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v I TotalC. .. v I Term ... v 

$57,040.00 5/1/2021 

$212 .580.... 5/1/2021 

3 Contract 3 View Single Employer Contract (... Account 1 Approved - Pending Execu... $992.00 9/ 13/20 ... 

ENROLL 

TRAI NEES 

UPLOAD ADD UPLOAD 

TRAIN EES HOURS HOURS 

UPLOAD CBT 

HOURS 

UPDATE 

ROSTERS 

ADDCBT UPLOADCBT CREATE REQUEST ADD 

CLASS CLASS INVOICE REVIS ION WORKPLACE 

CAL-E-FORCE REFERENCE GUIDE: UPLOAD CBT CLASS TITLES 

This Reference Guide applies only to those who have been approved for Computer Based Training (CBT) on their ETP contract 

1. At the top of the landing 
page, select the Contracts 
button on the button bar. 

2. Click on View for the 
contract that you would like 
to upload CBT class titles. 
This will take you to the 
Contract Details page 

3. Select the Upload CBT Class 
button on the button bar at 
the top of the Contract 
Detail Page 



 
 

  

 

  
  

 
  

 
  

 

 
 

    
  

 
 

 

 

 
 

 

  
 
 
 

 

 

 

                                                                              

        
 

Upload CBT Class for Contract: Contract 1 - Account 1 
Please Upload your C SV file here: I Choose File I No Ille chosen Back to Contract 

Note: Please use the standard template to upload Hours dat.-~-~•- download the template 

Click Here to download the Upload 

Upload CBT Class for Contract: Contract 1 - Account 1 
Please Upload your C SV f ile here: I Choose File I No file chosen Upload Back to Contract 

Note: Please use the standard template to upload Hours data, Click Here to download the temp late 

Click Here to download the Upload Training Type Codes. 

Training Types for Contract: Contract 1 

COD E TRA INING TY~E 

5 Computer Skills 

6 
Computer Skills - • -Advanced Tedinology 

7 
Cont inuous Improvement 

Skills 

10 Green/Clean Skill s 

V 
F FOi ,I 

m•~ )(avl 
(.csv) 

X 'il'Kfows Corm,a Separated (.ci.vl 

>( '1S•OOS Comma t cl (.CSVJ 

CAL-E-FORCE REFERENCE GUIDE: UPLOAD CBT CLASS TITLES 

4. If you do not have a CSV 
containing your titles in the 
standard format, select 
Click Here to download the 
template 

5. Template Codes for the 
Training Types approved on 
your contract can be found 
on the upload page below 
the upload prompt 

6. If using a PC, save the file as 
a CSV (Comma delimited) 
file. If using a Mac, save as 
Comma Separated Values 
(.csv) 

PC USERS: MAC USERS: 



 
 

  

 

 

  
  

 

 

 
 

 

  
 

 

 
 

Upload CBT Class for Contract: ~nnt r;irt 1 - Arrn1 int 1 
Please Upload you r C SV file he~ : I Choose File I No Ille chose~ Upload Back to Contract 

Note: Please use the ~t':rd template to upload Hours data. Click Here to download the template 
C ck Here to download the Upload Training Type Codes. 

Upload CBT Class for Contract: Cont ract 1 - Account 1 
Please Upload you r C SV f ile here: I Choose File I No Ille chosen Upload Back to Gontract 

Note: Please use the standard template to upload Hours data. Cli~ ~e to download the template 
Click Here to download the Upload Training pe Codes. 

CAL-E-FORCE REFERENCE GUIDE: UPLOAD CBT CLASS TITLES 

7. When your CSV is prepared, 
click the Choose File button 
and select your CSV 

8. Click the Upload button. 



 
 

  

 

   
  

  
 

 

 
 

 

     

 

 

  

~ APPLICATI ONS CONTRACTS MANAGE USERS ETPWEBSITE USER GUIDES REPORTS TEMPLATES 

21 Medica l Skills (Didactic) . 
24 RSI (Ap prenticeship) 

23 other 

22 Medica l Skills (Preceptor) 

12 HazWoper 

25 Safety Skill s - General 

26 Safety Skill s - OSHA 10 

I 27 Safety Skill s - OSHA 30 

For your reference here is a sample list of CBT Class Records that are being uploaded 

-

CLASS TRAIN ING TYPE TOTA L STAN DAR D H OURS 

Test CST Class 2 Compute r Ski I ls 1.00 

Test CST Class 2 Compute r Ski I ls 1.00 

When you are satisfi ed with the records above, cl ick the Upload CBT Class button to upload the CBT Class records. 

Upload CBT Class 

For your reference here is a sample list of CBT Class Records that are being uploaded 

CLASS TRAIN ING TY PE TOTA L STA N D AR D H O URS 

Test CST Class 2 Compute r Ski I ls 1.00 

Te.st CST Class 2 Compute r Ski I ls 1.00 

When you are satisfi ed with the records above, click the Upload CBT Class button to upload the CBT Class records. 

I Upload CBT Class I• -

CAL-E-FORCE REFERENCE GUIDE: UPLOAD CBT CLASS TITLES 

9. The browser page will 
briefly refresh. Scroll down 
on the page a sample of 
your upload file is displayed 

10. Click the Upload CBT Class 
button to complete your 
upload. 



 
 

  

 

   
 

 
 

 
 

 
  

 

 

 
 

 

  

 

   

 

 

 
 

ft APPLICATIONS CONTRACTS MANAGE USERS ETPWEBSITE USER GUIDES REPORTS TEMPLATES l 
21 Med ical Ski lls (Didactic) A 

24 RSI (Apprenticeship) 

For your reference here is a sample list of CBT Class Records that are being uploaded 

C LASS T RA I N I NG T YP E TOTA L STA N DARD HO U RS 

Test CST Class 2 Compute r Skills 1.00 

Test CST Class 2 Compute r Skills 1.00 

When you are satisfi ed with the records above, cl ick the Upload CST Class button to upload the CST Class records. 

Upload CBT Class / 
Your upload is Success. You may navir,are away from lhis page a1 any lime. You will receive an em ail when the upload is finished, including a link lo any 

errors. 

Ok 

T 

Your upload is Success. You may navir,are away from lhis page al any lime. You will receive an email when the upload is finished, including a link lo any 
errors. 

e:=J • 
T 

CAL-E-FORCE REFERENCE GUIDE: UPLOAD CBT CLASS TITLES 

11. The browser page will 
briefly refresh. Scroll down 
on the page to see a 
confirmation message 
stating your upload is in 
progress. You can navigate 
away from the page at any 
time by clicking OK 

12. Error reports and email 
notifications are expected 
to be released at a later 
date. To confirm CBT class 
has been uploaded, click OK 
to return to the contract 
detail page 



 
 

  

 

 

  
 

    
 

  

 

 

 
 

 

 

C8T ClnMI (&+I 

a.. Tr.W..-,..,pe -~ d'-n 

nt CS'T ~· soc 

lBICBT l c- 1. 

V.claocn M_,.1(1..,t"t SO() 

s.ie.r.:wu 

_,_ 
.toe 

atf Cln.1 a 1100 

{d...-- OU....._ aoa 

CAL-E-FORCE REFERENCE GUIDE: UPLOAD CBT CLASS TITLES 

13. Scroll down on the contract 
detail page to locate the 
CBT Class Related List. Click 
the header or view all to 
view all CBT Classes added 
to the contract 


