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WELCOME! 

The On-Line Users Guide is the easiest and fastest way for you to get started 

with the Virginia Ship Repair Association OTraining portal. This system is 

very user friendly, however it also has a lot of features and security 

protections that require users to be knowledgeable about their choices. 

Snapshots of every web page are included to aid learning. Below are a few 

items that are most often questioned, or cause difficulty for new users. We 

hope this guide will help you and we welcome any suggestions. 
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TIPS: 

1. Find the site by going to: 

   http://OTraining.VirginiaShipRepair.org  

2. Companies may authorize Administrators, for example the Safety 

Manager and the Training Manager. However, a Company can only 

register ONCE PER GEOGRAPHIC LOCATION. Therefore, make 

sure the right people (i.e. safety or training director) are registering. 

He/She can then assign AUTHORIZED ADMINS for back-up access 

to the Company section of the portal. 

3. DO NOT MANUALLY ENTER names for On-Line students! This 

option is only for employees who are given classroom, Windows 

Media or DVD sessions. 

 

VSRA OTraining COMPANY Users Guide 



3 

Submit a HELP Ticket HERE! 

Choose which training is going to be taken.  

Find this page at http://OTraining.VirginiaShipRepair.org 
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If your Company is already registered  and you are an AUTHORIZED 

ADMINISTRATOR (check the list below), login here. 

IF not, Click Here 

to Register your 

company.   

Check if your 

company is 

already 

registered 

HERE! 
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Companies register ONE-TIME in order to  

purchase codes, record and track completions and access materials. 

This will be your Company POC. ONLY 

the Company POC should register the 

Company and provide Authorized 

Administrative Access to the system! 

This is a FOUR-DIGIT PIN that will be used by 

employees to access SAFETY ORIENTATION. 

This is the User Name and Password 

for COMPANY Authorized Admins and 

should NOT be given to Students or 

Trainees! 

Choose if your company 

belongs to VSRA or one of the 

other Associations listed.  

This will be your Company’s back 

up POC. They can serve in place of 

the POC listed above. 
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ONLY Company POC’s and people who are AUTHORIZED ADMINS 

with Company Assigned Administrative Rights should login to the 

Company Access Site! 

Entering this login will take you to your COMPANY records where 

you can purchase codes, record classroom orientations or training 

and check for completed student records. 
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SAFETY ORIENTATION 

COMPLETIONS are recorded and 

stored in your COMPANY Account. Just 

enter the Student Name and completion 

date next to the Access Code you 

completed in the CLASSROOM setting. 

OTHER TRAINING: 

If you completed a classroom session of 

OTHER Training, such as Nomenclature, you 

must also add the students email address 

they used to set-up their student training 

account if you want their record to show all 

non-safety orientation training.  

Notes on Student TRAINING Accounts: 

1. They are not required in order to log training completions 

2. If you enter a student completion with their email and 

they do not have a student account, they can set one up 

later using the same email and the system will merge the 

record(s) 
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This is the COMPANY HOME Page when you login as a Company POC/Authorized Admin 

Purchase Access Codes and 

Materials Here. 

Training courses may offer 

BULK Discount Pricing. 

Check pricing HERE. 
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MESSAGES are emailed to Company POC’s when they are generated. However, you can 

view them here for updates and critical solutions to common problems. 
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Control Company Profile Information here. 

Your Company Name 

Your Company Three Letter Designation- Assigned by VSRA when you register 

Your Company Four-Digit PIN Used by Employees for ON-LINE Access 

Your Company POC 

Change your AUTHORIZED 

ADMIN/POC PASSOWRD HERE. 

Your Company Back-Up POC 
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View or Print Completion 

Certificates Here. 

Check Safety Orientation and 

Other Training Records Here. 

Sort by Name, Code, 

Course, Company, 

Incomplete or Complete 

Export Lists to an Excel file Here. 
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Sort by COURSE Here. 

If you conduct CLASSROOM 

sessions, you may enter 

multiple student completions 

here – DO NOT Enter ONLINE 

student info! 

Click on ONE Code to Enter 

a Student Completion for 

CLASSROOM delivery 

ONLY! If you are having an 

employee take the Safety 

Orientation or a Training 

Course ONLINE DO NOT 

enter their name! 

IMPORTANT: See next page for 

details on Student records. 

Orientation and Other Training 

have different requirements. 

Find unused purchased 

codes here to give to 

employees. 
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Give employee one code. 

Students will enter codes 

at the beginning of their 

Orientation or Training. 

For other training: Or For Online Safety 

Orientation: 

To only view a certain type of 

course, select from the 

dropdown list here. 
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This page, located under the RESOURCES tab 

houses all of the back-up materials and FREE 

materials for LIVE Classroom/DVD/CD delivery. You 

may also find Company Prefix listings here, as well 

as promotional materials for use with other 

companies and employees.  

 

STUDENTS with TRAINING ACCOUNTS also have a 

Materials Section for extra learning resources that 

may be posted.  
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You can choose to only have some companies view your employees who have completed orientation 

or training.  

Click the BLOCK ACCESS TAB and check companies that you DO NOT want to see your information. 
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To submit a help ticket click 

on the “Get Help” Tab 

Fill out the blank 

spaces then 

submit the ticket 
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THANK YOU! 

For further assistance, please contact our dedicated phone line at 757.233.6471 or email us at 

OTraining@VirginiaShipRepir.org 

 

For comments and improvement suggestions please contact  

Michelle Tomaszewski, Ph.D. at MTomaszewski@VirginiaShipRepair.org 

mailto:OTraining@VirginiaShipRepir.org

