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OSHA Authorized Trainer Student Processing 

System
ÇThe OSHA Authorized Trainer Student Processing System (SPS) 

provides a Web site for you to:
o Log in and enter Outreach Training reports

o Submit reports and payments to OTIEC for approval
o View the status of previously submitted reports

ÇYour reports will be reviewed and approved or rejected

by the OSHA Training Institute Education Center in a timely manner

ÇYou will be notified by e-mail of report approval or

rejection

ÇUpon approval of your report, completion cards will be mailed to 

your address of record
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Dashboard
Ç Your Dashboard is where you arrive upon logging in to the SPS

Ç On your Dashboard,you can:
o View Approved,Rejected or In Progress reports

o Edit incomplete reports

o Edit your trainer information

o Start a new Outreach Training Report
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Dashboard

The Approved section shows you 

reports approved by your OTIEC

The In Progress section shows you 

reports you have begun but not yet 

submitted to your OTIEC

Click the Edit button to make 

changes to a report and submit it for 

approval

Click the Edit Trainer Information 

button to view and edit your contact 

information

Click the New Outreach Training

Report button to start anew report

Click the Logout button to exit the

system
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Editing Your Trainer Information
ÇTo update you trainer information, click the Edit Trainer Information button

ÇMake any changes required, and then click the Save button

ÇImportant Notes:
Ç The information entered on this page automatically populates on your Outreach Training reports 

as required

Ç Trainer course information is maintained by your OTIEC and cannot be edited

Note changes to your 

username or 

password in a secure 

location
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ÁEntering a New Outreach Training Report
Ç To start a new OutreachTraining report, click the New OutreachTraining Report button

Ç The OutreachTraining report is broken into 5 easy steps:
o Course InformationïIncludes course type,dates,times,location,size,language and sponsoring organization

o Course TopicsïIncludes time spent by topic during course

o ClassRosterïIncludesnames of students who completed the class

o Statement of CertificationïIncludes attestation that all provided information is true

o Submit Report to OTIECïIncludespreview of completed report, payment and submission to OTIEC

Ç Important Notes:
o Your changes are saved asyou progress through each page

o If you do not complete and submit a report,you can return later,make changes,and then submit the report

o Once a report hasbeen submitted,you cannot make additional changes unless directed by your OTIEC
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New OutreachTraining Report > Step 1:Course Information
Select the course taught from the

dropdown list in the Course field

Use the Calendar to pick the datesfor

the first and last day of your class

Enter the start and end times for your 

class
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New OutreachTraining Report > Step 1:Course Information
Select a previously created training site or chooseïNew

Locationïin the Training Site dropdown list

When you select ïNew Location ï, fields will 

appear where you enter the name, address and 

type of  the training site

Location information issaved and available for

use on future reports
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New OutreachTraining Report > Step 1:Course Information
Enter the number of studentswho completed your class in

the Class Size field

Check the boxes for any relevant items in the 

Course Information section and enter the 

corresponding information as required

Check the boxes for any relevant items in the 

Sponsoring Organization section and enter 

the corresponding information as required

When youôve finished, click the Next: Course 

Topics button to save your information and 

continue to Step 2
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New OutreachTraining Report > Step 2:Course Topics
Ç Course topics listed appear based on the type of course conducted (# of hours,industry)

When you finish entering topics, click the Next: 

Class Roster button to save your work and 

continue to Step 3

As you select times by course topics, the Total 

Hours: field at the bottom of the page updates

Use the dropdown lists to select the number of 

minutes/hours spent on each class topic

If you taught optional topics, select the time 

and enter the topic name in the available fields
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New OutreachTraining Report > Step 3:ClassRoster

When you have finished, click the Next: 

Statement of Certification button to save 

your work and continue to Step 4

Enter the first and last name of each student

who completed your class

A CSV/Microsoft Excel file upload featurewill

be added to the system by 11/15.
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New Outreach Training Report > Step 4: Statement of Certification
ÇRead and attest that all information provided in the Outreach Training report submission is true 

and accurate by checking the box

ÇClick the Next: Summary and Payment button to save your work and continue to Step 5
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