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Registering in SkillsPass

When you register for an online program, or an Employer or Training Provider registers you for
online or instructor led training, and you don’t already have a SkillsPass account, you'll receive an
email inviting you to set up your learning profile:

Welcome to SkillsPass

Hello Victoria,

Please click the following link below to set your password and begin using your account. The password requirements are
that it contain a minimum of any 8 characters. You will receive an email confirmation once you set your password.

https://kube-prod bluedrop360.com/auth/ssr/email-verification ?token=eyJ0eXAIOiJKV1QILCJhbGciOiJIUzI1NiJ9
eyJwYXNzd29yZFNIdCI6dHJ1ZSwidXNIicklkljoxNzMzNjEsImV4c CIEN VizEzZNDYyMTAwWMCwiaWRIbnRpZmlic
6InZpY 3RvemlhY mxhZ2RvbiswNzE4QGJsdWVkem3wLmNvbSIsim5iZileMTUzMTkyNDcyMTAwWMHO
LOns3ZphpfqkimFfd9BT-gf4qxn60fkceXRBtL7ImUQ&scope=email family_name,given_name&
redirectUrl=https%3A%2F%2Fmyskillspass.com%2F portal-one%2Fsign-up

If the link isn't working, you can copy and paste it into your browser's address bar.

Clicking the link will bring you to a sign-up page:

Hey there! You've been added to a course offering.

The email victori 071 drop.com has been invited to a class offering. Sign up to join in.

Sign Up for My SkillsPass
[=] a4 [=]

John Smith
Receive training at a SkillsPass training provider partner MEMBER SINCE 2018
and your safety certificate is automatically added to E
your digital training profile. All records in one spot! © PRINT CARD

ID# 76152416

GET YOURS TODAY!

Share your profile with anyone, anytime, anywhere.

Email @

victoriablagdon+0718@bluedrop.com

First Name % Last Name %

Password %
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Fill in all required fields, and when you’ve finished, click the “sign up” button, bottom right of the

page.

The next screen will prompt you to complete your profile and show your unique QR scan code.

To complete your profile, fill in the following:
e Date of Birth: (Mandatory) Enter the year-month-day (YYYY-MM-DD) format.

e Address: (Mandatory) Enter your full address.

o Add Employer: (Optional) Enter the name of your employer to connect your profile to an
existing Employer network (*this can be done now, or at a later date).

Use the “Complete Profile” button to save your work.

Date of Birth %

1980-01-01

|Address %

18 Prescott Street St. John's, NL, Canada, A1C 354

IAdd Employer

[Search Employer

Blued|
@ Add New Employer “Blued
Bluedrop Learning Networks

Bluedrop Performance Learning

COMPLETE PROFILE >

Click here to finish
the set up.

Congratulations! You have now completed your SkillsPass User account!
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Exploring Your SkillsPass Account

Logging in

To log into SkillsPass visit https://myskillspass.com/portal-one/login and enter your email and
password.

SKILLS
PASS

our safety on one card.
Print or go paperless.

Personal Email

Receive training at a SkillsPass training provider partner and your

kafety certificate is automatically added to your digital training Password
profile. All records in one spot! Share your profile with anyone,

anytime, anywhere.

ABOUT SKILLSPASS & Forgot Password?

Forgot your password

If you are unsure of your password, or would like to update it, use the “Forgot Password?” button
on the sign-in page.

Forgot Password?

*NOTE: if you have entered an active email you will see the positive “email sent” message. If you
have entered an invalid email address, you will be prompted to try again.
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The Home Page

After logging into SkillPass, the homepage gives you several actions you can take, and information
you can view.

Help - Access to FAQ's QR Code — This code
and support can be scanned to My profile - Self
documentation as well quickly identify you management options
as support contacts. and your certificates. of your account
SKILLS
PASS
A 0 ede O Ohne C

SkillsPass User

MEMBER SINCE 2018

& PRINT CARD

ID# VWNZUJ

To Do My Certificates

My Certificates — This
is where your
completed training
certificates will be
located.

Share Certificates —
Easily email your
certificates to any
one, any time.

To Do — This is where
your active online and/or
upcoming instructor led
training programs will be
listed.
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My Profile

Access and update your personal information by selecting your name in the top right corner and
choosing “My Profile”. You’ll have the ability to:

e Update your personal information.

e Add/remove employers linked to your account.

*NOTE: If you’re unable to find your current employer, it may be that they haven’t yet claimed their
network. You can use the “Add Employer” button to create a new profile for your employer, which
will become active for your account once they take the steps necessary on their end to claim it.

The QR Code

The QR code is unique to you and stores all your credential information. This can be scanned by
your employer or by an inspector to immediately validate your training. On a mobile screen, the
code is available by clicking on the “Scan Now” button in the middle of the screen.

SCANNOW [

You can also print your certificates, to keep a hard copy with you as well.

*NOTE: If you decide to print the card make sure your do not have “fit to page” set on your printer
options!

To Do

The “To Do” section of your profile lists both incomplete online programs, and upcoming registered
instructor led training.
For instructor led programs, you’ll be able to see:
e The name of the event
e A map of the location of the event
e The complete physical address that is pinned in the map
e The type of event (In Person) and date
e The training provider
e The menu to remove your attendance to the event.
For online training programs, you'll be able to see:
e The name of the program
e A brief description of the program
e The type of program (Online)
e The option to “Start Now” and launch the program

Page |6



Learner User Guide

*NOTE: To remove yourself from a registered program, use the three vertical dots (ellipsis) in the
right corner of any program to select “Unregister”:

Basic Safety Orientation PLUSE

Unregister

This action cannot be undone, and you will need to contact your employer or the training provider
directly to have yourself added back to any offering.

Share Certificates

Use the Share button to quickly email copies of your certificates to anyone, any time. You'll receive a
confirmation email to your own address as well.

< Share Certificates

Want to share your training records with an employer? Enter an email address
below to share your complete list of certificates. We will email you a record of this
aswell!

SHARE ALL CERTIFICATES >

My Certificates

Under the “My Certificates” tab you’ll see your completed certificates.
For your completed online programs, you’ll have access to view:
e Name of the program with its issue and (if applicable) expiry date
e Alink to additional details, allowing you to review the completed program material and
print your certificate
For your completed instructor led programs, you’ll have access to view:
e Name of the program with its issue and (if applicable) expiry date
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e Alink to additional details, allowing you to view instructor details and print your
certificate

Help

Click the “Help” button in the top right corner of the platform to access:
e Questions —a link to our extensive, self-help knowledge base
e Contact support — reach out to us directly and we’ll respond promptly to your enquiry
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