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Online Registration Procedure

1. Go to the Contractors Safety Council’s Website at http://www.csctc.org

2. Itis important that you are using Internet Explorer version 5.5 or higher when doing online registration. If you
do not have this version, the download location is found on the front page of our Website. Click on the link
and then follow the instructions. If you have any problems, contact David Walker at (409) 948-9009 x113.

3. Located at the top right-hand area of the website, click on the wording VIRTUAL SAFETY COUNCIL.
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4. The login screen will appear. Enter the Member #, User Name, and Password. (If you want the computer to
remember the login information, click the box.) Click SUBMIT.
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5. The welcome screen will then appear. Click on Register by Trainee.
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6. Fill in the information needed: SSN, Date of Training (Date that shows is the next day. If a different date is
needed, just highlight the date and change it. The date can be changed to the current day so that they can be
registered online.) Enter a PO number is you use one. Click on the NEXT button.
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7. The name, and photo of the trainee will appear as verification of the trainee’s identification. If the trainee is
not listed in the database, a screen will appear asking to add the trainee to the database. Click OK, fill in the
information. Click SAVE, and the trainee’s SSN and name will appear without the photo. To select the
class(es) that the trainee will be taking, click on the double arrows under COURSES AVAILABLE. The selected
courses will be transferred over to the right hand side under COURSES SELECTED. After all the courses have
been selected, click NEXT at the bottom of the screen.
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8. Once you click the NEXT button, a confirmation will appear on the screen. Print this for your records. The
trainee is now scheduled for the courses. You can continue to sign in trainees by clicking on the Register by
Trainee on the left side of the screen.
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