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Presenter
Presentation Notes
This is FGISonline Course 3: FGIS Official License Program Request a Test.



Objectives

This course will demonstrate the steps needed in order to take  
a test using the FGIS Official License (FOL) program. 

It will lead you through the testing sections of the FOL program 
and will identify the various tabs and toggles used within the 
program.  

Presenter
Presentation Notes
This course will demonstrate the steps needed in order to request a test through  FGIS Official License (FOL) program. It will lead you through the sections of the FOL program and will identify the various tabs and toggles  used within the program.  




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.

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


StagingServer Menu

Click on  FGIS Official 
Service Provider Licensing 
(FOL) to enter the FOL 
program. 

The Staging server is to 
be used for practice 
only.

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

Presenter
Presentation Notes
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)



Consent Agreement

Click on I Agree  to 
proceed.

Click on  Cancel to exit.

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



eAuthentication Login

eAuthentication with Level 
2 Access is needed in order 
to enter the site.

Enter your User ID and 
Password.

Click on Login.

This process is a safeguard. 
It leaves  an electronic 
signature of anyone  who 
enters the program. 

Presenter
Presentation Notes
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  when you enter 
the FOL program is the 
FOL Home Page.

Licensed Personnel is 
selected to move to the 
area where a test can be 
requested.

Presenter
Presentation Notes
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.






Test Scenario
A new employee, John Adams, is scheduled to take an initial 
test for a license within the USGSA Sampler Type set of 
licenses.

The license‐request is for a mechanical sampler device.

All tests have been requested and have been downloaded. 
(See Course #3).

The first step is to locate John Adams’ name in the personnel 
list.



Licensed Personnel Selection List
There are a number of 

search tools available. 
Search by Last Name
- located in menu 
- license status must be 
Active or Suspended.   
Selection Criteria 
- used for any license 
status.
Scan List of Names
- license status must be 
Active or Suspended. 
- Insert the number of 
records into the Rows
field to view all entries. 

John Adams does not 
hold an active license so 
Selection Criteria must be 
used.

Presenter
Presentation Notes
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.



Search Criteria Page
In Search Criteria the  

default Status setting is set to  
Active and Suspended.  This 
means that only a license which 
is active or suspended will  
appear in the licensed 
personnel database.

The Status setting must be 
changed to All and then Update 
Listmust be selected.

This will allow all of the 
licenses that have been issued 
for the agency to appear in the 
licensed personnel database.

Selection Criteria is clicked to 
hide the Selection Criteria  
screen.



Search Criteria Page
All licensed personnel now 

appear in the database.  This 
includes everyone who has ever 
been licensed in the agency.

John Adams’ name is 
highlighted.

John Adams  has been 
assigned a license number but 
does not hold a license for a 
function, device or grain. His 
license will not become 
activated until he takes and 
passes his first license test.

To proceed, select Edit
located to the left of John 
Adams’ name.



Licensed Personnel License Info Tab

When Edit is selected, 
the user enters a domain 
which holds all license 
information pertaining to 
the selected individual. 

Each tab leads to  a 
different area pertaining to 
the individual’s license 
activities. 

The License History tab 
is selected in order to 
access the license tests 
which have been 
downloaded.



License History Tab

Every test that is  
requested is downloaded to 
the License History tab.

Most recent requests will 
always be located in the top 
row of the license tests.

Tests do not need to be 
completed as soon as they 
are downloaded.  The Valid 
Until column identifies the 
date that the tests will 
become inactive.

To view the group of tests, 
select View in the Exams 
and Schedules column.



License Application Exams
The  tests which were 

previously requested are 
available.

Tests that are requested 
at the same time are 
grouped together.

Written tests are 
located on the top.

Practical tests are 
located on the bottom.

Interpretive tests need 
to be approved and can 
only be opened by a FGIS 
proctor.

Non-interpretive tests 
are downloaded 
immediately and can be 
taken immediately.

The next step is to 
select a proctor.  



License Application Exams ‐ continued

All individuals within the 
agency who are licensed for 
the specific license are 
made available as a proctor.

If there is no person in 
the agency licensed for the 
particular license, a list of 
FGIS proctors will appear 
as a selection.

Proctors from other 
agencies can be made 
available through the FGIS 
Proctor List if requested.

A proctor is now 
selected.  



License Application Exams ‐ continued

The selection of a 
proctor activates a cell 
located in the Action
column.

This cell contains a 
pull-down menu.

The pull-down menu 
under the Action column 
is now selected.



License Application Exams ‐ continued

The pull-down menu 
can contain a number of 
different selections.

In this case, the  
selection is Take Exam.  

If the applicant failed 
this test, the drop-down 
menu would read 
Retake.

The program allows 
the user three tries at 
passing a test.  After 
this, the test will need to 
be reapplied for.

Take Exam is 
selected.



Written Exam

The written test appears.

This screen gives a view 
of  the  top half of the 
written  Act and Regulations 
test. 

All tests are multiple 
choice.  The user selects 
the correct answer.  

Test answers can be 
changed until Submit is 
selected.  

When the applicant is 
satisfied with the answers, 
Submit is selected.



Test Score
After Submit is selected, 

the test questions 
disappear and a score 
sheet appears. 

Test questions and 
answers cannot be 
reviewed after Submit is 
selected.

This score sheet 
identifies a Pass or Fail 
plus a numerical score. 
The test has been passed 
with a 100% score.

To return to the License 
Application Exams screen, 
Return is selected.



License Application Exams

The status of the Act & 
Regulations - Sampler/Tech 
test has been added to the 
chart.  Yes has been 
recorded in the “Passed” 
column.

The date that the test 
was passed has also been 
recorded.  

To proceed we will select 
the test, Sampler/Tech. –
Odor.



Practical Test
The Sampler/Tech. –

Odor test contains a 
template that must be filled 
in. 

All practical tests are 
corrected or observed by a 
proctor and the results is 
entered manually into a 
template.

The template consists of a 
comments section which 
must be filled in and a 
pass/fail score which must 
be selected.

This test has been 
completed so Submit is 
selected to allow the user to 
return to the License 
Application Exams screen.



License Application Exams
The chart now 

indicates that all of the test 
have been taken.

The Mechanical 
Sampler – Practical test 
has been taken but a 
passing score was not 
obtained.

This test can be 
retaken.  The  drop-down 
menu in the  Action
column  identifies that one 
attempt has been made 
and it allows the applicant 
to take the exam again.

Take Exam is selected. 
The test is then passed.



License Application Exams
All tests required for an 

initial Sampler Type license for 
a mechanical sampler device 
have been completed and 
passed.

The license request is sent 
to the Administrator.

An initial license plus a 
change in a license Type must 
be approved by the 
Administrator.  

For additional non-
interpretive licenses the FOL 
program will automatically issue 
a license and add the license 
code to the applicant’s profile 
when all required tests have 
been passed.

Return is selected.



License Info Tab

When all tests are 
passed for an Initial 
License or a License 
Type change, a request 
for approval is  sent by 
the program  to the 
Administrator.  The 
approval has not yet 
processed.

For subsequent, non-
interpretive licenses  
under the same license 
Type, the program is set 
to automatically and 
immediately award a 
new license gained.



License Application Exams
The license has 

been approved.  The 
program automatically 
issues the license and 
fills in the profile.

A license number 
has been recorded.

A Date Issued and 
Expiration Date  has 
been recorded.

DT is recorded under 
the Sampler Type.

To create a License 
Certificate Generate 
License Certificate is 
selected.



License Certificate
A pop-up screen that 

contains the license certificate 
appears.

Agency personnel will be 
responsible for creating the 
license certificates.

There is no limit on the 
number of certificates created.

There are no parameters 
on the type of paper used.

The Field Office will still 
supply the agencies with Bribe 
Cards which are issued to new 
licensed employees.

To continue, Licensed 
Personnel is now selected.



Licensed Personnel Selection List

John Adams is now 
listed in the personnel 
database with a 
default setting of 
Active or Suspended.

His USGSA Status 
is identified as Active.



Conclusion

This concludes Course #4 ‐ FGIS 
Official License Program – Take a Test.  

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



Susan H. Fall
Field Operations and Support Staff (FOSS)
952‐240‐8950
Susan.h.fall@usda.gov

Course Contact
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