MEMORANDUM STATE OF ALASKA

Department of Transportation & Public Facilities
Alaska Marine Highway System
To: AMHS Crewmembers

From:  Amy Wilson, Training Coordinator
amy.wilson@alaska.gov or (907)228-7254

Date: April 12, 2012
Re: Recordkeeping, AMHS Course Requirements, and Web Sites

For Instructional Purposes Only

This memo contains information on courses required by the Alaska Marine Highway System
(AMHS). And instructions on how to access AMHS maritime related training websites: 1) the “go-
to” AMHS Training Department website, “The AMHS Learning Portal”, 2) the “AMHS Security”
site, 3) the “Seagull Training System” site (access HAZMAT & other Maritime courses), and 4) the
State of Alaska (SOA) webmail, paystub, and “Train Alaska” sites.

I. Contents:
Page 1 Introduction/AMHS Training Courses
Page 2 Reporting for Duty ~Summary of Documents Required
Page 3 Summary of Training/Certification
Page 3 Record Keeping Dispatch/Training File
Page 8 The AMHS Learning Portal
Page 14 Hazardous Communication Training (HCT) Summary
Page 15 The AMHS Security web site
Page 21 Seagull Web Portal (HAZMAT Basic web course)
Page 30 Password Reset Desk (for) State of Alaska (SOA) websites
Page 32 (SOA) Webmail Instructions
Page 36 Access (SOA) Direct Deposit Pay Stubs

I1. Introduction/ AMHS Training Courses

The Alaska Marine Highway System (AMHS) has in-house courses and also contracts with
maritime training providers to ensure that U.S. Coast Guard (USCG) approved classes are
accessible to Crewmembers. Many of these courses will be outlined in the following pages.
Information about the classes and the “Minimum Requirements” (MQ’s) for each shipboard
position is also posted on the “go-to” AMHS training website, “The AMHS Learning Portal”
(see page 8).

Crewmembers must complete courses and obtain USCG documentation in order to be eligible
for dispatch to job assignments. Each AMHS Shipboard Position has a set of “Minimum
Requirements” (MQ’s). The MQ’s outline the requirements that each Mariner assigned to a job
has (ideally) completed. In order to obtain a permanent or “bid” position the Mariner must have
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completed all requirements outlined in the MQ. The Shipboard Position MQ’s are a good
resource to find out which courses you may need to take. The classes you take may result in
USCG Endorsements (International/STCW & Domestic/Title 46 Shipping), Certificates of
Registry, and Licenses. Although, these courses may be job/career related they are often at the
Mariner’s own expense.

Important! Information about classes may be accessed on the “go-to” AMHS Training website
“The AMHS Learning Portal”. And class flyers and other information are sent directly to each
Crewmember’s personal SOA Webmail account (see page 30).

Reporting for Duty — Summary of documents required at check in

The following original certificates, as applicable to your shipboard position (see vessel MQ’s),
must be kept in a three ring binder and presented to the Purser when reporting for duty:

1) TwiIcr
2) MMCAMMD?
3) Basic Safety Training Certificate OR
4) MMC/USCG STCW Endorsement Certificate — Preferred
(This certificate is not issued unless the USCG determines BST to be current.)
5) MMC/COR/ USCG License w/Endorsements
6) Current Radar Unlimited or Refresher Certificate of Completion
7) New Crewmember Vessel Familiarization Form (vessel dispatch assignment)
8) RORO Vessel Specific Familiarization Training
9) RORO Crowd Management
10) RORO Crisis Management
11) FW Card ~ Food Worker Card
12) Alcohol Server Card / (TAP, TAMS, TIP)
13) CFPM ~ Certified Food Protection Manager Certification
14) EEO Preventing Sexual Harassment
15) MES ~ Marine Evacuation System Certificate (most recent Chute or Slide)
16) HCT Basic Curriculum Certificate of Completion
17) Highest Level Security Course Certificate of Completion
18) Highest Level HAZMAT Certificate of Completion

~Your Merchant Mariner Document (MMD) or Merchant Mariner Credential (MMC) and
TWIC do not need to be kept in the binder but must be presented with the binder to the Purser.

~ Some courses may be denoted on your STCW Endorsement Certificate (FRB, GMDSS, VSO,
etc). It is not necessary to present the certificate of completion for these.

Exception: If Radar Unlimited is denoted on your USCG License, your current Radar course or
renewal certificates must be in your binder.

Crewmembers must first check in at the Pursers Counter and may have to stand in line with
passengers. Once the Purser reviews your documents, it will be their responsibility to check the
boxes on the sign in sheet and verify they have examined your documents by initialing next to
your name. You will only need to add your signature to the sign in sheet and the Purser will take
care of the rest.
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IV. Record Keeping Dispatch/Training File

The Alaska Marine Highway System (AMHS) has specific requirements, mandated by law, for
record-keeping both onboard each AMHS vessel and at the Ketchikan Central Office (KCO). It
is imperative that your USCG issued documents are up-to-date at KCO. Copies of documents on
file at KCO are saved in your Dispatch/Training files (both electronic and hard copy). These
documents are central to the dispatching process and are also used to evaluate bid applications.

Crewmembers are required to send in copies of documents as obtained/updated. If your
documents at KCO are not up-to-date, another qualified Crewmember may be dispatched in your
place. You may NOT be notified when documents on file expire. Please be proactive and
ensure that legible copies are sent to KCO. Submit copies of your current USCG documents and
all relevant documents and certificates of completion to KCO, Attention: Training Department

by:

1) Scan and e-mail to dot.amhs.crew.docs@alaska.gov (preferred) or,

2) Mail to KCO at 7559 North Tongass Highway, Ketchikan, AK 99901
3) Fax to Dispatch (907) 225-9398 or

4) Vessel interdepartmental mail

V. Summary of Most Frequent Courses ~ Refer to Vessel Position MQ’s

1) Equal Employment Opportunity (EEO) Certification ~ All Crewmembers are
required to complete this course by attending:

1. *“A Respectful Workplace (ARWP) Division of Personnel (DOP) 4-hr course:
a. Offered every Spring with “New Hire Orientation”
b. Additional class dates are posted on SOA “Train Alaska” site
c. This is the preferred EEO course for all Crewmembers to complete
d. *The link to the “Train Alaska” site is posted on the AMHS Learning Portal

2. The AMHS Shipboard EEO/Preventing Sexual Harassment course:
a. Consists of booklet/video/quiz sheets
b. Located on AMHS vessels - check with the Purser for the course
c. Available at Ketchikan Ward Cove Office Training Dept.
d. Crewmembers may take both courses, but it is not necessary to complete the
AMHS Shipboard EEO course if the ARWP course is completed
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2) Hazardous Communication Training (HCT)

1. *“Basic HCT Curriculum”
a. All Crewmembers are required to complete the “Basic HCT Curriculum”
b. HCT topics consist of booklet/video/quiz sheets
c. Available on AMHS vessels - check with the Purser for the course
d. Available at the Ketchikan Ward Cove Office Training Dept.

2. Additional HCT Courses may be required for Shipboard Positions
a.  See page 14 for a description of the additional HCT courses
b.  Refer to the shipboard Minimum Qualification for each vessel position to
determine which additional HCT Courses to complete

3) HAZMAT Basic & Advanced web courses

1. HAZMAT Basic (web course ) is required for all Deck Officers, Unlicensed Deck,
and Engineering Officers

2. HAZMAT Advanced (web course) is required for all Chief Mates/Loading
Officers and Masters
a.  Web courses are located on the Seagull Web Portal (see page 21)
http://www.seagull.no/seagullweb/index.aspx

3. Courses (maritime & other) are posted on the Seagull Site
a. Courses are accessible to all crewmembers

b. Maritime courses are considered “Introductory or Refresher” and do not
result in certification

4)  High Speed Craft Training FVF Chenega & FVF Fairweather

1. All Crewmembers dispatched to the High Speed Crafts (HSC) in revenue status
must be either Craft Rated or Type Rated

a. “Craft Rated:
i.  Unlicensed (IBU) Crewmembers attend a one week class

b. “Type Rated”
i.  Licensed Crewmembers (Deck & Engineering Officers) attend an

initial class and complete route training

ii.  Subsequent “Revalidation” requirements every two years
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5) Marine Evacuation System (MES) Certification

1. Achieved by attending a drill and deployment of the MES System (chute or slide),
or by completing the ship’s “Onboard MES (written) Program”

2. All Crewmembers need to maintain their Marine Evacuation “Certification”

a.  Certification is valid for three years

b.  MES Drill and Deployments are offered primarily during the vessels’
overhaul schedules

c.  Crewmembers may complete the on-board training program as an
alternate means of maintaining currency in their MES certification

d.  Refer to the MES Frequently Asked Questions (FAQ’s) posted on the
AMHS Learning Portal for more information

6) AMHS Purser Training Certificate (courses)

1. All AMHS Pursers must complete the AMHS Jr. Purser Class
a.  Typically scheduled in the Fall (October)
b.  Application required, check at Pursers Counter for more information
c.  See upcoming class announcements posted on the AMHS Learning Portal

2. All Pursers complete reoccurring medical courses including the Emergency
Trauma Technician (E.T.T.) and STCW Medical Person in Charge courses
a.  Typically scheduled in the Winter (January)
b.  Attendance mandated/by permission only, from the Passenger Services
Inspector/Shoreside Supervisor of the Pursers Department

7) STCW Basic Safety Training (BST) and Refresher BST

1. All Crewmembers are required to have completed a BST class
a. BST is valid for five (5) years
i.  BST may be extended beyond five years if the Mariner can prove
one year seagoing service, within the past (5) years
ii.  The STCW Endorsement Certificate also proves regular seaservice
~ see item #8

2. Crewmembers that have not obtained one year “seagoing” seaservice within the
past five years must complete a BST Refresher course
a.  Typically, this only applies to Crew on the FVF Chenega and Fairweather
and the Lituya.
I.  *Seaservice on these vessels is not considered “seagoing”
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8)  Standards of Training Certification, and Watchkeeping (STCW) for Seafarers
Certificate Endorsed for Proficiency in Survival Craft/Lifeboatman

1. All Crewmembers are required to obtain (have) a STCW Certificate
a.  Mariner must have completed a recent BST class to be eligible to apply
for a STCW Endorsement Certificate or prove that they have completed a
BST class and maintained one year seaservice within the past five (5)
years
b.  “Certificate” is now contained in the passport style Merchant Mariner
Credential (MMC)

c.  USCG may send Endorsements in the form of “Stickers” to add to your
MMC blank pages

d. Endorsements are added to the STCW “Certificate” Page in the MMC

i.  There are many STCW (International) Endorsements: Proficiency
in Survival Craft, Ratings Forming Part of an Engineering or
Navigational Watch, Proficient in taking charge of Medical Care,
Vessel Security Officer

ii.  Some Endorsements have a corresponding Domestic (Title 46
Shipping) Endorsement; i.e. “Lifeboatman” to the STCW
“Proficiency in Survival Craft (Lifeboatman)

iii.  Some Endorsements may also include a “Limitation” or additional
information such as “valid for service in fast rescue boats”

iv.  Some Endorsements will only be indicated by a Roman numeral.
Others may have the Roman numeral and corresponding course
written on the page under “Capacity”

2. All Crewmembers are required to obtain the Endorsement “Proficiency in
Survival Craft (PSC) Lifeboatman

a.  Typically, this entails attending a PSC/Lifeboatman class (USCG
approved), and

b.  Completing 180 days seagoing service to be eligible to apply for this
Endorsement

c.  * Refer to the PSC Frequently Asked Questions (FAQ’s) posted on the
AMHS Learning Portal for more information

9) STCW PAX Roll On/Roll Off (RORO) 4 Hr Crowd Management Course

1. All Crewmembers are required to complete this course
a. Classes are offered every Spring with the New Hire Steward Orientations
I. New Hire Orientations are in Juneau, Ketchikan, and Seward
b. Additional classes are scheduled, typically, in the late Spring/Summer
c. See upcoming class announcements posted on the AMHS Learning Portal
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10) STCW PAX Roll On/Roll Off (RORO) 14-Hr Crisis Management Course

1. All Deck & Engineering Officers and Pursers are required to complete this course
a.  Recommended for all Able Seaman, Jr. Engineers and Supervisory

positions

b. It’s two(2) courses: Crisis Management and Passengers, Safety, Cargo,
Hull Integrity

c.  Atleast one 14-Hr Crisis class is scheduled to coincide with AMHS Purser
Training

d.  See upcoming class announcements posted on the AMHS Learning Portal
11) STCW PAX Roll On/Roll Off (RORO) Vessel Familiarization course

1. All Crewmembers are required to complete this course
a.  Access course on the AMHS Learning (see page 14)

b. Go to http://amhslearningportal.alaska.gov/

2. Course consists of two modules:
a.  Vessel- Specific Safety Training

b. RORO Vessel Specific
12) AMHS Security Courses

1. All Crewmembers are required to complete some level of security training
a. Access Security 001, 101, and VSO 201 courses on the “Security Web
Site” (see page 15)
b. http://www.amhssecurity.com/profile.asp

2. Security 001 - Introduction to Security for Personnel w/out security duties
a. Course is also presented every Spring with the New Hire Steward
Orientations (it is not necessary to complete the web Security 001 course
if you attended the Security 001 PowerPoint Presentation)

3. Security 101
a. Access on the AMHS Security website or the Chief Mate (Vessel
Security Officer) may be able to provide a hard copy essay style exam

4. Security VSO 201
a. The web course is an “introductory/refresher course” of the two day
USCG approved STCW course “Vessel Security Officer”

5. STCW Vessel Security Officer (VSO)
a. This course is required for Deck Officers
b. See upcoming class announcements posted on the AMHS Learning
Portal or contact the AMHS Training Specialist directly for more
information
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VI. Accessing Web Sites

Alaska Marine Highways Learning Portal

The Alaska Marine Highway Learning Portal contains:

1. STCW PAX RORO Vessel Familiarization Course. Note: The RORO Vessel
Familiarization Course should be completed prior to reporting for duty and must be
completed within one month of hire. Wages are not authorized for this course.

2. Links to the State of Alaska (SOA) Division of Personnel (DOP) site “Train Alaska”,
outside training providers such as UAS & AVTEC, and U.S. Coast Guard

3. AMHS DOT/DOP contact numbers including Payroll, KCO staff phone/fax numbers, and
how to contact the Seatime Clerk

4. Minimum Qualifications (MQ’s) for each shipboard position.
NOTE: all MQ’s must be met prior to “bidding” on a permanent shipboard position

5. Frequently Asked Questions for common subjects, such as “How to bid for a job”, “Marine
Evacuation System drills and deployments”, and “How to request authorization to travel to
a training event & receive reimbursement”, etc.

It is highly recommended that you access this site frequently to view up-to-date training
announcements, certification announcements/lists, and frequently requested information.

Step 1: Accessing the AMHS Learning Portal ~ New Users and Returning Users.....

1. Access the AMHS Learning portal at http://amhslearningportal.alaska.gov/

+ If you forgot your Login name and Password, select “Retrieve your Login/Password” (see
image below). The Login name and Password will be sent to the e-mail address you used to
set up your account.
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Step 2: Creating an account

1. Select “New User Application” link in the upper left hand box

http://amhslearningportal.alaska.gov/

[]

4w http:ffamhslearningportal, alaska. gow)

AMHS [ Portal

Alaska Marine Highways Learning Portal 4
1

Loain Please login!
Select “NeW User ﬁ;e-,e vour Login/Password
application” ew user application Login name: ]

Zae Aluska passiord ——
Ma”ne Hzghwa_y O log me on automatically each visit

PLUGIN REQUIRED

Macromedia Flash
Please note: If you are not registered with the AMHS Learning Portal, please

fill gut this form to apply for a new account.

2. The New User Application Screen appears

Alaska Marihn Highways Learning Portal
New User Application

Login
Retrieve vour Login/Password

MNew user application First Name: I:l
Middle Initial: I:l

a Last Name: L ]
"ﬁ'if Alaska Emai address: [ ]
Mdﬂnf Hzcgbw@ Legin name: I:l
Password: I:l

PLUGIN REQUIRED Confirm: l:l

o Create an account by filling in the blanks
¢ Note: The Login Name & Password are self-assigned

0 Login Name: Use your first & middle initials followed by your last name
= (use lower case letters: For Example — jlsmith)

o Password: Type in a password of your choice - it can even be your log in name —
keeps it simple! Note: the password does not expire
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3. Select Apply
e Message will appear — “Your Application has been submitted”

New User Application

Login
Retrieve vour Login/Password

Mew uzer application First Mame:

Middle Initial:

|

|

- Last M H |
e Alctska o |
|

|

1

. . Email Address: |'| Trre e el
Mdﬂﬂf Hzg—hwﬂy J_=rmi otmail.com

Lagin name: |j|5mith

FPaszword: |1||1111

FLUGIN REQUIRED Confirm: o
Macromedia Flash Apply Final Step

4. Return to the AMHS Learning Portal Home Page
5. Enter your login name and password
6. Select Login

Please login!

Login
Retrieve vour Login/Passwaord

Mew user application

Login name: |j|srr|ith |

_,_.".;iE- A&;j‘kﬂ Paszword: |I'I'.ill. |

dﬂﬂf Hngway @me on autcmatically each visit

LUGIN REQUIRED

Macromedia Flash

Note: You may need to install Macromedia Flash to run this program - see the link on the left
side of the Login page. Additionally, turn off your pop-up blocker by selecting Tools on your
address bar.

Step 3: Accessing information on the AMHS Learning Portal.....

1. Information is listed under each topic (see image below)
e New information such as bulletins and class announcements are listed first
under the heading “!New ~ Class Announcements & Information”
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Bulletins and Knowledge Pocols

To view and browse the documents: click on the title bars below...

kI New ~ Class Announcements & Information

AMHS Frequently Asked Questions, Contacts, Forms & Other Misc.
Information

AMHS Minimum Qualifications ~ Licensed Deck Department
AMHS Minimum Qualifications ~ Licensed Engineering Department
AMHS Minimum Qualifications ~ Pursers Department

AMHS Minimum Qualifications ~ Stewards Department

o Specific information is listed under the corresponding topic(s)

(0]

Link to a

course

Select a heading (see image below) to see the list of bulletins, crew lists indicating
documents on File and Not on File at KCO, and links to sites

Note: Where a link is posted to an outside course/provider (Food Worker, Signs &
Symptoms, Refrigeration, etc) AMHS does not have access to the results. You
must submit copies of certificate(s) obtained to update your file at the Ketchikan
Central Office (KCO).

Food Worker Card, Certified Food Protection Manager & Alcohol
Server (TAMS, Servesafe, etc.)

A Food Worker Card Mot On File at KCO updated 9/21/2011

AK Food Worker Card On File at KCO With Expiration Dates Noted ~ updated
9/21/2011

Alcohol Server ~ link to State of Alaska Alcoholic Beverage Control (ABC)
Training Contacts and FAQs

Alcohol Server ~ TAMs Card Link - CHARR (Includes CFPM)

Certified Food Protection Manager - Link to Training Schedule & Self Study
Reszources

Fact (Information) Sheet - Food Worker & Certified Food Protection Manager
Food Worker Card ~ e-mail with Information distributed 1/20,/2010

Food Worker Test Site Direct Link ~ DEC =ite

MMC ~ USCG Form 719K

USCGE MMC & Rating of Steward's Department (F.H.) & Mew Application
Frocess

USCG Title 46 12.25-20 Food Handler Regulation
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Step 4 Accessing the RORO Vessel Familiarization Course

1. Select “Click here to select a course” (see image below)

AlaskKa Miarine Highways Learning Forta

e Welcome to the AMHS Learning Portal!
Edit Mv Profile

RoRo Vessel Familiarization Courses
Click here to select a course

Bulletins and Knowledge Pools

3. Select the first course “Vessel-Specific Safety Training”

Vessel-Specific Safety Training

Ro-Ro Vessel Specific

4. Select the first chapter in the course, “The Ship”
e complete each chapter consecutively

Select the
first chapter The Ship
“The Ship”

Stations

Portable Fire-Fighting Appliances

Personal Life-Saving Appliances

Survival Craft

Marine Evacuation System
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¢ Note: the final chapter in the course is “Escape Routes/Emergency Exit”
(See image below)

Portable Fire-Fighting Appliances

Personal Life-Saving Appliances

Scroll
Survival Craft Bar

Marine Evacuation System

Safety Doors
The final
chapter Raise the Alarm
is “Escape
Routes/Emer
gency Exit

Escape Routes / Emergency Exit

e Use the arrow keys on the side of the chapter selection box to scroll down to the
next chapters

e Once you have completed all of the chapters in the Vessel-Specific Safety
Training course, the RORO Vessel Specific Course will be accessible

5. Select the RO-RO Vessel Specific Course
e Repeat process beginning with the chapter “Passengers with Special Needs” &
ending with “Monitoring”

6. When you have completed all of the chapters in both courses you will note that both
courses are 100% completed (see image below)

7. A Certificate of Completion will be issued to you from the Training Department at KCO

VERY IMPORTANT!
¢ You must complete BOTH courses to receive the RORO Vessel Familiarization
Certificate of Completion
o The results will be monitored by the KCO Training Department
o Certificates of Completion will be mailed to your home address unless you request
otherwise
¢ You cannot print a Certificate of Completion from the site
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AMHS Hazardous Communication Training (HCT) Program

*This is a series of booklets/quizzes/videos — see the Purser of the vessel(s) for a copy

CoNoUA~WNE

17
18

+ “Basic HCT Curriculum”
“Safety Orientation”
“HCT Right to Know”
“Road to Safety”
“MSDS, Read it Before You Need It”
“Back Safety, Lift Well, Live Well”
“Slips/Trips/Falls”
“Asbestos Awareness-Are You At Risk”
“Win the Race to Safety — Personal Protective Equipment”
“Ergonomics, Break the RMI Habit”
. “Carbon Monoxide Poisoning”
. “Respiratory Protection, Another World”
. “Beware of the Bite - Electrical Safety”
. “Bloodborne Pathogens: Protect Yourself”
. “Powered Hand Tool Safety”
. “Personal Fall Protection”
. “Confined Space Entry”
. “Lockout/Tagout, Controlling the Beast”
. “Hearing Protection”

Some shipboard positions will (also) require the following HCT Curriculums:

=

1.
2.
3.

+ “BioSystem PHD-6 Multi Gas Meter Qualification”
“Written Qualification to Operate the BioSystem PHD-6 Multi Gas Meter”

£+ “Supervisors HCT Curriculum (Module)”
“Documentation of Safety Efforts”
“Safety & The Supervisor”

+ “Forklift Compliance Package HCTs Curriculum (Module)”
“Forklift Fundamentals”

“Forklift Operations”

“Written Qualification to Operate a Forklift”

Refer to the Minimum Qualifications (MQ’s) for each shipboard position to see which
HCTs are required for your position. (NOTE: MQ’s posted on the AMHS Learning Portal)
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The AMHS Security Web Site

This site contains the following courses:

. Security 001 “Introduction to Maritime Security for Personnel Without Duties”
e Course does not receive wages
e Ok to skip and take Security 101
¢ You may have already completed Security 001 at “New Hire Steward Orientation”
*Security 001 was discussed in a PowerPoint Presentation there

Il.  Security 101 “Introduction to Security for Personnel With Duties”
e Recommended course for all vessel personnel
¢ Required course for vessel personnel assigned security duties
e Prerequisite to the 201 VSO web course
e See the MQ for your shipboard position
e Receives 4 hours straight time wages

I11.  Web Security VSO 201 “Vessel Security Officer Introduction to Maritime Security”
e Recommended course for all vessel personnel assigned security duties
e Required course for 3" Mate, Pursers, AB’s, & all HSC crewmembers
e Prerequisite to the 2 day Vessel Security Officer course
e See the MQ for your shipboard position
¢ Receives 4 hours straight time wages

IV.  Facility Safety — “AMHS Line Handling Safety”
e This course is designed for AMHS Terminal Employees
e Ok for Vessel Crew to complete ~ does not receive wages or certificate

Step 1 Accessing and creating an account on the site

1. Go to http://www.amhssecurity.com/profile.asp

e Note: For your convenience, the direct link to the site is also posted on the “AMHS
Learning Portal” - http://amhslearningportal.alaska.gov/

2. Select “Create”

http://www.amhssecurity.com/profile.asp

Select
Create
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3.

5.

Fill in the blanks to create an account - see image below & instructions on the next page

Create Your Profile

First. Initial & Last name: [2m=s

Email address James smith @alaska gov

Phone number: [WF9/

Hint: Use Drop
Down arrows

for menu of
Title: | Vessel Personnel with duties - 101 Options

Agency Alaska Marine Highway System

Location: | Operations and Administration

Additional Information |Please send the certificate te my mailing address.
Message
Mail Certificate To

Login name- flsmith

Password: [******* Please confirm password

e The Login Name & Password are self-assigned

o Login Name: Use your first & middle initials followed by your last name
(use lower case letters: For Example — jlsmith)

o Password: Type in a password of your choice - it can even be your log in name —
keeps it simple! Note: the password does not expire

o E-mail address: The “approval to enter the security site” message will be sent to this
address

Select “Create”
e Your account is being processed & a new box “Enter Site” appears next to the “Log

out” box

Select “Enter Site” (see image below)

Enter Site ] [ Log out
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1)

2)

3)

4)

Account Pending Approval notice will appear ~ you may not enter this site
immediately

There is an approval process and your profile information is automatically E-mailed
to the Training Department at KCO

When your profile is approved you will receive an e-mail confirming that your request to
access the site was approved.

Your request will be approved during KCO business hours only: Mon—Fri 8am-4:30 pm.
Allow at least 2 hours for the approval process during these business hours.

e

j, Account Pending Approval
Your account is currently pending approval. Your request will be approved
Uﬁ during business hours. Monday through Friday, and will result in an email
y notification being sent to your account of recard. This notification will include
| 3 any additional instructions. Thank you for your patience while we process

- your request
Inquire about account status via email

Step 2 Completing the Security Courses

1.

Once you have received your e-mail confirmation to enter the site, return to the
Security Site Login Page_http://www.amhssecurity.com/profile.asp

Login to your account using your Login name and Password

Select “Log in”

LIse this page to access your existing account...

Login name ilsmith

Password
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4. Select a course by

a. Scroll down the home page (use the scroll bar on the right hand side of the page)
b. Select the “Sign up” box next to the course of your choice

e Note: All courses have an off-line option
o] “Off-line” means: You can print the course material,
o] review it (approx 30 pages), and
o] log back in to take the test

Awaitable coures

Click “Sign Up”
by the courses

Use the scroll
down bar to see
the list of course

Note: Some courses are for Available courses

Termlnal Employees » Ok to This section lists courses you can enroll in without special permission. Click the

take the cou rSe(S) — not appropriate 'Sign up’ button to assign yourself a course.

requirEd Sign up FACILITY SAFETY - AMHS LINE HANDLING SAFETY (rev.
11/09/09)

FACILITY SAFETY - AMHS LINE HANDLING SAFETY (revised
11/09/09) Donna Gellings and Amy Wilson

Sign up Security 001 - Introduction to Maritime Security for
Personnel without Security Duties

Alaska Marine Highway System (AMHS) “Security 0017 is a
general security awareness course for AMHS persannel who are
employed in operations where security plans are required

All Courses have an
“Offline Option” ~

i Signu Security 001 (offline option) - Introduction to Maritime
al IOWS you to prlnt the arve Security for Personnel without Security Duties
course and |Og baCk In Offline version of Alaska Marine Highway System (AMHS)

“Security 0017 is a general security awareness course for
to take the exam AMHS personnel who are employed in operations where

security plans are required.

Sign up Security 101 - Introduction to Maritime Security for
Personnel with Duties

Alaska Marine Highway System (AMHS) “Security 1017is a
general security awareness course for AMHS personnel who are
employed in operations where security plans are required. This
course also serves as prerequisite training for personnel who will
receive additional security training specific to their security
related duties. such as Company Security Officer, Vessel
Security Officer or Facility Security Officer

Sign up Security 101 (offline option) - Introduction to Maritime
Security for Personnel with Security Duties

Offline version of Alaska Marine Highway System (AMHS)
“Security 1017 is a general security awareness course for
AMHS personnel who are employed in operations where
security plans are required. This course also serves as

prerequisite training for personnel who will receive additional
N/A FSO = WageS security training specific to their security related duties. such as
. Company Security Officer, Vessel Security Officer ar Facility
are not authorized Securty Offcer
for Vessel CreW Security F50201 - Facility Security Officer Introduction to

Maritime Security

completing this
course
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After selecting the “Sign up” button for a course, return to top of the page (see image
next below)

The Security Courses that you (just) selected will be listed under “Courses” on the top
left hand of the page: (see arrows 1, 2, 3 in the image on the next page)

1) Click on the title of the course (1)
2) The course chapters will then appear under “Courseware Status” (2)
3) Read the chapter (3)

Note: “(offline option)”, complete the instructions including downloading the pdf or
complete the course online which includes a practice quiz at the end of each section

See example below: the Security VSO 201 course is selected and the *““Introduction”
chapter (left (2) is shown (3)

Courses

Security 001 (offline option) -
Introduction to Maritime
Security for Personnel without
Security Duties

'8/2/2010]

-urity 101 (offline option) -
iduction to Maritime

for Personnel with

Security V50201 - Vessel
Security Officer Introduction to

Maritime Security
[8/2/2010]

ourseware status

Security V50201 - Vessel
Security Officer
Introduction to Maritime
Security

Introduction

Maritime Security Policy
Security Responsibilities
Vessel Security Assessments
(VSA)

Security Equipment

Vessel Security Plans

Threat Identification. Recognition
and Response

Security Actions

Emergency Preparedness, Crills
and Exercises

Security Administration
Security Training

Take the exam

\sttem Help ] [ Ask a Question ] [ Log out

Y our Profile

1.1 Course Qverview

Alaska Marine Highway System [AMHS) “VS0 2017 is an introductory security
for AMHS personnel designated as Vessel Security Officer (VS0) on board AN
vessels

a. Prerequisite

The prerequisite training for this course is AMHS 101, which covers basic sec
information that is directly applicable to VSO training requirements

b. Additional Required Training for VSO

This VS0 201" course also serves as prerequisite training for more intense cl
training offered by AMHS for Company Security Officer. Vessel Securnty Office
Facility Security Officer

1.2 Training Goals

Those who successfully complete this course will gain a general understandin
requirements for Vessel Security Officers as outlined in the Intemational Mariti
Organization (IMQ) International Ship & Port Facility Security Code (ISPS Cod
Maritime Security Act of 2002 (MTSA) and applicable CFRs

Together with the classroom course, this training will satisfy the general trainir
requirements of 33 CFR 104.215 for VS0Os

The main goal of this online course is to alert VSOs to the wide range of inform
that they must know and the breadth of responsibilities they will assume

NOTE: This online course, in and of itself, is not sufficient training to as
the responsibilities of VSO.

1.3 Instructions for Completing this Course

This is a self-study course and should be completed at a pace that is comfort
you. However, resist the temptation to rush through the material. Read each s
thoroughly and take enough time to make sure you understand the information
covered. Do not proceed to the next section until you feel you have mastered t
information in the current section

The organization of sections. topics and items in this course follow a logical
progression and are designed to help students categorize and assimilate the
information contained herein. Students should make effective use of topic hea
and bullets as they provide the structural framework of this course
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9. Passing Score
e 70% or better is required to pass
e Tests may be reset if passing score not achieved
o Review the Exam and then select “RESET”
0 See Screenshot below
Failed

[ Click to Reset Exam )

10. Test results will be monitored by the KCO Training Department
e You cannot print a certificate of completion from the site
e Certificates of Completion will be mailed to your home address unless you request
otherwise

11. Submit timesheet directly to Payroll:
DOT, Div. of Personnel
PO Box 112500

Juneau, AK 99811-2500
Attn: AMHS Payroll Tech

12. Note: The Security 101 & VSO 201 courses each receive 4 hours straight time wages
e The Timesheet does not need an authorizing signature
e Payroll will be notified by the AMHS Training Coordinator that you successfully
completed the course(s)
e Timesheets are posted on the AMHS Learning Portal

Notes:
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The AMHS HAZMAT Training Site

Course Overview for VVessel Personnel

I. HAZMAT BASIC “IMDG Code Basic”
e Recommended course for all vessel personnel
e Required course for Deck Officers, Unlicensed Deck, and Engineering Officers
e Receives 4 hours straight time wages if this course is required for your shipboard
position

Il. HAZMAT Advanced “IMDG Code, Advanced”
e Required course for Chief Mate & Masters
e Requires IMDG Reference Material located on the Bridge
e Receives 4 hours straight time wages if this course is required for your shipboard
position

I11.  Miscellaneous courses posted on the Seagull web
e The courses may be changed periodically
e See the “AMHS Training Matrix” posted on the site. Select the “Learning resources”
tab to access the current matrix
e The courses do not receive wages
e As the course matrix changes, your registered score may not be apparent. However,
registered scores are kept indefinitely on the Seagull site.

Step 1 Accessing the Seagull web portal
1. Open Internet Explorer and access the Seagull home page: www.seagull.no

e Internet Explorer is the only Internet browser which is guaranteed to display all parts of
the Seagull Web portal properly

e Note: The direct link to the site is posted on the AMHS Learning Portal for your
convenience http://amhslearningportal.alaska.gov/

2. Select the “Customer Login” link on the top right hand side of page (see arrow in image
below)

SAFETY THROUGH KNOWLE

Are you looking for
onboard training?

Training and Administration Courses and Classes Customer Center
Seagull T Tra el And nnline Onbnard Coirses Support Desk

Frequently asked questions

Customer Login

focus ews User Information

few demo
3asic ey
dydraulics g -
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3. Select “Seagull Training Administrator-Online” link

Customer Login

Select “Seagull Training

Online Training, Administration and Competence Management

4. Fill in the blanks:

Login

1), 2), &3)

2 o g Company | AMHS |
~see information in

Login | 9919 |

the box below ~ bceword  [eeesseeses F \i
ogin Cancel

INSTRUCTIONS ~ filling in the blanks:

1) Customer: AMHS (not case sensitive)

2) Login: Enter your AMHS ATLAS Employee/ID number

= See the “ATLAS ID List” posted on the AMHS Learning Portal under the Topic
“HAZMAT Training”

= The ATLAS ID # is not your State of Alaska Employee ID# - it is the number assigned to
your ATLAS Employee Profile in the AMHS Automatic Dispatch program

3) Password: This is your date of birth written in the following format: dd.mm.yyyy

=  For example - if your date of birth is December 19" 1969, your password is 19.12.1969
Note the period symbol “.”used to separate the date *“.” month *“.” Year

IMPORTANT: If your Date of Birth was not available when your name was registered in the
system then “01.01.1970” was used. Try this as your password.
Contact Amy Wilson if you still cannot access it.

+ NOTE: You may need to install Flash Player 8 (or later) and Adobe Acrobat Reader
o See the icons on the Login page, select to install

5. Select “Login”

“Get Alaska Moving through service and infrastructure.”
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6. Takes you to the “Personnel tab” (see image below)

You are logged n as
9919 Joe Smith

Personnel Training library Report manager Leaming resources

9919 - Smith, Jos - Deck Officar

[Deck officer | [5919 ] [Smith | [30e | [Active | |;_-r--ced States ]
[b2.05.0068 | [42 ] | ] Nona
[ ] Hone.

[ ]

e Select the “Learning resources” tab to access Seagull’s User guide “STA Online B —
Quick guide Crew” for a more detailed explanation of the site

Personnel Training library Report manager Learning resources

Learning resources

STA - Online Guick Guide Crew
STA - Online Quick Guide admin

Step 2: Accessing the HAZMAT Basic Course & other courses

Example: Accessing the HAZMAT Basic Course

1. To select a course, from the “Personnel tab” select the “Training library” tab

You are logged in {
9919 Joe Sm

Training library Report manager Learning resources
Navigation

Cargo Handling and Stowage

Controlling Operation of ship and Care for Persons Onboard

Marine Engineering

Electrical, Electronical & Control Engineering
Maintenance & Repair
Radio Communication

Othars
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2. Select a topic to see the list of available courses. The HAZMAT Basic course is listed
under the topic “Cargo Handling and Stowage” (see image below)

Se'ect Personnel Training library Report manager Learning resources

0p|c 1) Navigation

Cargo Handling and Stowage

2)

SeleCt CD #0053 HAZMAT - IMDG Code, Basic

CD #0151 HAZMAT - IMDG Code, Advanced
Course

3. To complete the HAZMAT Basic course:
e select “CD #0053 HAZMAT-IMDG Code, Basic” (see image above)

4. You are now in the HAZMAT Basic chapter selection screen (see image below)
e Select the first chapter “Dangerous goods legislation”

CD #0052 HAZMAT - IMDG Code, Basic

Menu

Dangerous goods legislation not started
The IMDG code not started
Related chemical terminology not started
Classification not started
Packing and tank provisions not started
Consignment procedures not started
Transport not started
The supplement to the IMDG code not started
Case studies not started
Assessment not started
Diploma not started

Close

e Select the forward arrow key (see image below) to progress through the chapter(s)

(S&armdl )
o
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e Read through the course ~ each page has information that may be on the test

e Note options at the bottom of the screen ~ sound, refresh page, forward, & Quit
(see image below)

e There is a practice test at the end of each chapter - a score is not recorded. You can run
through the chapter and test as many times as you like.
e The correct answers are indicated by the *“Y” symbol (see images below)
o Example: Correct Answer

Question 1 of 2

What do the letters stand for when we refer to the IMDG Code.

Internal Marine Dangerous Goods.

Intemational Maritime Dangerous Goods.

International Marine Danger Group.

Thig is correct

o0 Example: Incorrect Answer

Question 1 of 6

does the EmS number refer to?

x  The emergency response procedures as outlined in 46 CFR 32 of the US Fed:
Code of Regulations and expanded in the USCG Guidelines on the Transporta
of Dangerous Goods by Sea.

The relevant guidelines listed in the International Maritime Organization
Emergency Anti-Pollution Measures (1974).

The relevant emergency schedules for FIRE and SPILLAGE in the Emergency
Response Procedures for Ships Carrying Dangerous Goods.

Sorry, this is incorrect.
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5. After you have completed the chapters, select “Assessment” for the final exam

CD #0053 HAZMAT - IMDG Code, Basic

Menu

Dangerous goods legislation completed
The IMDG code completed
Related chemical terminology completed
Classification completed
Packing and tank provisions completed

Consignment procedures completed
Transport completed
The supplement to the IMDG code completed
Case studies mpleted

sessment éstarted

Diploma not started

Fecords: 11

Close

Final Exam “Assessment” — It is very important that you register your score

e You can only register your score if you successfully pass the exam on the first try.
A passing score is 75% or higher.

e If you do not receive a passing score you must discard the session and retake the
exam.

e VERY IMPORTANT! If you do not discard the session, your next try(s) with a
passing score will not be recordable (see notice below) and screenshots of how to
register, save for later, or cancel your session.

Assessment

In the following pages, the Assessor will ask you
some questions. They will appear in a random
order. Please note that some are more important
or difficult than others and may therefore have
been allocated a higher individual mark.

Your score will be recorded only on your first
attempt.
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6. After you have completed the exam, select “Close”

e Disregard the Diploma option; you will receive a certificate of completion from the
Ketchikan Central Office (KCO) once you have registered a passing score

CD #0053 HAZMAT - IMDG Code, Basic

Menu
Dangerous goods legislation completed
The IMDG code completed
Related chemical terminalogy completed
Classification completed
Packing and tank provisions completed
Consignment procedures completed
Transport completed
The supplement to the IMDG code completed
Case studies completed
Assessment completed
- Diploma not started

Close

7. You will have three options:

Assessment
Diplom End of CBT session

Please specify what to do with session data. You can
register current result, continue this session later or
cancel this session.

- Register Continue later Cancel

1) Register training results - This is only possible if your assessment score is above
the minimum limit of 75%.

e Registered Score: Your registered results are accessed at KCO by the Training
Department

2) Continue later, which gives you the option to only complete part of the training
module and continue later.
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3) Cancel, which will not save any record of what you have completed of training or
assessment.

e Canceling Session: If you did not pass the Assessment with a 75% or higher
and you selected “Cancel” then all of the chapters’ “Status” will indicate “‘not
started” (see image below)

e You can retake the exam at any time:( disregard ““not started” status)

CD #0053 HAZMAT - IMDG Code, Basic

Menu

Dangerous goods legislation not started
The IMDG code not started
Related chemical terminology not started
Classification not started
Packing and tank provisions not started
Consignment procedures not started
Transport not started
The supplement to the IMDG code not started
Case studies not started
Assessment not started
Diploma not started

Records: 11

Close

8. Test results will be monitored by the KCO Training Department. You cannot print a
certificate of completion from the site.

9. Certificates of Completion will be mailed to your home address unless you request
otherwise (contact Amy Wilson amy.wilson@alaska.gov)

10. If the course was required for your shipboard position, submit a timesheet directly to
Payroll:
DOT, Div. of Personnel
PO Box 112500
Juneau, AK 99811-2500
Attn: AMHS Payroll Tech

11. The Timesheet does not need an authorizing signature
e Timesheets are posted on the AMHS Learning Portal
e Payroll will be notified by the AMHS Training Coordinator that you successfully
completed the course(s)

12. Once you’ve registered your score you will see that the course status is now “ok”
(see image on next page)

e See also instructions posted under the “Learning resources” tab

e The “Completed Training” tab will only show courses completed that are listed on the
AMHS Training Matrix posted on the Learning resources tab.

e The recommended courses may be changed at intervals of not less than six months.
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NOTE: The HAZMAT courses & courses required by Terminal Personnel will be continuously

posted on the site.

Parannnal Trainina lihrary Rennrt manager Learning resources

9919 - Jane Smith — Deck Officer

Surname First name Status Nationality
Deck Officer ) | ‘ Active | | United States |
oa1a — Smith Jane —
Date of birth er Personnel pool
15.02.1074 m:l ——— —— |None |
Place of birth Managed by
[ | [None |
Document no. Vessel type
| | | STA Online Matrix |
Last remark
Change password
Training status Records
Completed training
Training activities
TRAINING ACTIVIT ST DATE OF TRAINING L1 [ sratus
CD #0053 HAZMAT - IMDG Code, Basic 25.07.2007 25.07.2010 | Ok
CD #0073 Crisis Management 25.07.2007 25.07.2010 | Ok
CD #0082 Crowd Management 20.07.2007 26.07.2010 | Ok

Notes:
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State of Alaska (SOA) WebMail Accounts Including Online Pay Stubs

Email: amhs.soa.accounts@alaska.gov
Voice Mail: 907-228-6826

Key Points

WebMail address

+ Every State of Alaska employee is assigned a webmail address which is automatically
generated through the Payroll/Tech Services.

+ \Webmail addresses are in the following format:
o first.last@alaska.gov — ie: james.smith@alaska.gov

+ This is the preferred e-mail contact for correspondence between all shore side and
vessel employees - it is standardized and everyone has access to it.

+ New Employees will not have a webmail account until approximately one week after
their first Payroll check cycles through.

User Name/ID & Password

+ The User Name/ID is additionally assigned through Payroll/Tech Services

s NOTE: The User Name/ID never changes BUT your password expires every
90 days.

#+ The User Name/ID is automatically assigned to you
o Typically, it is your first and middle initials followed by your last name
= je: James L. Smith ~ User Name/ID is: jlsmith

+ Passwords expire every ninety (90) days
0 You can reset your password from your webmail account
o You will receive an automatic e-mail message (to your SOA Webmail Account) that
your password will expire soon
o To keep your account current, change your password in your webmail

& It is your responsibility to maintain your Password once it has been set.

+ To keep your account current, it is highly recommended that you access your webmail
frequently and reset your password in your webmail account.

+ The User Name/ID and Password are used to access your online (direct deposit) paystubs,
the Division of Personnel (DOP) “Train Alaska” courses (i.e. Academy for Supervisors,
A Respectful Workplace), & other DOP classes. They are also used to access other
miscellaneous SOA sites such as the AMHS Visual Standards Guide, TEARS
Timesheets, as well as your webmail.
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Step 1: Access your assigned SOA User ID & Password

1.

Notes:

Send an email requesting your 1) User 1D, 2) Password, and 3) e-mail address to the
AMHS Password Reset Desk at amhs.soa.accounts@alaska.gov

In your email include your full name (including your middle initial), contact phone
number, and e-mail address. Additionally include your Mariner’s number or Reference
number notated on your Merchant Marine Document/Credential (MMD or MMC).

Do Not send your Social Security number.

Email requests will be processed before voice mail requests on Mon, Wed, and Fri
between 3:00 pm & 4:30 pm (in the order they were received).

If email is currently not available to you, leave a message on the KCO SOA Password
Voice Mail account (907) 228-6826.

In your voice mail message include your full name (including your middle initial), and
contact phone number. Additionally, include your Mariner’s number or Reference
number notated on your Merchant Marine Document/Credential (MMD or MMC).

The voice mail requests will be processed secondary to the email requests on Mon, Wed
and Fri between 3:00 pm & 4:30 pm in the order they were received. Your call will be
returned with the requested User Name/ID and Password information.
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Step 2: Login to your account

1. Go to http://mail.state.ak.us/ and Select “Exchange WebMail Login”

+ NOTE: The SOA WebMail link is also posted on the AMHS Learning Portal
http://amhslearningportal.alaska.gov/

’http:,l’,l’mail.state.ak.us,l’ 1) Access Webmail
http://mail.state.ak.us/ J

’The State of Alaska, Enterprise el

Senices Departments Governor Jobs Notices Permanent Fund myAlaska TheStateofAlaska|

State of Alazka = Departments = Administration = ETS = Enterprize eMail

eMail Quick Links Documentation/FAQs eMail Admins

Big Brother Status elail FACQs Howto...

Employee/Group Loakup Instant Messaging (IM) FACS Exch/AD tools and docs
2) Select EXChange Postini Anti-SPAM Log In List Server FAQS Building Quasi-dynamic
WebMail Login Exchange WebMail Login Postini Anti-SPAM User Guide. GTI'JUIJS y

Secure eMail VPN Account FAQS Client Downloads

SOA Password Change Transfer of Large Files S0APassword Reset

e n administrator]
Directory Statistics
Directory Sync Schedule
Fostini Anti-SPAM Guides

2. Select “Webmail”

State of Alaska
Outlook Web Access

Location: If you are accessing Web Mail from inside a State officg
experience better performance by using an internal Weh Mail ser|
choose the serverin your geographic region by clicking the name

Morthern & Central (Anchorage, Fairbanks, Kodiak)

Southeast

are accessing Web Mail from outside a State office, you willj
1] Zrnal Wehb Mail server.

Webmail

Services Departrnents Gowvernor Jobs Motices F
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3. Enter your User Name/ID & Password

4. Select Log On

Egﬁﬁﬁ%kWeb Access

Provided by Microsoft Exchange Server 2003

Domain\user name: |jfsmiﬁ1

Assigned
Password

Password: |uuuuu

Client {what's this?)
() Premium
(O Basic
Security (what's this?)
() Public or shared computer
(O Private computer

your account from unauthorized access, Outlook Web Access automatically doses its connection to
ox after a period of inactivity. If your session ends, refresh your browser, and then log on again.

5. This takes you to your Outlook “Inbox”

6. View your new messages
o Note: You can create new folders to file your messages in
e And you can look up other State Employees’ email addresses from here

A Dutloo do nterne plorer provided by Ak ate of Alaska (DOTEP O
F =~ 1
& L2 |g, https: ffwebmail. slaska. gowExchange) Vl gJ:"? K |C ale |P i'

5 — = = ey
[?M\crosnft Outlood Cess I | ﬁ - = v |i2rPage ~ () Tools ~
blocked. To see this p additional Gns click here... x 'r ,;

k|
00 eb ACCess [0 g i 1 I
[ Felders O 7] fodnew - |2 K |G GG E - [T P W @b [ Log off ’
g ] Wilson, Amy E (DOT) ]| 8] ‘ I | a ‘ From |Subje|:t Received # Size ‘?|
& [ Archived -10yr =] Kearney, Russell Tim... RE: test ~ soa passward reset Maon 3/10/2009 9: 16 AM 6K8 ¥ &
[ calendar = i 2 bl
[83] Contacts
B @ Delered 1'_:5"'5 (e RE: test ~ spa password reset
- I'-Z] ;ﬁsl[s‘;ﬁ- Kearney, Russell Timothy (DOT)
L5 Wk () To: Wilson, Amy E (DOT); DOT M AMHS ITS - Network
58 Journal
Cc
Eg Junk
[a Junk E-mail [41] — @l
>J e This is correct! Thanks, Russ il
[ Outbox
& [C RSS Feeds
o i From: Wilson, Amy E (DOT)
f, | [ Sent: Monday, August 10, 2009 8:52 AM
. To: DOT M AMHS ITS - Network
I nbox | Inbox Subject: test ~ soa password reset
E Calendar .
= Hi,
B=|c
i Just testing this address as updating the e-mail instructions ~ see support case
4020.
|;9 Rules Please verify that this is the correct address.
o5 2
o]
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Step 3: Create & Establish Your Own Password

1. To establish your own Password &/or renew a password that has expired

e 1) Select Options on the bottom left hand tab
o Scroll down the page

e 2) Select “Change Password”

e “Internet Service Manager” box appears

e Fill in the blanks:
o Enter soa in the Domain box
o Enter your User Name/ID in the Account Box
o Enter your Old Password
o Type in your New Password and confirm
0 3) Click OK
o At top of page click Save and Close — this takes you back to Inbox

OutlookWebAccess [ Optio
[ Folders O [l |l save and Close | Close| @) Hel

Time Style:

= &y Wilson, Amy E (DOT)
@ g Archived -10yr
[ Calendar
4 Contacts
(& Deleted Items (43)
@ [ 7 Drafts [57]
[ In box (5}
B Journal
Eg Junk
fa Junk E-mail [41]
lo | Motes
= Qutbox
@ [ RSS Feeds
[;-‘J Sent Items
@ [ Sync Issues

101 AM - 11:59PM [

| (GMT-02:00) Alaska

Current Time Zone:

Calendar Options

Sunday w

ﬁ Week begins on:

T
Day start time: 8:00 AM % ana A 0
Day end time: | SO0PM W | & | https:/fwebmail, alaska govfisadmpwdfaexpzb.aspFhttps:) ¥ | &
First week of year: | Do not display

Internet Service
Manager

for Internet Information Server 6.0

Reminder Options

To view reminders, you must use Microsoft Inte

Enable reminders for Calendar items

[ Tasks Enable reminders for Task items
g -er:r:::orted Play a sound when a reminder is due Domain
Default reminder: 15 minutes wf| Account
Contact Options Old password
< |3 a-l Check names first in: New password |:|
“ Confirm new password I:l
ilidnbex 3) Select “OK”
Ta [ OK ] [ Cancel ” Reset I
ange Password Bl [ Chengeressiord
Ala Recover Deleted Items 0 fatenes oo -
lj% Rules @ Click View Ttems to view and recover items that were recently emptied from your Deleted Items folder. Recovered items will be maw
Optio o|iOntions -
Key Points:
< You must maintain your Password ~ For security purposes, it will expire every 90 days
< You will receive an e-mail reminding you that your Password is about to expire approximately
two weeks prior to its expiration
< Passwords must be at least eight characters in length and contain three types of characters - i.e.

upper case letters, lower case letters, numbers, &/or symbols ~ You can use the same Password,
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just change one or more of the characters in your Password ~ For example, use the name of your
dog...Rascal.l, Rascal.2, Rascal.3, etc....Your Password should remain confidential

Step 4: Sending a message to a State Employee; i.e. how to look up an email address...
Select the ““Help” icon for more information on using Outlook Web Access..

To create a new message return to your Inbox

Select the down arrow by the “New” icon

A

£ ¥ {Messages ~ )

w

A list of options appears
4. Select “Message”

Message
Appointment
Contact
Distribution List
Task

Post in This Folder
Folder

5. To find a State Employee, click on “To” or “Cc” for a directory of State webmail
addresses
e You can search by Title, First Name, Last Name, etc.
e You do not have to type in the whole name to get a list of names
o ie: “jan” will take you to the Sr. Port Captain, David Jancauskas
e Title searches may include “amhs dispatch” for a list of Dispatchers: “Steward”
for a list of all Stewards and Chief Steward: or “Purser” for a list of all Pursers

S| Mrosolt Dutiook Web Access

by ga

NG ditzenlid 42 % @ in";!fgn‘.ﬂ!;' TR Dl

Th | Amy Lynch Wilzon

2 | AMHS Training Coordinator
554 N. Tongass Hwy
Ketchikan,

[907) 27E-F254 [direct line]
(307] 2251517 [fux)

it aebmal.alaska, v fEsehangeamy wisonCedmdialog G Inteerct
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Pay Stub Information for Direct Deposit

Step 1: View Your Online Paystub

1. Access your online paystub through the “Employee Documents Online” homepage
http://soaemployeedocs.alaska.gov

e Note: The direct link to the site is posted on the AMHS Learning Portal
http://amhslearningportal.alaska.gov/

2. Select “Login to View Your Online Paystub”

AJskaDiepartment of Ad mfﬁsﬁt“’m,‘

Employee Documents Online

Select Option

Login to View Your Online Paystub

3. Enter your User Name/ID and SOA Password (see pages 25-26 for information on how to
obtain your User Name/ID and SOA Password)

4. Select “Login”

User ID: jlsmith @
SOA Password: (*essssssss S0A Password Change

5. Select “ List My Paystubs”
e Your password expiration date is notated
e You can change your password in your webmail or on the Online Paystub home page

(see image above)
“.
Your password will expire on 08/24/2010

Select Option

q‘ List My Paystubs
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