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Logging onto the Poultry Passport system

From a web browser, enter the address/w.poultrypassport.org The Poultry Passport website will open.
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http://www.poultrypassport.org/

Updating your pofile

Once you have successfully logged onto the system, it is possible to edit your profile. It is a good idea to

enter an email address onto your profile as this is allow you to request a new password should you not be

able to log into the system.
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found in the navigation on the left of the window
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You are presented with a screen, which allows you to edit your personal details, such as yous.atones
can also edit your User details, such as yoeuaral address or password.
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Requesting a new password

It is possible to request a new password from the system, if you have enteredraail@ddress on your

profile page.To do this, fromthelodg y A ONBSYy Sy (i4SNJ 22dzNJ dzZaSNY I & | yR
message will be displayed confirming that a nexggword has been sent to youneail address.
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Alternately ifyou have not set an-mail address on your profile, send ammail to the system
administrators, requesting that you password is reset. You will need to supply your username and details of
the company that you work fay you may be asked some other security questions.
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Changing your password

You can change your passwpby updating your profile.
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Viewing your own Poliry Passport
One you have successfully logged onto the Poultry Passport system, you will see the system hofiepage.
options presented on the homepage can differ, depending on your level of authority.
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Click the large button in the centre of the screditled My Poultry Passpogtthis will open up your Poultry
Passport.! f G SNY I GA @St e @&2dz OF y Qothédndvgatishion thedefdnd side afdzé i NB
window.
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The top part of the screen lists the mandatory training requireméntsour level of Poultry Passport.
Listed beside the qualification title will be when this qualification has been completed and using which
provider.

The lower part of the screen shows details of other qualifications that you have completed, whiabt are n
mandatory for your level of Poultry Passport.

Logging out othe Poultry Passporsystem

It is important that you log out of your Poultry Passport, before closing your web browser. This is

particularly important if you are using a shared PC or haeesacto other peoples Poultry Passports.
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Viewing your Teams Poultry Passports
Team managers are peophMho are setup on the system to be able to view a group of peoples Poultry

Passportg, this may be a HR manager or an area manager. Only the key contact of an organisation can
request the setting up of Team Managers.

One you have successfully loggedmtite Poultry Passport system, you will see the system homepage. The
options presented on the homepage can differ, depending on your level of authority.
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The following window is displayed, listing the users that you are authorised to view:

You may be able to view additional teams/departments, which can be accessed by clicking the large green
arrow beside the team name at the basetloé window.
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Generating Reportg Training Required

It is possible to query the data hebeh the Poultry Passport, which you have accesslteere are two

reports thatcan identify the training that is required, one that identifies the minimal training that has not
been completed and one that identifies the minimal training that has not mEenpleted and that has been

completed, but expired.

One you have successfully logged onto the Poultry Passport system, you will see the system homepage. The
options presented on the homepage can differ, depending on your level of authority.
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Now, select a time span from the dropdown box.
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Select the Team that you would like to generate a reportfpou are only able to generate reportsrithe
teams that you have authority to access.

From the qualifications list select either a specific qualification title or all qualifications.

¢2 3IASYSNIGS F NBLEZNI F2N 2yfé SELANBR | dziiohsittath OF G A
Ffa2 KIS y2i 0SSy O02YLX SGSR OKSOl GKS WLyOf dzRS v
generated in the window.

11



