academy@iru.org:

E ® Hi Aol ~ | SignOut | Options = | Help =

Make Y! My Homepage

YAHOO!MAIL (2 [ e
O & eeow sussecT nute - #
Drafts C @ academy@iru.org Activate your IRU Academy On-Line [AOL) Accreditation Account - Hew AOL Login  4:42 P
Accredited
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Open this e-mail message and you will find the automatically-generated first time ‘User
Name’ and ‘Password’ which you should use for login into the AOL ATI Accreditation
Module in order to start the accreditation process:

Activate your IRU Academy On-Line (AOL) Accreditation Account - New AOL Login TO:You ©C:i1rscipiEnt  Show Detailz

Dear AOL visitar,

Thank yau for your interest in the activities of the IRU Academy and your recent request for obtaining acoess to the Academy Cn-line [AOL) system for acoreditation.
In arder to activate your account, please log in with your usermame and password:

User Name: acl11E88

Passward: Tra21408

ta the IRU Academy Cn-line at:

http://acl3v1 2-test.iru.org/ati/acaredit UserLagin. aspx

Following your first login to AGL with your oredentials, you will be invited to provide us with the information required for IRU Academy programme scoreditation, in aceordancs with the attached

edf instructions.

We invite you to visit us on our website, www.iru.org/academy for any further questions.

IR Academy
scademy@iru.crg

You will then need to use the details given in the ‘Activate your IRU Academy On-Line
(AOL) Accreditation Account — New AOL Login’ message to logon to the AOL ATI
Accreditation Module by selecting the “I am a Staff Member of an already Accredited
Training Institute (ATI) or an Institute which has started the accreditation process” radio-
button, entering the “User Name” and “Password” provided to you in the e-mail message
and by clicking on the “Continue” button:

7

3 L.
SEGTIGN I

Vielcome to the IRU Academy Online
Accreditation, Reaccreditation and Information Update Process

Please check one of the following boxes:

C Thisis my First Time on this web site r_. ® | am a Staff Member of an already Accredited Training
Institute (ATI} or an Institute which has started the

m accreditation process.

B  Passwors: |EETTR

Did You Forget Your Password?

wide Excellence in Professional Road Transport Training
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AOL will display the ATI Accreditation “Section | Introduction” screen tab completed with
the details you have entered previously and with the (automatically-generated) “User
Name” and “Password” (same as in the e-mail received on the account you indicated):

| WEB SITE |
i (s)

As a First Time User you

Title: or .|  representa Training Institute
which is applying for an IRU
Hame: Academio Academy Course Accreditatic
First Hame: Trainer i peecaed ‘;":" U e
Job Title: |General Manager you must complete this page;
——this includes assigning
Telephone: 12245678 yourself a Usertlame and a
e fzsasgrs | Password. After having
oo dzstTa clicked "Submit & Continue”
Email: a0l tester@yahos.com you will be given a temporar
First Time User Account and
User liame: 20111585 your data will be stored for
Fujura loanine That came hd
Bl Password:  [sssesses B I
Confirm [ aaee
Password:

L Submit &

wide Excellence in Professional Road Transport Training

Click on the “Submit & Continue” button to start the accreditation process as a hew ATI.

AOL will take you to the “Programme Selection” page:

SECTIONIT

Training [nsitat=

SECTION |
Introduction

Authorities

Please select the Programme and Course for which you would like to obtain IRU Academy Accreditation:

Bl Programme Hame: [Please setect =l

[y Course iame: | |

n Hew many students do you forecast your Training Institue will enrel for this course during:

The calendar 2011

The calendar year. 2012

The calendar 2013
IF you ived an IRU ional Code, please enter it here:

wide Excellence in Professional Road Transport Training
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Select the “Programme” and “Course” you want to start the accreditation process for,
indicate the estimated number of students your training institute expects to have for the
selected programme and course during the current and the next 2 calendar years, then
click on the “Submit & Continue” button:

>

= = -
SECTION | 1] SEGTIONI
Introduction Training Instituts Authorities.

=E 7
Imstitute Steff

Please select the Programme and Course for which you would like to obtain IRU Academy Accreditation:

Bl Programme Name: | Certificate of jonal © in Dang Goods by Road (ADR} |

| Course Hame. | 65, Adr Driver Packagings And Bulk, Excluding Classes 18 7 |

The calendar year. .. .. 2011 [100

The calendar year. 2012 [300

The Calendar Year....... ..o 2013 600
Ifyou received an IRU y ionz| Code, please enter it here:

| wes siTe
BEE—— "D—E

SECTION I
Training Institute

Address3: [ BN Doyouhave any Branch Training Institute?
City: [

e = G oves C o
Postal Code: fe———————_ ||

Country: Please Select =

e Excellence in Professional Road Transport Training
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Enter your training institute details, select the appropriate ‘Branch’ radio-button and click
on the “Submit & Insert Logo” button:

-

3 "
SEGTIONIN

Authorities

SECTIONI
Training Institute

SECTIGNT
Introduction

SECTIONIV,
Institute Staff

|
Please enter the following information about your Training Institute(TI):

n Institute Name: [TEsTTraining Telephane: 12345678
B shortniame: | Fx o —
o R Mo EE
A Email: hgoja.Jovanovskigiru.org
_ Y web site: [wroes ttreduss
Address1: [reststreet1zz  HH8
Address2: [poBox1zz
Address3: [T EN Do you have any Branch Training Institute?
City: Testeity
State: | C ¥es ® No
Postal Cade: [12300

Country: South Africa %

AOL will then take you to the “Submit your Training Institute (Tl) logo” page:
=X,

. - - i A
SECTION Il SECTICH Il 9 SECTION IV SECTICN WV
Training Institute Authorities Institute Staff Instructor(s)

2]
n

=

Submit your Training Institute (T1) logo

nDoesyourlugo'memdeawehadd!ess?
O Yes ® o

'_1. Your Training Institute TI} loge must include a web address using no more than 40{2 x 20, for example}
characters. Please insert your web address below:

*| Size; 356729 —
Fomat:.gif/ | Browse.
|
X S 3629 | Browse..
mat.:.gi
|

e Excellence in Professional Road Transport Training
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To attach your training institute’s logo, click on the “Browse” button above the “Attach
Positive Logo File” button, then select the location and the file (required format: *.jpg or
*.gif, maximum size 356*290 pixels) and click on the “Attach Positive Logo File” button.

You also have the possibility of attaching the negative of your training institute’s logo if
you wish. To do so, follow the same procedure as described for attaching a positive file
by using the “Browse” and “Attach Negative Logo File” buttons instead.

Complete the required information on the “Submit your Training Institute (TI) logo” page
and click on the “Submit” button to continue:

"WEB SITE

o0 =—"0"=0

SECTION Il " SECTICN Il N SECTION IV
Institute Staff

31
b

Training Institute

Authorities

Submit your Training Institute (TI) logo

n Does your lege include a web address?
= Yes g

1 Your Training Institute (Tl} loge must include a web address using no more than 40(2 x 20, for example}
characters. Please insert your web address below:

—
BEYKOZ
lﬂm.usm | _Bowse...|
MESLEK [BLMYO_weblogo.gif
YUKSEKOKULU
X Size:356°291
F::nat:.g'rff’j | M
|
= = =u

jide Excellence in Professional Road Transport Training

AOL displays a message asking you to ! E
contact an IRU Academy Administrator in
order to proceed further with the
accreditation request:

To proceed further please contact IRU Academy

Click on the “OK” button to close the admeairor
message and return to the AOL
Homepage:

| ok |

At the moment you see this message on your screen the IRU Academy receives an
automatic e-mail from AOL, informing it that your training institute intends to start the
accreditation process for the programme and course you have selected. The IRU
Academy will then need to allow you to continue the accreditation process and will
inform you accordingly once this is done.

Accredited
mﬁaﬁm’s Page 37 of 182 pages
—_— Institute

Academy International Road Transport Union » IRU Academy Academy
3, rue de Varembé = B.P. 44 « CH-1211 Geneva 20 = Switzerland
Tel: +41-22-918 20 51 = Fax: +41-22-918 27 41 = E-mail: academy@iru.org * Web: www.iru.org/academy




You will then need to login into the AOL ATI Accreditation Module once again with the
details given in the ‘Activate your IRU Academy On-Line (AOL) Accreditation Account —
New AOL Login’ message by selecting the “I am a Staff Member of an already
Accredited Training Institute (ATI) or an Institute which has started the accreditation
process” radio-button, entering the “User Name” and “Password” provided to you in the
e-mail message and by clicking on the “Continue” button:

-

. [ .
SECTIONI N

Authorities

Welcome to the IRU Academy Online
Accreditation, Reaccreditation and Information Update Process

Please check one of the following boxes:

SECTIONTI

......... Training Institut=

SEC /
Iistitute Staff

€ This is my First Time on this web sit B S re e o ey Roceite ety
Institute {ATI) or an Institute which has started the

m ,7 accreditation process.

o [ Passwore: [N

Did You Forget Your Password?

AOL will display the ATI Accreditation “Section Il Training Institute” screen tab completed
with the details you have entered previously:

| weB SITE |
C [ (s)

T —m 7

= - A
SECTICN 1l SECTICN IV
Authoritiss Institute Staff

I
Please enter the following information about your Training Institute(TI):

SECTISN Il
Trsining Institute

i —— TEST Training Telephane: 12345678
B sionname: et Fax: [1z3as677
0 c. R abie (T a—
g e [Blzgoja.Jovanovskigiru.a
. l?' Web Site: v tir edu.sa
Address1: [Teststreet 123 | =
Address2: [Po.Box12z
Address3: | ] 1 Do you have any Branch Training Institute?
City: [esteity
State: i C e ® 1o
Postal Code: [12300
Country: South Africa -

Submit &
Loguid Insert Logo

wide Excellence in Professional Road Transport Training
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Click on “Submit & Insert Logo” and AOL will display the “Submit your Training Institute
logo” page as you have completed it in the previous step:

- - , .
SECTISN (I 4 SECTICN IV SE

SECTIONT V
Autheritiss Institute Staff Instructaris)

Training Instituts

Submit your Training Institute (T} logo

A Does your loge include a web address?
T Yes ® g

Bl Your Training Institute (T1} Iogo must include 3 web address using no more than 40{2 x 20, for example}
" charasters. Please insert your web address below:

BEYKOZ ‘ :

LOJISTiK

NESEE v e o
YOKSEKOKULU
X Size:356°28( Browse...

Format: gif/ | ‘ Q
|

= ==

lide Excellence in Professional Road Transport Training

Click on the “Submit” button to continue and AOL will display the ‘Section Il Authorities’
screen tab, allowing you to enter data about the official authority and examination body
related to the programme and course you want to become accredited for:

e r
o Ya Gl

. - L
SECTICH I s SECTICH IV
Authorities Institute Staff

|
Please enter the Official Authority's Hame and Contact information:

[Hoficial Authority Full Hame: E1 Person responsinle
[Dexamination Body i | Short Name: Title: or vI
™ There is ne Examination Body Hame:
we First Hame:
S0 Job Title:
Address2
Telephone:
Address3 e
X Fax
City:
Mabile:
State:
Email:
Postal Code:

Web Site:
Country: South Africa e

vide Excellence in Professional Road Transport Training
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If there is no Examination Body designated in your country for the programme and
course you want to become accredited for, make sure you have selected the “There is
no Examination Body” check box.

Enter your country’s Official Authority and responsible person details, then click on the
“Submit & Continue” button:

[ A

foco—"1

-

- - E
SECTION III 9 SECTION IV
Autharities Institute Staff

Please enter the Official Authority’s Name and Contact information:

ﬂoﬂiciaj Autherity Full Hame:  |South African Official Auths n Person responsible
[@=xamination Body i | Short Hame: |SAOA Title: M =l
T i T Hame: Quinteas
] FirstName: |Mabutto
Addresst: |SAOAStreet 123
. JobTille: | Senior Adviser
Address2:
/1 Telephone: |12345678
Address3: o
P — 2 12345678
City: SAOACity .
N Mobile: 12345680
State: -
il It
= mEm Email: mquinteas@saca.gov.sa

Vieb Site: (wrve.saca.gov.sa
Country: South Africa -

Baok Logout

wide Excellence in Professional Road Transport Training

In case you have left the “There is no Examination Body” check-box unselected, AOL
will display the ‘Section 1l Authorities’ screen tab, allowing you to enter data about the
examination body related to the programme and course you want to become accredited
for:

eSS

—

-.

.,
SECTICN I Y SECTION IV
Authorities Institute Staff

|
Please enter the Examination Body's Name and Contact information:

Dotricial Authority il ame B1  Person responsible
[@examination Body i | Short Name: Title: Dr -
™ There is no Examination Body Name:
s First Hame:
Address1: Job Title: ,7
Address2:
I, Te hone:
Address3: elnphane:
e Fax:
City:
o Maobile:
State:
e —— Email:
Postal Code:

Web Site:
Country: South Africa =

wide Excellence in Professional Road Transport Training
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Enter your country’s Examination Body and responsible person details, then click on the
“Submit & Continue” button:

/ ~ e
. SECTICN NIl
Autherities

SECTION IV
Institute Staff

Please enter the Examination Body's Hame and Contact information:
Doficial Authority Full Hame: |South African Examination | Bl Person responsible
Dexamination Body l—‘ Short Name: |SAEB Title:

or -
™ There is ne Examination Body Name: [monga
TS ——— Firstlame: |Albet
Address1:  |SAEEStrest 123 L Cr——
Addressz:
L e Telephone: 12345678
i T Fax: [122a8679
i P Mobile:  |1234s680
Postal Code: [12300 T antengagsasbgovss

\ieb Site: www.saeb.gov.sa
Country: South Africa -

|

wide Excellence in Professional Road Transport Training

AOL will display the ‘Section IV Institute Staff’ screen tab, allowing you to enter data
about your training institute’s contact persons and their responsibilities:

" WEB SITE
B STTE |

SECTION IV
Institute Staff

BT General Manager The ATl General Manager is the

" Director of the ATI. (Important:
Title: 2
[Dan programme anager £ The ATI General Manager's
AT Lisisen Persan Name: infarmation will be printed on
: : =2ach Certificate andior Diploma
AT Finance Manager First Hame: and Joining Letter for manual
[Dan Principal AGL Administrator Job Title: signature}.

[@an supplementary AOL Administrator

Tl Supplementary Pragram Manager
(BT supp ry Prog g e —

lide Excellence in Professional Road Transport Training
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For each programme your training institute wants to become
accredited by the IRU Academy you need to indicate the General
Manager, Programme Manager, Liaison Person, Finance Manager and
Principal AOL Administrator. You will normally have the same person
as the training institute’s General Manager, but the other functions may
be held by different persons based on the programme.

One and the same contact person of the training institute can hold
several functions at the same time (e.g. it can happen that the Principal
AOL Administrator is also the Programme Manager and the Liaison
Person, while the General Manager is also the Finance Manager).

Note that ONLY YOUR training institute’s GENERAL MANAGER AND
PRINCIPAL AOL ADMINISTRATOR CAN ENTER / CHANGE DATA in the
AOL ATI Accreditation Module. All other persons (Programme Manager,
Liaison Person and Finance Manager) can only access and modify their
own data in the AOL ATI Accreditation Module, while they can use all
the functions of the ATI Module.

There are two ways of entering data about each of your training institute’s contact
persons concerned with the accreditation:

. entry of a new contact person details under a role

. copying of previously-entered contact person details

2.1.1.1 Entry of a New Contact Person

For each of your training institute’s persons connected with the accreditation process
(General Manager, Programme Manager, Liaison Person, Finance Manager, Principal
AOL Administrator):

1) enter the contact information and, if necessary, click on the “Insert Signature”
button:

Worldwide Excellence in Professional Road Transport Training Acad

SECTIOR IV
Institute Staff

:

QAT General Manager The ATl General Manager is the
= = Director of the ATI. (Important:
BT Programme Manager & Dr Sl
[DAn Lizison Person Hame: Academic information will be printed on
: ; . . each Certificate and/or Diploma
[BATI Finance Manzger Firstlame: | Trainer i e i ar
[Qami Principsl AOL Administrator Job Tile General Manager signature].

[[ATt Supplementary AGL Administrator Telephone:  |12345678

[T Supplementary Program Manager Mo T
Enel [tacagemic@tiredusa
Usertiame: mesceme

n Password:

Confirm
Password:

Bilezmbier

Logout Submit &

Accredited
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2)

Click on the “Print Signature Form” button to produce a PDF signature form with

instructions on how to attach signatures:

| WEB SITE |
WEB SITE E

10100 o

SECTION IV
Institute Staff

Submit Signature

INSTRUCTIONS FOR CORRECTLY SUEMITTING A SIGNATURE FOR

TRAINER ACADEMIC
No Signature Attached Yet

x Format jpg. off, bmp Size

25071169 pixels

Remov=
Signature.

3)

Print the PDF form, have it
signed by the person in the
‘Signature Box’, then scan the
signed form and save the
scanned image on your PC /
network:

Accredited
Training
Institute

ONCE YOU HAVE SCANNED YOUR SIGHATURE:

je Excellence in Professional Road Transport Training

IF ¥OU WISH TO I[N SERT A NEVW SIGNATURE:

Please click the “Print Signature Form”  button below

button below

Please click the "Attach Signature File"

Attach Print
Signature File Signature Form
Submit &
Confinue

|

Eod

Signature Form
instructions and Signature Box

This procedure allows you to attach to your Application Ferm the electronic signature of the
person whose details you have just entered [ viswed. This electronic signature will then be
automatically printed on IRU Acad CertHi D and joining letters. This
signature can be removed at any time.

To attach a signature:

1. Have the person whose signature is to be submitted sign in the signature bax below.
He or she should use a thick black pen, and sign within the frame.

2. Soan the page with the signaturs and save it in JPEG format (remember where you
saved your file).

3. Click the "Attach Signature File” button and follow the instructions.

4, If you sre not safisfied with the result, start again.

Signature Box.
Plaase sign within the frame below;

%feﬁro‘ (7@@/@1/:&.‘
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4)

After having selected the file containing the scanned signature using the “Browse”
button, click on the “Attach Signature File” button and AOL will display the attached
signature on the page:

ey NEEIALG

SECTION IV
Institute Staff

INSTRUCTIONS FOR CORRECTLY SUBMITTING A SIGNATURE FOR
TRAIMER ACADEMIC

;36{@. d?gimw:h'

’7 Browse...

IF YOU WSH TO REMOVE THIS SIGNATURE Please click the “"Remove Signature Fije” button below

Remove
Signature

Pring
Signaturs Form

wide Excellence in Professional Road Transport Training

If you had chosen to attach the scanned signhature of your ATI's General
Manager, this scanned signature will automatically be produced on all
printed IRU Academy certificates/diplomas your ATI issues to its
graduates.

In case you have not scanned and attached your General Manager’s
signature in the course of the accreditation process, you can still do it after
having obtained accreditation from the IRU Academy using the AOL ATI
Module. You can find more details on how to scan and attach your ATI
General Manager’s signature after accreditation and using the AOL ATI
Module in section 3.5.

P
mmﬁi‘?w Page 44 of 182 pages
—_— Institute

Academy International Road Transport Union « IRU Academy Academy
3, rue de Varembé = B.P. 44 « CH-1211 Geneva 20 = Switzerland
Tel: +41-22-918 20 51 = Fax: +41-22-918 27 41 = E-mail: academy@iru.org * Web: www.iru.org/academy



5)  Click on the “Submit & Continue” button and AOL will save all details of the new
contact person you have just entered and display the ‘Section IV Institute Staff’
screen tab, allowing you to enter data about your training institute’s next contact
persons in the same way as described above (in the case, the next contact person
details you are expected to enter are those of your training institute’s Programme

Manager).

==

-1

R WEEAR

)

SECTION IV
Institute Staff

Please enter PM's Hame and Contact information:

[DIATI General Manager
DAt Programme Manager
[@aTi Lisison Person
[@ATi Finance Manager

o The ATI P is
Select Existing Staff Member: I | ;s cha‘gg’;"f::": Mar‘aff‘fne
Title: or - IRU Academy Programmes.

This persan’s name
will show on your ATl's

First Hame: promotional web page linked
[@am Principal AL Administrator - with the relevant IRU
Job Title: Programmel. This role can be

[@AT Supplementary ADL Administrater et o -
[@AT! supplementary Frogram Manager Telephone: or by any other staff member.

Mobile: This person must have good
English.
Email:

Confirm —

Password: Insert

oot Submit &
Continue

ide Excellence in Professional Road Transport Training

6) Continue entering details of your training institute’s next contact person concerned
with the programme you want to become accredited for — in the same way as
described above in points 1-5, or by copying a previously entered contact person,
as described below (section 2.1.1.2).
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2.1.1.2 Copying of a Previously Entered Contact Person

To copy one of your training institute’s previously entered contact persons and assign
them another role in the accreditation process:

1

select the “Select Existing Staff Member” check-box and click on the “Name”
dropdown list to select the previously entered contact person:

| wes SITE | m
NOICIC=——"0"=0

SECTION IV
Institute Staff

Please enter PM's Name and Contact information:

[@An General Manager The ATl Programme Manager is

Select Existing Staff Member: 17

in charge of one or more of the
[DAn Pregramme Manager g = = ok - 2
[@an Lizison Persen (Important: This person’s name
Hame: S
D47 Finanes Manager FirstHame: [P : ionsl web page linked
[@AT Principal AOL Administrator Academic il five relevant IRU
[DAT Supplementary ACL Administrater Sl Jeaines f IS ot c e
y Manager,
[@an supplementary Program Manager Telephene: | or by any other staff member.
it This person must have good
English.
Email
n User Name:
" Passwoerd:

Password:

n Insert
gl signature

Submit &
Continue

=

Excellence in Professional Road Transport Training

2)

The selected contact person’s details are displayed:

| WEB SITE [=
Z i)

000 m— -

SECTION IV
Institute Staff

Please enter PM"s Name and Contact information:

[DJATI General Manager The ATI Programme Manager is

it =
Select Existing Staff Member: 7 e i o Eaa o et

Password:

Accredited
Training
Institute

|

Excellence in Professional Road Transport Training

[D¥aT! Frogramme Manager Title: WMrs w‘l IRU Academy Programmes.
[BAT Lizison Person (Important: This persen’s name
mﬂ Fi Ma Name: Trainer 'I wrill showr en your ATl's
inance Manager : -
Firstllame:  |ladame promotional web page linked
[@am Principal AGL Administrator with the relevant IRU
i Job Title: Senior Excoutive Programmel. This role can be
QAT supplementary AOL Administrator i ; 2
[DATI supplementary Frogram Manager Telephone:  |12345678 or by any other staff member.
Mobile: 12345672 This persen must have goed
English.
Email: mirainer@tr edu.sa
i Usertame  [miminer
~ Password:
Confirm
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3)  Click on the “Submit & Continue” button and AOL will save all details of the contact
person you have just copied and display the ‘Section Il Authorities’ screen tab,
allowing you to enter / copy data about your training institute’s next contact
persons in the same way as described above (in the case, the next contact person
details you are expected to enter are those of your training institute’s Liaison
Manager).

2.1.1.3 Completing the Training Institute’s Contact Persons Entry

Continue the data entry / copying of all your training institute’s contact persons
concerned with the programme you want to become accredited for as described above
in sections 2.1.1.1 or 2.1.1.2. When AOL displays the ‘Section Ill Authorities’ screen tab,
allowing you to enter / copy data about your training institute’s ‘Supplementary AOL
Administrator’ or ‘Supplementary Programme Manager’, you may choose to either enter
/ copy their details or leave these 2 roles blank and simply click on the “Submit &
Continue” button.

AOL displays a message asking you to A
contact an IRU Academy Administrator in
order to proceed further with the
accreditation request: To proceed further please contact IRU Academy

administrator.

Click on the “OK” button to close the
message and return to the AOL Homepage:

At the moment you see this message on your screen the IRU Academy receives an
automatic e-mail from AOL, informing it that your training institute has finished entering
information about its contact persons who will be involved in the accreditation process.

From this moment on, each of your training institute’s contact persons can login into the
ATI Accreditation Module with the User Name and Password assigned upon the contact
person’s data entry. In other words, as of this moment the first time user login account
(in our example User Name = ‘aol11585’ and Password = ‘Tra21408’) is disabled and
can no longer be used for login into AOL.
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After you have completed the process of creating all your Training Institute’s contact
persons involved in the accreditation process, the next step in the process, consisting of
setting the ‘Accreditation Fees’ and the ‘Accreditation Fees Payment Method’ agreed
with your training institute, needs to be undertaken by the IRU Academy. Once this is
done, AOL will automatically inform you that you can continue the accreditation process
by sending an ‘Accreditation Process Started’ e-mail message to your Principal AOL
Administrator’s e-mail account provided. An example of this e-mail message is shown in
the figure below:

(o) s~ ATI Accreditation Process Started - Message (HTML] _mx
=/ Message | Developer  Adddns @
L T 2 3 @) = 3 | #AFind
| i x s (_@ Safe Lists ~
= | il = & EF| A |l e~
Reply Reply Forward | Delete Moveto Creste Other || Block Jot Junk || Categorize Follow Markas
to All Folder~ Rule Actions~ | Sender > Up~ Unread || ki Select~
Respond Actions JunkE-mail Options i) Find
From: TRU ACADEMY Sent: Tue 13/09/2011 11112
To: Jovanovski, Blagojs
ce TRU ACADEMY
Subject: ATI Acareditation Process Started
=

Dear Madame Trainer
Thank vou for vour intent to start the IRU Academy accreditation process for the institute TEST Training for the following programme / course(s):
Programme Name: Certificate of Professional Competence in Dangerous Goods by Road (ADR)

Course Name: ADR Driver Packagings and Bulk, excluding Classes 1 & 7

Please find below the list of Accreditation and Annual fees for the course(s) of vour choice:

Accreditation Fee Annual Fee*
(CHF) (CHF)
|ADR Driver: Packagings and Bulk, excluding Classes 1 & 7 1900 190

Course

(*) The Annual Fee is not pavable for the first year of accreditation

In order to proceed with the IRU Academy accreditation process, please proceed with settlement of the above fees by using the jointly-agreed payment method as already set in the AGL
System and providing the remaining required information for vour ATL's accreditation (ATI's staff, ATI's principal AOL administrator, course mstructor, course examination body)

Remaining at vour disposal for any further questions related to the IRU Academy accreditation process, we are looking forward to vour follow-up action and remain committed to the rapid
conclusion of the accreditation process.

Yours sincerely,

Patrick Philipp
Head of IRU Academy

Intemational Road Transport Union (IRU)
3 rue de VarembéB.P. 44

CH-1211 Geneva 20

Switzerland

Tel: +41 22918 20 82
Web:wwiw iru.org

International
= Road Transport
'] Union b4

Your training institute’s General Manager or Principal AOL Administrator will then need
to use their own login details (User Name and Password) to logon to the AOL ATI
Accreditation Module in order to continue the accreditation process.

The remaining steps of the accreditation process are the same as those which are
described in section 2.2 below for accreditation processes initiated by existing training
institutes.
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2.1.2 Start New Accreditation — Existing Training Institutes

If you are a training institute which has already obtained IRU Academy accreditation for
one or more programme(s) and you want to become accredited for any other IRU
Academy programme, your training institute’s General Manager or Principal AOL
Administrator need to logon to the AOL ATI Accreditation Module in order to initiate the
accreditation process:

WEB SITE

579

Welcome to the IRU Academy Online
Accreditation, Reaccreditation and Information Update Process

Please check one of the following boxes:

" This is my First Time on this web site II ® | am a Staff Member of an already Accredited Training
Institute |ATI} or an Institute which has started the
m accreditation process.
B [ Passworc: |

Did You Forget Your Password?

orldwide Excellence in Professional Road Transport Training

After clicking on the “Continue” button, you will be requested to indicate the role within
your training institute with which you are accessing the AOL ATI Accreditation Module.
Remember that ONLY the General Manager and the Principal AOL Administrator
roles have the right to start a new accreditation process!

L ® | am a Staff Member of an already Accredited Training
Institute (AT} or an Institute which has started the
accreditation process.

Make sure you select ‘GM’

(General Manager) or ‘PA’ tacademic
(Principal AOL Administrator) from ml

the “Roles” dropdown list, enter [ | Password: ||
your “Password again and click on == -
the “Continue” button to continue. | Fu

Did You Forget Your Password?

Accredited
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AOL will then display the “Welcome Back” page:

OO0 @i

Welcome Back!

1. | would like to update my existing course ac ti
Select the iate course belows and then click the
" Submit & Continue" button.
I have 0 Started Application(s): |Please select =l I_
| have 0 Pending Application|s): |F'Iease Select _:J I_
| hawe 0 Reaccreditations(s) Due: |F'IeaseSele|:t _"J I_
| have 1 Granted Course |F'IeaseSele|::t _-\J |_
2.1 would like to submit 3 new for course a i l_
3. | would like to obtain access to the live IRU Academy Online application: r

Submit &

2. | would like to submit a new applicatien for course accreditation:

and click on the “Submit & Continue” button in this page.
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AOL will then display the “Programme Selection” page:

" WEB SITE

i —

SECTICNI
Introguction

|nformsticg

Please select the Programme and Course for which you would like to obtain IRU Academy Accreditation:

Fll Programme Name: | Please select =

gy Cowsetome: | B

n Heow many students do you forecast your Training Institue will enrol for this course during:

The year. 2011

The cale year. 2012

The 2043
I you received an IRU y ional Code, please enter it here:

ide Excellence in Professional Road Transport Training

Select the new “Programme” and “Course” you want to start the accreditation process
for, indicate the estimated number of students your training institute expects to have for
the selected programme and course during the current and the next 2 calendar years,
then click on the “Submit & Continue” button:

[ WEB SITE

00 G — -

SECTION |
Intreduction

Please select the Programme and Course for which you would like to obtain IRU Academy Accreditation:

Bl Programme name: | iRU Academy safe Loading and Cargo Securing for Truck Drivers =

| Course Name. |31, Safe Loading And Cargo Securing For Truck Drivers |

n How many students do you forecast your Training Institue will enrel for this course during:

The year. 2011 [200

The year. 2012 [500

The year. 2012 (1200
If you i an IRU F if Code, please enter it here:

=N e

e Excellence in Professional Road Transport Training
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AOL displays the “Section Il Training Institute” screen tab completed with your data
submitted in the course of the accreditation procedures for the previous programmes:

WEB SITE
000 <

-y

i

. 2 - 3 .
SECTICN I v SECTICN Il % SECTION IV
Trsining Institute Authorities Institute Staff

Please enter the following information about your Training Institute(TI):

i [—— fresTwamng || | Telaphane: [r2aasere
H coniame = | = [aaassr
A coe [ Mobile o a—
gy Emei |Blagoja. Jovanovskigiru.o
_ i Ve s e
Address1: [Teststreet 123 A8
Address2: [Po Box123
Address3: [ Bl Doyouhave any Branch Training Institute?
City: [Testeity
State: C ves & o
Postal Code: [12200
Country: South Africa =]

ide Excellence in Professional Road Transport Training

The accreditation process will then start for the new IRU Academy programme as
described in the previous section 2.1.1.
You can then:

1) modify the data on each of the screens, if necessary, or

2)  re-confirm (keep) the data displayed on each of the screens

3) do not forget to click on the lower right-hand button on each screen (in the case
above, on the “Submit & Insert Logo” button).

The remaining part of the accreditation process is exactly the same as described above,
in section 2.2.
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2.2 Existing Training Institutes

As soon as AOL informs you that you can continue the accreditation process by sending
an ‘Accreditation Process Started’ e-mail message, your training institute’s General
Manager or Principal AOL Administrator need to logon to the AOL ATI Accreditation
Module in order to continue the accreditation process:

" WEB SITE
Telleie [ -E

SECTIGN T

Training |n=titut=

Welcome to the IRU Academy Online:
Accreditation, Reaccreditation and Information Update Process

Please check one of the following boxes:

© This is my First Time on this web site n ® | am a Staff Member of an already Accredited Training
Institute (ATI} or an Institute which has started the
m ,7 accreditation process.

When you click on the “Continue” button, AOL will take you to the “Section IV Institute
Staff” screen tab and will display your own details as previously entered:

7 -

SECTION IV
Institute Staff

Please enter GM's Name and Contact information:

[JAT General Manager The ATI General Manager is the

Select Existing Staff Member: [ Di of the ATI (

ﬂﬂu“ Lo Maiager Title: or - The AT General Manager's
Tl Lizison Person i will be printed on
QAT Finance Manager ftaims: odermes eaoh Certificate and/or Diploma
First Hame: [Trainer and Joining Letter for manual
[Dam Principal ACL Administrator i
JobTitle, |General Manager

QAT supplementary ACL Administrator

@A™ Supplementary Program Manager Telephone: 12345678
Mobile: 12345679

Email: [tacademic@tireduss

g et oo

* Password: [seeesseses

lide Excellence in Professional Road Transport Training
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You can change some of your own details (note that no change is possible to your User
Name!) or enter / copy details of some of the other contact persons of your training
institute (Programme Manager, Liaison Person, Finance Manager, Supplementary AOL
Administrator or Supplementary Program Manager) in accordance with the procedure
described in sections 2.1.1.1 or 2.1.1.2 above.

Keep clicking on the “Submit & Continue” button to enter / copy (or simply confirm) all
your training institute contact persons’ details until AOL displays the “Section V
Instructor(s)” screen tab:

IRU

y On Line (AOL)

»

Please enter the ATI Principal Instructor's Hame and Contact information:

[DAT Principal Instructor Please select existing instructor Thire st sne hstranier
[Ban Additional Instructor(s} — = E| called the "ATI Principal
", who will be
Mame: | primarily responsible to the IRU

Firstlame: o st atend e G
Job Title: Academy Briefing for this

Date of Birth: 5:—:: hxsyi:su&uﬁiirﬂmw
Telephone: S
Mobile:
Email:

n User Hame:
Password:

Confirm n Insert
Password: ol signature

L Submit &
-

lide Excellence in Professional Road Transport Training
There are two ways of entering data about each of your training institute’s instructors’
data:

o entry of a new (principal or additional) instructor details (in the course of the
accreditation process)

. copying of an existent (principal or additional) instructor details

. managing (principal or additional) instructors after accreditation (for more detalils,
see section 4)
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2.2.1 Entry of a New Instructor

For entering a new instructor, you need to select his/her “Title”, enter the “Name”, “First
Name”, “Job Title”, “Date of Birth” (in format ‘DD-MMM-YYYY"), “Telephone” number,
“Mobile” number, “Email” address, “User Name” and “Password”, as shown in the figure
below:

| weB SITE

SO0 om—

Please enter the ATI Principal Instructor's Name and Contact information:

[Dami principat instrustor Please select existing instructor: There sistbe i Jnstrution
[Dan Additional Instructor(s) o i Bl called the "ATI Principal
- : " who will be
Hame: |GDDd knight primarily respensible to the IRU
First Name: Nbonga Acad::ys‘brﬂ'le i:';;i’ s
Joh Title: Instructor Academy Briefing for this
R Course. This is the instructor
Fo o e whose data you will now input
Telephone:  |12345578 i
Mobile: 12345679
Email: ngoodknight@ttr.edu.sa

I_‘ User Hame:  |Hbonga Goodknight
Password: LTI TR YT

el i

|

You have also the possibility to add a scanned signature to the Instructor’'s profile by
clicking on the “Insert Signature” and following the same procedure as described above
in section 2.1.1.1.

m#&cﬁﬁfﬂd Page 55 of 182 pages
Institute

Academy International Road Transport Union » IRU Academy Academy
3, rue de Varembé = B.P. 44 « CH-1211 Geneva 20 = Switzerland
Tel: +41-22-918 20 51 = Fax: +41-22-918 27 41 = E-mail: academy@iru.org * Web: www.iru.org/academy




Click on the “Submit & Continue” button and AOL will take you to the next page of the
“Section V Instructor(s)” screen tab asking you to answer the instructor questions:

Instructor Name: Nbonga Goodknight

Which of the following topics in this Course does this Instructor In which language(s) will this Instructor deliver
teach? [Check all that apply) this Course?
0

General Requirements [ADR, 8.2.2.3.2 (]

Langusgel
Language2
Language3

Main Types of Hazard [ADR, 8.2.2.3.2 (bj]

on E F {Transfer
of WWaste} [ADR, .2.2.2.2 {c]]

Safety Measures [ADR, 8.2.2.3.2 (d]]
Actions after an Accident [ADR, 8.2.2.3.2 [e]]

Lol e

Please comment if appropriate:

Marking & Labelling [ADR, 8.2.2.3.2 (]

Drivers Responsiilities [ADR, 8.2.2.2.2 (g]]
Technical Equipment on Vehicles [ADR, 8.2.2.3.2
hi]

1
2
3
4
5
-]
7
2

LT T T B T T I 1

E

Select All

o

vide Excellence in Professional Road Transport Training

Answer the 2 instructor questions, enter any related comments in the “Please comment
if appropriate” field and click on the “Submit & Continue” button:

| wes SITE [ m
I

Instructor HName: Nbonga Goodknight

Which of the following topics in this Course does this Instructor In which language(s) will this Instructor deliver
teach? (Check all that apply) thiz Course?

El 1 General Requirements [ADR, 8.2.2.3.2 (a]] ~ i [ <]
Fll 2 main Types of Hazard [ADR, 8.2.2.2.2 (b]] o Language2 |Dutch; Flemish E
n = an Envil ion (Transfer o Language3 =
L of Wasts) [ADR, 8.2.2.3.2 (c}]
Fl 2 safety Measures [ADR, 8.2.2.3.2 ()] ~
: - ‘i
Fl 5 Actions after an Accident [ADR, 8.2.2.3.2 (e]] e e -
Fll & Marking & Lebelling [ADR. 8.2.2.3.2 () r~ The instructor is skilful in teaching all ||
Bl 7 Drivers Responsibilifies [ADR, 8.2.2.3.2 ()] e ool e AW ooy
A - :’:;I:T'micaf Equipment on Vehicles [ADR, 82232 [z =

&

Select All

Submit &
= i

Excellence in Professional Road Transport Training
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AOL displays the “Section V Instructor(s)” screen tab allowing you to enter / copy details
about any additional instructor(s) you may have for courses related to this programme:

| B SITE |

G e o e

Please enter the ATI Additional Instructor's Name and Contact Information:

[Bam Principal Instructor Please select existing instructer: [ The ATI Additional Instructor
[Dam Additional Instructar(s) e o - will replace andior assist the
ATl Principal Instructor when

First Hame: [—

Job Title: [

DateofBirth: [ o

Telephone: |
Mokbile:
Email:
User Name: [—

Password: [—

Password: g Signature

Note that AOL does not require the ATIs to indicate any additional instructors for a
programme. If your ATl does not have any other instructors involved in the given
programme than the principal instructor, you may simply click on the “Submit &
Continue” button without entering / copying any additional instructor details: this will
bring you to the next step of the accreditation process (described in section 2.3 below).
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2.2.2 Copying of an Existing Instructor

AOL allows you to “copy” details of any instructors registered in the system rather than
recreating them again. This feature facilitates the instructor data entry process and
supports assignment of the same instructor (as Principal or Additional instructor) to
several programmes.

In order to “copy” an existent instructor details rather than entering them once again,
when in the “Section V Instructor(s)” screen tab:

*

Please enter the AT Additional Instructor's Name and Contact Information:

[Dam principal instruster Please select existing instructor: Thie AT Addiionz] Instronior

[Ban additional Instructor(s) S = = will replace andior assist the
ATI Principal Instructor when

HName: needed.
First Hame:
Job Title:
Date of Birth:
Telephone:
Mobile:
Email:

n User Name:
Password:

Cenfirm n Insert
Password: o Signature

lide Excellence in Professional Road Transport Training

Please select existing instructer: I+

Title: Cir d

Hame: Please Select

select the “Please select existing instructor”
check-box and

select the instructor's “Name” from the | Frethiame  H rictors
dropdown list: Job Title: Bahrain Instructor
. s Instructor
1E 23RN E Buttheadsister
Telephons: Goodknight

AOL displays all details of the instructor selected for “copying” in the “Section V
Instructor(s)” screen tab:
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" WEB SITE
E=EEA G

SECTIONV Y
Instructoris)

Please enter the ATl Additional Instructor's Hame and Contact Information:

[@an Principal Instrustor Please select existing instructor: 1 The ATI Additional Instructor
[DAn Additional Instructors) Title: s % will replace andior assist the
incipal when
Hame: [Instructors =

Firstiame:  |Bahamas

Job Title: for
DateofBirmn: |
Telephone:  [1234se78
Mobile: [122a887s
Email: [Btagoja.Jovanovskigiru.c
UserMame:  |Bahamas.instructors &
Password: |

Confirm L e
Password: o signature

X Submit &
b b

Excellence in Professional Road Transport Training

You will notice that in case you are copying an existent instructor the generated “User
Name” will contain a suffix “.6”, whereby the digit “6” means that the same instructor is
becoming related to a 6™ programme accreditation. The reason for this is that each
instructor needs to have a separate (AOL ATI Module) login profile for managing each of
the programmes to which he/she is assigned.

Enter the “Password” for the ‘copied’ instructor and click on the “Submit & Continue”
button:

|" WEB SITE
NG00 E

T

SECTIONV Y ¢
Instructoris) r

Please enter the ATl Additional instructor's Name and Contact Information:

[an Prinoipal Instrustor Please select existing instructor: * The ATI Additional Instructor
[An Additional Instructor(s) e = 5| will replace andior assist the
when

ATl Principal Instructer
Name: | Py
|
Job Title: or
Date of Birth:
Telephone:  [1zasoers
woblle:  [izamets

B usertiame:  [Eshamas.instructors.6
Password;  esessssssses
Confirm [ resasanes i _=en
Fassword - e

| submite |
g | Continue |

le Excellence in Professional Road Transport Training
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AOL will then display a warning
message which you should confirm

by clicking on “Yes” if you wish to _ _
‘copy’ the selected instructor's | | = sedste il s sfeethe ot courses ofthe |
details and continue with the

accreditation process:

AOL will take you to the next page of the “Section V Instructor(s)” screen tab asking you
to answer the instructor questions about the instructor being copied:

=

R
Lo —

w | WEB SITE
2) @) :' — ’0-0

3 L d

Instructor Name: Bahamas Instructors

Which of the following topics in thizs Course does this Instructor In which language({s) will this Instructor deliver
teach? (Check all that apply) this Course?

General Requirements [ADR, 8.2.2.2.2 (a]]

H i Language1 -
Bl 2 main Types of Hazard [ADR, 8.2.2.3.2 (b]] ml erriE =
A onE ion (Transfer [~ AT =
L of Waste) [ADR, 8.2.2.3.2 [c]]
Bl 4 safety Measures [ADR, 8.2.2.2.2 {d)] m
Bl 5 Actions after an Accident [ADR, 8.2.2.3.2 [e]] I Please if appropriate:
" - ing & L [ADR, 8.2.2.3.2 (7] u =
Bl 7 Drivers Responsibilities [ADR, 8.2.2.3.2 (g]] O
i i icles [ADR, 8.2.2.3.2 :

8 on I i u

A iy &

]

Select All Add Next
Instructor
Lot Submit &

wide Excellence in Professional Road Transport Training

Answer the 2 instructor questions for the instructor you are ‘copying’, enter any related
comments in the “Please comment if appropriate” field and click on the “Submit &
Continue” button:
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..

P = cacu
'ﬁmmm@ WEB SITE

Ll [s)(s)e) o—-—C
-

-
SECTICN WV 4
Instructorsh o Py
1
Instructor Name: Bahamas Instructors
Which of the following topics in this Course does this instructor In which language(s) will this Instructor deliver
teach? (Check all that apply) thiz Course?

Fll 1 General Requirements [ADR, 8.2.2.3.2 (] o e [ =

Bl 2 wainTypes of Hazard [ADR, 8.2.2.3.2 (b)) ol Language2 |French =

3 ion on Envi F (Transfer = Language3 =

of Waste) [ADR, 8.2.2.3.2 (cf]
4 Safety Measures [ADR, 8.2.2.3.2 (d] ~
5 Actions afer an Accident [ADR, 8.2.2.3.2 [ef] = Please if I
: : . Z Instructor borrowed from the E
BN & arking 2 Labelting [ADR 822.3.2 7] P ; Bahamas for courses of the ADR =
Bl 7 Drivers Responsibilities [ADR, 8.2.2.3.2 (g]] o : programme
5 hini i on Vehis [ADR, 8.2.2.32 o :

i (0} | o
Add Next
Instructor

s g
Confinue

0

 Excellence in Professional Road Transport Training

AOL will then take you through the process of answering the instructor and quality
process questions related to the accreditation requested, explained in section 2.3 below.
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2.3 Accreditation Questions

As soon as you finish entering details of your ATI's Principal (and any Additional)
Instructor(s) and answer the questions related to this/these instructors, AOL displays the
“Section VI Q: Principal Instructor” screen tab asking you a set of questions concerning
the programme your ATI is requesting accreditation for:

’R - — | ._ o

On Line (AOL) I/l s

Answreer Progress Bar:

[ 1 | I | | I |

Guestion No. 1.00
[Choose only one answer)

¥OU WOULD DESCRIEE THE ATl PRINCIPAL ADR INSTRUCTOR'S SUBJECT Image Comment Type
KNOWLEDGE OF THIS COURSE OR PARTICULAR TOPIC(S) AS:

" Jeeds enhancement (needs support to explain some Course topics)

' safisfactory [can explain Course topics, but needs support for some
questions)

T Good (needs no support}
" Excellent {recognised expert, consults outside your institute]

2 Excellence in Professional Road Transport Training

Answer each of the questions by following the instructions on the question’s page and
click on “Submit & Continue”.

When you click on “Submit & Continue” after answering the last question in the “Section
VI Q: Principal Instructor” screen tab:

m#&ﬁ%ﬁﬁd Page 62 of 182 pages
Institute

Academy International Road Transport Union » IRU Academy Academy
3, rue de Varembé = B.P. 44 « CH-1211 Geneva 20 = Switzerland
Tel: +41-22-918 20 51 = Fax: +41-22-918 27 41 = E-mail: academy@iru.org * Web: www.iru.org/academy




[ wes SiTE |
(o) Q)

00— -

Answer Progress Bar:

Guestion Ho. 8.00
|Cheose only one answer)

YOUR INSTITUTE MUST SEND TO IRU ACADEMY THE INSTRUCTOR CV Flease comment if appropriate:
AND OHE OF THE FOLLOWING DOCUMENTS ATTESTING THE AT =l
PRINCIPAL ADR INSTRUCTOR'S TEACHING EXPERIENCE:

" Official license (degres} 33 & teacher, instrustor or professor (Please

provide in the comment box: Decument title in English and the original

language, issuing erganazation’s name and e-mail}

. from an external stating that he/she has 3t

least 12 months teaching experience (Please provide in the comment

box: Document fitle in English and the original language, issuing

organazation’s name and e-mail) =l
© Your Institute’s Attestation for an ATI Principal ADR Instructor with

less than 12 menths teaching experience

’ i 5 Submit &
G

de Excellence in Professional Road Transport Training

AOL will take you through the set of ‘Quality Process Questions’ displayed in the
“Section VII Q: Quality Process” screen tab as shown in the figure below:

[
| WEB SITE
: (s)

-]

SECTICN VIl
Q: Quality Proosss

Guestion Ho. 1.00

IS YOUR INSTITUTE CERTIFIED BY AH OFFICIAL AUTHORITY TO TEACH Please comment if appropriste:
THIS COURSE? d

 yes

" Qur country has no legislation
© gur application is pending
 Hot certified

E

de Excellence in Professional Road Transport Training

Answer each of the questions by following the instructions on the question’s page and
click on “Submit & Continue”.
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When you click on “Submit & Continue” after answering the last question in the “Section
VII Q: Quality Process” screen tab:

)n Line (AOL) T

SECTION VIl SECTION VIl
Q: Quality Process. Enrlis): Institute Staff

Answer Progress Bar:

GQuestion No. 12.00

{Cheoose one or more answer|sj}

DOES YOUR AT HAVE ANY PROFESSIONAL TRANSPORT TRAINING Please comment if appropriate:
PROGRAMMES INl ANY OF THE EELOW FIELDS? (IF YES, PLEASE ENTER =
THEIR NAMES Il ENGLISH IN THE COMMENTS FIELD)

" cre i of F ional C: for i

in Road Transport)

I” cPc Driver (Certi of F ional Competence for Drivers in

Road Transport}

I~ Tachographs (Analogue or Digital) _
I” Other training programmes in fields not listed above =l

AOL will display a message saying I
that your principal administrator
must receive training on how to

use the Academy On-Line (AOL) Itis mandatory szt hﬁ:mm'pa'h' Iac*ni'rﬁahabwm:_:
Internet application: i “_m'f‘i‘ghﬁ,_gh i mmm
accreditation. The IRU ﬂﬁdﬂl?jﬁﬂlmtyuﬂh
Click on the “OK” button to AHIEdie = e aNing

continue:
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At the same time, AOL will automatically send an “ATlI Answered All Questions —
Evaluate Answers” e-mail to the IRU Academy (with a copy to your ATI's Principal AOL
Administrator):

Cia) | Q N Y a9 L4 ATl Answered All Questions - Evaluate Answers - Message [HTML)
plen) | EE = =

Ly — —
> ! Message | Develaper Add-Ins

N ErEII L R

Reply Reply Forward || Delete Moveto Create Other Block | Not Junk Categorize Follow Mark as
ta All

Folder~ Rule Actions~ || Sender - Up~ Unread || kg Select~
Respond Actions Junk E-mail (Fl Options {Fi Find
From: IRU ACADEMY
Ta: IRU ACADEMY
ce Jovanovski, Blagoja
Subject: AT Answered All Questions - Evaluate Answers

Dear IRU Academy user.

Please take note that the ATI TEST Training from South Africa has answered the AOL Accreditation questions and is now readv to conclude the IRU Academv acc
following course(s):

Programme Course Answers Date

Certificate of Professional Competence in Dangerous ||[ADR Driver: Packagings and Bulk,

= N
Goods by Road (ADR) excluding Classes 1 & 7 Dibep Ol

Please evaluate the answers provided by this ATI and ensure the necessary follow-up.

AOL noreply

After having clicked on “OK” in the previous message,

AOL will take you to the “Section IX Review: Application” screen tab and will display a
message with useful information about the remaining part of the accreditation process:

/i . [
e sire |

7 — -

h

/ On Line (AOL)

Sediion X Section X
Review Application Training Fe=s

| »

Before your A to the IRU Acad for appe | use this scre=n to creste snd print an
application for review. To change your Accreditation information use the badk buttons to navigste to the sppropriate

soreen

Unless you decide to change it, the information displayed on this report will be used to generste your draft contract and
will b2 used by the IRU Academy to revisw your spplicstion for Accreditation

Afterwards you must print two copies of this draft contractsign both and submit them to the IRU Academy for approval

2 Excellence in Professional Road Transport Training
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Click on the “OK” button and AOL displays your ATI's Application data in the “Section IX
Review: Application” screen tab:

00— -

| weB SITE [ m

Sedtion IX
Review.Application

Section X
Training Fees

H

ADR Driver: Packagings and Bulk, excluding Classes 1 & 7

APPLICATION REPORT - DATA

Course Data ﬂ

Status Started

Course Hame ADR Driver: Packagings and Bulk, excluding Classes 1 & 7

Accreditation Ho TTR786438ADREIZAF

Accreditation Fee 0

Expiry Date 12-5ep-2011

TIDATA

Institute Data Update E
-

View Questions View Print To
& Answers Comments Pdf
Approve &
:

e Excellence in Professional Road Transport Training

By clicking on the “Update” links in the application data you can navigate to the
appropriate screen tab with a possibility to modify the chosen data.

From the “Section IX Review: Application” screen tab, you can do the following:

1) Click on the “View Questions & Answers” button to have all questions and answers
displayed, with a possibility to change any of the selected answers — AOL will then
display all the accreditation questions and your answers to each of them:

e
Lol

S=ation v Seation X
Review:Applicstion Training Faes

ADR Driver: Packagings and Bulk, excluding Classes 1&7

APPLICATION REPORT-QUESTION, ANSWERS & COMMENTS

=
No.  Guestions B [, Answers :l

Frgizal mstrastar
YOU WOULD DESCRIBE THE
ATI PRINCIPAL ADR

INSTRUCTOR'S SUBJECT

1.00 Excellent recognised expert, consults cutside your institute}

KNOVILEDGE OF THIS
COURSE OR PARTICULAR
TOPIC(S} AS:

YOUR INSTITUTE MU ST SEND
TO THE IRU ACADEMY THE
FOLLOWING DOCUMENTS
200 ATTERTING THE ATI PRINCIPAL I

A valid certificate of approval to instruct ADR Courses issued
by the competent national (Regional} Official Authority (Please =l

Logout

ide Excellence in Professional Road Transport Training
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To modify any of your answers, select the answer to change (by selecting the
related ‘Change Answer(s)’ check-box and clicking on the “Change Selected
Answers” button).

Click on the “Back” or the “View Data” button to go back to the application data
page.

2)  Click on the “View Comments” button to have the comments you have entered for
a particular question displayed, with a possibility to change any of the selected
comments — AOL will then display all the accreditation questions, answers and
your comments related to each of them:

Section X
Review Apclicstion

Training Fess

ADR Driver: Packagings and Bulk, excluding Clazzez 187

APPLICATION REPORT-QGUESTION, ANSWERS & COMMENTS

Change -
No.  Questiens Answers 0 §| Comment Comments
Is}

Frazga imstrester
¥OU WOULD DESCRIBE

THE ATI PRINCIPAL ADR

INSTRUCTOR'S SUBJECT i expert, outside your
KNOWLEDGE OF THIS institute}

COURSE OR PARTICULAR

TOPIC{5} AS:

1.00

Y¥OUR INSTITUTE MUST
SEND TO THE IRU _I
ACANFEMY THE A walid rerifinate of | tn instrunt ANR L

UlisniaTan

Change Print To
Selected Comments Pdf
Approve &
Continue

ide Excellence in Professional Road Transport Training

To modify any of your comments, select the comment to change (by selecting the
related ‘Change Comment(s)’ check-box and clicking on the “Change Selected
Comments” button).

Click on the “Back” or the “View Data” button to go back to the application data
page.
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3)

Click on the “Print
To Pdf" button to

have all the
accreditation

application  data
prepared for
printing in PDF

format — AOL will
then create a PDF

file with all the
application  data
and popup a “File
Download”
window:

File Download

Do you want to open or save this file?

= Marme: ApplicatonBepartDataT TRCOADRED. pdf

] Type: Adobe Acrobat Document, 62 6KE
From: 172.25. 6516

Open Save

zave thiz file. WwWhat's the risk?

"wi'hile filez from the [ntemet can be useful, zome files can potentially
harm pour computer. IF you do not trugt the zource, do not open or

Click on the “Open” button to view the application in PDF format and be able to

print it:
B8 Adobe Acrobat Professional - [ApplicatonReportD ataT TRCOADRGI[1] pdf] @]
| Fle Edii View Document Commenis Tools Advanced ‘Window Help TS|
S P L o TS - B search | T Create POF + £ Comment & erkun ~ o Send for Review () Secure + % Sign + “= Forms -
) Trswent G| » 0 B § @ - BT Glomanser (@ - L[ @[5 - ® 10 v @ree- |
™ =i
>
£
: Application Report-Data
Z Training Institute TTR
i Course : ADR Driver: Packagings and Bulk, excluding Classes 1 & 7
COURSE DATA
Status: Started
Course Name: ADR Driver: Packagings and Bulk, excluding Classes 1 & 7
Accreditation No: TTR786438ADR69ZAF
Accreditation Fees: 1900
Expiry Date: 12/09/2011
TI Data
Institute Data
Institute Name: TEST Training
Short Name: TTR
£ Code: TTR
;5‘ Address1: Teststreet 123
i Address2: P.O. Box 123
% Address3:
. City: Testcity
ol Pactal Cade: 12300 K]
o 5 s sl ene mER:

You can then save a copy of the application form completed with your ATI's data

or print it.

Simply close down Adobe Acrobat Reader to return to the AOL “Section IX

Review: Application” screen tab.

Accredited
Training
Institute
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4)  After having ensured that all the application data are correct, click on the “Approve
& Continue” button — AOL displays the “Section X Training Fees* screen tab:.

NOI0I0 =

Training Fees

Course Name: ADR Driver: Packagings and Bulk, excluding Classes 1 &7
ATI Short Name: TTR
ATl zesl cumancy: Flasss EIE--'f-'i Mo currency selected
Full training cost spplied per student: 0
Update Annex A
Last Annex A update mads on: 13-5ep-2011
ATI Training Report for the calendar year: 2011 \»]
Number of students trained: 0
Number of graduates; 0
Update Annex B
Last Annex B updste made on: 13-5ep-2011

sy Submit &

Excellence in Professional Road Transport Training
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2.4 Training Fees and ATl Agreement

As soon as you finish entering application data AOL moves you to the “Section X
Training Fees" screen tab allowing your training institute to fulfil the requirements
stemming out of the new IRU Academy ATI Agreement. Your obligations in accordance
with the new IRU Academy ATl Agreement are explained in more details in section 10
below, which is why here you will only find instructions on the steps you need to
undertake on this screen tab restricted to the accreditation process only.

=

SE—Y

Saction XI

Revigw ATl Agresmant

Training Fees

Course Name: ADR Driver: Padeagings and Bulk, sxcluding Classes 1 & 7
ATI Short Name:

ATI locs| curency: Neo curency selected

Full training cost applied per student:

Update Annex A
Last Annex A updste mads on: 13-5ep-2011
ATI Training Report for the calendar year: 2011 .v]
Number of students trained: o
Number of graduates: 0

Update Annex B
Last Annex B update made on: 13-5ep-2011

|

Select the currency in which your training institute intends to charge / charges students
enrolled to classes of the programme for which you want to become accredited from the
“ATI local currency” dropdown list, enter the cost your training institute charges to each
student enrolled to classes of this programme in the “Full training cost applied per
student” field and click on the “Update Annex A” button.
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oAkl

| wessire [
oM

N0I0I0

Training Fees

Training Fees

Course Name: ADR Driver: Packagings and Bulk, sxcluding Classes 1 &7
ATI Short Mame: TTR
Ao facal ey ZWL = Zimbabwe Dollar
T ity et il it P @ ilonst Fe prem——

: Update Annex A :
Lest Annex A updste made on: 13-5ep-2011 AT |
ATI Training Repert for the calendar year: 2011 ..]
Number of students trained: a
Number of gradustes: o

Update Annex B

Last Annex B updste made on: 13-5ep-2011

==

AOL then saves the data you have entered and displays the next “Section XI Review:
ATI Agreement” screen tab:

WEB SITE

o

s Section X1 Section Xl
Review ATI Agresment Fay & Submit

i B

ADR Driver: Packagings and Bulk, excluding Classes 1 &7

RIS © st e - BT~ FeliCH s
—l
ﬂ
IRU ACADEMY ACCREDITED TRAINING INSTITUTE AGREEMENT -

N - ooy L = [

Produce Produce
Annex A Annex B

L Approve &
E N Confinue

le Excellence in Professional Road Transport Training
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From the “Section XI Review: ATI Agreement” screen tab, you can do the following:

1)

2)

Save and print the IRU Academy ATI Agreement in 2 copies which your training
institute will then need to sign and return to the IRU Academy (together with the
completed and signed Annex A to the IRU Academy ATI Agreement) — see point
2) below for instructions how to produce and print Annex A to the IRU Academy
ATl Agreement

Click on the “Produce Annex A” button — AOL will then display Annex A to the IRU
Academy ATI Agreement in PDF format:

G o — -

L d 2 B 4

_" Section X|
Revizw ATI Agreement Fs 5. Sut:'rlt

MLJIED(E _WEB SITE G

i

ANNEX A

FEES TO BE PAID TO THE IRU ACADEMY
PER TRAINING PROGRAMME AND PER STUDENT i

N e e = 1B

Produos Produce
Annes A Annex B

yide Excellence in Professional Road Transport Training

Save and print Annex A to the IRU Academy ATI Agreement in 2 copies which your
training institute will then need to sign and return to the IRU Academy (together with the
signed IRU Academy ATI Agreement)

3)

Remember not to use the “Produce l
Annex B” button in the course of the -
accreditation process, but only after IRU -
Academy accreditation is granted and at | e report server cannot process the report. The data so

the end of the calendar year! You will find || uieressrReportngservices bisansatics vt tes invsiia

more information about this button and || erert server cannot process the report The data <o

action in section 10.1 below. If you still i S— dﬂ
decide to click on the “Produce Annex B” :

button, AOL will display an error message:

P
mmﬁi‘?w Page 72 of 182 pages
—_— Institute

Academy International Road Transport Union « IRU Academy Academy
3, rue de Varembé = B.P. 44 « CH-1211 Geneva 20 = Switzerland
Tel: +41-22-918 20 51 = Fax: +41-22-918 27 41 = E-mail: academy@iru.org * Web: www.iru.org/academy



4)  When you have finished printing both the IRU Academy ATl Agreement and its
Annex A, click on the Approve & Continue” button — AOL will then display the
“Section XIl Pay & Submit” screen tab:

| WEB SITE

000 ro—C

Saction X
Pay & Submit

You have reviewed and approved the data and quality control questions that you entered in your online IRU Academy
application for accreditation. You also reviewed and approved your IRU Academy ATl Agreement.

The final steps in your online application for accreditation are:

1. To click the button Print Invoice’ below to see a PDF copy of your invoice. which you can then print if desired. Be
aware that the IRU Academy will automatically send an electronic copy to your ATl's Finance Manager.

2. To input your credit card details below and click the "Pay and Submit™ button in order to pay your Accreditation Fee.
This fee will cover the IRU Academy's costs for processing your application you are about to submit.

PLEASE NOTE THAT THERE IS NO REFUND OF THE ACCREDITATION FEE, EVEN IF THE IRU ACADEMY REJECTS
YOUR APPLICATION.

Print Invoice
To PDF

Logout

Excellence in Professional Road Transport Training
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2.5 Payment of the Accreditation Fee

At the end of the accreditation process, AOL takes you to the “Section Xll Pay & Submit*
screen tab allowing your training institute to settle the Accreditation fee for the
programme for which it wants to become accredited by the IRU Academy. Depending on
the mode of payment of the accreditation fee agreed in advance between your training
institute and the IRU Academy, the “Section Xl Pay & Submit” screen tab displays with
or without a “Pay & Submit” button in the lower right-hand corner of the screen — just
below the “Print Invoice To PDF” button (in the figure below, without such a button):

MO
o W o

T e ™)
—
. - '

Section Xl
Pay & Submit
*

You have reviewed and approved the data and quality control questions that you entered in your online IRU Academy
application for accreditation. You also reviewed and approved your IRU Academy ATl Agreement

The final steps in your online application for accreditation are

ADR Driver: Packagings and Bulk, excluding Classes 1&7

1. To click the button 'Print Invoice” below to see a PDF copy of your invoice, which you can then print if desired. Be
aware that the IRU Academy will automatically send an electronic copy to your ATl's Finance Manager

2. To input your credit card details below and click the "Pay and Submit™ button in order to pay your Accreditation Fee
This fee will cover the IRU Academy's costs for processing your application you are about to submit.

PLEASE NOTE THAT THERE IS NO REFUND OF THE ACCREDITATION FEE, EVEN IF THE IRU ACADEMY REJECTS
YOUR APPLICATION.

=

Print Invoice
To PDF

Logout

orldwide Excellence in Professional Road Transport Training

We will explain here only the case where the agreed method of payment of the IRU
Academy Accreditation Fee is by bank transfer, based on an IRU Academy Invoice. The
procedure of settlement of the accreditation fee by credit card payment is explained in
more details in section 2.5.1 below.

File Download

When the agreed method of payment

of the accreditation fees is by bank
transfer, you will first need to have
the related invoice printed. You can
print the IRU Academy accreditation
fees invoice by clicking on the “Print
Invoice To PDF” button — AOL will
then create a PDF file with the
invoice data and popup a “File
Download” window:

Accredited
Training
—_— Institute

Do you want to open or save this file?
FB Mame: AcclnvoiceReportT TRCOADRES. pdf
Type: Adobe Acrobat Document, 273KE
From: 172.25.65.16

Save

| Cancel I

Open

While filez from the Intemet can be uzeful, zome fles can potentially
harm your computer. If you do not trust the source, do not open or
zave this file. What's the risk?

9
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Click on the “Open” button to view the invoice in PDF format and be able to print it:

BB Adobe Acrobat Professional - [AccinvoiceReportT TRCOADREI[1Lpdf] _[5]x]
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S s ll= =N =R R W e
£ Trsdec g W B G @ - @-IT

s
S

: et
A Create POF

Comment & Markup ~ 3 Send for Review ~ & Secure + Z Sign » | Forms +

Q' | ] _LE(—) 159% v (%) ED‘.

+ (L} otiet Data oo

yﬁa‘ {2) Help v‘

(L4

o
g
E
£
S
3
&

www.iru.org

Signatures

Foundation of the International Road Transport Union

Invoice # 1100010

A cademy (124100) Academy Accreditation Debiteurs

TEST Training

Dr Trainer, Academic
Teststreet 123, P.O. Box 123
12300 - Testcity, South Africa

Geneva, 14-Sep-2011
Ref : IRU ACADEMY

Your Reference

Description Quantity Unit Price. Amount CHF
ADR Driver: Packagings and Bulk, excluding 1 1900 1900
Classes 1 &7
£
£
i
|| - =l
o N Mo O [T ]

You can then save a copy of the invoice or print it.

Simply close down Adobe Acrobat Reader to return to the AOL “Section XIl Pay &
Submit” screen tab.

2.5.1 Settlement of Accreditation Fees by Credit Card Payments

As already mentioned in section 2.5 above, AOL v3.0 allows ATIs to settle the IRU
Academy accreditation fee for a programme by credit card payment in a secure
(Saferpay) environment. In order to be able to settle the accreditation fees by a credit
card payment, your training institute would have to inform the IRU Academy when
starting the accreditation process for the programme that it intends to settle these fees
by credit card. Based on this, the IRU Academy would set this mode of payment when

entering the accreditation fees and allowing the training institute to start the accreditation
process.

When your training institute completes all other accreditation steps and your General
Manager (or Principal AOL Administrator) reaches the final “Section XIl Pay & Submit®
screen tab, you will notice that the “Section XII Pay & Submit” screen tab displays a “Pay
& Submit” button in the lower right-hand corner of the screen:
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Section Xl
Pay & Submit

*

Safe Loading and Cargo Securing for Truck Drivers

You have reviewed and approved the data and guality control questions that you entered in your online IRU Academy
application for accreditation. You also reviewed and approved your IRU Academny ATl Agreement

The final steps in your online application for accreditation are:

1. To click the button 'Print Invoice’ below to see a PDF copy of your invoice. which you can then print if desired. Be
aware that the IRU Academy will automatically send an electronic copy to your ATl's Finance Manager

2. Toinput your credit card details below and click the "Pay and Submit” button in order to pay your Accreditation Fee.
This fee will cover the IRU Academy’s costs for processing your application you are about to submit

PLEASE NOTE THAT THERE IS NO REFUND OF THE ACCREDITATION FEE, EVEN IF THE IRU ACADEMY REJECTS
YOUR APPLICATION.

L]
Print Invoice
To POF
Logout Pay & Submit

Excellence in Professional Road Transport Training

You can click on the “Print Invoice To PDF” button if you want to have the IRU Academy
invoice for payment of the accreditation fee for the given programme printed.

To proceed with the settlement of the accreditation fee by credit card payment, click on
the “Pay & Submit” button.

AOL displays the Saferpay terminal tab completed with the payment details:

Saferpa}'Terminal ® | | & ‘

Languages: English

Your payment
B Nerchant: IRU Unien Intermnsticnale des Transports Routiers

Offer: Acoreditation Fee-Safe Loading and Carge Securing for Trudk Drivers CHF 10.00

Please select your preferred payment means:

Fay per oredit card

. © VISA

Guit | Mext

Saferpay" s\:r_.-mg-.l;ww E%"?;
I3 A soumons

Select the credit card type (MasterCard or Visa) and click on “Next” — AOL takes you to
the Saferpay “Card Data” screen tab:
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SaferpayT erminal » | | T’:?T

Languages: English

Payment means Card data
Your payment
P Nisrchant: IRU Unign Internationale des Transports Routiers
Offer: Acoreditation Fee-Safe Loading and Cargo Securing for Trudk Drivers CHF 10.00
Card data V,SA
Card number = | 1234557831
Valid until® | 01 ;I 0z ;I
Cerd verification code” |257
Cardheolder's name = |Tester Acsdemic

* mandatory fields

Back | Guit | Pay
ALY

‘-,‘ T )
Saferpay"' Enanjpied transmisskon MasterCard léf;ﬂgg %D Qy
_I3C DS .

Enter your credit card number, expiry date, card verification code (3-digit code on the

reverse of the credit card), enter the cardholder’'s name and click on the “Pay” button.

After a successful verification of the credit card details entered on the above screen,
Saferpay will display the “Confirmation” screen tab to inform you about the acceptance
of the payment. Upon closing of the Saferpay “Confirmation” screen tab, AOL will take
you back to the “Section Xl Pay & Submit” screen tab and will confirm that the credit

card payment has been made.

Accredited
Institute
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2.6 ATI Completion of the Accreditation Process

Following the settlement of the accreditation fee, you have completed the entire AOL
computerised accreditation process. In accordance with the usual accreditation
procedure, the IRU Academy will then start considering your accreditation request and
will also register the progress in AOL. At this stage, you need to log out from AOL by
clicking on the “Logout” button:

| WEBSITE | =
() (s)

-
Section Xl
Fay & Submit
=

You have reviewed and approved the data and quality contral questions that you entered in your online IRU Academy j

ADR Driver: Packagings and Bulk, excluding Classes 1 &7

application for accreditation. You also reviewed and approved your IRU Academy ATl Agreement.
The final steps in your online application for accreditation are:

1. To click the button ‘Print Invoice” below to see a PDF copy of your invoice. which you can then print if desired. Be
aware that the IRU Academy will automatically send an electronic copy to your ATl's Finance Manager

2. To input your credit card details below and click the "Pay and Submit™ button in order to pay your Accreditation Fee
This fee will cover the IRU Academy’s costs for processing your application you are about to submit.

PLEASE NOTE THAT THERE 1S NO REFUND OF THE ACCREDITATION FEE, EVEN IF THE IRU ACADEMY REJECTS
YOUR APPLICATION.

— — P - N — =l

Print Invoice
To PDF

Logout

lide Excellence in Professional Road Transport Training

The next time your training institute’'s Principal AOL Administrator will receive an
automatic e-mail message is when the IRU Academy will confirm receipt of your
payment of the accreditation fee and express its readiness to grant the accreditation
required in AOL.

The “ATl Accreditation Fees Payment Received — IRU Academy Ready to Grant
Accreditation” e-mail message your Principal AOL Administrator will receive then is
given in the figure below:
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[,'1, = o) ¢ ATI Accreditation Fees Payment Received - IRU Academy Ready to Grant Accreditation - Message (HTML) =

i
—/’ Message Developer Add-Ins

L 3 = P | #Find
& =g x 5] Safe Lists ~ | v
s | = == - 2 Related -
Reply Reply Fonward | Delete Moveto Create Other Block SEJUR, Categorize Follow Mark as
ta All Folder™ Rule Actions~ | Sender - Up~ Unread || bg Select~
Respond Actions Junk E-mail i Options ) Find

& x

From: IRU ACADEMY Sent: Wed 14/08/2011 11:15

To: Jovanovski, lagoja
cc IRU ACADEMY
Subject: ATl Actreditation Fees Payment Received - IRU Academy Ready to Grant Accreditation

Dear Madame Trainer,

We have the pleasure to acknowledge the receipt of the TEST Training payvment of the
accreditation fees for the following course(s)

Accreditation
Fee(CHF)

Payment

c
onrse Receipt Date

Certificate of Professional Competence in Dangerous Goods by Road (ADR)
IADR Driver: Packagings and Bulk, excluding Classes 1 & 7 1900 14-Sep-2011

DPlease be aware that the IRU Academy is, as of today 14-Sep-2011, ready to grant the accreditation(s) requested by vour ATI.

In order to proceed with the conclusion of the IRU Academy accreditation process, please proceed with completing the remaining ATI information and answering the course-related questions
through the AOL application.

Please also take note that the outcome of the IRU Academy accreditation process for vour AT depends on the IRU Academy
evaluation of vour provided answers.

Remaining at vour disposal for any further questions related to the IRU Academy accreditation process, we are looking forward to your follow-up action and remain committed to the rapid
conclusion of the accreditation process.

Yours sincerely,

Patrick Philipp
Head of IRU Academy

International Road Transport Union (IRU)
3me de Varembe B.P. 44
CH-1211 Geneva 20

Switzerland

Tel: +41 22918 20 82
Web:wwiw inuorg

International
Road Transport
Union

I3

Following this message, your ATI will need to have at least the Principal Instructor for
this programme trained by the IRU Academy and the Principal AOL Administrator trained
in the use of the IRU Academy On-Line (AOL) Internet application. The IRU Academy
will also take into consideration all your training institute’s data submitted via AOL and by
mail (signed IRU Academy ATI Agreement and its Annex A, answers to the accreditation

guestions, etc).

The last intervention by your training institute in the AOL ATI Accreditation Module, in
order to complete the accreditation process, is due at the time your Principal AOL
Administrator has completed training on the use of AOL, and in any case after the above

e-mail is received.
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To conclude your training institute’s accreditation process for the given programme, your
Principal AOL Administrator will need to logon to the AOL ATI Accreditation Module.
AOL will then take your Principal AOL Administrator to the “Welcome Back” page:

Welcome Back!

1. | would like to update my existing course

Select the appropriate course accreditation below and then click the
" Submit & Continue” button.

| hawe 1 Started Application(s}: | Please Select d I_
| hawe 0 Pending Application(s): | Please Select d r
I have 0 Reaccreditations(s} Due: |Please select EN
I have 0 Granted Course acereditation|s): | Please Select = |
2. 1 would like to submit a new ication for course itati |_
3. | would like to sbtain access to the live IRU Academy Cnline application: l_

Submit &
e

wide Excellence in Professional Road Transport Training

The Principal AOL Administrator will then need to:

1) select the programme for which you want to conclude the accreditation process
from the “I have 1 Started Application(s)’ dropdown list

I hawve 1 Started Application(s}): | 63, ADR Driver: Packagings and Bulk, excluding Classes 1 &7 d I7

2) select the “I would like to obtain access to the live IRU Academy Online
application” check-box

| 3. l'would like to cbtain access to the live IRU Academy Online application: |7

3)  Click on the “Submit & Continue” button

A
AOL will then display a message
thanking you for the completion of

the accreditation steps and asking Tl you Jor Resiries compleled less Sieps. You will
you to logout: be contacted by the IRU Academy shertly in order to
complete your accreditation procedure. You can now
legout.

Click on the “OK” button to close the
message.
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AOL takes you to the “Section Xl Pay & Submit” screen tab to indicate that your training
institute has completed all accreditation steps:

—

| WEB SITE
25 I3
A

ADR Driver: Packagings and Bulk, excluding Classes 1 &7

You have reviewed and approved the data and quality control questions that you entered in your online IRU Academy
application for accreditation. You also reviewed and approved your IRU Academy ATl Agreement.

The final steps in your online application for accreditation are:

1. To click the button Print Invoice’ below to see a PDF copy of your invoice. which you can then print if desired. Be
aware that the IRU Academy will automatically send an slectronic copy to your ATI's Finance Manager

2. To input your credit card details below and click the "Pay and Submit” button in order to pay your Accreditation Fee
This fee will cover the IRU Academy’s costs for processing your application you are about to submit

PLEASE NOTE THAT THERE |5 NO REFUND OF THE ACCREDITATION FEE, EVEN IF THE IRU ACADEMY REJECTS
YOUR APPLICATION.

_— — I — o L]

Print Invoice
To PDF

Click on the “Logout” button to log off the AOL ATI Accreditation Module and return to
the AOL homepage.

When you select the “I would like to obtain access to the live IRU Academy Online
application” check-box and click on the “Submit & Continue” button, you will receive a
copy of an “ATI Principal Administrator Ready to Use Live AOL” e-mail AOL sends
automatically to the IRU Academy:

(Ca HYYe«+s s ATI Principal Administrator Ready to Use Live ADL - Message (HTML)
Message Developer AddIns
n . = L A jj B Y | @ Find
[= Log | % Safe Lists ~ i {
“% 4@ 44 x - J ! & == g 2 Related -
| Reply Reply Forward || Delete Moveto Create Other Block ] Mot Junk Categorize Follow Mark as
| to All Folder~ Rule Actions~ || Sender - Up~ Unread | ki Select~
Respond Actions Junk E-mail iF} Options i Find
From: IRU ACADEMY
To: IRU ACADEMY
Ca Jovanovski, Blagoja
Subject: ATl Principal Administrator Ready to Use Live AOL

Dear IRU Academy user.
Please take note that

the Principal AOL Administrator: Madame Trainer
from the ATI TEST Training from South Africa

has indicated his'her readiness to use live AOL on 14-Sep-2011.

The above ATI has requested IRU Academyv accreditation for the following course(s):

[Programme Name Course Name

Certificate of Professional Competencein  |ADR Driver: Packagings and Bulk. excluding Classes 1 &
[Dangerous Goods by Road (ADR) 7

Please check the status of this ATI accreditation process and ensure the necessary follow-up.

AOL noreply
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After having received this e-mail, AOL will automatically change your training institute’s
accreditation status for the programme to ‘Pending’. The IRU Academy will then have to
decide whether it will grant or deny the accreditation by registering it in AOL as well.

2.7 IRU Academy Completion of the Accreditation Process

As soon as the IRU Academy decides to grant (or deny) the accreditation request by
your training institute, you will receive an automatic e-mail from AOL informing you about
the accreditation status change as per the IRU Academy decision.

In case the IRU Academy decided to grant your training institute the accreditation
requested, your Principal AOL Administrator will receive an automatic “ATI Accreditation
Granted” e-mail:

- x

(Oa) = ) ATl Acareditation Granted - Message (HTML) =
) =
/| Message | Developer  Adddns @

: G, - o = B #AFind
| i) x el xR Q@ Safe Lists ~ YV
o e R = 7 = & =& 4l e~
Reply Reply Forward | Delete Moveto Create Other Block it Categorize Follow Mark as
to Al Folder~ Rule Actions~ | Sender = Up- Unread || g Select=
Respond Actions Junk E-mail rl Options i) Find

From: IRU ACADEMY Sent: Wed 14/09/2011 14:52

To: Jovanavski, Blagaja

ce IRU ACADEMY

Subject: ATI Accreditation Granted

vl

Dear Madame Trainer.

Following the evaluation of vour answers, we have the pleasure of informing vou that the IRU Academv has granted its accreditation to

TEST Training
for the following course(s):
y |Accreditation
[Programme Course
[Date
Certificate of Professional Competence in ADR Driver: Packagings and Bulk, 14-Sep-2011
IDangerous Goods by Road (ADR) excluding Classes 1 & 7 L

Remaining at your disposal for any questions related to the IRU Academy accreditation process, we are looking forward to the close cooperation with vou in achieving high results in the field
of satBessenal tiatnh fo theond foanspoit ey i your comtey ad wild ¥ide

Yours sincerely.

Patrick Philipp
Head of IRU Academy

International Road Transport Union (IRU)
3 rue de VarembéB.P. 44

CH-1211 Geneva 20

Switzerland

Tel: +41 22918 20 82
Weh-www inuorg

International
Road Transport
Union

From the moment you receive an IRU Academy accreditation for the programme you
have requested, you can no longer use the AOL ATI Accreditation Module for this
accreditation. Naturally, you can use the AOL ATI Accreditation Module in case you want
to start the accreditation process for another IRU Academy programme or when you will
need to produce and print out Annex B to the IRU Academy ATI Agreement which is in
itself a part of the section 10.1 below.

From the moment you obtain an IRU Academy accreditation for one of its programmes,
you can manage your classes, students and related activities by using the AOL ATI
Module, after logging into it by using the credentials (User Name and Password) which
have already been created for you during the accreditation process.
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3 Staff Management

Normally, Staff Management rights are restricted to the ATl General Manager and
Principal AOL Administrators. As General Manager or Administrator, you can perform
administrative tasks, such as creating staff members, modifying their profiles, assigning
them roles and deleting staff members. These actions are all described in this chapter.

From the ATl Homepage, click on the Staff Management button, which displays the
following screen:

o,
S

[SN—Y

STAFF MANAGEMENT

LIST OF STAFF MEMBERS AND ROLES

Name First Name User Name Role

Acadamic Junicrette scademic Finznce hiznsgar|
LiasionPerson
Trainer tscsdemic AT| Zenersl Mansger)

First Name User Name

Finanoe fzcsasmic ADR Driver; Peckagings and Bulk, excluding Classes 1 &7 Fregramme IMansger|
ADR Driver: Tanks, excluding Classes 1 &7 Programme WMansger

ADR Loading & Unloading Specialist PrincipalAdmin

Juniorette scagemic ADR Driver: Padkagings and Bulk, excluding Classes 1 & 7 ErincioslAdmin
ADR Driver: Tanks, excluding Classes 1 &7 Erincipsl&dmin

Worldwide Excellence in Professional Road Transport Training
Staff Management

This List of Staff Members and Roles table contains the following columns:

Name First Name User Name Right
Staff The hyperlink in this column is This column
member’s Staff used to access the staff displays the roles
(last) famil member’s member’s profile page, and can | (rights) currently
name y first name be used to delete or modify this | assigned to this

staff member’s information. staff member

Click the hyperlink in the User Name column.
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-

ATI STAFF MEMBER PROFILE

Title: Mirs = Mbile : [1z34s678
Esmily Name: [Academic Emsil- [Btagoja.Jovanovskigiru.o
First Name: [Finance User Name: [academic
ok Title - Deputy General Manager e . . ... ... ...

Telzghons: 12345673 Delete Staff Mambsr r

Norlc 2 Excellence in Professional Road Transport Training
ATI Staff Member Profile

N.B. The access rights assigned to ATI users in AOL v3.0 depend on the staff
roles assigned during the accreditation process.

To change any of the selected staff member’s details, re-type the correct detail over the
previous entry in the appropriate field, then click the “Update” button to confirm.

To delete the selected ATI staff member, click on the “Delete Staff Member” check box
and confirm the deletion when asked.
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3.1 Add a Staff Member

To add a staff member, click the “Add” button on the “Staff Management” screen. The
following

screen appears:

ATl STAFF MEMBER PROFILE

-
Loy

I/l s

py % o .
e i &

Py

0010y

ATI Staff Member Profile

ldwide Excellence in Professional Road Transport Training

The “ATI Staff Member Profile” page contains the following fields:

Title: - Mokile :
Family Name: Emsil:
First Name: li AR A ’7
Job Title : e =
Telephone: Delete Staff Member: 1=
Update

Field Name Type Action
Title Mandatory jg\l;rc]:t”gtne of the titles from the drop-
Family Name Mandatory 51?;61‘: etlr(]je staff member’s family name in
. Enter the staff member’s first name in
First Name Mandatory | . fielq These fields are
. Enter the staff member’s job title at your | used for ATI staff-
Job Title Mandatory ATI in this field member information
Enter the staff member’s telephone urposes.
Telephone Mandatory number in this field P Pup
Mobile Mandatory Enttr?i;t;?;c?taﬁ member’s mobile number
Email Mandatory Entt;;t;;:l;taﬁ member’s email address
User Name Mandatory :2:(;3 the staff member's user login These fields contain
This ié the staff member’s login the staff member's
Password Mandatory password 9 login credentials
This check box is
Optional This check box is used to DELETE a only used to
Delete Staff Member check box staff member DELETE a staff
member
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Enter the staff member's personal information in each field. If you fail to enter
information into any mandatory fields, a warming message will be displayed when you
click the “Update” button.

To cancel your data entry, click the “Cancel” button. Either of these actions will return
you to the Staff Management screen.

3.2 Modify a Staff Member

To modify data for an existing staff member click the Staff Member’s hyperlink in the
“User Name” column:

| Change Password |Cuma::tIRUA::adHny .
e

STAFF MANAGEMENT

LIST OF STAFF MEMBERS AND ROLES

First Name User Hame
Academic Juniorette scademic Finenos Managsr|
LissionPerson
Trainer Iscsdemic Gensrsl

Name First Name User Name Course Name
Finsnos facademic ADR Driver: Packagings and Bulk, excluding Classes 1 &7 Programme Msnsger|
ADR Driver: Tanks, excluding Classes 1 &7 Programme hansger
ADR Loading & Unloading Spedialist Frincipal&dmin
Juniorette scagemic ADR Driver: Padkagings and Bulk, excluding Classes 1 & 7 ErincioslAdmin
? ADR Driver: Tanks, excluding Classes 1 &7 FrincipslAdmin
——

wide Excellence in Professional Road Transport Training

mgﬁﬁmd Page 86 of 182 pages
Institute

Academy International Road Transport Union » IRU Academy Academy
3, rue de Varembé = B.P. 44 « CH-1211 Geneva 20 = Switzerland
Tel: +41-22-918 20 51 = Fax: +41-22-918 27 41 = E-mail: academy@iru.org * Web: www.iru.org/academy




This will display the Staff Member’s Profile Screen.

N

| Change Password l Contact IRU Academy

WEB SITE

000! -

ATI STAFF MEMBER PROFILE

Title: - Mabile : 12345679
Family Name: Academic Email: Elageja.Jovanovski@iru.c
First Name: Finance User Name: facademic

Deputy General Manager Password: LT YT
12345678 Delete Staff Membsr: L

You can now modify the Staff Member’s personal information. Click the Update button to
confirm these changes, or click the Cancel button to cancel this operation. Staff Member
Profile page fields are described in section 3.1 above.
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3.3 Delete a Staff Member

To delete a staff member, select the desired staff member (as described in section 3.2)
to display the ATI Staff Member Profile screen. Then check the Delete Staff Member
check box as shown below.

;
| WEB SITE

g —C

| Change Password | Contact IRU Academy

ATI STAFF MEMBER PROFILE

Title, [mes = Mabile [12345679
Eamily Name: |pcademic Sl |gtageja.Jovanovskigiru.a
First Name: [Finance User Name: [academic
Job Title : |Deputy General Manager Passwang: [rasssssaas
e hone [123am673 Delats Stsff Member: g

de Excellence in Professional Road Transport Training

Click the “Update” button to confirm the Delete operation or “Cancel” to abort the
operation.

To confirm Staff Member deletion, you must click “Yes” on the following screen:

— = oAk
[ WEB SITE |
e, EEEHE
gl -

ATI STAFF MEMBER PROFILE

Are you sure that you want to delete this Staff
Member?

fe Excellence in Professional Road Transport Training
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The staff member profile will then be permanently deleted. This staff member will no
longer appear in the list of ATl staff members.

STAFF MANAGEMENT

LIST OF STAFF MEMBERS AND ROLES

Acadsmic Juniorstte |scedemic Finznos Mznager|

LissionFerson

Trainer tacadsmic Gensral

Name FirstName  User Hame
Finsnos facademic ADR Driver: Packsgings and Bulk excluding Classes 1 &7 Programme Mansger|
ADR Driver: Tanks, excluding Clases 157 Ercarsmme Iznager
ADR Loading & Unloading Spedislist BiincipslAdmin
Junigsette scademic| ADR Driver: Packagings snd Bulk, excluding Classes 1 & T ErincioslAdmin
? ADR Driver. Tanks, ding Classes 1 &7 Frincipslfdmin
—

lide Excellence in Professional Road Transport Training

3.4 (Re-)Assign Role to a Staff Member

To assign / reassign role to a given ATI staff member, select the desired role (click on
the Role hyperlink) in the lower part of the AOL Staff Management page:

[ WEB SITE
E |

‘ Change Password ‘CumacthuADademy
- — SR

STAFF MANAGEMENT

LIST OF STAFF MEMBERS AND ROLES

Acsdzmic Junicrstte scazermic Finanos Mansgar|
LissionPerzon
Trainar 1zcsczmic Gznzcal

Mame FirstName  User Name
Finanos facsdemic ADR Driver, Packagings and Bulk, sxcluding Classes 1 &7 Programme IMensger|
ADR Driver: Tanks, excluding Classes 1 &7 Programme Msnagar
ADR Loading & L i il ErinciozlAdmi
Junigretts scademic) ADR Driver. Packagings and Bulk, excluding Classes 1 &7 ErincioslAdmin
? ADR Driver: Tanks, sxcluding Classes 157 PrincicalAdmin
—

ide Excellence in Professional Road Transport Training
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AOL displays the “Change Role X for: Y” screen:

| wes SITE |

NOICIC -

Change Role Programme mamager for:ADR Driver: Tanks, excluding Classes 1 &7

This role is now assigned to:

Select Existing Staff Memeber © | Please Salect -

Title: ms = Wisbile 12245878

Family Name: [Academiz Email: |Blageja.JovanavsLigiru.
First Neme [Finance User Nsme [facademic
ot Titls Deputy General Manager Password: |sssssesses

Talzpnons [12343673 Delsts Staff Member: E

Vi Excellence in Professional Road Transport Training
whereby X stands for the selected role and Y stands for the Programme name.

To assign this role to another ATI staff member, select the other staff member from the
“Select Existing Staff Member” dropdown list, change any of this staff member’s details,
then click on the “Update” button.

STAFF MANAGEMENT

LIST OF STAFF MEMBERS AND ROLES

First Name User Name
Academic duniorette B c Einarcs Mensgsr

LissionPerson

Trainar tscedamic ATl Genaral Msnsger|

Name First Hame User Hame Course Name
Finsnce  facagemic ADR Drivar. Packegings 2nd Bulk, sxcluding Clazsss 1 &7 Frogramme Mznsger)
ADR Driver: Tanks, sxcluging Classes 1 &7 Eroaramme lansas:
ADR Loading & Unloading Spedialist Frincicsltamin
Junicretts 'EDSGEmiC: ADR Drivar. Packegings and Bulk, exduding C\.Eséﬁ 1&7 FrincipslAdmin
ADR Driver Tanks, sxcluging Classs 157 ErinciczlAamin

vide Excellence in Professional Road Transport Training
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3.5 Scan and Attach General Manager’s Signature After Accreditation

ATls can scan and attach their scanned General Manager’s signature by using the AOL
ATl Module after having obtained accreditation in any IRU Academy training
programmes. The only restriction in this case is that only the ATI staff with the AOL role
of ‘General Manager’ or ‘Principal AOL Administrator’ can use this AOL module and
scan and attach their General Manager’s signature.

In case an ATI already has one or more accreditations already granted and no
accreditation requests which are not granted yet (AOL Accreditation Status ‘Started’ or
‘Pending’), applying the procedure described in this sub-section will affect all IRU
Academy programmes for which the ATI has already been accredited.

The procedure to follow in order to scan and attach an ATl General Manager’s signature
using the AOL ATI Module (after accreditation) requires the ATI Principal AOL
Administrator or General Manager to:

1) Logon to the AOL ATI Module using their appropriate login details (Username and
Password):

o
Lo

-

(= EEEL

0O IRU ACADEMY ON-LINE LOGIN

User Name: cmonoleg

Password: = essssssssse

ide Excellence in Professional Road Transport Training
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2) Click on the ‘Staff Management’ button when in the ATl Homepage:

00— -

TRy | WEB SITE |
e

| Staff Management

ACCREDITED TRAINING INSTITUTE - HOMEPAGE

Test Training Ltd
TTLtd

AMIIT Trrie Carte.

 Excellence in Professional Road Transport Training
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3) Click on the ‘ATl General Manager hyperlink in the upper part of the Staff
Management page:

T |
[ WEBSITE [ m

G0/ -

STAFF MANAGEMENT

LIST OF STAFF MEMBERS AND ROLES

Name First Name User Name

Monol Cayley| cmonoleq Liasion Person
Queenteas Cuntha gcuntha m
I ATI General Manager|

Name  First Name User Name Course Name Role
i Cayley ‘cmonoleq ADR Driver: Packagings and Bulk, excluding Classes 1 & 7 Programme Manager|
ADR Driver: Tanks, excluding Classes 1 &7 Programme Manager
ADR Driver: Packagings and Bulk, excluding Classes 1 & 7| Principal Admin
ADR Driver: Tanks, excluding Classes 1& 7 Principal Admln‘

' Excellence in Professional Road Transport Training
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4) Click on the ‘Signature’ button in the lower part of the Change Role ATI General
Manager page:

| WEBSITE [m

G0 O — -

Change Role ATl General Manager for:TTLtd

This role is now assigned to:

Select Existing Staff Memeber - |Please Select ||

Title: Please Select |~ ] Mobile : +12345679
Family Name: [Queenteas Email: [bgiovani6é@hotmail.com
First Name: [cuntna User Name: Jacuntha
Job Title Dean Password: [esnesnnees
Telephone: [+123a5678 Delete Staff Member: ]

I S

e Excellence in Professional Road Transport Training
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5) Click on the “Print Signature Form” button to produce a PDF signature form with
instructions on how to attach signatures:

EoeAcu il
| wessiTE [m

: e — ro—

SECTION vV
Instructor(s)

Submit Signature

INSTRUCTIONS FOR CORRECTLY SUBMITTING A SIGNATURE FOR
CUNTHA QUEENTEAS

No Signature Attached Yet

Browse...

IF YOU WISH TO INSERT A NEW SIGNATURE: Please click the "Print Signature Form” button below

ONCE YOU HAVE SCANNED YOUR SIGNATURE: Please click the “Attach Signature File” button below

Hemove Attach Print
Signatiire Signature File Signature Form
Submit &
ENIER | oot I Continue
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6) Print the PDF form, have it signed by the General Manager in the ‘Signature Box’
(using a thick pen and aligning the signature to the left border of the frame), then
scan the entire (A4 format) signed form in JPG format and save the scanned

image on your PC / network:

Signature Form
instructions and Signature Box

This procedure allows you to attach to your Application Form the electronic signature of the
person whose details you have just entered / viewed. This electronic signature will then be
automatically printed on IRU Academy Certificates, Diplomas and joining letters. This

signature can bs removed at any tims,

To attach a signature:

Have the person whose signature is fo be submitted sign in the signature bax below.

He or she should use a thick black pen, and sign within the frame.

2. Scan the page with the signaturs and save it in JPEG format (remember where you
saved your file).

3. Click the "Attach Signature File” button and follaw the instructions.

4, If you are not salisfisd with the result, start again.

1.

Signature Box.
Plaase sign within the frame bekow:

Accredited
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7) After having selected the file containing the scanned signature using the “Browse”
button, click on the “Attach Signature File” button and AOL will display the
attached signature on the page:

T
N t L.
iél.! a

Submit Signature

INSTRUCTIONS FOR CORRECTLY SUBMITTING A SIGNATURE FOR
Cuntha Queenteas

T .
e Lttt
_‘L‘_,J;_..._T_x P ren

5

IF YOU WISH TO REMOVE THIS SIGNATURE Please click the Remove Signafure File button below

Remove
Signature

e Excellence in Professional Road Transport Training

8) The process of attaching your General Manager’s signature is thus finished. Click
on the ‘ATI Home Page’ to return to the ATl Homepage or click on the ‘Back’
button to return to the Staff Management page.
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4 Instructor Management (After Accreditation)

The new AOL release enables all ATls to manage their instructors, both principal and
additional, for any programme they have already been accredited by the IRU Academy,
after the ATI has received the accreditation.

ATIs’ needs to add, remove or change their existing instructors between various IRU
Academy programmes for which they have already been accredited is thus greatly
facilitated and simplified as they no longer need to repeat the AOL accreditation process
to do this.

The only restriction in this new AOL release is that only the ATI's Principal AOL
Administrator or General Manager can manage the ATI's instructors using the AOL ATI
Module.

The procedure to follow in order to manage your instructors using the AOL ATI Module
(after accreditation) requires the ATI Principal AOL Administrator or General Manager to:

e Logon to the AOL ATI Module using their appropriate login details (Username and
Password):

O IRU ACADEMY ON-LINE LOGIN

User Name: cmonoleg

Password: = esssessssss

ide Excellence in Professional Road Transport Training
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» Click on the ‘Instructor Management’ button when in the ATl Homepage:

ACCREDITED TRAINING INSTITUTE - HOMEPAGE

Test Training Ltd
TTLtd

..............

e Excellence in Professional Road Transport Training

This will bring you to the AOL Instructor Management page using which you can add,
remove or change instructors. These actions are explained in more details in the sub-
sections below.
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4.1 Adding New Instructor After Accreditation

To add a new instructor and register all relevant details, after logging in the AOL ATI
Module and selecting the ‘Instructor Management’ function, the ATI's Principal AOL
Administrator or General Manager need to:

1) Click on the ‘Add’ button in the Instructor Management page:

WEB SITE

0 — e —

7 t ’_ -
iﬂl! » '._‘ _-‘

INSTRUCTOR MANAGEMENT

PRINCIPAL INSTRUCTORS
Name First Name User Name Course Role
Filipus Pricus pfilipus 69, ADR Driver Packagings and Bulk, excluding Classes 1 & 7 Principal Instructor
| Lazna| Santa| slazna| 9, ADR Driver: Packagings and Bulk, excluding Classes 1&7| Principal instructor|

ADDITIONAL INSTRUCTORS

Name First Name User Name

Lazna Santa slazna &9, ADR Driver. Packagings and Bulk, excluding Classes 1 &7 Additional Insfructor
| Yacina| Totana Totana Yacina| 69, ADR Driver: Packagings and Bulk, excluding Classes 1 &7 Additional Instructor

e Excellence in Professional Road Transport Training
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2) Select the course to which you wish to assign the new instructor, enter the
instructor’'s details (including User Name and Password), then click on the
‘Update’ button in the ATI Instructor Profile page:

| WEBSITE | m

0 00— -

Change Password

ATI INSTRUCTOR PROFILE
|69, ADR Driver: Packagings and Bulk, excluding Classes 1 & 7E|

Select Existing Instructor - [ Please Select |~

Title: m 5 Maobile : W
Famiy Name:  |Giovanowsky ~ * Email: [ogorky@getmailcom =
First Name: Gorky i User Name: W i
Instructor Type: | Principal Instructor [ =] *

Job Title : [Lecturer Setpesaion

Telephone: T — Semsnon: ,—l
Bitn Date: [ozNoviore Contey 5 A )

I Update

Cancel

EXxcellence in Professional Road Transport Training
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3) AOL saves the new instructor and displays him/her in the updated Instructor
Management page:

_ s =) %

hange Password f | Contact IRU Academy ATl Home Page
= . T— p—
' el
INSTRUCTOR MANAGEMENT

PRINCIPAL INSTRUCTORS

ADDITIONAL INSTRUCTORS
Name First Name  User Name

Lazna Santa slazna 69, ADR Driver: Packagings and Bulk, excluding Classes 187 Additional Insfructor|
‘ Yacina| Totana Totana. Yacina| 69, ADR Driver: Packagings and Bulk, excluding Classes 1 &7 Additional Instructor

EXxcellence in Professional Road Transport Training
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4.2 Removing an Instructor After Accreditation

To remove an existing instructor from your ATI’s list of instructors and disable his AOL
login, after logging in the AOL ATl Module and selecting the ‘Instructor Management’
function, the ATI's Principal AOL Administrator or General Manager need to:

1) Click on the ‘User Name’ hyperlink of the instructor who needs to be removed in
the Instructor Management page:

» . ——= i3} ' g
= ATl Home Page
[ SN

Change Password | Contact IRU Academy 1

INSTRUCTOR MANAGEMENT

PRINCIPAL INSTRUCTORS

Name First Name User Name Course Role
Filipus Pricus piilipus 69, ADR Driver. Packagings and Bulk, excluding Classes 1 &7 Principal Instructor
Giovanowsky Gorky aggorky| 69, ADR Driver: Packagings and Bulk, excluding Classes 1 &7 Principal Instructor
Lazna Santa slazna 69, ADR Driver: Packagings and Bulk, excluding Classes 1 &7 Principal Instructor

ADDITIONAL INSTRUCTORS

Name First Name User Name Course
Lazna Santa 2202 69, ADR Driver. Packagings and Bulk, excluding Classes 1 &7 Addifional Insfructor
Panther Pink ppin 69, ADR Driver: Packagings and Bulk, excluding Classes 1 &7 Addifional Instructor
Yacina Totana|  Totan S 69, ADR Driver- Packagings and Bulk, excluding Classes 1 &7 Addifional Instructor

le Excellence in Professional Road Transport Training
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2) Select the ‘Delete Instructor’ check-box, then click on the ‘Update’ button in the
ATI Instructor Profile page:

= oAk

O'0 {3}

_' WEB SITE |[mi
(s)

ATI Home Page

ATI INSTRUCTOR PROFILE

Title: I Dr : 3 Mobile : |+1 2345679
Family Mame: IPanther E Email: Ippanmer@getmail.cnm "
First Name: IPink L User Name: Ippink =
Job Title : IAssistent
ange password:

Telephone: |+12345578 hance b —

_ Delete Instructor:
Birth Date: IMJ ul-1993

| i

Excellence in Professional Road Transport Training
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3) AOL marks the selected instructor as deleted and displays the updated Instructor

Change Password ! | Contact IRU Academy ATI Home Page
= -— " | — —
; ! [ = Y
INSTRUCTOR MANAGEMENT

PRINCIPAL INSTRUCTORS

Name First Name User Name Course Role
Filipus Pricus pfilipus| 59, ADR Driver: Packagings and Bulk, excluding Classes 1 &7 Principal Instructor|
Giovanowsky Gorky agorky 69, ADR Driver: Packagings and Bulk, excluding Classes 1 &7 Principal Instructor
Lazna Santa slazna 59, ADR Driver. Packagings and Bulk, excluding Classes 1&7 Principal Insiructor|

ADDITIONAL INSTRUCTORS

Name First Name User Name Course Role
Lazna Santa slazna 69, ADR Driver Packagings and Bulk, excluding Classes 1 & 7 Additional Instructor]
| Yacina| Totana| Totana.vacina| 69, ADR Driver: Packagings and Bulk, excluding Classes 1& 7| Additional Insiructor|

» Excellence in Professional Road Transport Training
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4.3 Changing an Instructor After Accreditation

To change an existing instructor to one of your ATI's training programmes under IRU
Academy accreditation, after logging in the AOL ATl Module and selecting the ‘Instructor
Management’ function, the ATI's Principal AOL Administrator or General Manager need
to:

1) Click on the ‘Role’ hyperlink of the instructor you need to replace in the Instructor
Management page (e.g. ‘Additional Instructor’ Santa Lazna needs to be replaced
with Gorky Giovanowsky):

@) —— a8
py W -
.
A s :
INSTRUCTOR MANAGEMENT

PRINCIPAL INSTRUCTORS

Name First Name User Name Course Role
Filipus Pricus pfilipus 69, ADR Driver: Packagings and Bulk, excluding Classes 1 & 7 Principal Instructor|
Giovanowsky Gorky qgorky 69, ADR Driver: Packagings and Bulk, excluding Classes 1 &7 Principal Instructor|
Lazna Santa slazna 69, ADR Driver: Packagings and Bulk, excluding Classes 1 &7 Principal Instructor|
Giovanowsky Gorky agorky 70. ADR Driver: Tanks, excluding Classes 1 &7 Principal Instructor|

ADDITIONAL INSTRUCTORS

Name First Name User Name Course Role
Lazna Santa slazna 69, ADR Driver. Packagings and Bulk, excluding Classes 1& 7 Additional Instructor
| vacina| Totana| Totana.Yacina| 69, ADR Driver. Packagings and Bulk, excluding Classes 18 7| Additional Insiructor|

Excellence in Professional Road Transport Training
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2) Select the instructor with whom you want to replace the selected instructor from
the ‘Select Existing Instructor’ dropdown list, then click on the ‘Update’ button:

OO — e —

M‘gﬂﬂ i | weBSITE [
P

=

J Change Password Contact IRU Academy ATl Home Page

= - — J—
[ 5

Change Additional Instructor for:
69, ADR Driver: Packagings and Bulk, excluding Classes 1 &7

Select Existing Instructor -

Please Select

Please Select

Title: Prof|Filipus Pricus Mobile : +12345678

Giovanowsky Gorky
Family Name: Lazn; Email: slazna@getmail.com "
First Name: San tiyacina Totana User Name: slazna »

el
Job Title e Remave Instructor: ]
o TR
Birth Date: T —

cancet m

. Excellence in Professional Road Transport Training
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3) AOL returns to the Instructor Management page updated as per your changes:
= el

TOI0O — e —

A

INSTRUCTOR MANAGEMENT
PRINCIPAL INSTRUCTORS
Name First Name User Name Course Role
Filipus Pricus piilipus 69, ADR Driver: Packagings and Bulk, excluding Classes 1 &7 Principal Instructor|
Giovanowsky Gorky agorky 69, ADR Driver. Packagings and Bulk, excluding Classes 1 &7 Principal Instructor
Lazna Santa slazna 69, ADR Driver- Packagings and Bulk, excluding Classes 1 &7 Principal Instructor|
Giovanowsky Gorky agorky 70, ADR Driver: Tanks, excluding Classes 1 &7 Principal Instructor|

ADDITIONAL INSTRUCTORS

Name First Name User Name Course Role
Giovanowsky Gorky agorky 69, ADR Driver: Packagings and Bulk, excluding Classes 1 &7 Additional Instructor|
Yacina| Tutana| Totana Yacina‘ 69, ADR Driver. Packagings and Bulk, excluding Classes 1 & ?| Additional tnsln.rclw|

Excellence in Professional Road Transport Training
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5 Class Management

This chapter explains how Classes can be created, viewed and modified.

From your ATI Homepage, click the “Class Management” button. You will see the

following screen:

WEB SITE
— . 25

—

. = | Create New Class
_| Change Password | Contact IRU Academy

CLASS MANAGEMENT

Class ID:  |Please Select -I

Class Name Class ID Start Date End Date Students in Class Seats Left  Delete
ADRLosders-Class1-2011 TTRCOADRTT12 08-0ct-2011 08-Oct-2011 5 5 ]
ADR1-Class1-2011 TTRCOADRES1O 05-Cct-2011 05-Cct-2011 10 a C
ADR2-Clsss1-2011 ITRCOADRTO1 05-0ct-2011 05-Cct-2011 8 = I

Worldwide Excellence in Professional Road Transport Training
Class Management

This screen contains two sections.
The first section contains a “Class ID” drop down list, and a “Select” button.

The second section contains the following columns:

Class Start End Students in
Name Class ID Date Date Class Seats Left Delete
Thle alpphcart]lon Click
Thisis a . Number of calculates the this
The name svstem- The first | The last seats number of seat check
you assign y day of day of you allocate to a
generated allocated to ; box to
to the class class class class minus the
code the class delete a
number of seats
class
already reserved
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5.1 Create a New Class

To add a new class, click the “Create New Class” button on the Class Management
screen. The following screen will appear:

===

SO

TTR - NEW CLASS CREATION

ProductName: | Please Select =1
Class Name: Location; ATl BOOKING CONTACT
Class 1D: Name:

Language: [Plesse Select 5| InstruclorName:  [Piease Seiect 7] Phone: e
- o e
e | -:\nac;emy\!senbmSli-:e: . Email: ’7
Days In Tatal: [ Dessistion S et site |
SestinTomt |
Avsilable Seats: ’7

. dwide Excellence in Professional Road Transport Training
New Class Creation

This screen contains the following fields:

Field Name Type Action
Product Select the PP Name from the drop | This information is
Name Mandatory down list. generated by IRU

This allows the ATI to
Class Name | Mandatory | Enter the class name for this class. | give a name to each

class
Application- This code is unique for
Class ID generated every class
Language Mandator Select one of the languages from This is the language
guag Y | the drop-down list. used in the class

You can modify this
information after as long
as no Examination Date
is specified for any of
the students in the

Enter the day and the time in the
Start Date Mandatory | format DD-MMM-YYYY hh:mm
Eg 05-Dec-2005 08:30

The time is optional

same class
End Date Mandatory For information only
. Enter the number of days the This is used to calculate
Days in Total | Mandatory course will last the Seats in Total
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Seats in Enter the total number of seats
Total Mandatory | (students) you can accept into this
course
Calculates the number
Available Application- of seats you allocate to
a class minus the
Seats generated
number of seats already
reserved
Location Optional
Instructor Optional For information only
Name
Description Agﬁ!?;i%n'
IRU Fee 9 This information is
Application- generated by AOL
(CHF) Per enerated
Graduates 9
ATI BOOKING CONTACT
Name Mandatory IRU needs this
Phone Mandatory information to contact
Fax Mandator the ATI about this
y course
Email Optional For information onl
Website Optional y
Published . . . If this box is not ticked,
On IRU : CI'C!( this Ch.ECk'bOX i you want students cannot see this
Optional the information to be published on
Academy . class on the IRU Web
. the IRU Web Site. :
Web Site Site

Click the “Create” button, and enter the information in each field.

If you fail to enter information into any mandatory fields, a warning message will be
displayed when you click the “Update” button:

ridwide Excellence in Professional Road Transport Training

Accredited
Training
—_— Institute

—
e, EEEEE

I Soo——
| &

TTR - NEW CLASS CREATION

Sorry, the Location, Instructor Hame, Email and Web
Address fields may be left blank. All other fields are
[Mandatory! Please correct and try again!

Aca
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The completed screen will then look like this:

| wes iTE [
(e)(e)(a] "o

U
' | Students In Class ) 4 '

s S ——
Contact IRU Academy

TTR - ADR1-CLASS2-TEST

{Product Name: |69, ADR Driver: Packagings and Bulk, excluding Classes 1 &7  |[&]
Class Name: ADR1-Class2-Test Loeation: E Corporate Building ATI BOOKING CONTACT
Class 1D: TTRCOADRES 14 Room 124 Name: Juniorette Academic
Language: English w| Instructor Nams: Hbonga Goodknigh vI Phone: 12345678
s IRU Fee {CHF) Per
: 06-Oct-2011 00:00 1.787E8 ;) 12345679
Start Date: il , Fax:
Eod Diake: [06-0ct2n11 00:00 Amdmy“f::bgﬂe: I Email: jacademic@coldmail.|
Dsys In Total 1 Desaription: ouwill study the |5 Byoh Siiel o ttr.edu.za
subjects set out in
fthe ADR
Agreement. All
Seats i 5
Rl fthese subjects are
professicnally _'I

Avsilzbls Sests: 5

vide Excellence in Professional Road Transport Training

Once you have entered all of the data, click the “Update” button to confirm. This will
register the new data in the database, and change the heading of the above screen from
“New Class Creation” to the name of the course — in this case “ADR Test Class 1”.

To cancel your data entry, leave the screen by, for example, clicking the “Back” button.
The data will be lost.

You can now add students to the class by clicking the “Students in Class” button
(described in section 7.1).

Alternatively, you can click the “Back” button to return to the “Class Management”
screen, from where you can create another new class, or modify or delete an existing
one.
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5.2 View or Modify a Class

NOTE: You can modify a class as long as no Examination Date has been entered for
any of the students enrolled in the class!

To view or modify an existing class, you must first select the class. There are two ways
of doing this:

1. Inthe upper section of the screen, click on the Class ID drop down list. Scroll the list
until you find the ID of the class you wish to modify, and then click the “Select”

button:

| wes SITE |
(s}

— -

= | Create New Class
__| Change Password ‘ Contact IRU Academy

Class ID Students in Class Seats Left  Delete

ADRLos ITRCOADRTTIZ 0E-0ct-2011 06-0ct-2011 5 5 C
ADR1-Class2-Test TTRCOADRES 1S 06-Oct-2011 08-Oct-2011 1] {m}
ADR1-Class1-2011 TTRC! 10 05-0ct-2011 05-0ct2011 10 o |
ADR2-Clszz1-2011 TTRCOADR7011 05-Oct-2011 05-Oct-2011 [ 8 [ & | m|

_ ide Excellence in Professional Road Transport Training
Class Management

2. Scroll the lower section until you find the class you wish to modify, and then click the
hyperlink in the “Class ID” column.

Either of these actions will give you the following screen:
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—
T | WEB SITE [
® 000 O™

= 3

> | Students In Class
———
‘ Contact IRU Academy

TTR - ADR1-CLASS2-TEST

{ProductMame: |63, ADR Driver Packagings and Bulk, excluding Classes 127 |5

N ADR1Class2-Test o o [FTR Corporste uilding ATI BOOKING CONTACT
Cles 1D TTRCOADRES14 Room 124 Name Juniorette Academic
Lsngusge English +| Instructor Name: Nbonga Goodknigh ‘~'| Fhone 12345678
g ST R ] ) o
06-Dct:2011 00:00 178769 12345679
Start Dste o ke Fax
End Date: 06-Cct-2011 00:00 :""“"'E:x;‘h";'i-:e ~ Email: jacademic@coldmail.y
Days In Total 1 Desaiption: [You will study the <]y o warve tiredu. 22
subjects set out in
lthe ADR
5 Roreement. All
Seat iy okl lthese subjects zre
focoicscoraie B
Ausilsble Seats [B

You can now modify the data on this screen, except for the application-generated data,
in grey. The fields are described in section 6.1, “Create a New Class”.

Click the “Update” button to confirm your changes.

The updated screen will look like this:

|'= WEB SITE
23t I8
' : - | Students In Class
EE—— S e
| Contact IRU Academy

TTR - ADR1-CLASS2-TEST

{Productflame: |69, ADR Driver- Packagings and Bulk, excluding Classes 127 5

Clas N [ADR1Clzss2-Test Voration: r‘I'TR Corparate Building ATI BOOKING CONTACT
Class 1D: TTRCOADRES14 Room 124 Name: Juniorette Academic
Instructr Name: Nbonga Goodknigh[5] Phone: 12345678
IRU Fe= (CHF} Par
: 06-Oct-2011 00:00 1. TETES : 12345679
Start Date S Fax
Futlished On IRU - -
: 06-Cct-2011 00:00 : academic@eoldmails
End Dats: = HpebE. Email: i @
Desoription: [You will study the =] oy g . ttr.edu. 23
subjects setoutin

{the ADR

’—1
. & Agreement. All
Seats In Total: fthese subjects are
5

Language:

Days In Taotal:

professionally J
Avyzilsble Seats:

Excellence in Professional Road Transport Training
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To cancel your data entry, leave the screen by, for example, clicking the “Back” button.
The changes will be lost.

Note that you can print certificates/diplomas from this course, once it is finished. For an
explanation of this, see section 8.2.

5.2.1 *“Students in Class”

You can also get a list of students from the Class screen (above) by clicking the
“Students in Class” button. The following screen appears:

:17]

On Line (AOL) e, EEEER

= MmO v o B ey et e S

%) Date T

Bigmum Madams 278807 ’_ 7] 7] ’7 ’7 |
D |  Bigshat | MMgdriver | Sretss ] [ m | = [ I [ o
= | Driver | Madame | 4e7ose [ | m | = | [ |
Mr Driver . Trudc . 2382427 ’_ . ] | ] | | . |
Dr | rowsall | Wissguy | otosst || ® [ = [ | n
Mr [ Nicefzllow | Someone | 248180 | | ’_ | & | |_ | | . O
Dr | Rippa | Cheuffeur | 208848 || [ ®m | = [ [ |
Mc | Seves |  Butfler | 435145 B m | m | [ o
Iisz Shoferskays [ oditzlks [ 2z0328 l_ . B . {7 | | | |
Mi= | Sostto | Soella | 1852907 B E| & [ I

Add Hew Print
pin el
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5.3 Delete a Class

NOTE: You cannot delete a class after the Start Date!

To delete a class, locate the desired class from the second section of the “Class
Management” screen, then check the “Delete” check box as shown below.

= | Create New Class
e TELL —
‘ Change Password ‘ Contact IRU Academy

Class Hame Class 1D Start Date Students in Class Seats Left  Delete

ADRLosders-Clsss1-2011 JTRCOADRTTIZ 08-0c-2011 08-Oct-2011 5 5 l_
ADR1-Class2-Test TTRCOADRES1S 08-0ct-2011 08-Oct-2011 o 5 :F:
ADR1-Class1-2011 ITRCOADRES10 05-0ct-2011 05-0ct:2011 10 a '
ADR2 Class1-2011 TTRCOADRTO11 050e2011 | 050a2011 | & [ 2 (m

ide Excellence in Professional Road Transport Training
Click the “Update” button to confirm the Delete operation.

To confirm Class deletion, you must click “Yes” on the following screen:

Ty L

= | Create New Class
P (e
l Change Password | Contact IRU Academy

CLASS MANAGEMENT

Are you sure that you want to delete the selected
Classes?

Excellence in Professional Road Transport Training

m #_;mg”ﬂd Page 116 of 182 pages
Institute

Academy International Road Transport Union » IRU Academy Academy
3, rue de Varembé = B.P. 44 « CH-1211 Geneva 20 = Switzerland
Tel: +41-22-918 20 51 = Fax: +41-22-918 27 41 = E-mail: academy@iru.org * Web: www.iru.org/academy




The class will then be permanently deleted. This class will no longer appear in the list of
ATI classes.

6 Student Management

Information about students who have taken courses, or who are about to take courses,
is stored in the ATI database. This section explains how to enter information on a new
student, and how to change information on existing students. This is done from the
“Student Management” page.

From your ATl Homepage, click the “Student Management” button. You will see the
“Student Management” screen:

STUDENT MANAGEMENT

QUICK STUDENT SELECTOR
HName: First Hame:

Student |0 Diploma 10:
Diploma Examination Date: From: "To:

Student Management

This screen contains, at the top, the “Quick Student Selector” to locate existing students.
The use of this Selector is explained in section 6.2.1.
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6.1 Create a Student

There are two ways to create a student in your ATI's database:

e If the student has never taken a course at any ATI before, enter his / her data by
clicking the “Create New Student” button.

¢ If the student has taken one or more courses at another ATI, click the “From Another
ATI” button to copy the details.

6.1.1 Create New Student — Student Profile screen

Click on the “Create New Student” button. The “Student Profile” screen appears:

— oAk
o, #) o (Y L

STUDENT PROFILE

PERSOHNAL DATA PROFESSIONAL DATA —

Title: Please Select » | Employer Name: ’7

SELERE m: © p O [Job Title: View The Graduate
" Private Page

Family Mame: Addrezz 10

User Intent:

First Name: Addrass 2 11 =
Birth Date: Address 3;
View
Place Of Birth: City:
Country Of Birth: |Please Select vI State:

Address 1: liPmlmﬁe:li e
— Hides

Address 3; Postal Code Suf:

Addrezs 2 Country: Please Select -

City: Telephone: —

State: Mobile:

Puostal Code Pre: Fax:

Postal Code Suf Email:

.

From Ancther
Country: Please Select x| A'_r'ilr_“ ki

2 Excellence in Professional Road Transport Training
The screen is divided into three columns:

e First Column: Personal Data
e Second Column: Professional Data
e Third Column: Graduate Data

Each of the fields in the first two columns is described in the tables below. The third
column, not relevant for creating a new student, is described in section 6.1.1.3.
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6.1.1.1 First Column: Personal Data

Field Name | Type Action
Title: Mandatory Select the _ title from the
drop down list
) Click the radio button M
Gender: Mandatory (Male) or F (Female)
Family
Name: Mandatory
First Name: | Mandatory . .
Birth Date: Mandatory Enter the information
Place Of
Birth: Mandatory
Country Of Mandator Select the country of birth
Birth: y from the drop down list
Address 1: | Mandatory
Address 2: | Optional
Address 3: | Optional Enter the information
City: Mandatory
State: Optional : -
——1 For information onl
Enter the Postal Code; if it I I y
Postal Code o
, Mandatory is in two parts, enter the
Pre: -
prefix (first part)
Postal Code If the Postal Code is in two
: Optional parts, enter the suffix (last
Suf:
part)
Select the country of
Country: Mandatory residence from the drop
down list
Telephone: | Mandatory
Mobile: Opt!onal Enter the information
Fax Optional
Email Mandatory
Select the principal
Language Mandatory language spoken by the

student from the drop-
down list

Accredited
Training
Institute
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6.1.1.2 Second Column: Professional Data

Field

Type

Action

Employer
Name:

Job Title:

Address 1:

Address 2:

Address 3:

City:

State:

Postal Code
Pre:

Postal Code

Suf;:

Country:

Telephone:

Mobile:

Fax:

Email:

Optional

Enter the

information

For information only

From Another
ATI:

Student ID:

Password:

Viewing Code

System-
generated

No action

Indicates whether this student
first took a course at another
ATI

Communicated to the student
via the joining letter, so that
he/she can access the
Diplomas/Certificates

Enroll in Class

Close Graduate
Web Site

Optional

class
drop

Select a
prom the
down list

If you select a class and click
“Update”, the student is
registered in that class

Click this check
box if you wish to
close the Student’s
web site

Enter Personal and Professional Data, and click the “Update” button.

You will see the following screen, shown it two views with different scrolls to give the

complete list of fields:

EN/RU|

Academy

Accredited
Training
Institute
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6.1.1.3 Student Profile — Completed

wes sie | m
 —

000

STUDENT PROFILE

Sinieann PROFESSIONAL DATA 8
Tite for Bl
G=noer M ® g O |dob Title: [ View The Graduate
ficeletow | " Frivate Page
Family Name:  [licefellow PR
User Intent:
First Name. Somecne Ak 21 ’7 ,ﬁ
Birth Date: prouterz Addressa:
View

Flace Of Bith:  |Someplace City:

Country OF Birth: | South Africa < stat=

Address 1; licestreet 123 Postal Cods Fre: LentificatesiDiplomas.

e Hide

Address 2: Postal Code Suf:

Address 3. Country: Please Select hd
: lcomenlaoe. | [hE

City: | P T et

State: Mebile: 12345676
Postal Code Pre: |12300 Fax:
-

10— -

STUDENT PROFILE

oo T T T =

Flacs Of Bith:  |Scmeplace City: |

Country OF Birth: | South Africa vl State: ]

Address 1; Nicestreet 123 Paostal Code Fre: ’7 el
Hide

Addrass 30 0 ]
Address 3; Country: [Please Select 5]
City: [someplace Tl [y
State: Metile: W
Postal Code Fre: 12300 Fag

Postal Code Suf:
e

‘Country: South Africa AI:T“
Teleghone:  [12345678 Studentin:  [545180
IMebilz: 12345676 e sasasane
Fax: 112345679 Viewing Cods: 6461308
Emasil: snicefellow@coldmail Enrcll In Class: | Please Select ¥

i : —] Close Graduate
Language: English YI Vieh Site: I —;

e Excellence in Professional Road Transport Training
Student Proflle upper and lower scroll
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Mandatory fields are in light yellow.
To enrol a student in a class (second column, bottom), see section 7.2.

6.1.2 Student “From Another ATI"

Click the “From Another ATI” button on the “Student Management” screen. The “Student
Profile” screen appears:

STUDENT PROFILE

|+

PERSCHNAL DATA PROFESSIONAL DATA
Title: Please Select - I Employer Name:
Gender. me € Job Title: View The Graduate
—— ——————————— Private Page
Family Name; Address 1,
User Intent:
First Mame: Address 2t 3T j
Birth Date: Address 3
Wiz
Place Of Birth: City:
Country Of Bitth: |Flease Select vI State:
Agaress 1 Postal Cods Pra: e
Hios
Address 2; F'ustal Code Suf:
Addrazs 20 Dounh'y Please Select -
City: Tzlephone: el
State: Mokbile:
Paostal Code Pre: Fax:
Paostal Code Suf: Email:
5 Pravivus Enrolinants
Country: Please Select o] Lo Another E =

ide Excellence in Professional Road Transport Training
Student Profile — From Another ATI

Note that it differs from the “Student Profile” screen for adding a new student in that all
fields are greyed out except Student “Birth Date” and “Student ID”, and that the “From
Another ATI” check box in column two is checked.

Enter data in the two open fields, and click the “Validate” button. If the student has
already taken a course at anther ATI, you will see the “Student Profile” screen filled out
as in section 6.1.1.3 above. Press the “Update” button to complete.
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If you enter data which does not match a student at another ATI, you will see the
following error screen:

i I
| WEBSITE [ =

Foyw—

STUDENT PROFILE

This is not a valid Student ID and / or valid Date of Birth

EXxcellence in Professional Road Transport Training

You should check your data.
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6.2 Modify an Existing Student

If you wish to modify information on an existing student, you first need to select the
student from the “Student Management” page. You do this with the “Quick Student
Selector” at the top of the page.

6.2.1

“Quick Student Selector”

e

Fo L 3] L

MH_IOHEI __B SITE E

C ST

-

STUDENT MANAGEMENT

QUICK STUDENT SELECTOR

Hame: First Name: m
Student ID: Diploma 10: “
Diploma Examination Date: From: "To:

ldwide Excellence in Professional Road Transport Training

The “Quick Student Selector” contains the following columns:

Name First Student | Diploma ID Diploma Diploma
name ID Examination | Examination
Date : From | Date: To
The first day | The first day
, - of the period | of the period
Student's Student’s A 6 digit A 16 character code, when the when the
(last) f code, d d
family irst e.g e.g. student may | student may
name Nl ATITCOADR5240100 have taken have taken
name 485466 an an
examination | examination

There are two ways to select students:
o click the “All” button in the top section to get a list of all students
. enter data on the student in one or more of the above fields, and click the “Select”

button, to get a list of selected students.

m Tfam}ng
—_— Institute

Accredited

Academy
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6.2.2 List of Students

In both cases, you will see a list of one or more students in the second section:

-l

by 15} L

TCoop l;

N0I0/0 =0 =g

STUDENT MANAGEMENT

QUICK STUDENT SELECTOR

Name: Driver First Mame: m
Student ID: Diploma 10: “
Diploma Examination Date: From: "To:
T an T an
First Name Family Name Student ID Diploma ID Hide Diploma c“’;‘:""b
Madame Driver 467084 ol |
Truck Driver 382427 F |

ldwide Excellence in Professional Road Transport Training

In the second section, the data is displayed as in the first four fields of the “Quick
Student Selector”. There are also two check boxes, “Hide Diploma” and “Close Web
Site”.

The list can be printed by clicking the “Print” button.

Three actions are possible from this screen:

e Click one of the check boxes to hide a Diploma or close a Web Site.
Click one of the Diploma ID hyperlinks to display that Diploma.

e Click a Student ID hyperlink to display the student Profile screen of that student.
The student information can then be viewed or modified.

6.2.2.1 Hide Diploma, Close Web Site Check Boxes

Click the “Hide Diploma” check box next to any diploma, then click the “Update”
button, in order to hide this diploma from viewing on the Web site.

Click the “Close Web Site” check box next to any student, then click the “Update”
button, in order to hide this student’s Web site.

Accredited
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In the case where there are multiple diplomas or multiple students, clicking on the
“All” check boxes above the “Hide Diploma” and “Close Web Site” columns selects
all the diplomas or students. For example, all students’ web sites have been selected
for closing in the following screen:

STUDENT MANAGEMENT

QUICK STUDENT SELECTOR

i ¥ anl
First Name Family Name Student ID Diploma ID Hide Diploma CL";’:‘M
TMadame Driver 467084 7 e
Truck Driver 282437 i <

Excellence in Professional Road Transport Training A

Clicking the “Update” button will now close these students’ web sites.
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6.2.2.2 DiplomalD

Click one of the Diploma ID hyperlinks (for example TTRCOADR6910103) to display
that Diploma in PDF format.

Truck DRIVER

c

i of F i C
in Dangerous Goods by Road (ADR)
- ADR Driver: Packagings and Bulk, excluding Classes 1 &7 -
M e e b e A e e e
———

Toa g
i d s
1 ey vrain b et oy v Dk, T e o

11K}
g pbohee
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6.2.2.3 Student ID — Student Profile screen

Click a Student ID hyperlink (for example 328427) to display the Student Profile
screen of that student.

[ wes SITE |
(s}

Soloo i —

STUDENT PROFILE

PERSONAL DATA PROFESSIONAL DATA =

Title: nir | Emplayar Nsma:

Gandar M ® £ O Job Title: View The Graduate

Private Page
Family Name:  [Driver Addrass 10
User Intent.
First Name: ruck Address 2 T 5
Birth Date: 01-Feb-1373 Address 3
View

Plece OfBirth; [riverplace  gity: [

Country Of Birth: | South Africa =] State:

Aadress 1 Priversweet 123 PosmiCosepe| | CedificaiesDinlomas
Hids

Addrass Postal Code Suf: Tt e

Address 2: Country: [Please Select || I rrCosDRIwitIes

City: Priverplace  |Telephone: | [ 1

Ststs Mebila: 12345676

Postsl Coge Pra: 12200 Fax = =i

Fostel Code Suf: Emsil w

ol [South aica o] Lo Aneinee r

[ wes sire | o

“0l00 -

STUDENT PROFILE

e ) e T =
e —————
Country Of Birth: [ South Africa | state: ]
Addrass 1; ,mpm;mpuli  Certifioates Diplomas
Hid=

Adgirass ¢ Pestel Cods Suf: r e
Address 3 Country: Please Select o] I rrecosommim
City: Driverplace et
Stale: Mcbile: 12345676
Postal Code Pre: |12200 Fax:
Postal Code Suf: Emsil:

"
Country: South Africa -1 F_'“'_“ i

ATI:

Telephone:  [12345673 Student I 382427
Mobile: 12245676 Pwird: T
Fax [12345679 Viewing Code:  |5296863

Emasil: driver@getmail.com Enrell In Class: Please Select »
_ - ] Close
Langusgs [English I g ] =
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The student information can then be viewed or modified. Any changes must be
confirmed by clicking the “Update” button.

Note that because this is an existing student, the Third Column of the “Student
Profile”, Graduate Data, is how relevant. The other two columns have already been
described in sections 6.1.1.1 (Personal Data) and 6.1.1.2 (Professional Data).

6.2.2.4 “Student Profile” Third Column: Graduate Data

The first two columns of the “Student Profile” are described in section 6.1.1. The third
column consists of:

. the box “View The Graduate Private Page”

. the box “Certificates/Diplomas”

° the button “Previous Enroliments”.

The elements in this column are only relevant for existing students.

6.2.2.5 “View the Graduate Private Page”

This window has a drop-down list “User Intent” with three options:
1J1

/P1

/STUDENTS1

A list of certificates which the student has obtained from IRU can be seen on the
Graduate’s private web pages. Each graduate has three private web pages. They are
identical, except for the promotional message at the beginning. The graduate is given
three viewing codes, one for each page. The three pages relate to:

Job inquiries, suffix /J1
Professional activities, suffix /P1
Private student activities, suffix /STUDENTS1

By choosing the appropriate suffix from the drop down list, you can view any of these
pages. Click on any of these options and view the web page.
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MR TRUCK DRIVER

Site by any person
inereatter referred to

TRUCK DRIVER has received the Internztionzlly Recognised IRU Aczdemy Certificate of F in Dar Goods by Road
[ADRY znd is thus 2n excellent candidate for 2n ADR Driver pesition.

las the "User"} implies
leutomatic and full
lscceptance of the
[Ferms snd Conditions
lof Use listed belowr:
|nccess to Information
and Documents: The
lobjective of this IRU
lieh Site is to
promote access to
infarmation ftext,
images, drawings,
lete. and to
ldocuments relating to
he IRU's objectives
|sctivities and
lschievements
[Access to most
infarmation and
[decuments is open to
he public, access to
some is available to
paying suscribers,
hile acoess to the

View My On-Line Résumé

Certificate of i Ci in Dai Goods by Road [ADR}. ADR Driver: ings and Bulk
Classes1&7

TEST Training
AP mcasmmssiones

Certificate of i in D Goods by Road (ADRL ADR Driver: Tanks, ing Classes 187

TEST Training

lwide Excellence in Professional Road Transport Training A _

Click on the hyperlink code of any of these documents (for example
TTRCOADRG6910103) to see the document.

6.2.2.5.1 “Certificates/Diplomas”

Also in the third column of the “Student Profile” screen is the “Certificates/Diplomas” box.
This scroll-down box lists the codes all the Certificates and Diplomas earned by the
student.

Clicking the hyperlink of the code will display the Certificate/Diploma in a separate
window.

Click the “Hide” check-box, and click the “Update” button, so that the link to this
Certificate/Diploma is not displayed on the Web site.
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6.2.2.5.2 “Previous Enrollments”

This page also has the button “Previous Enrollments”. Clicking on this button will show
you previous courses that the student has taken at your ATI.

STUDENT PREVIOUS ENROLLMENTS

Student ID: 383427
Family Name: DRIVER
First Name: TRUCK Teoday's Date: 05.Cct-2011
Class Name Start Date End Date Certified
ADRLosders-Class1-2011 08-0ct-2011 08-0ct-2011 ]
ADR1-Cless1-2011 05-0c-2011 05-0ct-2011 E
ADRZ-Cless1-2011 [ 05-0ct-2011 [ 05-0ct-2011 |7

[ wes SITE | m
(e}

000 -

STUDENT PREVIOUS ENROLLMENTS

Sorry, there is no Previous Enrollment data
forEXAMPLE SOMEONE!

de Excellence in Professional Road Transport Training
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6.3 Delete a Student

A student cannot be deleted. Hiding his / her diplomas and closing his / her Web Site
(see section 6.2.2.1) will serve in blocking information on that student reaching the
outside.

7 Add (Enroll) a Student to a Class

There are two ways to add a student to a class:

o from the “Class Management”, select a class, then click the “Add a Student”
button. You may do this when you first create the class, or when you have several
students to add to the same class. Note that the student(s) must already be in the
ATI database.

. from the “Student Management” function, “Student profile” page, create or select a
student, then click the “Enrol in Class” drop down list from the “Student Profile”
screen. You may do this when you first create a student. Note that the class must
already be in the ATI database.

7.1 Add a Student from Class Management

Click the “Add New Student” button from a selected class “Class Management” screen:

' R u : o = peACk )

y On Line (AOL) 1l s

10100 -

o

Examinafion Cerfificate Diploma

First Name Student ID  Diploma ID Date Le#ier Printed

Select

Bigmum Madams

Mr . Driver . Trudk ’_ . E . ] | | |
Mr [ Nicefzllow | Someons . 546180 . ’_ . r . 7] | | |
Mr | Sarves | Buttler . 4325145 . ’_ . | 7] . | 7] | | O
Iiss Shoferskaya Voditelka 850868 l_ ]  En] | | ]

Add New Updsis Print Ceriificaissl
Student " Diplomas
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and you get the following screen:

NOI0/0 "0 "=

7

| Contact IRU Academy ATl Home Page
A= -

TTR - STUDENTS LIST

Family Name: First Name:

e EEEET
L d

e Excellence in Professional Road Transport Training

7.1.1 “Add New Student” Box

Note that this box only appears if students can be added to the class, that is, if the start
date of the class has not yet passed.

You can select a student with this box in two ways:

o To get a list of one or a limited number of students, enter data for the student(s) in
any one of the three fields (“Family Name”, “First Name” and “Student ID"), can
click the “Select” button.

. To get a list of all students, click the “All” button.

You will see a list of the student or students which fit your selection. In the example
below, the student with Family Name “some” was selected:
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[ wes SiTE |m

(e)e)e) To—C

TTR - STUDENTS LIST

Family Name: |S0ME First Name:
Student ID:

Someone Example B74877 m

gde Excellence in Professional Road Transport Training

To add a student to the class list, click the yellow “Select” box on the right, and then click
the “Update” button.
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You will return to the previous page, and the student will have been added to the class
list:

{ wes SiTE |

(s)(e}e} om—

ADRLOADERS-CLASS1-2011

Result Examinafion Cerfificate Diploma

Family Name First Name Student ID  Diploma IV (%) Pass Disfinction Date Lefter Printed Select
Mrs Bigmum Madams 278807 ’_ ] = r
Me | onver | Medame | dovoss | (| ® | & [ [ o
Tr [ Driver [ Trudk [ 380497 [ ’_ | E [ { =] | | | I
Me | Micfeltow | Someone | 848180 . ] | o | = | [ r
M Servez Buttler 435145 | = | [ |
M= | Shoferskaya | Voditelka | EE0BEE . l_ || | = | [ m|
Sir [ Someone [ Examplz . E74877 . ’_ . & . E | | | L]

Add Hew a
e

 Excellence in Professional Road Transport Training
You can now repeat the operation, if you wish.

Note that you can also print diplomas from this page. This operation is described in
section 8.2.
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7.2 Add (Enrol) a Student from Student Profile Page

Select a student with the “Quick Student Selector” (see section 6.2.1), and from the
“Student Profile” page, second column at the bottom, click the “Enroll In Class” drop
down list. This will give you a list of class codes into which you can enrol the student.
The example below has only one code:

oo, EEEd
i ] .

STUDENT PROFILE

T T oo T =
Placs OfBith: [Somewher=  Gity: = “——‘
Country OFf Birth: | South Africa = | State: |

A 1 Somestreet 123 Fostal Cods Fre: Lertificates Diplomas
S Hide
Address 2 Fostal Code Suf:
Address 3: Country: Flease Select -]
City: | P T
State. IMobile: 12345676
Posts| Code Pre: (12300 Fax:
Postal Code Suf: Emasil:
E
Country: South Africa o1 i r
ATI:
Telephone: 12245678 Student 1D: B74877

Iobils: 12345676 el sasssane
Fax: 12345679 Viewing Code:  |E748778
Email: esomeone@getmail.cc Enroll In Cless: | Please Select hd

: o oo [
Language: English -'I Web Site: TTRCOADRES 14

Excellence in Professional Road Transport Training

Click the code, then click the “Update” button. The student is enrolled in the course.

In the case where there were more classes in the list, you could enrol this student in
other classes.
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8 End of Class Actions: Student Results, Printing

When a class is finished, you must enter the student results, and print the Diplomas and
the joining letters.

8.1 Enter Student Results

To enter the student results of a class which has finished, display the course page from
the “Class Management” menu. Click the “Students in Class” button.

You will see the following Class screen:

7

(s}

— -

ADRLOADERS-CLASS1-2011

Result Examinafion Certfificate Diploma

First Name Student ID  Diploma ID Pass Disfinction Select

(%) Date Letter Printed
Iz, Bigmum Madame 278607 ’_ 1] 7] I
N | Dive | Madame | 467084 (T Tm | ®m | [ W
Mr | Drriver | Trude | 283427 | ,7 | B | i | | | |
M e ee—— 245180 | l_ [ m | = [ [ IO
Mr Servez Buttler 435145 [ = | [ I
wi= | Shoferskaya | voditeita | EE0BEE . l_ [ ® | = [ [ [
Sir [ Someones [ Examgpls [ 674877 [ ’_ [ E [ r | | | u

Al Hawr Print
EEEL St m SRR
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Note that the “Add New Student” box is disabled because students can no longer be
added to the class; the start date of the class has passed.
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The “Students in Class” screen contains the following data:

Title Civil title of the student

Family Name Student’s (last) family name

First Name Student’s first name

Student ID The System-gengrated hyperlink in this column is used to access
the student’s profile page

. The System-generated hyperlink in this column is used to access

Diploma ID , O )
the student’s diploma, once available

Result (%) Enter here the student result
The minimum pass level is set by IRU Academy. If the student

Pass equals or exceeds this level, this check box will be ticked by the
system

Distinction The distinctior_1 level is set by IRU Acac_iemy. .If the student equals
or exceeds this level, this check box will be ticked by the system

Examination When you display the Diploma on the screen for printing, this

Date check box will be ticked by the system

Certificate, Once the system has produced the certificates/diplomas and

Diploma, Letter | joining letters, the system will indicate the date of their production

Printed in this field

Select Cheg:l_< box us_ed to activa_te the functio_n of a button _(Update, Print
Certificates/Diplomas, Print Letters, Print Student List)

You are expected to complete the only two active fields: “Result (%)” and “Examination
Date”. Changes in either must be confirmed by clicking the “Update” button.

Enter a student result and the examination date, tick the ‘Select’ check box and click the
“Update” button. The screen is refreshed, the “Diploma ID” field, “Pass” and “Distinction”
check boxes and the “Certificate/Diploma Letter Printed” field are updated, if appropriate:

On Line (AOL) ey EEEEL
=9 i3 - L2
- |
- [ —

ADRLOADERS-CLASS51-2011

i Result R Examination Certificate, Diploma
Family Name  First Name Student ID Diploma 1D %) Fass Distinction G i

ite
05-0ct-2011 05-Oct-2011

Select

Ir= Bigmum Madame | 278607 | TTRCOADRTF12100 IF = ] Il
Mrs Driver Madame l_ w =] | | -
I Drivar Trude 380477 | m =TI | .
hr Hiosfellow Someons | 848180 ,_ ] = | | r
Mr Sarves Buttler 425145 ,i ] ] | | -
Miss Shoferskays Woditelks ,_ " E | | r
Sir Someons Example £74877 ,7 B B | | -

Add Hew Print Cerfificates/ Print Print
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8.2 Print Diplomas and Joining Letters

When a student has passed a course, he / she should be given a Diploma, and sent a
letter (“Joining Letter”) explaining how to use the Web site.

On the “Students in Class” page, click the “Select All" button:

s
—"ry

o W

| Contact IRU Academy o

0

FirstName Student ID Diploma ID RT;"'“ Pass Disfinction E"‘“;ia’::ﬁ‘“ ce[”:;f,ﬁ;z:"‘a&
Mrs Bigmum Madame 278807 IE = [l 05-0ct-2011 05-0ct-2011 I
Mis | Diver | Madame | ss7osa | s | B | B [osocasrt | soczont |
M | Drver | Tde | 382407 | 2 fez | ® | B [o50ck2011 | [05-0ckz0id o
W Micefellow | Someone | £46180 | TTRCCADATTIZIOZ | [67 | & F  [os-0ct-2011 [os-0ct-2011 F
Mr | Sewee | Buler | azstes | . [z2 || m [ = | I -
Miss | Shoferskays | veditehs £50888 | rTaccapaTTizioe IF ® | = |nE-Dc.1-zn11 \nE-D::i-znﬂ il
Sir [ Someons [ Examgple 74877 [ TTRCOADRTT12108 | lg = [ = |us-0d—2011 \cE-Od—an | I~

Print Certificates/ Print Print
SRRt

ide Excellence in Professional Road Transport Training

You can now print joining letters (by clicking on the “Print Letters” button) or print
certificates/diplomas (by clicking on the “Print Certificates/Diplomas” button).

Note that students who have not passed the exam (their result is inferior to the threshold
set for the programme by the IRU Academy) are not entitled to certificates/diplomas and
joining letters. This is why for such students the “Diploma ID” and “Certificate, Diploma,
Letter Printed” fields will remain empty and such students will not be taken into account
when you select to print letters or certificates/diplomas.
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8.2.1 Print Certificates/Diplomas

If you click the “Print Certificates/Diplomas” button, AOL will display a PDF file containing
all certificates/diplomas which can be printed:
[ Blseeacor = 35 @ Pseaon ] ) Insses oy @[ 1 o0 © [ - @ [0 g -

Awarded on 05 October 2011 with Certificate ID TTRCOADR7712100 to

Madame BIGMUM

Born in Bigmumplace, United States of America, on 23 March 1968, certifying possession of the

Certificate of Professional Competence
in Dangerous Goods by Road (ADR)

- ADR Loading & Unloading Specialist -

Possession of this qualification is confirmed by the IRU Academy on its web site under Graduate Viewing Code: 9556627/J1 or /P1
This certificate is valid until the expiry date indicated on the ADR Certificate issued by the Competent Authority.

The training was conducted by the IRU Academy Accredited Training Institute TTR
and is in full compliance with the requi its of the ADR | I 1and the strict criteria fixed by the
IRU Academy, endorsed by its high level Advisory Committee, regarding Instructor Qualifications, Training and the Examination
to provide and ensure the highest safety, security and quality in road transport.

Attachments

.

Mr Martin MARMY

Secretary General

International Road Transport Union (IRU)
Switzerland

Dr Trainer Academic
General Manager
TIR

South Africa

S—
e T e

In the example above, there are 6 certificates/diplomas of students who have passed the
exam in the list.

Click on the Internet browser “Back” button to return to the “Students in Class” page.
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8.2.2 Print Joining Letter

To print joining letters, select all the students in the class once you have entered the
examination results and click the “Print Letters” button. The letter(s) of the selected
graduate(s) will be displayed on the screen in PDF format:

 Blsemecm ) 5 @ @ ] ) Dosoea ]l Cor 1) -2 Ol - © o] 5 e L]l S

m Iniernational
the world road transport organisation Road Transport Union

Mrs Madame BIGMUM
Bigmumstr 123

12300 Bigplace

South Africa

i ¥

|: Pages

Dear Mrs Bigmum,

Once again, our congratulations! Through the TTR IRU Academy Accredited Training Institute
(ATI), you have now added the qualification Training for Specialists loading and uloading
dangerous goods, to your earlier training achievements. The IRU Academy and TTR are proud
to present you with the corresponding IRU Academy Certificate of Professional Competence in
Dangerous Goods by Road (ADR)

May | remind you that one of the many advantages you have as an internationally recognised
IRU Academy Graduate is your own IRU Academy web site: a unique promotional tool! To

H access it, log on to www.iruacademyonline.com and click on "Graduate Module". Enter
2 your personal Student ID and Password. As you know, you have the option to publish your
7,: curriculum vitae (CV) on your own IRU Academy web site, either in English or in your own
‘g language, and it is still your sole responsibility to keep your details accurate and up-to-date!
e Continue to use your personal web site to promote your IRU Academy qualifications
| | where you can also publish your CV.
E Al s [ wife o B

In the example above, there are 6 letters to students who have passed the exam in the
list.

Click on the Internet browser “Back” button to return to the “Students in Class” page.
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9 List of Transactions

A “Transaction” represents the IRU Academy charge per certificate/diploma issued per
graduate from any of your ATI's classes. IRU Academy invoices the ATI for each
transaction.

To view a list of transactions, from the ATI Homepage, click the “List of Transactions”
button. This will give you the following screen:

-l

 W— o »

TC o

i e
s _! g E - __-!

ATls TRANSACTIONS MANAGEMENT

TRANSACTIONS SELECTOR

To:

Monthly Pefiod: | Please Select - LeT Period - From: m

dwide Excellence in Professional Road Transport Training

This screen consists of the “Transactions Selector” (upper part) and the “List of
Transactions” (lower part).

9.1 “Transactions Selector”

The “Translation Selector” consists of a “monthly Period” drop down box, and two fields
for the beginning of the List of Transactions period “LoT Period: From”) and the end of
the period (“To:").

There are three ways to select the period:

e if you want a list for a particular month, select that month from the drop down box;
the first and last days of the selected month will be automatically inserted into the
“From” and “To” fields. Then click the “Search” button.

e if you want any other period, enter the dates in the “From” and “To” fields. Then click
the “Search” button.

¢ if you want all transactions, click the “All” button.
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9.2 “List of Transactions”

Upon clicking the “Search” or “All” button, the screen will refreshed with the relevant the
“List of Transactions™

'ﬁmmm@ WEB SITE i;
Ll “" sl o—
. L

ATls TRANSACTIONS MANAGEMENT

TRANSACTIONS SELECTOR

IManthly Peried: | OCT-2011 = LT Périod- From: 01-10-2011
i 31-10-2011

TEST Training's LIST OF TRANSACTIONS

05-Oct-2011 8YS - Voditelk: ya in - ADRT712 112
05-0ct-2011 - SYS - Gradusted: Example Someone in - ADR7TT12 -112
05-0ct-2011 SYS - Graduated: Madame Driver in - ADRT712 -1.12
05-0c-2011 SYS - Gradusted: Trudk Driver in - ADRTT12 i
05-Oct-2011 [ S'S - Graduated: Someons Nicsfellow in - ADRTT12 [ -2
15022011 : SYS - Gragusted: Madams Bigmum in - ADRTT12 : et
05-0ct-2011 [ SYS - Iad i in- ADRTO11 I U‘D‘J o
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This list can be printed by clicking the “Print” button.
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10 ATI Agreement and Resulting Obligations

The May 2011 version of the IRU Academy ATl Agreement, including the obligations of
the ATls as per the latter agreement, is entirely integrated in AOL v3.0. The list of ATI
obligations of the new IRU Academy ATl Agreement and the AOL v3.0 features
introduced to support each one of them is given in the table below:

ATI obligation AOL Module and page ATl User_ManuaI
section
ATI Accreditation
1 Sign the IRU Academy ATI Module — screen tab 54
" | Agreement “Section XI Review: ATI =
Agreement”
ATI Accreditation
Module — screen tabs
5 Complete and sign Annex A “Section X Training 24
" | (applied per student fees) Fees” and “Section Xl =
Review: ATI
Agreement”
ATI Accreditation
Complete and sign Annex B (end | Module — screen tabs
3 of the year number of graduates | “Section X Training 331
" | per programme accredited by the | Fees” and “Section Xl ==
IRU Academy) Review: ATI
Agreement”
ATI Accreditation
4, Complete the IR.U A_cademy Module — all screen 2.3
programme application form tabs
ATI Accreditation
5 Settlement of the IRU Academy Module — screen tab o5
" | accreditation fee by bank transfer | “Section XII Pay & ==
Submit”
Settlement of the IRU Academy ATI Accreditation
o : Module — screen tab
6. | accreditation fee by credit card y . 25.1
avment Section Xl Pay &
pay Submit”
Systematically print IRU ATl Module — Class
" . None
Academy certificates / diplomas management and -
6. X (already existing
to graduates from accredited Student Management .
. in AOL v2.0)
programmes functions
Undergo a re-accreditation ATI Accreditation
7. | process when requested to by Module 2.1.2
the IRU Academy

You may refer to the instructions in the related sections of this Release Note referenced
in the ‘Release Note Section’ column of the table above to find out how to fulfil your
training institute’s obligations.
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10.1 Produce Annex B of the New IRU Academy ATI Agreement

This section explains the procedure to be followed by training institutes in order for them
to fulfil the obligation in accordance with clause 6.6 of the new IRU Academy ATI
Agreement:

“...every year, latest by 15th January, the ATI shall return to the IRU Academy
Secretariat one duly completed and signed copy of Annex B for all programmes for
which it holds IRU Academy accreditation”.

In order to produce Annex B for a specific programme for which your training institute
has been accredited over the last calendar year, follow the steps below:

1)  your General Manager or Principal AOL Administrator should logon into the AOL
ATI Accreditation Module with their usual credentials (and with the appropriate
role)

2) select the programme for which you want to produce Annex B from the
“Programme Selection” page and click on the “Submit & Continue” button:

"WEB SITE
O (s)

o —

Welcome Back!

1. I would like to update my existing course acereditation|s}.

Select the appropriate course accreditation below and then click the
"Submit & Continue" button.

| have 1 Started Application|s): | Please Select d I_
| have 0 Pending Application{s}: | Please Select d l_
| hawe 0 Reaccreditations|s) Due: | Please Select _'I l_
| hawve 2 Granted Course accreditation|s}: |EB:J\DR Driver: Packagings and Bulk, excluding Classes 1 &7 j l7
2. | would like to submit a new application for course accreditation: I_
3. | would like to obtain access te the live IRU Academy Online application: |7
Logout

de Excellence in Professional Road Transport Training
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3) select the “Section X Training Fees” screen tab by directly clicking on the screen
tab name:

B = oeAck
| WEB SITE |
WEB SITE E

00 O ——

Training Fees

Course Name ADR Driver: Fackagings and Bulk, sxcluding Clesses 1 & 7
ATI Short Name: AIRC

ATl locel curency: UAH -] Hryvnia

Full training cost apclisd per student: 700

Updzaé= Annzx A
Lsst Annex A update made on® 04-Oct-2011

ATI Traiining Report for the calendsr year: 2011 -
Numbsr of students trained: 0
Number of gradustes 0
Update Annex B
Last Annex B update made on: 04-Oct-2014

L i Submit &

le Excellence in Professional Road Transport Training

4)  select the last calendar year, enter the number of graduates from the programme
as per your training institute’s evidence and click on the “Update Annex B” button:

| WEB SITE

N000 (8} (6}

Training Fees

Gourse Name: ADR Driver. Packagings and Bulk, excluding Classes 1 & 7
ATI Short Name: AIRC
ATl local currenoy: UAH = Sy
Full training cost spplied per studant: 700
Update Annzx A
Last Annex A update made on: 04-Oct-2011
ATI Training Report for the calendar year: 2011 -
Number of students trained: 200
Number of gradustes: 1264
Update Annex B
Last Annex B update made on: 04-Oct-2011

L i Submit &

e Excellence in Professional Road Transport Training
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5) click on the “Produce Annex B” button in the “Section XI Review: ATI Agreement”
screen tab — AOL will then display Annex B to the IRU Academy ATl Agreement in
PDF format:

[ wes SiTE | m
0100 ro—Cy

Section X1
Raview ATl Agresment

|

ADR Driver: Packagings and Bulk, excluding Classez 1 &7

(A S5 @[ O Desegall e - (e e it

- Asin v‘ m‘

ANNEX B

E~T

REPORT ON THE ATI TRAINING ACTIVITIES
NUMBER OF PROGRAMMES UNDERTAKEN, STUDENTS TRAINED
AND GRADUATES HAVING RECEIVED IRU ACADEMY DIPLOMAS/CERTIFICATES

This Annex should be duly filed in by the ATl and returned to the IRU Academy before the 15th January e

P = [BERoToN ey 0

Produce
Annex B

Approve &
oo !!

ide Excellence in Professional Road Transport Training

Save and print Annex B to the IRU Academy ATI Agreement in 2 copies which
your training institute will then need to sign and return to the IRU Academy.

6) Logout from the AOL ATI Accreditation Module once you have completed all
previous steps

7)  follow the procedure in steps 1-6 for producing Annex B forms for each other
programme your training institute is accredited by the IRU Academy.
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11 Import of Students in AOL

AOL enables all ATIs to have their student profiles automatically created based on
import of student data files prepared by themselves either by means of data export from
another system or by preparing student data files. In both cases, ATls wishing to use this
AOL function need to observe certain rules regarding the data and the format of the files
which AOL can then import.

ATIs may use the AOL student import function to significantly facilitate the creation of
student profiles in AOL by automating this process in case they dispose of the students
data organised in data files.

11.1 Preparing the Students’ Data File for Import in AOL

In order for AOL to be able to import an ATI’'s file containing students’ and driver
gualification card data, automatically create the related students’ profiles and enrol them
in a class, the following conditions must be met:

- the ATI data file containing students and allocated cards needs to be prepared in
accordance with certain technical requirements, for both the data in the file and the
format of the file;

- the class in which imported students are to be automatically enrolled needs to be
previously created by the ATl using AOL.

The student and card data specifications, the file format requirements and the process of

activating the function of student import and direct enrolment in a class are explained in

detail in the sub-sections below.

11.1.1 Student and Card Data Specifications

The student and card data made ready by ATIs for import in AOL must comply with the
data type, length, cardinality (mandatory or optional data) and specific values as
expected in AOL. All the fields participating in the process of creation of a student’s
profile in AOL bear the same logical names as their labels visible on the AOL ‘Student
profile’ page, an example of which is shown in the figure below:
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STUDENT PROFILE

View The Graduate
Private Paqe

User Intent:

|11 =]

Certificates/Diplomas

Hide

[T TTRCOADRES10103
[l rrcosoREsz1 102
[T TTRcoADR7O11102
[T TTRcoADRTT12102
[T TRcotacT2i6104

— |

PERSOMNAL DATA PROFESSIONAL DATA
: Emplayer
Title: [ mar 3 [l |
Gender: | M & g O ‘Juh Title: I
Family Mame: IDri'.fer Address 1 I
First Mame: |Truck Address 2 |
Birth Date: |01-Fep-1973 Address 3 |
Place OfBirth: ~[Driverplace City: |
Country O Birth: [ South Africa =] State: |
Address 1 IDri'.rerstreet 123 E;};tal Code I
Address 2 I gggtal STIE I
Address 3 I Country: |F'Iease Select =]
City: |Dri'~ferplace Telephone: |
State: | Wobile: 12345676
Faostal Code
12300 :
Pre: I Fax I
Postal Code .
Suf: I Email: I
From Anather
Courntry: | South Africa = AT r
Telephone:  |12345678 StudentiD:  [382427
Mahile: |‘|2345575 Password: I""“"
Fax |12345579 Viewing Code: |5296863
Email; |ttlri'~fer@gelmail-com Enroll In Class: |Please Select =]
Close Graduate
Language: | Enalish Bl et Siter r

Previous Enroliments

The ‘Student ID’ and ‘Viewing Code’ values are generated by AOL upon creation of the
student’s profile, while the ‘Certificates/Diplomas’ section of the Student Profile page
displays those certificates/diplomas that the student has already acquired. For these
reasons, the ‘Student ID’ and ‘Viewing Code’, as well as the ‘Certificates/Diplomas’
hyperlinks should not be included in the ATI's student data files being imported in AOL.

The full specification of the student profile data fields, their type, maximum length,
character and example values for those fields which are specific are given in the table

below:
. Data | Allow Nulls | Mandatory Field o
Field Name Data Type Length | (Yes / No) (Yes / No) Specific Values
Family Name nvrchar 64 N Y Latin characters
: Other
Family Name Local | nvarchar 64 Y characters
First Name nvrchar 64 N Y Latin characters
. Other
First Name Local nvarchar 64 N Y characters
Title nvrchar 50 N Y -
Gender Bit 1 N Y Male ='M'/
Institute
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All mandatory fields (student data) that need to be included in the ATI’s student data files
ready for import in AOL are highlighted in light red.

For ensuring compatibility with national requirements for printing driver qualification
cards using both English (transcription) and national language (character set), AOL
allows import of necessary data for printing of bilingual driver qualification cards in both
English and in the national language, using a Latin and another country-specific
character set (e.g. Cyrillic or Arabic).

11.1.2 Data File Format and Limitations

Besides observing the student and card data specifications mentioned in section 11.1.1
above, ATIs wishing to use the AOL Student and Card Data Import functionality need to
organise the student and card data in data files observing certain file format
requirements and limitations guaranteeing the proper import of the contained students
data. AOL would accept for import student data organised in:

- UNICODE TEXT or CSV files (*.txt or *.csv), with field names in the top row and
data fields delimited by a <Tab> character;

- Data files containing maximum:

e 300 student profiles (for massive students import, without direct enrolment into
a class);

o 50 student profiles (for direct students import and enrolment into a class).
An example of such a student data (TEXT) file prepared in accordance with the AOL

reguirements is given in the figure below:

Fie (e Forma View Help
camiTy name — raaily Name Local First Nase First Name Local Title Gender nirth date Place of mirth Place of Birth Local  Courtry of birth Larguage Pasiword Address 1 -
JONES ueee Jackline Uewnas wrs  F O7-war-1985  Kigv  Ketm  UAraine DnG  passeordl Jjones Str 2 ¥n. Gyowc bp. 2 ke jn:

UORCONC Jacquie Xiaw M3 F 16-Dec-1086  Soffa  Cogwis Bulgaria ENG  phssword] Jerws ST T ¥n. Lyons Bp, § caputonn e jeiym
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11.2 Editing the Students’ Data File

If for any reasons you cannot comply with some of the AOL data requirements, because
your data source for instance cannot provide for a specific field format, you can always
edit your prepared TEXT (or CSV) data file using Microsoft Excel.

+ AGL » ADLvA Deployment » Post Deployment Chings Fequests » Tests CH

et - i @

To edit your data file using Microsoft
Excel, start up Excel, select File / Open,

I3 Micrescr Office bacel

Favontes

select ‘Files of Type' ‘Text Files (*.prn; el

& Downlosds

*txt; *.csv)’, locate your data file and
click on ‘Open’: "8 oo

o) Music

ol Dtk ()
8 Public (\\scON0E) (M)
8 Rlpvanoveki 1\ ec00 DR W are) [ =

File names Students,

Conrds 3006014 2120 = |Test Fles oo v -

Tooks * Open v Cancel

Text Import Wizard - Step 1 of 3 ] x]
The Text wizard has determined that your data is Defimited.

If this is correct, choose Next, or choose the data type that best describes your data,

riginal data kyps
hoase the file kype that best describes your data:
1+ Delimitec - Characters such as commas or kabs separate each field,
" Fixed width - Fields are aligned in columns with spaces between each field,

Start import at row: |1 = Fiie origin: IWinduws(ANSl) | CI|Ck on ‘NeXt S in the ‘TeXt ImpOI’t
Wizard — Step 1 of 3’ screen:

Preview of file W:ATRU Academy|AOLYACL v3 DeploymentA0L-Deployment_2011{Rema. .\ Testd txt.

[Fauwily NameOFirst NameOTitlsOGenderOBirth DateOPlace Of BirthOCountry Of[*
TestinglOTestOMrOF001-Jan-S00EssaivillelFrancelENGOpassOPoute des Tests
TestingZ0TestOMrONMO0Z-Jan-800EssaivillelSwitzer landdENGOpassORue des Ban
Testing30TestOMrOF003-Jan-800EssaivillelFrancelENGOpassORoute des Tests
Testing4OTestOMrOMO04 - Jan-800EssaivillelSwitzer landdENGOpassORue des Ban{w

3

Cancel = Back | [lext = I Einish |

s FFEFE

Text Import Wizard - Step 2 of 3 2] x|

This screen lets vou sek the delimiters vour data contains. You can see how your bext is affected in the preview
below.

rDelimiters
. . . ¥ Iab
C“Ck On ‘NeXt >, |n the l-I—eXt |mp0l’t W|Zard I™ Semicolon I Treat consecutive delimiters as one
- Step 2 Of 3, screen. M Text gualfier: |" =

Il Space

™ other: l—

rData previ

amily Name First Name [Title Fender Pirth Date [Place 0f Birth Country 0Of Bl&

estingl est x 1-Tan-80 ssaiville rance
esting est 4 Z-Tan-g0 ssaiville witzerland
esting3 ast x 3-Jan-80 [Essaiville rance
estingd est x 4-Tan-80 ssaiville witzerland |«
) 3
Text Import Wizard - Step 3 of 3 7]
This screen lets you select each column and set the Data Format, Cancel < Back | Next = I Einish
Column data Format 1
" General , )
 Text ‘General converts numeric values ko numbers, date values to dates, and all
Tex!

remaining values to text.

 Dater [ony - Advanced. .

Do not import column {skip)

rData previ . . . . .
‘ ) ]
Click on ‘Finish’ in the ‘Text Import Wizard
ncral Copcracencra, ool neral Copcrgl y .
First Name [Title [Fender Pirth Date [Place 0f Birth Country 0f B{% - Step 3 Of 3 Screen.
r [F 1-Jan-80 [Essaiwille France
x E-Jan-20 [Essaiville Pwitzerland
[ [F 3-Jan-80 [Essaiville france
x 4-Jan-80 [Essaiwille Buitzerland j
2

Cancel | < Back | Texs > | R
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Your data file will then open in Microsoft Excel:

Tl 9 s~ Studerts gt Cands J0062014 2t Micrasckt el [] =
2/ viome | wwet  msgeumout  Fomets  Osta  Rewew  view  dceom W-0ox
)} Gt - 5 oy i |1 - - = P ¢ P T PR I Adtotum - A
| Cabiri 1 AW - 7 wirsp Test General S B O O o 1d o]

Faste -[E ==~ R Megen - | [y~ sdl & Conational Format Cell | lnsert Delete Fomat ot Find &

T 3 Fomet purter | (B D7) E0 [ S A 89| s comtr - | (B M| B 28| SRRSO SR, TR | e Dt RO Gem e+ S+
Ehipboard " Forit g Hagnment - Husmber = trles ting
a2 -0 fo| JomEs ]
A i c D E F G H 1 ) [ L ™M N o @ n

1 Family Name Family Name Local First Name First Name Local Title Gender Birthdate Place Of Birth Place Of Birth Local Country of birth Language Password Address1  Address 1 Local Address 2 Address 2 Ad

2 OHL tackling  lenamm Mrs E 7.Mar. 1985 Kiov Huen ukraing ENG passwordl Jjones Str 2 ¥, Yyowe p. 2

3 JOHNSONS  UOHCOWC Jacquie Hakn Ms F 16-Dec-1986 Sofia Coduja Bulgaria ENG passwordl Jjones Sir2 ¥, YuoHc Bp. 3

a

@

£l
10
11
12
13

14 -
W 4 b 0| Students_Import_Cards_30062014_ <3
Fa—rs B e
- - = S

11.3 Importing the Students’ Data File

Once you have prepared your student data file for import in AOL in accordance with the
specifications and requirements of the previous sections, you can initiate a request for
importing the file in AOL and have AOL automatically check the file for basic
consistency. AOL then allows you to proceed in 2 different ways:
- Import the students from a data file (used for massive students import, without
direct enrolment into a class); or
- Import and automatically enrol students from a data file in a class (used for direct
ATI enrolment of students after their import).
The two ways to import students in AOL and the procedures to follow are explained in
details in the sections below.

11.3.1 Massive Students Import, Without Enrolment Into a Class

The procedure of massive import of your students’ data file consists of two steps,

described in the next two sub-sections:

1. The ATI needs to send the students’ data file for import to AOL;

2.  An IRU Academy user checks the data file once again, carries out the import in
AOL and keeps you informed about the outcome of the import.

In this way you may import large student data files containing up to 300 student records.
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11.3.1.1 Sending the Student Data File for Import

To start the procedure of import of a students’ data file in AOL, follow the procedure
described below:

1. Logon to the AOL
ATI Module with your
User Name and
Password

0 IRU ACADEMY ON-LINE LOGIN

U Nt [racaemic

y On Line (AOL)

Class Managurmnt

Sludent Management ] LIt OF Transactions | Stall Manageenent

ACCREDITED TRAINING INSTITUTE - HOMEPAGE

2. Select ‘Student
Management’ from
the ATl  Home
Page:

TEST Training
e SV5

:E.-Exce.‘ience in Professional Road Transport Training
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o —

Change Pessword | Comtact B Academy

STUDENT MANAGEMENT

‘QUICK STUDENT SELECTOR

3.  Select ‘Import —— [——— S [
Students’ on the e ey
Student

Excellence in Professional Road Transport Training

AOL opens up the ‘Import Students from csv file’ page offering you to open an example
of a csv file (import.csv hyperlink) or to have the example opened for editing in Excel

(import.xls hyperlink):

IRU,

On Line (AOL) i CEEEG

Import Students from csv file

Please selectthe csviile to import:

[ Browse...

MNote: the following file importcsv can be downloaded as an example of csv file. In order to produce a cav
file in the correct format, you can use the excel file impart «ls and save your changes in excel as a “Unicode
text" file.

Back Send File

Excellence in Professional Road Transport Training
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4, Click on the ‘Browse’ button,
then select the file
containing the students’ data
to import in AOL and click
on ‘Open’ in the ‘Choose
File to Upload’ window:

5. Click on ‘Send file’
when back to the
‘Import Students from
csv file’ page:

Choose File to Upload

Laaok jn: I&} Remarks_Bugs d o j' B B
] Impart_Students. xls 2] Testatat
1] | mprovements on the A0L Home page.doc E] Testd tat

8] |RU_Academy_Import_Students1-0602201 2. doc [Z] TestGtat
] IRL_Academy_Import_Students1_IE-DE022012 daoc [Z] Testhitat
] |RU_Academy_Import_Students1_MF-08022012.doc

E] Test? tat
8] |RU_Academy_Import_Students2-0602201 2.doc bk
] |RL_Academy_|mport_Students3-0602201 2. doc
] |RL_Academy-Suthority_M anagement-07022012. doc
- Mew-A0UnvoiceS ample-16112011 . pdf
|1 NewRU_Academy-bank_account.msg
9] Student_from_another_ATI_Enor-17112011.doc
4] Student_import_mapping sk

TestZ.csv
rj Test? bt

1 I°]
File name: ITestE.lxt j Open I

4

Filez of type:

|4 Fies = |

Cancel |
i

e
[

Impaort Students from csv file

Piease Sebect M cov file b impor .
et ADLDegiayment_201TRemaks_Bugaesta bl | vowse |

\MRDILLEK 35 an sxaemple of csv Ale. in cedar 10 produce 3 ooy
e i W gy 345 10 63001 85 3 UNICese
tut 81e

AOL will carry out an
automatic check on the file
format and data
consistency and will display
an error message indicating
the position and the nature
of the first data consistency
problem identified in the file
selected for import:

| WEBSITE |

——

Import Students from csv file

Pirant select the G ble b impe |
| Browss I

Line 3: Sorry, your First Name may not b left blank!

Hota: e ve 35 30 maamp In cedar
1o In M ¥ 198 importets a0 53ve Four Changes in Gucel 38 3 Unicode

Excellence in Professional Road Transport Training

If you see such a message, edit the data file using Microsoft Excel, enter the missing
student data in the indicated line, save the file and try to import again.
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6. When AOL accepts the student data file for import, it will give you a confirmation
message in green (The file has been submitted to IRU successfully and will be
imported into the system shortly). Click on the ‘ATI Home Page’ button to return to
the ATl Home page when you receive the confirmation message:

=

C.J"@

M WEB SITE
HELD;D? o o?;tj.;__— ow—

"

Contact IRU Academy

Import Students from csv file

[N

Please selectthe csviils to import:

| Erowse.. |

The file has been submitted to IRU successfully and will be imported into the
system shortly.

Note: the following file import.csv can be downloaded as an example of csy file. In order to produce a csv
file in the correct format, you can use the excel file impart.ds and save your changes in excel as a "Unicode
text" file

wide Excellence in Professional Road Transport Training

11.3.1.2 Actual Import of the Students Data File

Once an ATI successfully sends a student data file for import in AOL, the IRU Academy
obtains an automatic e-mail from AOL asking its staff to import the data file. The IRU
Academy staff will then check the data file once again in order to avoid any duplicate
records in the database and will then import the data file sent from the ATI. After the
attempt to actually import the data file, the IRU Academy will inform your ATI by e-mail
about the outcome of the import, giving you the humber of student records imported in
AOL.

From the moment of actual import of your students’ data file in AOL and receipt of the
return information from the IRU Academy, your ATI can find the students’ profiles
created in the AOL database and open any of them using the AOL ATI Module / Student
Management function.
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11.3.1.3 Enrolment of Imported Students in ATI's Classes

Following a successful import of students in AOL, ATIs can now use the new
functionality to massively enrol imported students into classes. Since the process of AOL
student import does not allow import / creation of classes, the procedure which the ATI
should follow if it wants to use massive enrolment of imported students in classes is the
following:

| WEB SITE

Studants in Clans
Contact IRU Acadermy

1. Create a new
class in AOL to

TTR - NEW CLASS CREATION
RING Soecialist =

be the class to - [P Aleoomicomcr
Class I [FcoaoRrTsz [Tranngfoom 1 QRHREN e

which you need

Languags [Fogusn %] inswuctorbiame:  [lbonga Goodknig ] Phane W
to enrol all

StatDate [10rea202 Rt IGEICS L o Fac 123456

students  you moow [ fonn - Emae [omomamec:
had imported O B S e [
recently: ~e e s e

namwseats [

e Excellence in Professional Road Transport Training

2. Click on the
‘Students in
Class’ button
then click on
the ‘Add New
Students’
button in the
‘Students in
Class’ page:

ADR-LOADER-CLASS1

| Examination Dats for Selected Sudents [ Diptama yasany Durasion tin monms):| M|

m #_;mgﬁﬂd Page 158 of 182 pages
Institute

Academy International Road Transport Union » IRU Academy Academy
3, rue de Varembé = B.P. 44 « CH-1211 Geneva 20 = Switzerland
Tel: +41-22-918 20 51 = Fax: +41-22-918 27 41 = E-mail: academy@iru.org * Web: www.iru.org/academy




3. Use the new ‘Last Modification’ — ‘From’ and ‘To’ date fields in the
‘STUDENTS LIST’ page to indicate the date span when the students to be
enrolled to the class have been imported in AOL (receipt of successful
import e-mail from the IRU Academy):

TTR - STUDENTS LIST

: I o |
Family Mams FirstHame. Subact
Ehagent il

lide Excellence in Professional Road Transport Training

(] February 2012 [ ]

Su Mo Tu We Th Fr Sa

You can either indicate the dates manually or click in a date field
and select the date from a calendar which appears:

4.  After clicking on ‘Select’, AOL will display the results of your search in a grid
in the lower of the ‘STUDENTS LIST' page. Select the students to be
enrolled to the given class one by one (by selecting their ‘Select’ check
boxes) or simply click on the ‘Select All' button to select all the students
displayed in the grid:

TTR - STUDENTS LIST

Family Name. I First Hanmd: I

Shudent 1D, I

Last Moddcation. From |IIR Fab. 3013 o |||1 Fab.3013
Tusbors1 Tester aregg 08-Feb-2012 F =
Testers 10 Tester 151204 08-Feb-2012 =3
Testarsl Taster $36561 Oi-Fen-2012 =2
Testarsd Taster £47342 a-Fap-2012 =
Tosteend Tester fran] oafen2oz W
Tesberss Tester Ipo2ad 08-Feb-2012 =3
Tastarss Taster 483707 teFaeanz | P
Tastars? Taster a8zt 0@-Fab-2013 F

il m
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5. After having
made your

selection, _
click on ADR-LOADER-CLASS1-Full
‘Update’ tO [ Examination Diate for Selacted smwm:l_ |p|nm\«'aumnuaunnmms _ .
enl‘0| the Tomiy Wame  Firstiame  SwcentiD Diploma®d o1 Pass Disencuon S e r i Swech
m Tesbors1 Teesliet 878013 [l T | e =
selected e g i v |': . e ——I—1"
. e Testers? Tesiter AaRSE1 ] = i
students into R Ee =l I K
™ Tusborsd Tostor fzars B = = ] i— r
the Chosen e Testarss Tester | 705254 | = m [ L
class and | R [ [ e & M —BF
H r Testers?T Tester 522501 |— ol m |— E— 'mi
AOL dlsplays M Testersi Tester | 251033 = = & [ I e i
the Students e e e e T
in Class page m

for the chosen
class:
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11.3.2 Direct Students Import and Enrolment Into a Class

Once you have prepared your student and card data file for import in AOL in accordance
with the specifications and requirements of the previous sections, you can initiate the
procedure of import of the student and card data file and automatic enrolment of the
students in a class in AOL. When initiating this procedure, AOL will check the file for
basic consistency. The AOL procedure of direct import of your student and card data file
consists of three steps, described in the next three sub-sections:

1. The ATI needs to create a class in AOL into which it wants to have the imported
students directly enrolled,;

2. AOL checks the student profiles in the data file against available student records in
the database and, in case it finds such, it updates the student profiles concerned
with the information in the students data file;

3. The ATI user carries out the import in AOL by clicking on a button and is informed
about the outcome of the import and enrolment of the students by AOL.

11.3.2.1 Creating a Class Where Imported Students Should be Enrolled

To create a class in which you want to directly enrol imported students in AOL, follow the

procedure described below: -
my On Line (AOL) ‘ ey '.

O IRU ACADEMY ON-LINE LOGIN

£y, =

~

i@ Excellence in Professional Road Transport Training m
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1. Logon to the AOL ATI Module with your
User Name and Password




On Line (AOL)

i ment || Student Mansgement

ACCREDITED TRAINING INSTITUTE - HOMEPAGE

2. Select ‘Class Management’
from the ATI Home Page:

TEST Training
L V5

‘Excellence in Professional Road Transport Training

3. Select ‘Create New Class’ on
the Class Management page:

Start Date End Date Students inClass  Seats Lent  Detete B

TIRCOSIGENE? 10402012  f0-4pr2012

Teaz TIRCOCPDASY | 2BMarZ012  28-Har2012
OldClassTest TIRCOCPCH0E3  0fMar2012  03-Har2Di2
Testioico 1 TIRCOCPCA0SY | OMar2012 | OT-Har2i12
sLesTest TIRCOSLSBOSR  20Feb2012  20Feb-2012
Qualficalion Bus and Coach  TTRCOCPDARSE | 15Fab-2012 | 15Feb-2012
Qualitication Trucks. 15Fen 2012 15Fen2012
Periodic for passanger TIRCOCEDAES: | 14Feb2012 | 14Feb-2012

Excellence in Professional Road Transport Training

[ weasre | o
z

T

TTR - NEW CLASS CREATION
iProductiame:  [50 sate Losdin and Care Securing _— | i

cosshame: [ Locasen: I ] ATLBOOKING GONTACT
Class [0 [rrcostseom I Mame [

4. Select ‘Product Name’, then
click on the ‘Create’ button in
the New Class Creation

Language: Ploase Select ] InshuclorMame:  [Piease Seloci =]  Phone: ]
1RUFee (CHF) Per [
page. StarDate: e i [ Fax [
. Published On IRU . '_
DRt scadamy wew Ste. s
Days in Total Description :m:"wm-u 2l web sits [
[Consalidatea
Seats in Totat: |esatuton on
[Rosa Trame, he  =f

usisble Sests:

TTR - NEW CLASS CREATION

EPrOOUCTNAME: [0 5ot Looding o

Casstiams [ o == ATLBOOKING CONTACT
Class 1D |“|mnun7n I!mm\qnmm1 Name, Ilnmlmsnltnmeu
Language [Enen =] Instuctorbame:  [Woonga Goodsnigl=]  Phons: froasera |
N Euee CHFr [ e Eoo
Gopw [meemn | Mo - et fevoimeriggsmatz
ommran  [F N | [ ]

sesiaTow  [10

jrosd Teathc, the o
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AOL opens up the full ‘New Class Creation’ page offering you to enter all class details:

A
i

TION

] ) m"m e : .m‘\‘-ﬂhllrlE‘\‘I'VCLASSCREA_:‘

5. Fill in the necessary class data B — P
as usually upon creafion of a B T —
new class in AOL, then click on o [T Bt [ N
‘ ’ EndDate foeoras [T Email
Update i !

s [——
Avallable Seats ]—

Excellence in Professional Road Transport Training

N.B AOL now allows you to set a class ‘Start Date’ and ‘End Date’ in the
past and update these dates at any time. The conditional relationship
between these dates which you have to observe is:

- aclass ‘End Date’ cannot be earlier than the ‘Start Date’;

- aclass ‘Examination Date’ cannot be earlier than the ‘End Date’ and
later than the current AOL system date;

- the class ‘Start Date’ and ‘End Date’ can be updated at any time, as
long as no ‘Examination Date’ has been set for any of the students in
the same class.

6. Click on the ‘OK’ button when g‘ TR . IMPORTCLASS

informed that the new class
has been created

Your updates have been entered into the database

4
ﬂ
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[ wea sire | o
("_:EI—'

TTR - IMPORTCLASS

i Hame:  [oo < anng | i

H ‘ Cisssiame:  [mporCiass | Locaton: == ATIBOOKING CONTALT

7. CIICk ’ On the StUdentS In Class D [FRcosLsaoe [Fraining Room 1 Name: [Enroiment Contact

Class’ button when the new - e o S
H H 4 Stat Date: [o2 202012 o0 | EEEEEE 208000 Fax ST
class is dISpIayed « PR e tmat [eeomenggemaic

: I P [ R [

susmrom [0 ::‘:::u_ »
% e e

8. Click on the ‘Import Students’
button in the Students In
Class page

mm

e Excellence in Professional Road Transport Training

AOL opens up the ‘Import Students from csv file’ page offering you to open an example
of a csv file (import.csv hyperlink) or to have the example opened for editing in Excel

(import.xIs hyperlink):

e
[ wes SiTE [

D0 — -

E =
H =
Contact IRU Academy

ATl Home Page

[

Import Students from csv file

Please selectthe csvfile to import :

I _Browss.. |

MNote: the following file import csv can be downloaded as an example of csv file. In order to produce a csv
file in the correct farmat, you can use the excel file import s and save your changes in excel as a “Unicode
text" file.
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9. Click on the ‘Browse’ button,
then select the file containing
the students’ data to import in
AOL and click on ‘Open’ in the
‘Choose File to Upload’ window:

y On Line (AOL)

Import Students from cav file

Frarn poact P 11 i srgert

| S e e |

ey

11.3.2.2

My Documents

Choose File to Upload

Lookin: [ 5 Deployment_Materisks_2012

= e o=

CET-Training

4] ~$Lv3_0-ReleaseMate-AT|_Impart_E rrol Calendar_Diates-Print_Signatures.dock
LcademywebSite-Changes. doc

A0L_3Manual for ATI.doc

| A0L-Release_Motelmport_Export-AT ls.pdf

o A0L-User_ManualAT] s pdf

013 O-ReleaseMote-ATI_Import_Erra-Calendar_Dates-Print_Signatures. dock
ADL-+3_0-ReleaseMote-ATI_Import_Export. docx
AQL-+3_D-ReleaseNotes-AT]. docy

CIPTI_Conversation-1302201 2. doc

= CoverPelease_NoteATls pdf

- CoverRelease_Mote-Graduates.pdf

7| CoverUser_ManualATls pdf

- Coverllser_Manual-Graduates pdf

\mpnlt Shudents xls

2

My Computer

b- o SIudenl \mDDrl mapping ¥ls

File name: [imponTest

[EINEY

Files of type: [anFiles 7]

Gpen |
Cancel

irr F Road port Training ‘@

Checking the Students’ Data File for Existing Students

10.  Click on ‘Import File’ when

back

to the ‘Import Students from csv file’

page:

AOL will carry out an automatic check on the file format and data consistency and will
display an error message indicating the position and the nature of the first data

consistenc

problem identified in the file selected for import:

Import Students from csv file

Please selectthe csvfile to import :

text"file.

Back

Line 3: Serry, your First Name may not be left blank!

Hote: the following file impart.csv can be downloaded as an example of csv file. In order to produce a csv
file in the correct format, you can use the excel file import.xls and save your changes in excel as 3 "Unicode

Browse. .

Import File

lwide Excellence in Professional Road Transport Training

If you see such a message, edit the data file using Microsoft Excel, enter the missing
student data in the indicated line, save the file and try to import again.
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11.3.2.3 Actual Import of the Students Data File
and Direct Students’ Enrolment into the Class

11. When AOL accepts the student
data file for import, it will give
you a confirmation message in

Import Students from csv file

green (<number> students pr——— Lt |
B . 10 students imported successtully

imported successfully). Click » i
on the ‘Back’ button to return

£y

to the Students In Class page "=

when you receive the

confirmation message: --
Excellence in Professional Road Transport Training E

AOL displays the ‘Students in Class’ page for the class into which imported students
were enrolled:

ATl Home Page

A :

IMPORT CLASS

| Examination Date for Selected Students Diploma Validity Duration (in months) ©

Driver Result

Diploma ID Examination Certificate,Diploma

Pass Distinction Select

Family Name First Name Student ID

Card ID (%) Date Letter Printed
Ms | JOHNSONS Jacquie | 571560 n/a ‘ ‘ | o
Mrs | JONES Jackline | 110293 n/a ‘ ‘ | [

Selact All Add New import Print Certiicates! Print Print Export
] Student Students [ Letters studentList J| Graduates

ldwide Excellence in Professional Road Transport Training

You can then proceed with the registration of the end of class actions (indication of
examination results for the students, entering Examination Date for the students, printing
certificates / diplomas and accompanying letters for the students in the class) in the
usual way.

N.B. Like already mentioned in section 11.3.2.1 above, AOL allows you to
change the class Start Date and End Date even after enrolment of
students in the class, but ONLY as long as no Examination Date has
been specified for any of the students in the class!
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12 Export of Graduates from AOL

AOL offers ATIs the possibility to export graduate and card data from ATI classes in data
files designed in such a way as to ensure wide compatibility upon integration in other
applications ATIls may use and their easy processing. The data specifications and the
file format of the graduate data files exported by AOL are explained in detail in the sub-
sections below.

12.1 Understanding AOL Export Data Files

The graduate and card data ATIs can export from AOL consist of the ‘Graduate Personal
Data’, ‘Graduate Personal Data Local’, ‘Graduate Professional Data’, their related ‘Class
Data’, ‘Exam Data’ and ‘Driver Card Data’. For ATIs convenience, AOL offers the
possibility to export graduate and card data from these 6 categories in accordance with
the ATI's wish and needs. Thus any time ATIs need to export graduates’ data from AOL,
they may choose to export different set of data fields. For convenience, AOL keeps the
ATI's selection of graduate and card data elements for export once an export is made
until the ATI changes it.

12.1.1 Graduate Data Specifications

Data fields which AOL offers for export into graduates’ data files (per category) are:

1. Graduate Personal Data:

Field Name Data Type LeD:;ih le\l(l::‘/llz\g;e{j Specific Values
Family Name nvrchar 64 N -
First Name nvrchar 64 N -
Student ID numeric 10,0 N
Title nvrchar 50 N -
Gender Bit 1 N ‘M’ = Male / ‘F’ = Female
Birth Date datetime N Fo(rerr;atlolzl?al:llllllsl;\glloy
Place Of Birth nvrchar 50 N -
Country Of Birth nvrchar 50 N -
Address 1 nvrchar 80 N -
Address 2 nvrchar 80 Y -
Address 3 nvrchar 80 Y -
City nvrchar 50 N -
State nvrchar 50 Y -
Postal Code Prefix nvrchar 40 N -
Country nvrchar 50 N -
Telephone nvrchar 80 N -
Mobile nvrchar 80 Y -
Fax nvrchar 80 Y -
Email nvrchar 80 N -
3-alpha ISO language code
Language nvrchar 3 N (ISO 639-2 code) (e.g. 'eng' for
English language)

Viewing Code numeric 7,0 N -
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2. Graduate Personal Data Local:

Field Name Data Type LeD:;?h Nl(]$:?/||:\)x\)/;§d Specific Values
Family Name Local nvrchar 64 N -

First Name Local nvrchar 64 N -
Title Local nvrchar 50 N -
Place Of Birth Local nvrchar 50 N -
Country Of Birth nvrchar 50 N i
Local
Address 1 Local nvrchar 80 N -
Address 2 Local nvrchar 80 Y -
Address 3 Local nvrchar 80 Y -
City Local nvrchar 50 N -
State Local nvrchar 50 Y -
Postal Code Prefix nvrchar 20 N i
Local
Postal Code Suffix nvrchar 20 i
Local
Country Local nvrchar 50 N -
Graduate Professional Data:

Field Name Data Type LeD:;ih NL(J\I(l:SA/Ilz\g;d Specific Values

Employer Name nvrchar 80 Y -
Job Title nvrchar 80 Y -
Address 1 nvrchar 80 Y -
Address 2 nvrchar 80 Y -
Address 3 nvrchar 80 Y -
City nvrchar 50 Y -
State nvrchar 50 Y -
Postal Code Prefix nvrchar 40 Y -
Postal Code Suffix nvarchar 40 Y -
Country nvrchar 50 Y -
Telephone nvrchar 80 Y -
Mobile nvrchar 80 Y -
Fax nvrchar 80 Y -
Email nvrchar 80 Y -
Class Data:

Field Name Data Type LeDr?;h Nl(J\I(l:SA/”E\gfd Specific Values
Class ID numeric 4,0 N -

Class Name nvarchar 255 N -
Start Date datetime N -
End Date datetime N -
Instructor Name nvarchar 128 N -
Exam Data:

Field Name Data Type LeDr?;‘h Nl(j\l(l:SA/”E\g;d Specific Values
Exam Date datetime N -
Diploma ID numeric 8,0 N -

Exam Result numeric 3,0 N -
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6. Driver Card Data:

Data Nulls Allowed
ield N D o
Field Name ata Type el (Ves / No) Specific Values

Civil Reg No nvarchar 40 Y -
Driver Licence No nvarchar 40 Y -
Driver Card ID nvarchar 40 Y -
Card Issuing _
Authority nvarchar 40 Y

Card Issuing -
Authority Local nvarchar 40 Y

All graduates (personal and professional) data are exported using the same keyboard
set (Latin or other) like the one your ATl has used upon registration of the student
profiles in AOL.

12.1.2 Data File Format

Besides knowing the graduate and card data specifications they can expect to find
during AOL export mentioned in section 12.1.1 above, ATIs need to know how AOL
organises the exported graduate and card data in data files. AOL would export
graduates data organised in:

- UNICODE CSV files called ‘ExportGraduates.csv’;

- with field names in the top row;

- with data fields delimited by a <Tab> (->|) character.

An example of a graduate and card data file exported from AOL is given in the figure

below:
WM

[
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12.1.3 Editing the Graduate and Card Data File

All CSV files can be edited using Microsoft Excel. As a part of the graduate and card
data export procedure implemented in AOL, as soon as the graduate and card export file

is produced, AOL will display a ‘File Download’ dialog window proposing you to open or
to save the created file:

File Download |

Do you want to open or save thiz hle?

[f;'aj Mame: ExportGraduates. cev
d

Twpe:  Microzaft Office Excel Comma Separated alues File...
From: demo.iruacademyonline com

Open Save | Cancel I

@ YWhile files from the Intemet can be uzeful, zome files can potentially

harm pour computer, If wou do not trugt the zource, do not open or
gave thiz file. What's the rigk’?

To edit your graduate and card data file exported from AOL, click on ‘Open’ and the

raduate and card data export file will open up in Microsoft Excel:
JE R R ) | T T SR s e Datan T Mt e | | o
~2) tome | sl Fogs Uarwik 0 Frmmreis D0 Dwta 0 Weiew Vi - Acobat W - =
| A a Caibes BT s L ¥ | SpweeTat Ganarsl - - seormal hood Newtra T Tk (] E sasiomc A
o e e iy ;< O TaHsa R
A2 - o IOKNSONS
A B c o E F G H 1 1 K L M N o L]
1 Family Na Paree Stusent 1D Exien Date  Diplema 10 xam Risalt Faenily Maene Local First Name Local Title Lesal Place OF Dirth Local Ad loeal City Local Postal Code Prefis Local Cousitry Local Detver Card 1d Driver Card Hiuing Autharity |
] uie 571560 30-Jun-2014 TTRCORCOSZ1I7100 75 UOHCOHC Warn Copuja ¥, Yoonc 6.3 Kejraym MITHS680  MANCTRPCTHO 14 TRANCTOPT
3 JONES Jackline 110293 30-Jun-2004 TTROOECOS2117100 B0 UOHC Yesnmm Hisen ¥, Puowc Bp. 2 Hejrrayw LI12345679 MARHBCTEPCTIO 1 TRANCNODT
.
M 4 bW Students Export Data < ©) (WL
=

If you click on ‘Save’, AOL will open up a ‘Save As’ dialogue window offering you to save
the export data file under the name and at the network drive location of your choice:

Save As 2|

Save jn: IL’f}Hemarks_Bugs j (] ? ! |FR

E=L] importt s cav
E=L] import2 csv
K1) import csv

B2l Test2 cav

Desktop

My Documnents

Iy Computer

File name: IEHpoltGraduates.csv j Save I
Save as tupe: IMicrosofl Qffice Excel Camma Separated Valuej Cancel |
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12.2 Exporting Graduate and Card Data from AOL

To start the procedure of export of a graduates’ data file from AOL, follow the procedure
described below:

1. Logon to the AOL ATI
Module with your User
Name and Password

O IRU ACADEMY ON-LINE LOGIN

Usar liama: recatemic

icellence in Professional Road Transport Training

2. Select ‘Class
Management’ from the
ATI Home Page:

ACCREDITED TRAINING INSTITUTE - HOMEPAGE

TEST Training
iy SVE

Excellence in Professional Road Transport Training
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WEB SITE
2= 1M

3. Select the
class from

Wh I C h yo u Start Date End Date Students in Class Seats Left  Delete
ADR-Loador-Classt 10-Fab-2012 10-Fob-2012
Want to SLCS TasiClass 1 TIRCOSIEA0S0 | 0S.Feb2M2  10-Fob-2012 100

export the TusICRCH-80 TIRCOCECAQSE 23:Jan2012  23Jan2012 B
Cource1/2012 TIRCOTACT244 18-tan-2012 19-Jan-2012 |
g raduates by SLCS Course TIRCOSLEANTY  fedan20iz  Addanzoiz o
. . ADRLTT_Test TIRCOMDRTTT 10-Dec-2011 10-Dec-2011 (]
clicking on Tesuonz HECovmE  ososamm  osdecaom s
1012201 BCOTACTZIR A0-Mo-2011 30-Mov-2011 4

the ‘Class
ID’ hyperlink:
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4. In the Class
Details

TTR - ADR1-CLASS1-2011
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Language: Englian 7] instructorriame:  [FiDonga Goodknigi =] Prions: [Academic
Stat Date: [os-0cr 2011 o000 g&m‘?”l"’ [freres Fax [1z345676
EndDate: [o5-cer2011 0000 m"&%‘;’& F Email [academici@colomail,
You will study e [rorvm e
Dty I Tkl |‘ Duscription l;satoutln =1 wab Sile meduza
ihe ADR
Soats In Total IW Agreement. All
Mumbﬂﬂ:j
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5. In the
‘Students  in
Class’ page,
click on
‘Select All
and then click
on ‘Export
Graduates’

In the
‘Choose
Graduate
Data
Export’
select the
data fields
from each of
the categories
you want to
have exported
by ticking the
check-boxes
next to each
of the data
fields:

to
page,

You may also click the
‘Select All' button to have
all data fields of all the 4
categories selected for
export.

Clicking the ‘Select None’
button will unselect all
data fields of all the 4
categories for export.
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Choose Graduate Data to Export

Please select the data which you want to be exported by selecting the related check-boxes below
Graduate Personal Data Local Graduate Professional Data
Family Name Family Name Local Employer Name [l
First Name First Name Lacal |Job Title 0
Student ID Title Local Address 1 0
Title: ) Place Of Birth Local Address 2 (]
Gender 1 | |country ofBirth Local | |Address3 |
Birth Date [} Address 1 Local City B
Place Of Birth [ | |address 2Local | |state &
Country OT Birth 1 | |address 3 Local 1| |Postal Code Prefix o
Address 1 | |cityLocal Postal Code Suffix [l
Address 2 [ State Local 7] |country ]
Address 3 = Postal Code Prefix Local Telephone |
city T | |Postal code SuffixLocal | [mobile (@
: State [l Country Local Fax [l
« il o

m
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Driver Card |ssuing Authority

Driver Card Issuing Authority Local

TATE T TCoumy Toear T [P EH -

Postal Code Prefix |} TG 1
Class Data
Postal Code Suffix Il P &
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iy cl Class Mame (=] Exam Date
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EELOIE E] I start Date 1| |piplomaip
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=
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Select All Select None Export Data
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7. To actually export the selected data fields from AOL in a file, click on the
‘Export Data’ button in the ‘Choose Graduate Data to Export’ page.

AOL will then display a dialogue window proposing you to either open or save the
graduates export file:

File Download |

Do you want to open or save this file?

E;' Mame: EwportGraduates caw
d,

Tvpe:  Microzaft Office Excel Camma Separated Yalues File...

From: demo.iruacademyonline.com

Open Save

w‘h Yw'hile filez from the Intermnet can be useful, zome fles can potentially

harm your computer. |f pou do fat trust the zource, do not open or
zave this file. What's the rigk?

a

To edit or save the graduate and card data file exported from AOL, refer to the
instructions in section 12.1.3 above.
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13 Scanning and Attaching Official Authority / Examination
Body Signatures on IRU Academy Certificates / Diplomas

Official Authorities / Examination Bodies agreeing to sign IRU Academy certificates /
diplomas issued by their national ATI(s) can scan and attach their scanned authorised
representative’s signature by using the AOL ATI Module.

Authorised representatives of Official Authorities / Examination Bodies can obtain
access to the ATl Module upon request to the IRU Academy.

Once the IRU Academy has created the Official Authority / Examination Body profile and
has set the login parameters for their authorised representatives, AOL sends the login
details (username and password) to the authorised representative(s) by e-mail to the
address indicated in their profile.

The procedure to follow in order to have the authorised representative of the Official
Authority / Examination Body signature scanned and attached using the AOL ATI
Module (after accreditation) requires the authorised representative to:

1) Logon to the AOL ATI Module using their appropriate login details (Username and
Password):

L lg, »

R

0O IRU ACADEMY ON-LINE LOGIN

User Name: rmougaby

Password: TITTTIT LY

vide Excellence in Professional Road Transport Training
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2) Click on the ‘Continue’ button when in the ATI Homepage:

[Clo/o——"0==0

4

South African Ministry

IRU Academy Accredite_d_Tr_aiFing Institutes (Alphal;ﬁ;:ally Listed]_.

= Test Training Ltd =
Certi of Pre il Ci in Dangerous Goods by
Road (ADR)

m

View Print To
Per Course Pdf
=

Excellence in Professional Road Transport Training

3) Click on the ‘Continue’ button once again when in the Student Forecast per ATI
page:

sl | WEBSITE |m

00— rw—

South African Ministry

Student ForeCast per ATI, per Course({Alphabetically Listed)
ATI ForeCasts you v rtificates/Diplomas. This will take you approximately D0 hour(s) and 30
minute: e hether to sign manually or electronically.

= Test Training Ltd

n i of i Ci
ngerous Goods by Road (ADR)

View Print To
Per Course Pdf
i
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4) Click on the ‘Signature’ button in the lower part of the Official Authority /
Examination Body page displaying your details:

Person responsible

* Full Name: |South African Ministry “ Title: | Prof Dr
* Short Name: |SAM * Name: Mougaby
“ First Name: Rob
“Job Title: Minister
* Address1: [SAM Street 123
Address2: | Ty +12345678
adgress3: [ Fax: [+12345679
oy [samcy Mobile: |+12345680
State: l— * Email: |Blagoja.Jovanovski@iru.c
* postal Code: 135—00 Web Site: \'www.mot.gov.za
= Country: |South Africa : User Name: \rmougaby
Change password

Submit &
- m

e Excellence in Professional Road Transport Training

5) Click on the “Print Signature Form” button to produce a PDF signature form with
instructions on how to attach signatures:

Submit Signature

INSTRUCTIONS FOR CORRECTLY SUBMITTING A SIGNATURE FOR
Rob Mougaby
No Signature Attached Yet

x| Format jpg. oif, bmp Size 85071163
pixels

IF YOU WISH TO INSERT A NEW SIGNATURE: Please click the Print Signature Form button below
ONCE YOU HAVE SCANNED YOUR SIGNATURE: Please click the Atrach Signature File button below

Attach Print
Signature File Signature Form

e Excellence in Professional Road Transport Training
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6) Print the PDF form, have it signed by the General Manager in the ‘Signature Box’
(using a thick pen and aligning the signature to the left border of the frame), then
scan the entire (A4 format) signed form in JPG format and save the scanned

image on your PC / network:

Signature Form
instructions and Signature Box

This procedure allows you to attach to your Application Form the electronic signature of the
person whose details you have just entered / viewed. This electronic signature will then be
automatically printed on IRU Academy Certificates, Diplomas and joining letters. This

signature can bs removed at any tims,

To attach a signature:

1. Have the person whose signature is fo be submitted sian in the signature box below.
He or she should use a thick black pen, and sign within the frame.

2. Scan the page with the signaturs and save it in JPEG format (remember where you
saved your file).

3. Click the "Attach Signature File” button and follaw the instructions.

4, If you are not salisfisd with the result, start again.

Signature Box.
Plaase sign within the frame bekow:
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7) After having selected the file containing the scanned signature using the “Browse”
button, click on the “Attach Signature File” button and AOL will display the
attached signature on the page — click on the ‘Back’ button to finish the process
and return to the Official Authority / Examination Body page:

Submit Signature

INSTRUCTIONS FOR CORRECTLY SUBMITTING A SIGNATURE FOR
Rob Mougaby

IF YOU WISH TO REMOVE THIS SIGNATURE Please click the Remove Signature File button below
Remove
Signature

le Excellence in Professional Road Transport Training

8) Click on the ‘Submit & Continue’ button to save the attached scanned signature,
then logout from the ATI Module to. The process of attaching your General
Manager’s signature is thus finished.

Action j Person responsible

* Full Name: |South African Ministry * Title: | Prof Dr

* short Name: [sam *Name: [Mougaby
“ First Name: |Rob

* Atidrassts W = Job Title: |Minister
Address2: [ “Telephone: [+12345678
Address3: [ Fax: [-12545603
“city: [samciy Mobile: [+12345680
L * Email: [Blagoja.Jovanovski@iru.c
*postal Code: [13500 Web Site: [wwwmotgovza
= Country: mca—m User Name: W

Change password

) Submit &
Logout I Continue

wide Excellence in Professional Road Transport Training
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14 Adding Barcodes on IRU Academy Certificates / Diplomas

To ensure further security and enable easy veracity checks of each IRU Academy
certificate / diploma issued by the ATIs, AOL now also generates and prints unique
certificate / diploma barcodes, based on the unique Diploma ID allocated automatically
upon generation of each certificate / diploma.

The certificate / diploma barcode used in AOL is based on the GS1 QR barcode:

- integrated in each produced certificate/diploma,

- made up of the direct URL of the new AOL “Check Qualification Certificate”
function, concatenated with the certificate / diploma ID, and

- ATls may use this barcode when printing driver qualification cards, as a way to
ensure veracity check of the related IRU Academy certificate / diploma as a proof
of the driver’s qualification.

As from the date of deployment of the present AOL release (16 July 2014), all IRU
Academy certificates / diplomas issued by the ATIs will have an integrated GS1 QR
barcode in the upper left-hand corner next to the graduate’s name, as shown in the

image below: [LITAcademy
CPC CERTIFICATE

Awarded on 14 February 2012 with Certificate ID TTRCOCPD8755100 to

OLGA AGACHI

Bom in MDA CHISINAU, REPUBLIC OF MOLDOVA, on 28 October 1978, certifying qualification in the

Certificate of Professional Competence (CPC)
for Driver

- Periodic Qualification for Trucks Drivers -

Possession of this qualification is confirmed by the IRU Academy on its web site under Graduate Viewing Code: 5037626/J1 or /P1.
This certificate is valid until the expiry date indicated on the CPC card issued by the Competent Authority.

This course is delivered by the IRU Academy Accredited Training Institute TTR on the basis
of EU Directive 2003/59/EC, on subjects referred in section 1 of Annex A and the strict criteria fixed by the IRU Academy,
endorsed by its high level Advisory Committee, regarding instructor qualification, training and examination
to provide and ensure the highest professional skills and quality in road transport.

www.iru.org/academy

Mr Umberto DE PRETTO Mr Nikolai VERCHOVETS Dr Trainer Academic
Secretary General 1st Deputy Minister General Manager
International Road Transport Union (IRU) Ministry of Transport and Communications TTR

Switzerland South Africa South Africa

Academy

Due to technical constraints, the GS1 QR barcode attributed by AOL to any
generated graduate certificate / diploma cannot be exported from AOL ready for
its reuse for printing of driver qualification cards by the ATIs. However, to
overcome this constraint, ATIs wishing to use the certificate / diploma GS1 QR
barcodes for their printing on driver qualification cards may contact the IRU
Academy and obtain an application which they can use to generate the identical
barcodes which they can then reproduce for printing on driver qualification cards.
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By means of the added GS1 QR barcodes on graduate certificates / diplomas generated
in AOL, the process of checking the acquired professional qualification is simplified and
made more straight-forward, as it is explained in the section 15 below.

15 Direct Certificate / Diploma Veracity Check

AOL significantly simplifies the task of checking of the veracity of any certificate /
diploma issued as a proof of the acquired professional qualification owing to the
introduction of the direct ‘Check Qualification Certificate’ function and the integrated GS1
QR barcodes. Veracity of certificates / diplomas can be checked easily and at any time
in either of the following 2 ways:

1. Using the new ‘Check Qualification Certificate’ function (button on the AOL Home
Page).

e
L —— -

IRU ACADEMY ONLINE v3.0 - HOMEPAGE

| WEB SITE | m
) —

y On Line (AOL)

ATI Module Graduate Module IRU ACADEMY

ATI Accreditation Module Public Graduate Page Access ATI Promotional Page

Cherk Qualification Certificate

wide Excellence in Professional Road Transport Training

2. By scanning of the GS1 QR barcode printed on the IRU Academy certificate /
diploma (or driver qualification card) using a scanner or a mobile device (e.g.
smart-phone).

Please note that, unlike the ‘Public Graduate Page Access’ functionality, the new ‘Check
Qualification Certificate’ function does not require any keys or passwords to be able to
use it. All it simply requires is the certificate / diploma ID number as reproduced on the
printer certificates / diplomas, or a mobile device able to scan GS1 QR barcodes.
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15.1 Direct Check using the ‘Check Qualification Certificate’ Function

To directly check a qualification certificate / diploma, control authorities or anybody else
wishing to do so needs to:

- Open up the AOL Home Page (URL: https://www.iruacademyonline.com);
- Click on the ‘Check Qualification Certificate’ button

TR |
[ wesSITE | m

(O/CI0 )

R

IRU ACADEMY ONLINE v3.0 - HOMEPAGE

ATI Module Graduate Module IRU ACADEMY

ATI Accreditation Module Public Graduate Page Access ATI Promoticnal Page

Check Qualification Certificate|

‘Check’:
o acm

| WEBSITE | m

Soico——"0"==0

Asi

CERTIFICATE / DIPLOMA SEARCH

Certificate No: TTRCOCPD8755100

I
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AOL then displays the certificate / diploma (without signatures) as generated upon its

initial creation:
[ZITAcademy

CPC CERTIFICATE

Awarded on 14 February 2012 with Cerlificate ID TTRCOCPD8755100 to

OLGA AGACHI

Bom in MDA CHISINAU, REPUBLIC OF MOLDOVA, on 28 October 1978, certifying qualification in the

Certificate of Professional Competence (CPC)
for Driver

- Periodic Qualification for Trucks Drivers -

Possassion of this qualification is confirmed by the IRU Academy on its web site under Graduate Viewing Code: 5037626/J1 or /P1.
This certificate is valid until the expiry date indicated on the CPC card issued by the Competent Authority.

This course is delivered by the IRU Academy Accredited Training Institute TTR on the basis
of EU Directive 2003/59/EC, on subjects referred in section 1 of Annex A and the strict criteria fixed by the IRU Academy
endorsed by its high level Advisory C ittee, regarding i ql training and
to provide and ensure the highest professional skills and quality in road transport.

Www. i org/academy

Mr Umberto DE PRETTO Mr Nikolal VERCHOVETS Dr Trainer Academic
Secretary General 15t Deputy Minister General Manager
International Road Transport Union (IRU) Ministry of Transport and Communications TR

Switzerand South Africa South Africa

Academy

15.2 Direct Check using the Certificate / Diploma GS1 QR Barcode

To directly check a qualification certificate / diploma, control authorities or anybody else
wishing to do so needs to:

- scan the certificate / diploma barcode using a mobile device (e.g. a smart-
phone);
- open the hyperlink displayed on screen following the successful scanning.

The mobile device will then directly display on screen the AOL certificate / diploma
(without signatures) as generated upon its initial creation in the same way as shown in
the figure above.

* k k k%
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The International Road Transport Union (IRU),
through its network of National Member
Associations on all five continents, represents
the entire road transport industry worldwide.

It provides exclusive international recognition of
professional excellence to Graduates holding
Certificates and Diplomas delivered by IRU
Academy Accredited Training Institutes (ATIS).

It speaks for the operators of buses, coaches,
taxis and trucks, from large fleets to owner-
drivers, in all international bodies that make
decisions affecting road transport.

Working with its Members and Partner
Organisations for the highest professional
standards, the IRU ensures the mobility of
people and goods whilst improving environ-
mental performance, safety and security.

Working together
for a better future

since 1948

International Road Transport Union,
IRU Academy

3, rue de Varembé
B.P. 44

CH-1211 Geneva 20
Switzerland

Tel: +41-22-918 20 51 (IRU Academy direct)
Fax: +41-22-918 27 41

Email: academy@iru.org

Web: www.iru.org/academy
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