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Upload Training Records with Training Standard Version
number

How Do We Use Versioning

Versioning training records with a training standard version number is advantageous as it enhances
consistency and standardization across the organization. It ensures that all stakeholders—Instructors,
Course Participants, and Training Providers are aligned and utilize the most current guidelines and training
materials. This is particularly important when updates to the training content or methodologies occur.
Implementing version control allows for a systematic update process, thereby maintaining the relevance
and efficacy of the training programs.

Moreover, versioning plays an important role in audit and compliance processes. It provides a clear,
traceable record of training materials and methodologies used at any point in time, facilitating easier
reviews and verifications. This structured approach to maintaining training records not only aids in adhering
to compliance standards but also enhances the overall management and updating of training curricula,
ensuring that all training activities are up-to-date and effective.

Understanding the naming convention

Version numbers on training records consist of 4 segments:
1. 0000. - Denotes the document this version code applies to
a. 0001. - Safety Training Standard,
a. 0002. - Technical Training Standard,
b. 0003. - Operational Training Standard,
c. 0004. - Training Systems Training Standard,
d. 0005. - Internal Training Standard, have been defined so far
2. 0000. - Denotes the major version of the document
3. 0000. - Denotes the minor version of the document

4. YYYYMMDD - Document publication date

How to use versions during single course uploads as a Training Provider

Step-by-step instructions using the feature “Version” of a single course upload of a training record

First login as a Training Provider.
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Figure 1 Home view of a Training Provider

Then navigate to upload

&« c 25  https/test-winda.azurewebsites.net/training-provider-admin/1013/uploads/ g & +# 3 3

& TestUser TP (Training Provider: Training Provider Test, TPUD1013DK) [admin]

About

Training Provider Test - Uploads

new bulkupload [l ew single course upload l§ - Upload report Cearc

i v Status Description Uploaded At Uploaded By Purchased At Purchased By Total  Valid

@ 127569 Purchased 2025/02/24 3L 1347 Test User TP 2025/02124 at 13:47  Test User TP 1

° 127560  Purchased 2025/02/12 at 10:19 M789 789 2025/02/12 at 10:19 M78B9 789 1 1
@ 127544 Purchased test 2025/01/20aL1433  M789789 2025/01/20at 14:33  M789 789 1 1
@ 127543 praft t 2025/01/20 a1 14:30  M789 789 1 1
@ 127522 Draft est 2025/01/20 341429 M789789 1 1
@ 127282 pratt = 20241120173 14:03  Test User TP 1 1
© 126459 Draft test 2024/03/07 3t 11:59  Test User TP 1 1
@ 126457 Purchased  test 2024/03/07 3t 11355 Test User TP 2024/03/07 at 11:55  Test User T S 7
° 126116  Purchased testDBAuploadabulk  2024/02/20at09:38  Magnus Hvidsteen  2024/02/20 at09:38  Magnus Hvidsteen & 8
@ 126115 Purchased  tes 2024/02/20 at 0336 Magnus Hvidsteen  2024/02/20 at 0936 Magnus Hvidsteen 1 1

Showing 1 to 10 of 13 entries

Figure 2 Training Provider uploads view

Choose to upload a single training record, keep in mind that a valid WINDA Id for the Course Participant
is needed, to be able to upload a record.
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< c 25 https://test-winda.azurewebsites.net/training-provider-admin/1013/uploads/new-single/ B & & In &, @

GW@WINDA & Test User TP (Training Provider: Trlning Povider Test, TPUG1OA30K)(ami

Uploads Credits Users Instructors  Audits Feedback Help Training Providers  About C Logout

R Map

Training Provider Test - New Single
Course Upload

Course R -
Facility Type B .
Course completion Course completion dat
date - mpletion da ™
Description Descript
Ne WINDA ID

Figure 3 Single Course upload view

During the upload process, there is an optional field labelled 'Version.' By entering details into the first
three columns—'Course," 'Facility Type,' and 'Course Completion Date'—the system will provide specific
versions in the 'Version' dropdown menu. These versions are determined by the unique combination of
the selected course, facility type, and completion date. Keep in mind that “Version” is mandatory to fill
out, however it's possible to fill as blank. When this is done, simply press “Upload Course” at the bottom

of the screen and the course has been uploaded.

2% https://test-winda.azurewebsites.net/training-provider-admin/1013/uploads/new-single/ @ Q <3
G Wo Wl N DA & Test User TP (Training Provider: Training Provider Test, TPUQ1013DK) [admin]

About  Change Logout
Map Password

Uploads Credits Users Instructors Audits ~Search Training Company Feedback Help Training Providers

Records Profile

Home » Uploads » New single course upload

Training Provider Test - New Single
Course Upload

Course First Aid ~
Facility Type MOBILE Training Facility ~
Course completion =
pletion 2025-03-12 (]
Description Description
Version ‘ 0001.0018.0000.20240624 ~ |
0001.0018.0000.20240624
No. WINDA ID
! MC091419DK

Test Course Participants -
Instructors CP/ Ins

Figure 4 Upload view leaving Version blank
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How to use versions during bulk course uploads as a Training Provider
First login as a Training Provider and navigate to upload, highlighted in Figure 5

o aw O 9%

€« c 25 https://test-winda.azurewebsites.net/training-provider-admin/

GW@WINDA

2 Test User TP (Training Provider: Training Provider Test. TPUG10130K) (admin]

3 &) (0
Uploads Search Company Users
View pre s Training Profile e raeng

Records

.
[amTam)

Instructors Feedback

My Audits

Pending Audits

Figure 5 Home view of a Training Provider

Choose to upload a “New bulk upload” from Figure 6, keep in mind that at least one valid WINDA Id
(from a Course Participant) is needed, to be able to upload a bulk of records.
€ (G B ax D &

https://test-winda.azurewebsites.net/training-provider-admin/1013/uploads/

& Test User TP (Training Provider: Training Provider Test, TPUD1013DK) [admin]

Help Trainin

Map

Training Provider Test - Uploads

new bulk upload [ fhew single course upload || upload report

.

id .+ Sstatus Description uploaded At uploaded By Purchased At Purchased By Total valid

° 127569 Purchased  TEST AGNES CASE 2025/02/24 at 13:47  Test User TP 2025/02/24 at 13:47  Test User TP 1

° 127560 Purchased e 2025/02/12at10:19  M789 789 2025/02/12at 10:19  M789 789 1 1
o 127544 Purchased (e 2025/01/20at 14:33  M783 789 2025/01/20 at 14:33  M789 789 1 1
o 127543 Draft 2025/01/20 at 14:30  M789 789 1 1
° 127542 Draft 2025/01/20 at 14:29  M789 789 1 1
© 27482 Dratt e 2024112173t 1403 Test User TP 1 1
© 126459 Draft tes 2024/03/07 3t 11:59  Test User TP 1 1
@ 126457 Purchased  res 2024/03/07 3t 11:55  TestUser TP 2024/03/07 a1 11:55  Test User TR 8 7
° 126116  Purchased estDBAupload abulk  2024/02/20 at 09:38  Magnus Hvidsteen  2024/02/20at09:38  Magnus Hvidsteen & B
o 126115  Purchased e 2024/02/20 3L 09:36  Magnus Hvidsteen  2024/02/20 at 09:36  Magnus Hvidsteen 1 1

Showing 1 to 10 of 13 entries

Figure 6 Training Provider uploads view
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When accessing the “New Bulk Upload” view, all courses with their “Course Code” will be listed,
together with a “+" by clicking the “+" the course will expand and show which version of the course is
currently being used.

25  https://test-winda.azurewebsites.net/training-provider-admin/1013/uploads/new-bulk/ g Q % e}

3
Records Profile

Training Provider Test - New Bulk Upload

Course Code “ Description
© wH Advanced Rescue Training - Hub
[+ ] ART-HR Advanced Rescue Training - Hub Refresher
QO w~n Advanced Rescue Training - Nac
©Q© s Advanced Rescue Training - Nacelle Refresher
Q = Blade Repair
Q@ =& Electrical
[+ ] BTTH Hydraulics
©Q© s&m Installation
Q@ s Mechanical
Q@ cosu Crane and Hois
Q@ cim Crane and Hoist Inspection and Maintenance
Q@ o Control of Hazardous Energy
QO = Enhanced First Aid
©Q == Enhanced First Ald Refresher

FA First Aid

Version

001

3.0000.20240624

Figure 7 Bulk upload view

When wanting to upload a bulk upload simply press the hyperlink shown in Figure 8. Follow the instructions, go
and fill the template, throughout the instructions “Versions” will be explained. Remember to upload as a .csv file
(this will also be explained in the template and instructions).

(‘1: https://test-winda.azurewebsites.net/training-provider-admin/1013/uploads/new-bulk/ B a ﬁ) In)
GW@WINDA @ e g o e

Feedback  Help

Map

Training Provider Test - New Bulk Upload

ART-H Advanced Rescue Training - Hub

Course Code * pescription

ART-HR Advanced Rescue Training - Hub Refresher
ARTN Advanced Rescue Training - Nacelle

ART-NR Advanced Rescus Training - Macelle Refresher
BR Blade Repai

BTTE Electrical

BTTH Hydraulics

Installation

BTTM Mechanical
cHBU Crane and Hoist Basic User

1 Inspection and Maintenance

rdous Energy

EFA Enhanced First Aid

EFAR Enhanced First Aid Refresher

|

Figure 8 Press the “Provided template and instructions”

Global Wind Organisation / www.globalwindsafety.org 7/11



User Guide e

How to use Version as a Training Provider in Microsoft Excel

After downloading the “Provided template and instructions” shown in Figure 8, please open the
document and then you will receive the view shown in Figure 9.

flo  Home it Pagelmomt  formelss  Data  Aediew  View  Avtomate  Help  Acrobat

e ) E B S E I ig O B E B
o g% 9 g g Condtow fowstm Col et Ddete Fornet 1717 5ot il Addins Anspe | Creste
| B3 fumattingv Table Sy v ox v O Clew Fiter~ Select~ oot

toumber n stles cens tatng Semindy | Adcine Agobe Aob

+ WINDA Upload Instructions

3 Brareguines

s
& s

o

INSTRUCTIONS ¥ ; .

Rasty B Accessmany mvesngate Rospmsaings B M B -4+ 1%

Figure 9 WINDA Upload Instructions view

Please note that at the bottom of the sheet you will see two tabs. Begin with reading the first tab
“Instructions” and then use the second tab “Data”, as a template for your bulk upload. The “Data” tab
looks similar to what you see in Figure 10.

A B C D E F
1 |WINDAID Course Code Facility type Course Completion Date  Previous Course Valid Until Date Version
2 |DD580590GB FA FIXED Training Facility 2025-023-12 0001.0018.0000.2024062
3 |DBs27599G8 FA MCBILE Training Facility 2025-03-12 |0001.0018.0000.2024052E
4 |KKB49893GB CHBU OMSITE Training Facility 2025-03-12 Vers
5 |MM038749GB FAWR-F MOBILE Training Facility 2025-03-07 250407 Nfu’::‘b“e R
6 |BA420821GB ART-H Digital Learning 2A025-03-07 2025-04-07 o vy
7 |GZ537521GB ART-HR COMNSITE Training Facility 2025-02-18 02540218 selected list.
8 |MC038749GB EFAR Digital Learning 2025-02-18 2025-02-18
5 |RLB49893GB BTTM REcogniticn 2025-01-18
10 |SU038749GB BTTM Cigital Learning 2025-01-18

Figure 10 Display of how a “Data” sheet for bulk upload could look
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How to use Version as a Course Participant

Log in as a Course Participant and navigate to “Training Records” as highlighted in Figure 9.

(_; https://test-winda.azurewebsites.net/course-participant/ e g A 111?) o}

GWO WI N DA 4 Test Course Participants - Instructors CP/ Ins (Winda 1D: MC091419DK)

GLOEAL WIND ORGANISATION

Training Record My profile Search Help Feedback Training Providers Map About Change Password Privacy Settings Logout

Home » Course Part\ciﬁ)an:

= %

Training My Profile Search Privacy

Record View your persons Search for an individual's Settings
nformation that you have training record. You will
View and print your GWQO registered in WINDA. You need their WINDA 1D in View or update your privacy

training records that ha can also edit or change your arder to use the search settings in WINDA,
been added to your prof email address function.

training records are alv
valid as you will nat be able
to attend a refresher
training course with an
expired training record.

Figure 11 Course Participant home view

As highlighted in Figure 12, the Version number of all the Training Records acquired by the Course participant.
25 https://test-winda.azurewebsites.net/course-participant/training-record/ e B a & ) @

Training Record My profile Search Help Feedback Training Providers Map About Change Password Privacy Settings Logout

Home » Course Participant » Training record

WI N DA 2 Test Course Participants - Instructors CP/ Ins (Winda ID: MC091419DK)

Training Record

DOWNLOAD TRAINING RECORD

Training record status at 2025-03-12 10:19 UTC +00:00

Course Title “ Course Code Training Provider Country Completion Date Valid From Valid Until Version Status
Electrical BTTE MagnusTP Poland 2025-02-24 2025-02-24 2125-02-24 Nene Current
Working at Heights Refresher WAHR Training Provider Test  Denmark 2023-02-14 2023-02-14 2025-02-16 None @ Invalidated
First Aid FA Training Provider Test  Denmark 2025-03-12 2025-03-12 2027-03-12 Current

Showing 11 to 13 of 13 entries u
« 1

Figure 12 Bulk upload version in table
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When downloading the Training Record all version number of the different courses are also visible.

GLOBAL WIND
ORGANISATION

WINDA Course Participant Current Training Records

WINDA ID
MC091419DK

Course Participant Name
Test Course Participants - Instructors CP/ Ins

Current WINDA Training Records valid on 2025-03-12 10:21 UTC +00:00
=

Training Frovider 024020 200602~

i M Test TRO1013CK 20240219 Y b hene
Sea Survival s ;:*'Jﬁwldu TADI013K 4010 13;34.@, fﬁ.mg' e
Fire Awareness FAW E:Im Fovder o I gz«n. gmm. -
Fire Awareness Refresher FAWR. TRk mpoax  mme TR TBE
Werking at Heights wan TEngRORt o aescey 2602 EBE g,
Lift hspection and Mairterance Modue [17] MagnusTP TADI0120K 20050220 gﬁf’& ga&m o
Lift User Mockde LM WagnusTP TRDI2IK 2005-00-20 3'25& %ﬂml rone
Hydrauiics BTH 1’:[*‘9 Frovider TADI013K 4010 gz«p, gm, —
Bectrical BTTE TanngProdet  mpiooc amecaty 02 AMG g,
Bectrical BTTE MagnusTP TADI0120K. 2A025-00-24 gﬂ&- g 250
Servce i hepectn nMeirienrce gy Anden test DK ez g2 HEOT g,

Figure 13 Download certificate

Accessing help

If you have any questions or require assistance, please write to info@globalwindsafety.org
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