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1 ABOUT THIS DOCUMENT 

This guide provides information to assist Filing Representatives with using the Department’s 
Online Training Course Scheduling Tool. In order to meet the Department’s requirements for 
renewing Filing Representative Registration, all Filing Representatives must complete their 
training requirements prior to the end of the registration renewal period. The training 
requirement for Class 1 Filing Representatives is 16 hours and for Class 2 Code and Zoning 
Representatives is 36 hours. 

 
This guide will assist Filing Representatives with: 

 
  Registration 
  Logging into the Online Training Course Scheduling Tool 
  Creating and Managing Training Course Bookings 
  Rescheduling an Existing Course Booking  
  Cancelling a Course Booking 
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2 REGISTRATION  

This section provides information on logging into the Online Training Course Scheduling 
Tool to register for courses from an email invitation sent by the Department, and 
registering as a new user from the Department of Buildings website. 
 

2.1 REGISTRATION VIA EMAIL INVITATION FROM THE DEPARTMENT OF 

BUILDINGS 

All active Filing Representatives with a valid email address on file with the Department of 
Buildings will receive an email invitation to register for training courses.  
 

 
  

From within the invitation email, please follow the steps below: 
 
1. Click on the Click here to start scheduling Filing Representative Training Courses 

link. You will be navigated to the Filing Representative Training Online Training 
Course Scheduling Tool on the Department’s website, where you will automatically be 
logged in. 
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2. Hold the cursor over your name to reveal the drop down menu. 

3. Click on Modify My Information and you will be navigated to the My Account page. 
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4. Under the email address field, there are two (2) blank fields. Please enter your desired 
password in both fields.  

 

 
 

Note: Your password must be the same and at least 6 characters long.  

 

5. Click on the Update button to update the password information you have entered and 
you will be automatically navigated to the Select Filing Representative Training 

Course page.  
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2.2 WALK-IN REGISTRATION EMAIL INVITE  

If you were registered on site as a walk-in Filing Representative, you will received an 
email invite sent from the proctor.   
 

 
 
From within the invitation email, please follow the steps below. 

 
1. Click on the Generate your password link. 

  
If you were navigated to the Please select a password page, please follow the steps below: 

 

 
 

2. Click in the box below New Password.  
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3. Enter a password that is at least 6 characters long. 

4. Click in the box below Confirm password. 

5. Enter the same password you previously entered in the New password box. 

6. Click on the Go to Booking Page button. You have now been registered to schedule 
Filing Representative Training  Courses through the Department’s Online Training 
Course Scheduling tool. You will be navigated to the Booking page. 

 

 
 
 
If you were navigated to the Email Confirmation page, please follow the steps below: 

 

 
 
7. Click the Continue button. You will be navigated to the Please select a password 

page. Please follow Steps 2-6 in Section 2.1 to create a new password.  
 



Filing Representative Training 

 

Online Course Scheduling User Guide  Page 9 of 28   

DRAFT DOCUMENT 

2.3 REGISTER AS A NEW USER FROM THE DEPARTMENT OF BUILDINGS 

WEBSITE 

 
In the event that you were unable to register via the email invitation sent to all Filing 
Representatives, you may also register to schedule Filing Representative Training Courses 
through the Department’s Online Training Course Scheduling tool via the Department’s 
website. To register as a new user from the Department of Buildings website, please follow 
the steps below: 
 
1. Access the Online Training Course Scheduling Tool at 

http://www1.nyc.gov/site/buildings/industry/filing-representative-training-courses.page 
 

 
 

  

http://www1.nyc.gov/site/buildings/industry/filing-representative-training-courses.page
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2. Click on the New User link in the upper left-hand corner of the page. You will be 
navigated to the New or Existing user page. 
 

 
 

3. Click on the New User icon. You will be navigated to the New User form. Complete the 
form by entering the followng information: First Name, Last Name, Address, Mobile 
Number, Email Address and Password.  
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4. Click the Register button to complete your registration. You will be navigated to 
Booking page. 
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3 LOGGING INTO THE ONLINE TRAINING SCHEDULE TOOL  

This section provides information on logging in to the Online Training Course Scheduling 
Tool from the Department’s website.   

3.1 LOGGING IN AS A EXISTING USER FROM THE DEPARTMENT OF 

BUILDINGS WEBSITE 

 
To log in as a Existing User from the Department of Buildings website, please follow the 
steps below: 
 
1. Access the Online Training Course Scheduling Tool at 

http://www1.nyc.gov/site/buildings/industry/filing-representative-training-courses.page. 
2. Click on the Log In link located in the upper left-hand corner of the page. 

 

 
 

  

http://www1.nyc.gov/site/buildings/industry/filing-representative-training-courses.page
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3. You will be navigated to the New or Existing user page. 
 

 
 
4. Click on the Existing User icon and you will be prompted to enter your Email address 

and Password. 
 

 
 

5. Click inside of the Email box and enter the email address you have previously used to 
log in to the Online Training Course Scheduling Tool.  

6. Click inside the Password box and enter the password you have previously used to log 
in to the Online Training Course Scheduling Tool. 

7. Click Login & Book to proceed to the Booking page. 
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4 CREATING AND MANAGING TRAINING COURSE BOOKINGS 

This section provides information on creating and managing Training Course Bookings 
using the Online Training Course Scheduling Tool.  
 

4.1 CREATING A NEW TRAINING COURSE BOOKING 

After you have logged into the Online Training Course Scheduling Tool, please follow the 
steps below to create a new training course booking: 
 
1. Click in the box to the left of the Filing Representative training course you desire to 

book. 
 

Note: Training courses beginning with the number ‘1’ (e.g., 101) are applicable to 

both Class 1 and Class 2 representatives; courses beginning with the number 

‘2’ (e.g., 201) are only applicable to Class 2 representatives.  

 

 
 
 

2. Click the Next button to navigate to the Filing Representative Course time/date 
selection page. 
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3. If the course previously selected is incorrect, click in the box next to the word Change 

to navigate back the previous page to select another course. 
4. If the date/time you desire is not listed on the 1st page, click on the arrows to the left or 

right of the date range displayed on the top of Filing Representative Course page to see 
other available course hours for booking Or,  

5. Click on the date/time for the course you desire. You will be navigated to the Order 

Summary page 
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6. Review the course and date/time on the Order Summary page.  
 
If the course and date/time is not correct, please follow the steps below:  
 
7. Click on the Back button to select a different date/time from the date/time list, Or 
8. Click the Change button to select another course offering and return to Section 4.1 to 

book the desired course. 
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If the course and date/time selected is correct, please follow these steps: 
 
9. Click on the Book Now button. You will be navigated to the Thank you page, and a 

confirmation of your booking will be displayed.  
 

 
 
Note: All confirmed appointments can be cancelled up to 24 hours prior to the 

appointment time. 

 

 

4.2 CHANGING A BOOKED COURSE FROM THE CONFIRMATION PAGE 

This section provides information on how to change a booked course from the 
Confirmation page. 
 
1. To change a booked course from the Confirmation page, click in the box next to the 

word Change. You will be navigated to the Online Training Course Scheduling Tool 
booking home page. 
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2. Click in the box next to the desire course you would like to book.  
3. Click the Next button. 

 

 
 



Filing Representative Training 

 

Online Course Scheduling User Guide  Page 19 of 28   

DRAFT DOCUMENT 

4. After selecting your desired course, please see Section 4.1 for instructions on how to 
complete your booking.  
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5 RESCHEDULING AN EXISTING COURSE BOOKING  

This section provides information on how to reschedule an existing course booking within 
the Online Training Course Scheduling Tool. 
 
To reschedule a course you must already be logged into the Filing Represntatrive Training 
Course Scheduling Tool. See Section 3.1 for instructions on how to log in to the Online 
Training Course Scheduling Tool. 
 
1. Hold the cursor over your name to reveal the drop down menu.  
2. Click on My Appointments to navigate to the Appointments page. A list of all booked 

appointments will be displayed on the Appointment page. 
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3. Click the Reschedule link under the course you desire to reschedule. 
 

 
 
4. Click on the Next Day or Next week link to advance your selected course booking by 

one day or one week, respectively Or, 
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5. Click on the Calendar icon to the right of the date currently selected to select a new 
date from the Calendar Or,  

6. Click the clock icon to display the available times for the date selected and choose your 
desired time.   
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7. Click Reschedule. The course is now rescheduled to the new date/time. 
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6 CANCELLING A COURSE  

This section provides information on how cancel a course within the Online Training 
Course Scheduling Tool. 
 
To cancel a course you must already be logged into the Filing Represntatrive Training 
Course Scheduling Tool. See Section 3.1 for instructions on how to log in to the Online 
Training Course Scheduling Tool. 
 
1. Hold the cursor over your name to reveal the drop down menu.  
2. Click on My Appointments to navigate to the Appointments page.  
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3. Click on the Cancel Appointment link under the course desired to be cancelled. 
 

 
 
4. A verification box will be displayed asking, “You Want To Cancel This 

Appointment? Yes | No” 

5. Click Yes to cancel the appointment and the appointment will be removed from the 
page. 
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7 VIEW EXISTING BOOKINGS 

This section provides information on viewing existing bookings within the Online Training 
Course Scheduling Tool. 
 
To view a list of booked courses you must already be logged into the Online Training 
Course Scheduling tool. See Section 3.1 for instructions on how to log in to the Online 
Training Course Scheduling Tool. 

 
1. Hold the cursor over your name to reveal the drop down menu. 
2. Click on My Appointments. You will be navigated to the Appointments page. A list 

of all booked courses will be displayed on the Appointments page. 
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3. The Upcoming Tab lists all courses that have been booked in the future.  
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4. The Past Tab lists all courses that were booked for dates in the past. 
 

 

 

 
Note: Courses listed in the Online Training Course Scheduling Tool as past bookings do 

not reflect or imply attendance or completion of the courses listed.  


