= Arizona TIM Instructors:
@’ tim.az.gov FHWA Reporting Guide

Pagel/6

TIM Instructor — FHWA Reporting Guide

TIM Instructors -- Completed courses must be reported on the FHWA website. This guide describes the
steps to take by each TIM instructor, to get set up with access to the reporting site. If you have

guestions, please contact tim@azdot.gov.

In summary, the following steps comprise the process.
1. Set up your TIM Instructor account on FHWA
A. Request an account on the FHWA Portal
B. Receive a USERNAME and PASSWORD
C. Login and Request access to the TIM Project area

2. Report TIM Training numbers to FHWA after each TIM Responder Course.
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TIM Instructors: Set up your TIM Instructor Account on FHWA

First Time Users - Create an account on the FHWA Portal
First time users must request an account setup, prior to everything. logging in to report on your classes.

1. Click the Sign In button on the header. Then clickthe o e—
link on New User? Click here to register (&) fedieal Hignwoy Adminstraion -

FHWA Exterral Portal: Re gistration & Support Canter +

U.S. Department of Transportation
™~/ Federal Highway Administration

Request/Create New Account

You are accessing a U.S. Government infy

network, (3) all comouters connected 10 1 e s R et (n ) B et e ain Sws aye i mas Sum o i 0
orto & “an this = T infore 18 Gr Sathorize”

Login

Login Name |

Password I|
Submit | 2

Forgot wane =222, _ U7 Til it e reover,

New User? Clicl register,
DOT Users, cuwn i e g T )
Problems logging in? E-Mail our Suppon Team

2. Fill out the MEMBERSHIP REQUEST form to request ) U:S- Department of Transportation
access. f./ Federal Highway Administration

FHWA External Portal: Registration & Support Center »
For this field: MembershipRequest

Organization (YOUr Employer or PrOfESSional Afflllatlon) ’ FHWA External Portal: Registration & Support Center Colla

enter: Support Site
“l' am an Arizona TIM Responder Training Instructor for T —

X Name (Cre .E\_ 5” H
the State of Arizona. Thank You.” I _‘::Ziji g

Last Name (Surmame):

Professional E-Mail:

After you submit the form, FHWA will send an email, Organizstion (Your Employer or

review your request, then send you credentials to log in.

They do this with three (3) emails. )

. email #1: To say they’re reviewing the request. The picture below contains scrambled
. email #2: Your username

. email #3: Your password. YPXZ

Please enter the six characters from
the picture above.

Text From P\[;'E:I m
Can't see the text?

|' Request Account | | Cancel |



https://collaboration.fhwa.dot.gov/FBA/MembershipRequest.aspx
https://collaboration.fhwa.dot.gov/FBA/MembershipRequest.aspx
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Email #1 - Account Pending
You will receive an email that they are reviewing the request.

REPLY EMAIL#1: (received same day as request)

Account E-Mail: Account Request Pending

Hi Your-First-Name

Thank you for requesting an account on the FHWA External Portal. Your account is currently
pending.

Please allow up to two business days for our team to review your account request, although
most accounts are approved within two business hours. Once your account request is
approved, you will receive two e-mails. One e-mail will include your user name, and the
second e-mail will contain your temporary password.

Thank you,
The FHWA Information Services Team

Email #2 - Receive your USERNAME by email
You will receive an email: Request Approved / Your username is...

Account E-Mail: Account Request Approved (received same day as request)
Hi [Your-First-Name]
We have approved your account request for the FHWA External Portal.

Your user name is: [your-username]

Please log in HERE with your username and temporary password, which has or will arrive in a
separate e-mail and then reset your password to something a little easier to recall.

Once you are able to log in, you can request access to closed collaboration sites and
participate in open collaboration sites.

Email #3 - Receive your TEMPORARY PASSWORD by email
You will receive and email: Your temporary password is...

Account E-Mail: Temporary Password (received same day as request)
Hi [Your-First-Name]
Your temporary password for the FHWA External Portal is [your password].

Your temporary password is system-generated and intentionally not easy to remember or
even type. You may want to copy and paste it. You only need to enter it twice. You received
this e-mail along with a second e-mail. In that second e-mail, follow the link to log in with the
temporary password and then reset your password to something more memorable. Bear in
mind that, since this is a secure federal system, your new password will need to change every
so often.

Next, log in and request access to the TIM Program area
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Thaak you

fihs Frewin nfcen

ederal Highway Administration

FHWA External Portal
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https://collaboration.fhwa.dot.gov/_layouts/ADFS.FBA.login/login.aspx?Source=%2FFBA%2FPassword-Reset.aspx
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First Time (cont’'d) - Next - Once you have an account, request access to the Traffic Incident
Management Training Program as a non-USDOT User
First time users must request an account setup, then be request access to the TIM Project area.

1. Go to the FHWA External Portal website
and choose Request Access next to the
Traffic Incident Management Program.

e FHWA External Portal
On subsequent visits you will can click on the e S ey
. . . 2 UPﬂDI ite
Sign In link in the header, then proceed to R - . RO PO 7 AN et e

the Traffic Incident Management Program Collahoration Sites
area.

W wn egptare s

CLICK ON “Request Access” next to
Traffic Incident Managernent Training Program”

Traed Zurs

Lvablic Commarstics Ducamsios Boerd

BT Ty e —— T p——y T —y
‘Sappoet 588

Dperstins Knowiegs Cormanitn

CARLL and S5 Inp Tool

Lomg Term Brdge Parbemsance |11 Fraqrass By

)

el

e

Ml Freight Advieey {orreies

PR el e et

2. On the next screen, choose:
I am a non-USDOT user and | want to access the Traffic | [GREsresiinny i
Incident Management Training Program site

Request Access
Trpe Check
T _
13m 8 USDT User registered with adot gov e-mail 1| am 2 non-USDOT wer and | want to aczess the Trafi
sddress and | want to accass the Trafhe Incidant Incidant Managamant Training Program sie-

Management Training Program site |


https://collaboration.fhwa.dot.gov/default.aspx?ReturnUrl=%2f_layouts%2fAuthenticate.aspx%3fSource%3d%252Fdefault%252Easpx&Source=%2Fdefault.aspx
https://collaboration.fhwa.dot.gov/default.aspx?ReturnUrl=/_layouts/Authenticate.aspx?Source%3d/default.aspx&Source=/default.aspx
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Logging your Course Roster on the FHWA TIM Project portal

Sign in with your Username and Password

Once you have credentials, you begin by signing in. Use the link in the header.

1. Click the Sign In button on the header.

2. Enter your credentials

3. Scroll down and click Traffic Incident
Management Training Program

U, Bepartment of Transportation
@/ Federal Highway Administration

FHWA External Portal; Registration & Suppart Canter

You are accessing a U.S. Government information sysiem, which includes (1) this computer, (2) this computer
neiwork, £3) il comauters connected ta i network. and 4) al devices and siorage meda atiached fo s
~orton et~ . nonc

s nr ~anonzer

Login

Login Name
Password

- Subad.|
Forgot your password? Click here to recover.
New User? Click here to register,
DOT Users, click here to login with your ADDOT User D,

Problems logging in? E-Mail our Support Team

Welcome to the FHWA External Portal

Registration & Support Center

n Support Site

Register Manage Account Bonucst sumpent ko rase wiih sogoration, scasn

Bmparilon stginsn Foe Uvg CHIGE Bt vl Pl | D0 gt ! M s mrs (DT s e s | mageenrs L earie messog o, aom 1 pmuamiti, ared
el inage

Collaboration Sites

Open ites

AT Ean et ESREEI I R0 SREL AR IS

et o bk Ut

1

FAgtE L i AN 1R R AR

CLICK ON “Request Access” next to e —T—
Traffic Incident Management Training Program™ FE—

2o Sy i
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e AT e e ———— Ty
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https://collaboration.fhwa.dot.gov/default.aspx?ReturnUrl=/_layouts/Authenticate.aspx?Source%3d/default.aspx&Source=/default.aspx
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4. Submit your training records

(cont’d)
Submit your training

NOTE: You will not be entering
the class roster itself — all you
need to do is enter how many
people in each discipline you
have taught.

nistration
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Collaboration Sites > SHRP2-National Traffic Incident Management Training Program

Collaboration Sites  Registration & Support Center  Manage Account  Support Site

SHRP2-Naticnal
Traffic Incident

Management
Training Program
Training Materials

SHRP2SOLUTIONS

Trainer STRATEGIC HIGHWAY RESEARCH PROGRAM

Information

Training

Attendance Form:

Submit Your

Training Records

My Dashboard:

View Your Training
s

This site provides a place for you to access the

Training
Attendance
Summary Report
Master Instructor
Train-the-Trainer
Attendance Form

0tk Heve To Submit Your Training Records

My Dashboard: View Your Training Records

Welcome to the National Traffic Incident I

Submit your Training Records

Trainers shoubd recocgLgach responder training class they teach using the link below. Tracking the numi

My Dashboard allows trainers 1o view all of the training records they have entered. From this page, trai

SHHPE ational

Tralning Matorials
Trainer
Inlnrmation
Tralning
Atlendance Form:
bt Yo
Training Records
My Durshissard:
Wiew Your Trainieg
Roconds

NOTE: You will not be
entering the class roster
itself — all you need to do is
enter how many people in
each discipline you have

taught.

oy | Prnasiom o mman s (P | ey | ol Poici . g | P R s, P g Ao
oo g

e et
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@ s
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credited to Arizona.

Finally Click Submit and your information will be placed into the FHWA system and

Once you have logged trainings as an instructor, you will be able to review them on “My Dashboard”
and the “Training Attendance Summary Report” — we encourage you to browse this site, and get to

know your options.

If you have questions, please contact us at: tim@azdot.gov
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