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This guide is intended to lead you through the exercises for the training session. Some of these 
exercises will take place during the training, while others are designed for you to work on your own 
after the training. 
 

Training Environment Links 
Training Environment - Education Provider Portal 
Training Environment – Workbench 

Exercise #1 

Submitting an Education Provider application 
1. Access the Education Provider Portal 

 
2. Click to Create a New Provider 

 
3. Select Organization as your Provider Type 

 
 

https://trainingmaster.portalus.thentiacloud.net/webs/portal/provider/#/login
https://trainingmaster.us.thentiacloud.com/v/register/
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4. Complete and Submit a Provider Application  
• This is so you’ll have an application to review and work with, in the Workbench. 

 

Exercise #2 

Processing and approving an Education Provider application 

1. Within the Quality Module   of the Workbench 
2. Open the Hamburger menu 
3. Select “Education Provider” from the left-hand navigation to get to the application you’ve 

submitted 

   
 

 
4. Review application: (double click on the Application, select “Provider Information” on the left-

hand navigation menu 

 
 
What questions do you have?  (Be ready to share at least one question) 

5. Update the Submittal Status to Approved from the drop-down menu (make sure to select 
“Save” for a manual process0 
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Exercise #3 

Submitting an Education Provider Program application 
1. Access the Education Provider Portal  
2. Click to view the Applications Page  

 

 
3. Submit an Education Program application 

Type: Education Program-Managed 

 
 

4. Complete and Submit a Program Application  
• This is so you’ll have a Program application to review and work with, in the Workbench. 
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Exercise #4 

Processing and approving an Education Provider Program application 
1. Within the Quality Module of the Workbench 
2. Access the Education Program application you’ve submitted  

 
 
 
 
 
 
 
 
 
 
 

 

3. Review application: 
What questions do you have?  (Be ready to share at least one question) 

4. Update the Submittal Status to Approved 
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EXERCISE TO DO ON YOUR OWN TIME 

Add a Provider User Account (another admin for an education provider) (1 of 2) 
• Log on to the Education Provider Portal 
• If you have more than one Education Provider, you’ll need to select your Education Provider 

 
• Select your Education Provider Program 

(Your program application will need to be approved)  

 
• Access the Provider User Accounts area to add an alternate user account to enable an 

additional person the ability to serve as an admin on behalf of the education provider to work 
with programs, students, exams, etc. 

https://trainingmaster.portalus.thentiacloud.net/webs/portal/provider/#/login
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Submit a Student to your approved Education Provider Program (2 of 2) 
 
• Log on to the Education Provider Portal 
• Select your Education Provider 
• Select your Education Provider Program 

(Your program application will need to be approved) 
• Scroll to access the Add a Student button 

https://trainingmaster.portalus.thentiacloud.net/webs/portal/provider/#/login
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From the Workbench 
 
• View the Student Enrollments for your program. Access your Education Provider Program in the 

workbench, then access the Student Enrollments area to view and approve the newly submitted 
student.  
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