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Available Features:

WWW.OSHACARDPORTAL.COM

• Google Chrome is recommended 
when utilizing the OSHA Card 
Portal

• Anyone can access the OSHA 
Card Portal; however, only 
Outreach trainers given access 
by their ATO will be able to log 
in

• Without a log in you can:
• Verify an OSHA Card
• Pay an Invoice



How to verify an 
OSHA Card:

VERIFYING AN OSHA CARD

• Enter in the Full Name as it 
appears on the card; be sure to 
include any suffix, middle name, 
and punctuation

• Enter in the Outreach Card 
number, including the dash

• Click the Submit button



How to verify an 
OSHA Card:

VERIFYING AN OSHA CARD

• The portal will either provide 
Valid Card or Not Valid once 
submitted

• If you receive a Not Valid
response and believe it is a valid 
card, click Verify Another Card

• Once you’re back to the 
verification page, re-enter the 
information from the card

• Be sure to double check the 
spelling of the name, including 
punctuation, and resubmit



Without a log in:
PAYING AN INVOICE

• This feature is designed to be 
used by a third-party who 
submits payment for an order 
placed by an Outreach trainer
• This is including, but not 

limited to, accounting 
departments, military, and 
educational institutions

• Enter in the Order Number. This 
is found on the Invoice provided 
by the Outreach trainer

• Enter in the Billing Zip Code. 
This is found on the Invoice 
provided by the Outreach trainer

• Click Submit



Submitting PaymentPAYING AN INVOICE

• After clicking Submit, you will be 
able to review the details of the 
order and complete payment 
with a credit card

• Only credit card payments may 
be submitted on the portal. 
Instructions for submitting a 
payment with a check are 
available on every invoice

• The Shipping Address and 
Shipping Method cannot be 
adjusted once the order has 
been submitted for invoicing

• If the billing address is incorrect, 
they can select Use a different 
Billing Address and make the 
necessary adjustments

• Once complete, click Pay Now



SETTING UP YOUR ACCOUNT



First time logging in?

SETTING UP YOUR ACCOUNT

• Once a new account has been 
created, you will receive a New 
Account Created email

• A link in the email will direct you 
to the Welcome Page to set up 
your password. 

• If your link expires, or you forgot 
your password, click on Forgot 
Password?

• Input your User Email and click 
Send Password Reset Email

• An email with the reset 
password link will be sent to 
your email address

• Click on the link, it will prompt 
you to create a password



Important Notes:

SETTING UP YOUR ACCOUNT

• Passwords must be at least 
eight (8) characters long and 
contain one of each of the 
following characters:
o An uppercase letter
o A lowercase letter
o A number
o A special character 

(such as $, %, &, etc.)

• Click Submit after entering your 
new password in both boxes

• After your password is created 
you can go back to the OSHA 
Card Portal webpage and log in



EXPLORING THE 4 MAIN TABS
HOME | OUTREACH CLASSES  | STUDENTS  | ORDERS



Getting to know your 
Home Screen:

EXPLORING THE 4 MAIN TABS - HOME

• There are 4 main tabs: Home, 
Outreach Classes, Students, 
& Orders

• In the gray box to the right, 
you’ll find your Active 
Credentials, Card Orders, and 
Training Deliveries
• Active Credentials: A quick 

view of your current active 
credentials and their 
expiration dates

• Card Orders: A quick view of 
cards that have shipped in the 
last 2 weeks and cards that 
are Pending ATO Approval

• Training Deliveries: A quick 
view of how many students 
you’ve taught & how many 
classes you’ve instructed



Getting to know your 
Home Screen:

EXPLORING THE 4 MAIN TABS - HOME

• In the space to the left you’ll find 
Add Class, Request Reprint, My 
Tasks, and Recent Orders

• Add Class: Clicking here will 
start the reporting process for a 
recently completed class

• Request Reprint: This will take 
you to the Students tab where 
you can order a replacement 
Student Completion Card

• My Tasks: Reports listed in this 
category need attention before 
they’re approved

• Recent Orders: A list of your 
most recent orders and their 
status



What are My Tasks?

EXPLORING THE 4 MAIN TABS - HOME

• Awaiting Approval: Report has 
been submitted and is waiting 
for the ATO to review the report

• Incomplete Report: Report was 
started but was not finished. 
Click Complete Report to add 
any missing information and 
submit the report

• Order Awaiting Payment: Report 
was submitted for invoicing, and 
the invoice is waiting on payment

• Changes Required: Report was 
completed, submitted, paid for, and 
reviewed by the ATO. Click Revise 
Report and make any necessary 
adjustments and resubmit

• Classes outlined in yellow have 
additional information that needs 
to be addressed 



Outreach Classes:
EXPLORING THE 4 MAIN TABS – OUTREACH CLASSES

• Use the Search Box to search 
for a specific student’s name

• Classes can be Filtered by:
• Class Completed Date
• Status of Outreach Class
• Course Type

• View: This will take you to the 
Outreach Class review page

• Order: This will take you Order 
information associated with the 
class; such as, payment and 
shipping information

• PDF: This will download the PDF 
copy of the OTPR, one of the 
required recordkeeping 
documents



Outreach Classes:

EXPLORING THE 4 MAIN TABS – OUTREACH CLASSES

• The Outreach Class review page
displays the information of a 
report as submitted by the 
trainer and approved by the ATO

• View OTPR: This will take you to 
a PDF copy of the OTPR, one of 
the required recordkeeping 
documents

• Card No.: This will take you to 
the Student Completion card 
information page

• Files: This will allow you to view 
uploaded documents such as 
sign-in sheets, contact sheets, 
and detailed topic outlines



Outreach Training Program 
Report (OTPR):

EXPLORING THE 4 MAIN TABS – OUTREACH CLASSES

• The Outreach Training Program 
Report (OTPR) is one of the 
required recordkeeping 
documents and should be 
downloaded and kept with the 
class recordkeeping documents

• Click Download to download the 
PDF copy of the OTPR to your 
computer

• Click Print to print a copy of the 
OTPR



Students:

EXPLORING THE 4 MAIN TABS - STUDENTS

• Use the Search Box to search 
for a specific student’s name

• Classes can be Filtered by:
• Class Completed Date
• Status of Outreach Class
• Course Type

• View: This will take you to the 
Student Completion card 
information page

• Request Reprint: This will take 
you to the order page to request 
a replacement card for that 
student



Students:

EXPLORING THE 4 MAIN TABS - STUDENTS

• The Student Completion card 
information page provides 
details about a specific student 
and the class they attended

• View Outreach Card: This will 
allow you to view a PDF of the 
scanned front and back of the 
student completion card

• View Class: This will take you to 
the Outreach Class review page



Request 
Replacement Card:

EXPLORING THE 4 MAIN TABS - STUDENTS

• Select the reason for the 
request, misspelled or 
lost/damaged/stolen

• Student completion cards are 
only eligible for reprint if the 
class was completed within the 
last 5 years

• If the student completion card is 
lost more than once, or is older 
than 5 years, the request will be 
denied and the student will be 
required to take the course again 
to obtain a new completion card



Replacing a 
Misspelled Card:

EXPLORING THE 4 MAIN TABS - STUDENTS

• If requesting for a misspelled 
card, enter in the correct 
spelling in the box provided

• The misspelled card must be 
returned to the ATO at the 
address provided. The Outreach 
trainer must check the box that 
states, I will return the 
misspelled card

• Failure to return the misspelled 
cards could result in the 
Outreach trainer being denied 
access to the OSHA Card Portal 
until the cards have been 
returned



Orders:

EXPLORING THE 4 MAIN TABS - ORDERS

• Use the Search Box to search 
for a specific student’s name

• Classes can be Filtered by:
• Class Completed Date
• Status of Outreach Classes
• Order Item Type
• Payment Type

• Pay: This will take you to the 
checkout page to make payment 
for the order

• View: This will take you Order 
information associated with the 
class; such as, payment and 
shipping information

• Track: If the order has shipped, 
this will take you to the USPS or 
FedEx tracking page. Note: USPS 
does not track beyond 120 days



SUBMITTING A CLASS REPORT



Adding a Class:
SUBMITTING A CLASS REPORT

• OSHA Outreach Training 
Program authorized trainers may 
not rely on internal or external 
staff, clients, employers, or third 
parties to prepare, submit, 
report, retain, or maintain the 
required OSHA Outreach 
Training Program records

• Locate and click the Add Class 
button found above the My 
Tasks section

• Select from the drop-down list 
of OSHA Outreach Courses; only 
courses you’re authorized to 
instruct will be listed

• Once you hit Continue the 
report will be started



Create Class Report:SUBMITTING A CLASS REPORT
• Report Details: Shows the 

progress of the report
In Progress, Payment Pending, 
Submitted, Approved, & 
Rejected

• Class Details: Type of Course, 
Trainer Card Number, 
Sponsoring Organization, 
Language Emphasis other than 
English, and Other Emphasis

• Training Site: Location Name, 
Address Type, and Address

• If you find errors that will need 
to be adjusted, click the gray
Back button at the bottom of the 
review page to make the 
necessary adjustments

• Scroll down to the next section, 
Class Duration



Create Class Report:
SUBMITTING A CLASS REPORT

• The Class Duration is the 
total time that the students 
are in class, including all 
Topic hours, breaks, and 
administrative matters

• Input the Class Date, Start Time, 
and End Time for each day

• Select AM or PM from the 
drop-down menu

• Click Add Day if you need to 
report additional class days

• If you do not need all the days 
listed, leave them blank and the 
system will remove them from 
the report

• Scroll down to the next section, 
Topics



Create Class Report:

SUBMITTING A CLASS REPORT

• 3 topic categories for every 
report: Required, Elective and 
Optional

• Topic time must be in 
decimal format
• 30 min = 0.50
• 45 min = 0.75
• 1 hour = 1.00
• 1 hour & 15 min = 1.25

• Click Add Optional Topic to add 
additional topics instructed

• Scroll down to the next section, 
Class Roster



Create Class Report:

SUBMITTING A CLASS REPORT

• Under Class Roster you can enter 
the Number of Students in Class, 
or click the Add Student button to 
add students one at a time

• The student’s name must be 
their full legal name and should 
match what appears on a license 
or government ID

• Include any applicable suffixes, 
such as Jr, Sr, II, or III

• Only students who have 
completed the full training as 
indicated above should be 
included on this report. Makeup 
students are submitted on their 
own separate report.

• Move over to the next section, 
Files



Create Class Report:
SUBMITTING A CLASS REPORT

• Under Files you will be required 
to upload three documents:

• Student Sign-in Sheets

• Student Contact Sheet

• Detailed Topic Outline

• These files are required record-
keeping documents that all 
trainers must maintain for at 
least five (5) years

• Ensure your files have been 
uploaded properly; you will not 
be able to edit them once the 
report has been approved

• Once you’re complete, click the 
Save & Continue button to 
proceed with reviewing the report

(templates are provided for your use on 
our website, osha4you.com)



Review Class Report:

SUBMITTING A CLASS REPORT

• Review each section to ensure 
that all information is accurate 
and follows the Outreach 
Training Program Requirements 
and Procedures

• If you’ve found errors that will 
need to be adjusted, click the 
Back button and make the 
necessary adjustments

• All OTP reports must be 
submitted within 30 calendar 
days of class completion



Review Class Report:

SUBMITTING A CLASS REPORT

• Note to ATO: Leave a note about 
the class that the ATO may need to 
know. Do not provide information 
about payment, shipping, or 
changes that need to be made.

• Shipping is an automated 
process and cannot be 
adjusted by the ATO

• The report, including the 
Note to ATO, cannot be 
viewed by the ATO until 
payment has been made

• Click Add to Cart to proceed
• Once payment has been made, 

you cannot add or remove any 
students from the report



Statement of Certification

SUBMITTING A CLASS REPORT

• All reports are required to have a 
Statement of Certification
on file

• By clicking Confirm you certify 
that you conducted the Outreach 
Training Program Class in 
accordance with the OSHA 
Outreach Training Program 
Requirements and Procedures

• Providing false information 
herein may subject the Outreach 
trainer to civil and criminal 
penalties under Federal law

• Click Confirm to proceed with 
payment



COMPLETING THE CHECKOUT PROCESS



Shopping Cart:

COMPLETING CHECKOUT PROCESS

• Item Summary: A breakdown of 
the different items in the cart
• Cards on the original class report 

are $10 per card, replacement 
cards are $35 per card

• Order Summary: The total cost 
of all items in the shopping cart, 
minus shipping

• If you have more than one 
report, or a replacement card 
request to submit on the same 
invoice, click Add More to add to 
the order

• Once all items have been added, 
click the Checkout button to 
proceed with payment

As of October 1, 2023, the new student completion card price is $10 per card.



Shipping Address:

COMPLETING CHECKOUT PROCESS

• The Shipping Address will be 
pre-filled in with the address 
provided on your User 
Properties page

• The shipping address should be 
the home or business address 
of the primary Outreach trainer

• Cards should NOT be mailed 
directly to the students, the 
company who the training was 
for, or any third-party individual

• Click Continue to select a 
shipping method

As of October 1, 2023, the new student completion card price is $10 per card.



Shipping Method:
COMPLETING CHECKOUT PROCESS

• USPS First Class with Tracking 
Info: Provided at no cost. 
Arrives in 7-10 business days.

• FedEx Express Saver (3-day): 
Cost varies by location and 
quantity of cards. Arrives in 3-4 
business days.

• FedEx 2Day: Cost varies by 
location and quantity of cards. 
Arrives in 2-3 business days.

• FedEx Standard Overnight:  
Cost varies by location and 
quantity of cards. Arrives in 1-2 
business days.

• Expedited orders approved by 
the ATO by 2:00pm EST are 
shipped the same day; orders 
submitted after 2:00pm will be 
shipped the next business day.

• Click Continue to proceed with 
payment

As of October 1, 2023, the new student completion card price is $10 per card.



Payment Method -
Pay Now:

COMPLETING CHECKOUT PROCESS

• If making a payment by credit, 
enter in the credit card 
information in the Payment
section

• The Shipping Address is 
selected as the default Billing 
Address; however, this can be 
changed by selecting Use a 
different Billing Address and 
filling in the alternate Billing 
Address information

• Click Pay Now and the report will 
be immediately submitted to the 
ATO for review

As of October 1, 2023, the new student completion card price is $10 per card.



Payment Method -
Pay Later:

COMPLETING CHECKOUT PROCESS

• If you would like to request an 
invoice, select Pay Later

• The Shipping Address is selected 
as the default Billing Address;
however, this can be changed by 
selecting Use a different Billing 
Address. The Billing Address can 
also be adjusted by the person 
who is submitting payment.

• Click Submit to generate an 
invoice

• By selecting to Pay Later, your 
order will remain in Awaiting 
Payment status until payment is 
received

• If using Pay Later - it is the 
outreach trainers responsibility to 
track payment and make sure the 
order is submitted prior to the 30 
day cut off!

As of October 1, 2023, the new student completion card price is $10 per card.



Invoice Confirmation:

COMPLETING CHECKOUT PROCESS

• An email letting you know that 
an Invoice was created will be 
sent to you

• Click Pay Online to submit a 
payment with your credit card

• Click Email the Invoice to send 
an email directly from 
noreply@oshacardportal.com to 
someone else

• Click Invoice to view, download, 
and/or print a PDF of the invoice 

mailto:noreply@oshacardportal.com


EDITING YOUR ACCOUNT



My Account

EDITING YOUR ACCOUNT

• In the top right corner, click on 
the greeting that says Hi, Xxxx

• This will bring up a dropdown 
menu, select My Account to 
view and edit your account 
information

• It is the outreach trainers 
responsibility to keep this 
information up to date at all 
times



User Properties:

EDITING YOUR ACCOUNT

• Basic Information: Your full legal 
name, company, and a phone 
number where the ATO or OSHA 
can reach you directly

• Do not change your name 
on the portal

• Account Information: The email 
address you will utilize to log 
into your account. This can be 
updated at any time. This is also 
where all outreach trainer update 
information is sent including 
your upcoming expiration date 
reminder emails.

• Credentials: A list of current and 
past credentials. A replacement 
Outreach trainer card can be 
requested if the credential is Valid.

• Scroll down to view the next 
section, OSHA Specifics



Account Addresses:

EDITING YOUR ACCOUNT

• Shipping Address: This is the 
address that will default for all 
OSHA Card Portal orders. This 
will also be the address that any 
communication from the ATO or 
OSHA will be sent to.

• Billing Address: This can be the 
same as the Shipping Address 
by clicking the check mark at the 
bottom or can be a different 
address

• Once any adjustments have 
been made, click the Save
button at the bottom of the 
page. If you do not click Save, 
the adjustments will revert back.



Questions?

Jamie Barancic
Administrative Assistant & Outreach Program Specialist

Email: jbarancic@clpccd.org
Phone: 925-416-5157

Questions?
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