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HOW TO LOG YOUR MONTHLY OJT HOURS ONLINE

The Steps (a summary):

e Step 1: Log onto http://workforce.flashpoint.xyz. Enter in your email and
password

e Step 2: Click on “My Education”
e Step 3: Click on “Work Reports”
e Step 4: Click on “Enter New Report”

e Step 5: Enter the month (Period) you are logging your OJT for. It will
automatically default to the current year.

e Step 6: Click on “Show Category Descriptions”

e Step 7: Enter in your OJT hours in the boxes the correlate to the work
description. Then click “SAVE REPORT”

[see below for Steps and screen shots]
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Step 2: Click on My Education
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Step 3: Click on Work Reports
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Step 4: Click on Enter New Report
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\ Report Info: ' /
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Step 5: Enter the Month (Pe(iod) you are entering your OIT for. It w)'ll automatically defai:lt to the
current year.
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Step 6: Click on Show Category Descriptions
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Step 7: Enter in your OJT Hours in the boxes that correspond to the Work Description. Then click on

Save Report
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Step 8: Repeat steps 1-7 each month until you graduate/ RW QXﬁOO Jl



