Form 10 Usage Instructions

FORM 10 USAGE INSTRUCTIONS

LOGGING INTO THE SYSTEM

|. Login to MyFST at https://my.osufst.org

FirE SERvICE TRAINING  Schedule | Calendar  Contact - Login

Upcoming Events T Iter

Thursaay, May 31, 2018

©so0am  Hazardous Materials Operations for WMD Refresher (66732)
Shows 9 500. E Grand Ave., PONCA CITY. OK 74601
Taz incentive

2. Enter your FST email address and password

pr—
Please sign in or create an account

- usemame or email

& | password

Forgot password?

_— e )

3. Once logged in, yoU'll see your name in the upper-right

fiRE SEAVICE TRAINING | Schedule  Calendar  Contact This should be your name B Nancy ~

v Filter

InFrominn Fuants
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Form 10 Usage Instructions

ACCESSING YOUR FORM 10s

|. Click your name to present a drop-down menu

Fire SEARvICE TRAINING | Schedule  Calendar  Contact

Upcoming Events Y | Filter...

Thursday, May 31, 2018

@g&o0am  Hazardous Materials Operations for WMD Refresher (66732) =4
Ghowrs 9 500. E Grand Ave., PONCA CITY, 0K 74601

m Friday, June 1, 2016

@e00pm  Hazardous Materials Operations: Product Control (66750) ==y
16 hours part of HazMat Cperations @ Ponca City FD
9 500. E Grand Ave., PONCA CITY, OK 74601

Describe each of the various spill control tactics, perform absorption/adsorption, perform damming, diking, and diversion retention operatio

Saturday, June 2, 2018

Hazardous Materials Decontamination - OK-RRS Basic Operation (66637) =3
9 402 NE 24th St Guymon, OK 73942-4713

@ 8:.00am
6 hours

2. Select “Form 10s” from the menu

FIRE SEARVICE TRAINING | Schedule  Caendar  Contact

Upcoming Events T

Select Form 10s

Filter...

Tnursuay,May31, 2018

—~ P bicn Fmw VAIRAT Mlfem b e (2R TAN  —

[ PROSSRST PR ¥ PP S

3. Created Form 10s and taught events will be shown

FireE SEARVvICE TRAINING  Schedue  Calendar  Contact
My Form 10s Y | Filter.
2018

el
Thursday, May 24, 2018
®s00am | Vehicle Rescue Technician Level | Part A (68858) Edit existing, non-cleared Form 10s # Edit

16 hours 9 4500 S.W. Lee Bldg. 800, Lawton, OK 73505-8304

Vehicle Rescue Technician Level | Part A is de5|gned to meet the JPRs set in NFPA 1006, 2013 edition Chapter 10.1. This course

Monday, May 14, 2018
@s800am | Hazardous Materials Operations: Product Control (69127) :

16 hours Q 4500 S W. Lee Bldg. 800, Lawton, OK 73505-8304 Print Form 10s to PDF
Describe each of the various spill control tactics, perform absorption/adsorption, perform damming, diking, and diversion retention ..
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Instructor
Courses
Events
Form 10s

Supervisor

Student Records

Student

My Upcoming Events
Course History
Certifications

Transcript
Profile

Log Out

B Nancy ~

Instructor
Courses
Events

Form 10s @

B Nancy -
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Form 10 Usage Instructions

CREATING A NEW FORM 10

|. Click the “New Form 10” button on the My Form 10s bar

FIire SERVICE TRAINING  Schedule  Calendar  Contact 8 Nancy ~

2. Enter all event information (all fields are required)

FIRE SERVICE TRAINING Schedule Calendar Contact .Nancy -
Create Form 10 DRAFT | More~
Event

Fill in the event details below. All fields are required

Course Title Type to search for courses Courses listed are ones you are authorized to instruct ¥

Credit Hours Hours Required
Start Date mm/dd/yyyy Start Time [ 08:00 v] Required
End Date mm/dd/yyyy End Time [ 17:00 v] Required
Location Type to search for locations Required

3. Add assisting instructors (if applicable)

Use the button below to add instructors. Use the "Lead" button next fo each instructor to set the lead instructor for this event.

[ Lead | Howell, Nancy G EV‘ i ]

Click here to add an assisting instructor

4. Choose how to add event attendees
Attendees

Use the button below to import attendees from an existing Form 10,

Click to import students from previous Form 10s

Use the button below to add a new attendee.

Click to add an attendee directly
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Form 10 Usage Instructions

5. [Add via search] Search for a student in your organization(s)

Add Attendee

Search for 8 member of your erganization

Search Names listed are in your organization(s)

Collins Smith, Valarey

| Lindesmith, Kevin
Phillips-Smith, Ashley details

First Name | sSmith, Alicia [ @ Required
Smith. Amanda
Middle Name
Smith. Bailey I

Last Name I Smith, Cassandra [ Required

6. [Add manually] Enter student info (required fields marked)

Manually enter attendee details

First Name | | g | Required
Middle Name

Last Name Required
Suffix

Birthdate Required

Email Address

/. Select student’s represented organization and assign credit

B
. e
Organization EEEEW for (W) ]EHE

Grade CR | NC | INC  CPE RT NS

Notes
Notes required if CR or NS are not chosen

Last Updated 05/31/2018 Page 4
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8. Click the “Save” button to add the student to the Form 10

Click Save to add Form 10 student % Cancel

SUBMIT YOUR FORM 10

|. Once your Form [0 is complete, click “Submit” to send

Edit Form 10 Form 10s are in “Draft” state until submitted DRAFT  More~

Ewvent

Fill in the event details below. All fislds ane required

Course Title l Basic Fire Fighting Skills: Ropes & Knols *’]
Credit Hours ’ 4 v’]
Sta I 06201877 v'| Start Time | 0800 \f|

[ D&22N977 fl End Time [ 17:00 -r]

l Greal Plains Technology Center - Lawion \f]

Instructors
Uise the bution below bo add instructans. Ulse the "Lesd™ bulton nexd 1o each instrucior B et the lead instructor for this event
I Lead | Howell, Nancy G B ® I
Attendees

Lise the bution below to impert pitendess from an existng Forem 10

# Lewis, Curlis: (Mercy Regional EMS - Owasso) | Credit = | Holes O | ] |
# | Hin. Kevin R (EMorado Fire Department) | creat~ [ Moteso | @ |
# | Spence, Joey L (Wallers Fire Dept) ] Credit = | Motes O | o ]
# | Gwoompi, Preston F. (Wallers Fire Dept) | Ho Credit ~ L Hotes 4 | =] I

Changes are automatically savedon a regufar basis
Click Submit to send to Fire Service Training

+ Aflendes

Last updated 2 miouts 290 Click Save to manuallysave g sweav [ swm |

2. Form 10 can be edited until the underlying event is cleared
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CREATING A FORM 10 FROM A PRE-ENROLLED EVENT

| Instead of clicking “New Form 10”, click the “Create” button
next to a pre-enrolled event

Fire SEARvICE TRAINING  Schedule  Calendar  Contact & nancy ~

My Form 10s Y | Filter...

2018

Tuesday, May 29, 2018

@eooam | Fire Fighter Il Academy (69606) Click to create a Form 10 based on a pre-enrolled event
40 hours @ 4500 S.W. Lee Bldg. 800, Lawion, OK 73505-8304

Provides advanced knowledge and skills to successfully complete Fire Fighter || certification exam. Fire Fighter |l is a 40-hour prog...

Thursday, May 24, 2018

@sotam | Vehicle Rescue Technician Level | Part A (68858) FEGt | & Print

2. Event information will be locked, and pre-registered students
will be listed, but everything else is the same

FirE SERVICE TRAINING  Schedule  Calendar  Contact B nancy ~
Edit Form 10 DRAFT | more~
Event

Fire Fighter Il Academy — (69606)

Course Title [ Fire Fighter Il Academy ]
Credit Hours [ 40 ]
Start Date [ 05/29/2018 } Start Time [ 08:00 ]
End Date [ 06/05/2018 } End Time [ 16:00 ]
Location [ Great Plains Technology Center - Lawton ]

FORGOT SOMETHING?

If the event supporting your Form 10 has been cleared, but you
need to make changes or add/edit students, please contact the
office at 405.744.5727 or 800.304.5727.
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