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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

o 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.

Dear

The WY C Depareeni of Buildings inviies veu to schedule vour Filing Bepeesezsacive Training Cowrse appoizim ents wsing oor Online Course Scheduling Teal

This 4ol is availatie 1o you 24 boure 3 day. Select the couree and the time yoa desice from e onZse schedule.

To back sppoint=mmit in 1he ffwe you will be requined 16 romombes 1he Tellewing lagin dolails:

URL: hilp sy rys. o il fing g ryring schedying shis]
LHpifame]

“Mote: You Wil e 2bie [0 5et your pasFannd ATer dhciing He bnk below, and 103owng ese sleps:

1, Heser coer® I ppee def-haned coemer of B schiduling Lool
2, Chok 'Modty My Informabon®

3. Enler your desied paswond

4. ek N Upde butlan

f i B .

Piase retan this emad te future relenence,
I you have amy questions, pease onlad the Cepartment of Buldngs 2 FengReaTrnro i ngs rys goy

Thark You,
WYC Depaiimert of Buddngs

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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4. Under the email address field, there are two (2) blank fields. Please enter your desired
password in both fields.

Home Filing Representative Training Courses Scheduling

About the Buildings . )
Department WMonigue D English pon Schedule About

Careers Select Filing Representative Training Course

Rebuilding After Sandy

-

Buildings Information MY ACCOUNT

Development

= Construction Fence + Shed ‘ Monigue D English ‘
Signage
» NYC Development Hub
» Applications & Permits United States |Z|
» Forms
» Licensing +2123032117 | E

» 3D Gite Safety Plans

\

\

‘ menglish@buildings.nyc.gov |
Safety & Enforcement ‘

Community Partnerships
Homeowners & Tenants

Sustainability Change timezone? click here

Codes & Reference

Hews & Services

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.

Home Filing Representative Training Courses Scheduling

About the Buildings

Department Moniqus D Engiish [ ¢ m About
r
Careers Select Filing Representative Training Course

Rebuilding After Sandy

Buildings Information COURSES FOR CLASS 1 AND CLASS 2 REPRESENTATIVES
Development (] Course 101 3n
» Construction Fence + Shed
Signage (] course 102 3n
# MYC Development Hub
» Applications & Permits COURSES FOR CLASS 2 REPRESENTATIVES ONLY
» Forms T
» Licensing [ Course 201 3n

» 3D Site Safety Plans
[ Course 202 3h

Safety & Enforcement
Community Partnerships
Homeowners & Tenants

Buildings

Codes 8 Reference
Next »

News & Services
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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.

Welcome to NYC Department of Buildings
Hella Samanina Jones,

Wie invile you o schedule your nexd appointment with NYC Depariment of Buildings using our Online
Appoiniment System, I is very simple and you Can selecl the exacl service and dale you require, Make your
appointments at any lime, 24 hours a day, Ko more wailing on the phone,

To book appointments you will be reguired to remember the fotowing login details.
LRL: -

username: samaniha749@amail com
password: GEErale Your password

Ve hope you will ke s new senice and (00K Ionward 1o seeing you soon.

Thaink You.

NYC Depariment of Buildings

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:

Buildings

:: Please select a password ::

Why password? - To save your time from entering your
information again on every booking

New Password
Must be at least 6 characters long

Confirm password :
Justta make sure it was typed correctly.

Go to Booking Page

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

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

AN I

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.

Home Filing Representative Rule Project

About the Buildings

Department Samantha Jones - =¥ Schedule About

Careers Select Course

Rebuilding After Sandy

Buildings Information FILING REP COURSES

Development [ Filing Representative Course 1 3n
= Construction Fence + Shed

Signage (] Filing Representative Course 2 3n

» NYC Development Hulb
» Applications & Permits (] Filing Representative Course 3 3n
» Forms

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

NYC Department Of Buildings

Email Confirmed

You have successfully confirmed your email.

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.
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2.3 REGISTER AS ANEW 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://www 1.nyc.gov/site/buildings/industry/filing-representative-training-courses.page

NVYC NYC Resources ‘ 311 ‘ Office of the Mayor
m

Buildings

MNews|etter Sign-up ‘Weather Advisories Owner’s Bill of Rights Printer Friendly Translate This Page

Home Filing Representative Rule Project

About the Buildings

Department Login - MewUser?  [=5w Schedule About

Careers Select Filing Rep Training Course

Rebuilding After Sandy

Buildings Information CLASS 1 FILING REPRESENTATIVES
- Select Filing Rep Training Course to get staried.

Development (] Course 101

» Construction Fence + Shed
Signage CLASS 2 CODE AND ZONING REPRESENTATIVES

*» NYC Development Hub

» Applications & Permits [C] Course 201 a

» Forms
» Licensing
» 3D Site Safety Plans

Safety & Enforcement
Community Partnerships
Homeowners & Tenants
Sustainability

Codes & Reference

Hews & Services Next »
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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 EXxisting user page.

Filing Representative Rule Project

Login MNewUser? [Ew Schedule About

Filing Representative Course 1 changeD

MNEW OR EXISTING?

o

Existing User New User

-OR-

Quick book using

f| Facebook 8 Google

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.

NYC NYC Resources | 311 ‘ Office of the M
M =
Buildings m— —— - -

Mewsletter Sign-up Weather Adviscries Owner’s Bill of Rights Printer Friendly Translate This Pagi

Home Filing Representative Rule Project

About the Buildings

Department Login MewlUser? |[Egv Schedule About
Careers Select Filing Rep Training Course

Rebuilding After Sandy

) ) ‘ JoyAnn Doe ‘
Buildings Information
Development 1529 Park Ave ‘
» Construction Fence + Shed , |
Signage United States E|‘
#» NYC Development Hub New York E | New York |z|I
= Applications & Permits
» Forms 10005

# Licensing
# 3D Site Safety Plans

+1 212-922-6562 ‘

Safety & Enforcement ‘

JoyAnn.Doe@yahoo.com ‘

Community Partnerships PaSSWO[dZ Confirm PaSSWO[dZ
Homeowmners & Tenants |
Sustainability Register »

Have you ever booked before? click here
Codes & Reference

Hews & Services
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4. Click the Register button to complete your registration. You will be navigated to
Booking page.

NYC NYC Resources ‘ 3N | Office of the Mayor
m
Buildings = ——— - -

Newslelter Sign-up | Weather Advisories Owner’s Bill of Rights Printer Friendly Translate This Page
Home Filing Representative Rule Project
About the Buildings
Department JoyAnn Doe = Schedule About
Careers

Select Filing Rep Training Course
Rebuilding After Sandy

Buildings Information CLASS 1 FILING REPRESENTATIVES

Development (] Course 101

» Construction Fence + Shed

Signage CLASS 2 CODE AND ZONING REPRESENTATIVES
= NYC Development Hub ”

= Applications & Permits [ | Course 201

= Forms

= Licensing

= 3D Site Safety Plans
Safety & Enforcement
Community Partnerships
Homeowners & Tenants
Sustainability

Codes & Reference

Hews & Services Next »
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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://www 1.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.

Home Filing Representative Rule Project
About the Buildings
Department Login WiewUser? |Es5iw Schedule About
Careers elect Filing Rep Training Course
Rebuilding After Sandy
Buildings Information CLASS 1 FILING REPRESENTATIVES
Development Course 101 3
» Construction Fence + Shed
Signage CLASS 2 CODE AND ZONING REPRESENTATIVES
= NYC Development Hub
= Applications & Permits Course 201 3
» Forms
» Licensing
» 3D Site Safety Plans
Safety & Enforcement
Community Partnerships
Homeowners & Tenants
Sustainability
Codes & Reference
News & Services Next »
Online Course Scheduling User Guide Page 12 of 28

DRAFT DOCUMENT


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

Filing Representative Training

3. You will be navigated to the New or Existing user page.

Filing Representative Rule Project

2 =]
Login MNew User? [==h 4 Schedule About

changeD

2.

Existing User

Filing Representative Course 1

MEW OR EXISTING?

MNew User

%

-

Quick book using

f| Facebook 28 Google

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

and Password.

Filing Representative Rule Project

Login NewUser? [Ew Schedule About

change| |

Filing Representative Course 1

)
Existing User New User

-OR-

Quick book using

f' Facebook

Email: I | |

*3 Google

Password: ‘ ‘

Forgot Password? Firsttime user? click here

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.

Online Course Scheduling User Guide
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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.

41 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
27 (e.g., 201) are only applicable to Class 2 representatives.

Home Filing Representative Rule Project

About the Buildings
2 =
Department Login MewUser? |E5w Schedule About

Careers Select Filing Rep Training Course

Rebuilding After Sandy

Buildings Information CLASS 1 FILING REPRESENTATIVES
Development ourse 101 a
» Construction Fence + Shed
Signage CLASS 2 CODE AND ZONING REPRESENTATIVES

» NYC Development Hub

» Applications & Permits Course 201 3
» Forms
# Licensing
» 3D Site Safety Plans
Safety & Enforcement
Community Partnerships
Homeowners & Tenanis
Sustainability
Codes & Reference
News & Services Next »

2. Click the Next button to navigate to the Filing Representative Course time/date
selection page.
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Buildings

Home

About the Buildings

Mewsletter Sign-up

Weather Advisories

Owner’s Bill of Rights

Printer Friendly

Filing Representative Rule Project

NVYC NYC Resources | 31 | Office of the Mayor

Translate This Page

Community Partnerships
Homeowners & Tenants
Sustainability

Codes & Reference

News & Services

Department Samantha Jones P Ev Schedule About
Careers Filing Representative Course 2 change|:|
Rebuilding After Sandy
{ Oct6- 12,2013 | Today
Buildings Information Week Month u L]
Development QCTOBER & OCTOBER T QOCTOBER 8 QOCTOBER g OCTOBER 10 OCTOBER 11| QCTOBER 12
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
e 0900am | 09:00am | 09:00am | 09:00am | 09:00am
» NYC Development Hub 12:00 pm 12:00 pm 12:00 pm 12:00 pm 12:00 pm )
» Applications & Permits Mot Avallzble | 500 pm 3:00 pm 3:00 pm 3:00 pm 3:00 pm Mot Available
» Forms
» Licensing
= 3D Site Safety Plans
Safety & Enforcement

Next

s

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 1¥ 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

Online Course Scheduling User Guide
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NVEC NYC Resources | 311 | Office of the Mayor

Buildings

HNewsletter Sign-up ‘Weather Advisories Owner’s Bill of Rights Printer Friendly Translate This Page

Home Filing Representative Rule Project

About the Buildings

Department Samantha Jones | °__ [=5v Schedule About
Careers Filing Representative Course 1 changeD
Rebuilding After Sandy
Buildings Information ORDER SUMMARY
Development This order is not confirmed yet. Click on the "Book Now" button fo book it.

* Construction Fence + Shed

Signage OCT 11, 2013 (FRIDAY)

= NYC Development Hub

» Applications & Permits Filing Representative Course 1 @12:00 pm

»Forms

o 5!

# Licensing ‘i— : Enter Discount or Offer Code

* 3D Site Safety Plans
Safety & Enforcement I

Community Partnerships
Homeowners & Tenants
Sustainability

Codes & Reference

News & Services 1
' Book LA

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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4.2

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.

NVYC NYC Resources | 31 ‘ Office of the Mayor

NVYC =
Buildings

Newsletter Sign-up Weather Advisories Owner’s Bill of Rights Printer Friendly Translate This Page

Home Filing Representative Rule Project

About the Buildings

Department Samantha Jones pru [=h4 Schedule About

Careers Filing Representative Course 1 changeD

Rebuilding After Sandy

Buildings Information THANK YOU
e — Your Booking is confirmed
The booking details will be sent to your email.
» Construction Fence + Shed 1 1
Signage Time:
» MYC Development Hub Friday, October 11, 2013 @ 12:00 PM
= Applications & Permits
» Forms Course:
» Licensing Filing Representative Course 1

ik Site Salely Blans Confirmed appointment can be cancelled 24 hours prior to the appointment time. Cancellation

HDHCI here
Safety & Enforcement

Community Partnerships
Homeowners & Tenants
Sustainability

Codes & Reference

News & Services Click here to make another booking. . .

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

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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NVYC NYC Resources | 3 ‘ Office of the Mayor
m
Buildings — ——— = =

Newsletter Sign-up Weather Advisories Owner’s Bill of Rights Printer Friendly Translate This Page
Home Filing Representative Rule Project

About the Buildings

Department Samantha Jones =k Schedule About

Careers Filing Representative Course 1 chaj ge|:|

Rebuilding After Sandy

Buildings Information THAMK YOU

Your Booking is confirmed

Development

The booking details will be sent to your email_
» Construction Fence + 8hed 1 1
Signage Time:
» NYC Development Hub Friday, October 11, 2013 @ 12:00 PM
= Applications & Permits
» Forms Course:
» Licensing Filing Representative Course 1

gl Site Safety Blans Confirmed appointment can be cancelled 24 hours prior to the appointment time. Cancellation

policy here
Safety & Enforcement
Community Partnerships
Homeowners & Tenants
Sustainability

Codes & Reference

Hews & Services Click here to make another booking. . .

2. Click in the box next to the desire course you would like to book.
3. Click the Next button.

Home Filing Representative Rule Project

About the Buildings

Department Login MNew User? Ew

Schedule About

Careers Select Filing Rep Training Course

Rebuilding After Sandy
Buildings Information CLASS 1 FILING REPRESENTATIVES

Development Course 101

» Construction Fence + Shed
Signage CLASS 2 CODE AND ZONING REPRESENTATIVES
» NYC Development Hub

Course 201

» Applications & Permits
» Forms

» Licensing

* 3D Site Safety Plans

Safety & Enforcement

Community Partnerships

Homeowmners & Tenants

Sustainability

Codes & Reference

News & Services
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mbibiacbibalildions

4. After selecting your desired course, please see Section 4.1 for instructions on how to
complete your booking.

NYC Resources | M | Office of the Mayor

Buildings

Home

About the Buildings
Department

Careers
Rebuilding After Sandy
Buildings Information

Development

* Construction Fence + Shed
Signage

* NYC Development Hub
= Applications & Permits
» Forms

= Licensing

# 3D Site Safety Plans

Safety & Enforcement
Community Partnerships
Homeowners & Tenants
Sustainability

Codes & Reference

News & Services

Mewsletter Sign-up

Weather Advisories

Filing Representative Rule Project

Samantha Jones

Owner’s Bill of Rights

Printer Friendly

Translate This Page

Ev| Schedule About
Filing Representative Course 2 changeD
Week Month | Oct - 12,2013 [ ]ogay
QOCTOBER & OCTOBER T OCTOBER 8 OCTOBER ¢ OCTOBER 10 OCTOBER 11| OCTOBER 12
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
09:00 am 09:00 am Q0900 am 08:00 am 09:00 am
12:00 pm 12:00 pm 12:00 pm 12:00 pm 12:00 pm
Mot Avallalle | 5.0 pm 3:00 pm 3:00 pm 3:00 pm 3:00 pm nat Availabie

i

Next
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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.

NYC Resources ‘ 31 | Office of the Mayor

Buildings

Home

About the Buildings
Department

Careers
Rebuilding After Sandy
Buildings Information

Development

» Construction Fence + 8hed
signage

» NYC Development Hub
# Applications & Permits
* Farms

# Licensing

* 3D Site Safety Plans

Safety & Enforcement
Community Partnerships
Homeowners & Tenants
Sustainability

Codes & Reference

News & Services

Newsletter Sign-up

Weather Advisories

Owner’s Bill of Rights Printer Friendly

Translate This Page

Filing Representative Rule Project

Samantha.Jones o = Schedule About
Mashups » Course 2
Modity My
Information 5
Log Out htive Course 1 3
&4 Filing Representative Course 2 3n
Course 2 of 12
[T Filing Representative Course 3 3n
[] Licensing 30m
DOB REP TEST COURSES
[ Class1 2n
Next
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3. Click the Reschedule link under the course you desire to reschedule.

NVE NYC Resources ‘ 311 | Office of the Mayor

NYC

Buildings

Mewsletter Sign-up Weather Advisories Owner’s Bill of Rights Printer Friendly Translate This Page

Home Filing Representative Rule Project

About the Buildings
Department Samantha Jones

Schedule Ahout

Careers Filing Representative Course 2

Rebuilding After Sandy

Buildings Information Appointments.

Development Upcoming Past

* Construction Fence + Shed
Signage

» NYC Development Hub 16 OCT 12013
= Applications & Permits

» Forms Filing Representative Course 2 24+ Hrs To Checkin
= Licensing @ 200 PLL ¢

G0mins.)
# 3D Site Safety Plans Reschedule | [Eancel Appointment
Safety & Enforcement
5 D .

4. Click on the Next Day or Next week link to advance your selected course booking by
one day or one week, respectively Or,

NYC Resources ‘ 311 | Office of the Mayor

NYC

Buildings

Newsletter Sign-up Weather Advisories Owner’s Bill of Rights Printer Friendly Translate This Page

Home Filing Representative Rule Project

About the Buildings

Department Samantha Jones ~ E=hd Schedule About
Careers Filing Representative Course 2
Rebuilding After Sandy
Buildings Information Appointments
Development Upcoming Past

= Construction Fence + Shed

Signage

» NYC Development Hub 16, 0CT3 2013,

= Applications & Permits

» Forms Filing Representative Course 2

» Licensing @ 3:00 PM (180mins.)

» 3D Site Safety Plans ﬁé;;i‘adu‘ig‘g | Cancel Appointment

Reschedule Appointment Close
Safety 8 Enforcement
Filing R tative C 2 "
Community Partnerships fing Represeniative Lourse 10/16/2013 300pm @
MNext Day | Mext Week
Homeowners 8 Tenants
. Reschedule =/
Sustainability
Codes & Reference 24+ Hrs To Checkin
Hews & Services
5 —
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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.

NYC NYC Resources ‘ 311 ‘ Office of the Mayor
M :

Buildings

MNews|etter Sign-up ‘Weather Advisories Owner’s Bill of Rights Printer Friendly Translate This Page

Home Filing Representative Rule Project

About the Buildings

Department Samantha Jones Py = v Schedule About
?
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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.
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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.

Buildings

Mewsletter Sign-up Weather Advisories Owner’s Bill of Rights Printer Friendly Translate This Page

Home Filing Representative Rule Project

About the Buildings
Department Samantha Jones fek
(7

Schedule About

Careers Filing Representative Course 3 change|:|

Rebuilding After Sandy

Buildings Information Appointments
Development Upcoming ‘ Past ‘
» Construction Fence + Shed
Signage
» NYC Development Hub 08 OCLI2013

w Applications & Permits

» Forms Filing Representative Course 2 24+ Hrs To Checkin

* Licensing @ 12:00 PM (180mins.)

» 3D Site Safety Plans Reschedule | Cancel Appointment

Safety & Enforcement
10 OCT, 2013

Community Partnerships

Filing Representative Course 3 24+ Hrs To Checkin
Homeowners & Tenants

@ 11:00 AM (180mins )

Sustainability Reschedule | Cancel Appointment

Codes & Reference

Hews & Services

el LLCL IS SIS

Online Course Scheduling User Guide Page 27 of 28
DRAFT DOCUMENT



Filing Representative Training

4. The Past Tab lists all courses that were booked for dates in the past.
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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.
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