To View Slide Show

1. Select View in the menu bar.

2. Select Slide Show to set the slides to full screen.

3. Use the Down Arrow on the key board to move
foreword in the Power Point.

4. Use the Up Arrow on the key board to move backward
in the Power Point.

To Exit Slide Show

1. Select Esc on the keyboard.
2. Select the “X” on the top right side of the screen to
close down the program.
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FGIS Official License
Add a New Person


Presenter
Presentation Notes
This is FGISonline Course 2: Add a New Person


Objectives

O This course will give you an overview of the portion of the FOL
program that pertains to the process of adding a new person.

O It will lead you through the steps needed to add a person into the FOL
program and will identify the various tabs and toggles used within the
program.


Presenter
Presentation Notes
This course will give you an overview of the FGIS Official License (FOL) program pertaining to adding a new person. It will lead you through the steps needed to add a new person and will identify the various tabs and toggles  used within the program. 

This course identifies procedures needed in order to add a licensed person but it can also be used to identify the process for adding an authorized person also. The procedure for assigning a license number to an authorized person is similar to the procedure for adding a license person.  The authorized applicant, however, will first need to register in the FGISonline program, OPA before entering the FOL program.  When the authorized applicant then enters FOL to enter their data, the FOL program will pull the information from OPA and auto-populate most of the information needed.  The Authorized person will also not fill-out the initial application FGIS-944 or the conflict of interest form through  FOL.




Access to FGISonline Programs

To begin the process enter this URL into your web
browser - https://fgiss.gipsa.usda.gov.

*= This URL leads to a training site.

= No information that needs to be saved should be
entered into this site.

= All information entered into this site is subject to being
erased.

" Information on this site may be fictional or corrupted.


https://fgiss.gipsa.usda.gov/

Staging Server Menu

[ Click on EGIS Official
Service Provider Licensing

(FOL) to enter the FOL
program.

O The Staging server is to
be used for practice
only.

O No data that is entered
into the FOL program
through this site will be
saved.

USDA Unitad Stales Depariment of Agriculluse -
ﬁ Grain Inspection, Packers & Stockyards Administration Staglng

; About GIPSA : Help : ContactUs | Login

You are hers

Select one of the following Choices:

Browse by Subject Inspection Data WareHouse (IDW)
+ GCBS Menu
» FGIS Menu
- Inspecticn Data
WareHouse [IDW)

Certificates {CRT)

- Certificates (CRT) Delegations/Designations and Export Registrations (DDR)

- Delegsations,
Designations and Export
Registrationzs (DDR)

Equipment Capability Testing (ECT)

- Equipment Capability Inspection, Testing, and Weighing {ITW)

Testing (ECT)
- In=pection, Testing, and T 215 Official Service Provider Licensing (FOL)
Weighing (ITW)

- FGIS Official Service Quality Assurance and Control (QAC)
Provider Licensing (FOL)

- Quality Assurance and
Control {QAC)

GIPSA | USDA.gov
' FOILA | Accessibility Statement | Privacy Policy | Non-Discrimination Statement | Information Quality | FirstGowv | White House
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A list of the FGISonline programs that are in the Staging server, will appear.  This server is different than the one used in the production environment.  It is only to be used for practice.  This site must not be used to enter working data or it will be lost.

The FOL program is identified as the second to the bottom listing.   To enter the FOL program, click on “FGIS Official Service Provider Licensing (FOL)


o

Consent Agreement

O Click on | Agree to
proceed.

[ Click on Cancel to exit.

USDA United States Depariment of Agricullure
ﬁ USDA eAuthentication

Home : About eAuthentication: Help : ContactUs : Find an LRA

*****************WARNING*****************

® You are accessing a U.5. Government information system, which includes (1) this computer, (2) this
computer network, (3) all computers connected to this network, and (4) all devices and storage media
attached to this networl or to a computer on thiz networle, This information system iz provided for U.5.
Government-authorized use only.

¢ Unauthorized or improper use of this system may rezult in disciplinary action, as well as civil and criminal
penalties.

® By using thiz information system, you understand and consent to the following:

0 You have no reasonable expectation of privacy regarding any communications or data transiting or
ztored on this information system. At any time, the government may for any lawful government
purpose monitor, intercept, search and seize any communication or data transiting or stored on this
information system.

[=]

Any communications or data transiting or stored on this information system may be disclosed or
used for any lawful government purpose.

[=]

Your consent is final and irrevocable. You may not rely on any statements or informal policies
purpaorting to provide you with any expectation of privacy regarding communicatiens on this system,
whether oral or written, by your supervisor or any other official, except USDA's Chief Information
Officer.

*****************WARNING*****************



Presenter
Presentation Notes
When the Consent Agreement appears, Select “I Agree”.


eAuthentication Login

USDA United States Departiment of Agricullure
@l USDA eAuthentication

O eAuthentication with Level —_— Elhiwﬂl_!‘-ﬂ

2 ACCESS iS nEEdEd in Order Home | About eAuthentication: Help | ContactUs | Find an LRA
to enter the site. (Quicklins ¥ — |

LT eAuthentication Login

+ What is an account?

b Create an account

User ID: |
O Enter your User ID and ? Updaloyour scoour Forgot your User 10?

Password. Password: |

I Local Registration
Authority Login Forgot your Password?

Change My Pazzword

d Click on ‘Login’.

What's New
D Th |S process |S ad Safegua rd . MEW! Improvements to USDA Employee Registration
It |eaVES an elect ron |C # The new registration process provides a faster method of obtaining an

ehuthentication Employee account. Click here for more information

signature of anyone who
enters the program. Self-Service Enhancements

« Improvements to Forgotten Fassword Reset and Forgotten User ID are now

available. Click here for more information

Important! Employees and Contractors;
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Before being allowed into the program, a user will need to be e-authenticated with level 2 access.  This process is a save-guard and will leave an  electronic signature of anyone who enters the program. 

Enter your ID and Password and select “LogIn”


FOL Home Page

! The first screen that
appears is the FOL Home
Page.

_l Licensed Personnel is
selected to continue on
with the course.

USDA United Stales Depariment of Agricultura -
ﬁ Grain Inspection, Packers & Stockyards Administration Stagjng

+ By Last Name
@Licensed O.Authurized

I
[Go]

Browse by Subject

» FOL Home Page
» Licensed Personnel

» E-mail Distributicn Lists

GIPSA | USDA.gov

“ou are here: FOL Home Page

05/11/2009

o

<

02/03/200% Reminder - Complete and submit all "Trizsnnial Renewal" information before your

certificate expires.

Link - Training Videos

Link - Form FGIS 944 dated 06-07

Link - Test Preparation Tools
LINK - GIFSA Home FPage
LIMNK - Licensing Directive

' FOIA | Accessibility Statement | Privacy Policy | Non-Discrimination Statement | Information Quality | FirstGov | White House

FOL Home Page

Study tools availzble - from processing =2 samiple to determining
= grade. See the link listed below: "Test Preparation Tocls".
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The user is now at the FOL Home Page.  The FOL home page allows you to do three things.
Travel to another area within the FOL program by clicking on a selection in the menu on the left portion of the screen.
View recent news items. This is  an area where any new information or warnings on the FOL program will be posted.
Select a link to other areas on the web.  These links are helpful tools and will take you outside of the FOL program.

The menu on the left side of the screen will appear on every page within FOL.  It will take you back to the Home page, take you to the licensed Personnel page and it will take you to the E-mail Distribution List.

The “Licensed Personnel” menu is the main selection that will be used in FOL.  By selecting this, you will be taken to a page that contains a list of the licensed personnel within your agency.  From the  Licensed Personnel Page you will be able to access other areas of the program.

The “E-mail Distribution List” menu selection will take you to a page where you can update your e-mail address. This e-mail is used by the program to send a monthly license renewal list to each agency. This mailing will contain  a list of individuals whose license will expire within 90 days. Agencies will be responsible for renewing the licenses for individuals within their agency.  

The e-mail distribution list must contain at least one e-mail address but more may be entered.  It will be the agencies responsibility to keep this list updated.  If the renewal list is not received and the licenses not renewed, the licenses will be automatically canceled on the license expiration date.  Field Offices will no longer be responsible for renewing licenses.

To view the list of licensed personnel, we will now select “Licensed Personnel” on the menu.





Licensed Personnel Selection List Page

L Add a New Person is
selected from the menu in
order to proceed to the
area where a new person
can be added into the
licensed person database.

O Adding a New Person
will assign a license
number. The number will
not become activated until
a test for a license has
been taken and passed.

USD‘A United Stalas Depariment of Agricultura
Z Grain Inspection, Packers & Stockyards Administration

Home

+ By Last Name
@Licensed OAuthurized

|

Browse by Subject

+ FOL Home Page

+ Licensed Perzonnel

* Add a New Person

+ Renewal List
+ E-mail Distribution Lists

GIPSA | USDA.gov

“ou are here: FOL Hame Fage > Licensed Personnel

Licensed Personnel Selection List Page

Selection Criteria

Staging

e

About GIPSA | Help | ContactUs

—

'Lognﬁ

Office | Agency | Number Name U‘I?viin L;Et';ﬁ: 'I{kvrli 5‘:‘;‘35

Edit| MHFO | MH 25002 |Aadams, Darryl Samp Active

Edit| MNFO | MM 23006 |Abernzthy, Gail Tech Active

Edit| MNFO | MN 23038 Abram, Morris LI Active

Edit| MHFO | MH 25007 |Adams, ansel Samp Active

Edit | MNFQ | MM 23008 |Adsms, Tristen Samp Active

Edit | muFo [ Ml 25026 |adzperson,
Pleasework

Edit | MNFO | MM 25014 |Anderson, Addatest |LI Active

Edit| MNFO | MM 23015 |Anson. LI Suspended
Addanewpersan

Edit| MNFO | MM 25000 |Avery, Tom LI Suspended

Edit| MHFO | MH 25035 Brandon, Mary Samp Active

17 records in 2 Pages. Rows:

‘ Page: I:l’

[ Export To Excel

][ Printzblz List ]

. FOIA | Accessibility Statement | Privacy Policy | Nen-Discrimination Statement | Infermation Quality | FirstGov | White House
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This brings us to the Licensed Personnel Selection List Page. This page identifies  all of the names of individuals that have a license number within an agency. It also introduces a few new options. 
On the menu bar, the options , “Add a new Person and “Renewal List” appear.
Edit  appears in a column to the left of each license holders and a  
search function toggle appears. 
There is also the ability to pull off a list  an excel spread sheet or to be printed off.

The “Add a new Person”  menu selection leads the user to a page where a they can request a license number.  This consists of filling out a minimal amount of information plus filling out a “Conflict of Interest” form and then submitting it.  

When  “Renewal List” on the menu is selected, it will use the list of licensed personnel and modify it so that the expiration date is identified and  it will  sorts the list by the most recent expiration date.

This page is where a search for licensed personnel will be conducted.  There a few methods to search for a licensed person.  
The “Search Criteria” selection button at the top of the screen allows a user to search for a  specific license by the use of a drill-down menu.  To access this, the “Search Criteria” button is selected. 
The headings for each row can also be used to sort each column by clicking on the heading.
To search through all of he licensed personnel in one view-screen, the user would enter the number of records identified at the bottom of the screen into the box that is identified as “Rows” and select either “Go” or enter.  This will bring up all of the listings.   


To enter the domain of the licensed individual, the user will select he “Edit” button to the left of each person’s name. This will lead the user to an area where most license activities are conducted and the license history is recorded for a licensed individual.  

We will select “Edit” button next to Steve Adams’ name.


Licensed Personnel Application Request
New Application Request Screen

O This screen will be
used to enter the
names of all agency
personnel, federal
contractors and
warehouseman
samplers who want to
apply for a license.

1 The name of John
Adams, the applicant
is entered and

Continue is selected.

USDA Unitad Stalas Depariment of Agricultura

aZ Grain Inspection, Packers & Stockyards Administration

+ By Last Name
@Licensed OAuthurized

Home @ About GIPSA

“ou are here: FOL Home Page » Licensed Personnel » Personal Info

Licensed Personnel Application Request

New Application Request

+ Licensed Perzonnel

+ Add a New Persen

+ Renewsal List
+ E-mizil Distribution Lists

i Help :

Staging

B T e T

Contact Us

Contact Usp-1-5

Lngoﬁ

Personal Info |
Browse by Subject First Name
+ FOL Home Page

GIPSA | USDA.gov
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The Licensed Personnel Application Request screen will be used by all agency personnel, plus by Federal contractors and Warehouseman samplers to apply for an initial license number.  This is the first step needed in order to obtain an official license.  This portion of the process will only assign a license number to the applicant.  The license number will not be activated until a test for a specific device, function or commodity license is passed.  This procedure to obtain a license number is different than the previous procedures used to gain an official license number.  In the past, a license number was not obtained until all tests for a specific device, function or commodity were completed and passed. In the new FOL program, the license number is assigned as soon as the application for a license is approved by the FOL administrator but is not activated until a license for a device, function or commodity is obtained.

All of the information underlined in red must be entered.  The middle name field is underlined in red and must be populated.  The middle name or initial will be used to differentiate between similar names.  The middle initial or the full middle name may be entered.  If an applicant does not have a middle name, they may insert a space in the Middle Name field.  The data to populate these fields can be found on the paper copy of the FGIS-944 that was completed by the applicant previously.

The applicant can also upload a signature at this time.  The signatures will only be used by the Certificate program.  If an official certificate must contain the signature of a licensed person, the Certificate Program will obtain the signature from the FOL program.

In order to upload a signature, the signature must be created in blue ink and scanned into the agency computer.   The applicant will then use the Browse button to scan the agency computer for the signature.  Once the signature is found, it can be uploaded into the FOL program.

On the initial application, a conflict of interest questionnaire must be completed. The applicant must identify whether the application is for a license under the USGSA or under the AMA.  When the Act is selected, a conflict of interest form for the identified act appears.



Licensed Personnel Application Request
New Application Request

O All applicable
information must be
entered.

Q If the applicant has no
middle name, a space may
be entered into the field.

O Select one or both Acts
if applicable. This will
expose the conflict of
interest questions for the
selected Act.

USDA United States Depariment of Agriculture
ﬁ Grain Inspection, Packers & Stockyards Administration

+ By Last Name
(@) Licensed O Authorized

| About GIPSA

“ou are here: FOL Home Pzge = Licensad Personnel = Parzenzl Info

Licensed Personnel Application Request
New Application Request

Browse by Subject

+ FOL Home Page
+ Licensed Personnel
*Add a New Person

*Renswal List

+ E-mazil Distribution Lists

| licensed by FGIS to perform

Fersonal Info |

Staging

'Lognff

i Help i ContactUs |

0.1.5

License Number
Last Name Adams

Mot yet assigned,

First Name Jchn
Middle Name
Name Suffix

Birth Year 1500

Ousesa [Dama

L

FGIS Contractor

Supervising Organization

Agency | Minnesota Department of Agriculturs '
Also Working for Agencies Edit
AQAS I:‘
Wwarehouseman Sampler O

Have You ever been OY @ N
es o

" UsSGSA/AMA functions?

Relevant Comments Thiz iz 2 test,

Conflict of Interest Questions for

Ousesa Oama




B
Licensed Personnel Application Request

New Application Request - continued

O The conflict of interest portion

Uves o

of the application appears when ¥ 7| censed byrets to perform
the ACT iS Selected. Relevant Comments Test

Conflict of Interest Questions for

QO If a conflict is identified, an Musses Daus

USGSA

additional field appears which
must be filled in.

0 To complete the application,

answer the questions and select i el e
Save.

E'" "ul"""r' th r matts rml It h|: th |: nalr It h|: h hml ht s=tean
Q If there is a conflict, the e e s i
request will go to the Compliance oo
Division.

Explain any and all conflicts of interest:
Mo Conflict of Interesy

O If there is no conflict, the
request will go to the
Ad m i n ist rator Of the progra m . s ;:_C-[:F '—‘.:ces;il:giﬁt',- Statement | Privacy Pelicy | Non-Discrimination Statement | Infermation Quality | FirstGov | White House
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The conflict of interest portion of the application appears.  Information from the paper FGIS 944 that was completed previously by the applicant will be copied into the program at this time.  If  a conflict of interest is identified, as it is in the first question, an additional  field appears where the applicant must identify whether a previous waiver has been entered for this conflict of interest.  On an initial application, the answer to this question will always be no.  When a conflict of interest indicated, the reason for a conflict of interest must be explained.

When all information is entered, save is selected.


Licensed Personnel Application Request

New Application Request - continued

After Save is selected;

1. Data Was Saved Successfully
appears.

2. License Number Not yet
Assigned appears.

2. Therequest is sent to either
the Compliance division or
the FOL Administrator for
approval.

3. After being approved, the
applicant’s name and
number will be listed in
Licensed Personnel
database.

USDA v Departmant of

ﬁ Gram Enspectacn Packers & Stockyards Administration

= Relevant Co ents Test

Conflict of Interest Questions for

usesa [Jama

USGSA

h {a] m | | Inf:
e
@) Licens =d O Authorized
I Persenal Info |
Data saved successfully,
Browse b)i" SUb]BGT ticin:e Number l\:ct wet sssigned,
+»FOL Home Page —ast Rame FeEms
First Nam Jch
+ Licenzed Fersonnel
Middle N Q
e wEers Name Suffix
val List Birth Yea 500
o=l B = FGIS Contract
Supervising Organiza tion
Agency [ Minnesota D= partment o f Agriculture
Also Working for Ag
AQAS
li d by FGIS to e orm
| USGSAJ_"AMAf nctio




Licensed Personnel Selection List Page

O The new license has
been approved but it
does not appear on the
list because the default
Status setting is set to
show only active and
suspended licenses.

 To view John Adams
in the dataset the
settings must be
changed.

O Select Selection
Criteria to change the
settings.

USD‘A Unitad Statas Depardment of Agriculture

ﬁ Grain Inspection, Packers & Stockyards Administration

i Help i ContactUs : Logoff
m “ou are here: FOL Heme Pags » Licensed Persennel 0.1.5
Licensed Personnel Selection List Page
+ By Last Name
@Licensed OAuthurized Selection Criteria
Office | Agency | Number Mame USGSA USGSA AMA AMA
Type Status Type Status
Browse by Subject _ - -
Edit| MNFO | BN 230032 Azdams, Darryl Samp Active
» FOL Home Page
Edit| MNFO | BN 23006 Abernathy, Gail Tech Active
» Licenzed Perzannel -
Edit| MNFO | MN 25038 Abram, Morris LI
¢ Add = New Parzon Edit| muFa | 25007 |Adams, Ansel Samp Active
* Renewal List Edit|MNFO | M 25008 |Adams, Tristen Samp Active
» E-mail Distribution Lists Edit [ mnFa |mn 25036 |Adaperson. Pleasework
Edit| MNFO [MN 23014 |Anderson, Addstest LI Active
Edit| MNFO | MN 25015 |Anscon, Addanewperson  |LI Suspended
Edit| MMNFO | RN 25000 Avery, Tom LI Suzpended
Edit| MMNFO | RN 23035 Brandeon, Mary Samp Active
Edit| MNFO | RN 25001 Broc, Linda Samp
Edit| MNFO | BN 25015 Hunter, Samp Active Tech Active
Adaperscncomments
Edit| MNFO | MM 25013 Smith, WSamp Active
Testzdzpersonerror
Edit| MNFO | MN 2502% |z=======, ==2==3=2 WSamp Active
Edit| MNFO [MN 25030 |za=sz=a=zasa, as=aaass Tech Active
Edit| MHNFD | RN 25011 zézaadams, Adatesttest LI Active CSamp | Active
Edit| MNFO | MM 25037 Zarma, Atest LI Active
[ Export To Excel ] [ Printzble List ]
GIPSA | USDA.gov
. FOIA | Accessibility Statement | Privacy Pelicy | Nen-Discrimination Statement | Information Quality | FirstGow | White House
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The name and license number for Mindy Aaron now appears in the list of license holding employees.  Notice that the  USGSA Status is not populated.  This indicates that the applicant has not yet completed the steps to obtain a license.  The nest step is to apply for a specific license device, function or commodity test.  This will be covered in Course number three, “Request a test”.  This completes Course number two, “Add a New Person”.


Search Criteria Page

% Grain Erisp;cticn, Packers & Stockyards Administration

- - - .
““' 3

The Status is set for Active
and Suspended licenses. Only

a |icense Contalning thiS Home | About GIPSA | Help | ContactUs | Logoff
. . m “ou are here: FOL Home Page = Licensed Personnel 0.1.5
status will appear in the —— Licensed Personnel Selection List Page
data base. (%) Licensed () Authorizad Selection Criteriz
License Number l:l
Last Name
Organization

The Status must be changed oL Home Page P S -
to All and then Update List G o |

ommodi All -
must be selected . . El-‘ Re:ev.ﬁl iSt_ . Tech Function |ﬁ_|l v

+ E-mail Distribution Lists Samp Dev/Func |ﬁ.l| v|

Test Status &l b
This will allow all of the reenee ac =B
. License Type |;4_|| vl
licenses that have been how oniy p0AS
issued for the agency to ((Updste List | [ ResetCriteriz |
appear in the database. S PO . — e [ e | [ 2

Edit| MNFO | MN 25003 Azdams, Darryl Samp Active

. . . . Edit | MNFQO | MM 235006 |Abernzthy, Gzil Tech Active
Selection Criteria is selected o[ [ 25535 [ram verts D e
again to hide the Selection T ) T i Eo e o v
. . . . Edit | MNFO | MN 25036 |Adaperson, Pleasewark

Crlterla Informatlonn Edit | MNFO [ ran 25014 Anderson, Addatest LI Active




Search Criteria Page

All of the licensed
personnel now appear in
the database.

John Adams is now
identified in the database.

John Adams has been
assigned a license number
but it will not be activated
until he applies for and
passes a test for a licensed
function, device or grain.

Cfhice [ Agency [Humber Mame TiEe i Tigs Sratus
Browse by Subject _ -
Edit | MNFO [ MHN 25035 |Aaadams.
bEol s PEEs Warehousewoman
+ Licensed Personnel Edit| MNFO | MN 25028 Azdzam, Finzltestihope
+Add = New Berson Edit | MMFO | MN 23023 fAadams,
Adawarehouseman
#Renaval List Edit | MNFO [MN 23040 |Aadams, Cancelzperson Samp Cancelled
b Ern=tl Bl e Liss Edit [ MrFo [mn 25002 |Aadzmsz, Darryl Szmp Active
Edit | MNFO [ MHN 25026 |Aadams,
Finzladzpersonoz
Edit | MNFO [ MN 23025 |Aadams, Finzlihope
Edit| MNFO | MN 23021 Aadams, Finaltest
Edit| MMFO | MN 23022z |Azdams, Finzltesttwo
Edit | MNFO [ MHN 235041 |Aadams, TestCanceldate
Edit | MNFO [ MN 23002 |Aadams, Testtwosf
Edit| MNFO | MN 23018 Aadams, Warehouseman
Edit | MMFO | MN 25018 Azdams.
Warehousemanthretast
Edit | MMFO | MN 2501 Azdams.
Warehousemantwao
Edit | MNFO [ MHN 25024 |Aadams,
Warehousenamsampepler
Edit | MNFO [ MN 23042 Atdzms,
Warehousmantest
Edit | MNFO [ MN 23043 |Aadams, Whestteset
Edit| MNFO | MN 23003 Aadams, WorkPlease LI Cancelled
Edit | MMFO | MN 25008 Abernathy, Gail Tech Active
Edit | MNFO [ MHN 23038 |Abram, Maorris LI Active
Edit | MHNFO | MN 25007 |[Adams, Ansel Samp Active
[ Edit | MMFO | MN 23047 sdams, John
Edit|MMFO |MN 23031 |Adams, Plezseweork
Edit | MNFO [ MHN 23008 |Adams, Tristen Samp Active
Edit | MNFO [ MN 23036 |Adaperson, Plessework
Edit| MNFO | MN 25014 Anderson, Addatest LI Active
Edit | MMFO | MN 2501% |Anson, Addznewperson LI Suspendad
Edit | MMFO | MN 25000 [Avery. Tom LI Suspended
Edit | MNFO [ MN 23035 |Brandon, Mary Samp Active
Edit | MMFO | MN 25001 Eroc, Linda Samp Active
Edit | MMFO [ MN 25015 | Hunter, Samp Egtive Tech Active




Conclusion

This concludes Course #2 - FGIS Official
License - Add a New Person.

To gain a detailed instruction on the use
of additional functions within the
FOL program, review the Power Point
for the specific function.



Course Contact

Susan H. Fall

Field Operations and Support Staff (FOSS)
952-240-8950

Susan.h.fall@usda.gov
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