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SECTION 1: Trainee Instructions

1.1 How to Create an Account

1. From the home page, select Create an account and complete each field.

SIGN IN CREATE AN ACCOUNT

HOME ADMINISTRATION

Select the Airport/Subscriber ID

Airport Administrator will instruct the employee which Home Department to enter.
Enter Company name.

Enter First and Last Name (Middle name is optional.)

Enter email address as this will be used for the Username moving forward.

N o g k> 0D

Create a password that contains at least 6 digits. Confirm password.
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8. Select Register.

9. Airport Administrator will receive email notification that your account was created. The administrator will
activate the employee’s account to gain access to the system.
10. Once the account is activated, the email confirmation will be sent to the employee as approval to sign into the

site.

1.2 Instructions to Sign In

1. Select the Sign In button located on the top right menu of the Home page.



ABOUT DIGICAST PRICING AWARDS SIGN IN

SIGN IN X

— Email *

Forgot your password?

Create account

2. Enter the Email Address and password used to create the account. Click on the Sign In button.
1.3 How to Update Your Profile

1. To update your profile, click on your name located in the top right corner and a dropdown menu will appear.

MY PROFILE
SWITCH

/D CHANGE PASSWORD
“0) MY HISTORY

(= SIGNOUT

2. Select MY PROFILE.
3. You can update your name and company in the corresponding fields.



4. Select the Save button to save your changes.

1.4 How to Switch Accounts Between Multiple Airports

If you are an employee who works at multiple airports that use Digicast training, you can switch accounts between
airports’ subscriptions to complete your training per airport. You will need to email a request Digicast Support
(DigicastSupport@aaae.org) to add you to the different airports you are employed at.

1. Select Switch located in the upper right corner next to your name.

Switch pre
601 - AAAE X -

Trainee X -

2. In the Subscriber field, select the dropdown arrow on the right and select the airport you want to change to. You

can also select the X and type in the airport id of the airport you want to change to.
3. Select the Switch button to make the change. Your screen will refresh and return to the home page. You will

see the airport acronym displayed in the upper right corner you are currently listed under.

4. Proceed to complete the assigned training for that airport.


mailto:DigicastSupport@aaae.org

1.5 How to Update Your Password

1. To update your password, go to the upper right corner click on your name and the dropdown menu will appear.
Select CHANGE PASSWORD.

[2=] MY PROFILE
B

C{,_') CHANGE PASSWORD

SWITCH

MY HISTORY
= SIGN OUT

2. Enter the old password in the first field. Enter the new password in the second field and retype your password
in the third field to confirm your password.

3. Click the Save button to confirm your changes.

[/l Change Password - Edit

1.6 How to Locate Training Records in My History

1. Go to your name located in the right corner and select the dropdown arrow.
2. Select MY HISTORY



[2=] MY PROFILE

B

SWITCH

CHANGE PASSWORD

.

MY HISTORY

@

1

Vv

SIGN OUT

3. You can Search your training history by Year. Select the year using the dropdown arrow. Select the green

Search button. All the training results for the year selected will display.

EH My History - Search 2023 - a » Bow o

" 2021

' 2022
2023

V-
=/

4. To refresh any page, please select this icon located in the upper right corner near the search and items to

display fields.

Q insider] X 25 v

5. To search for a specific video and test result, use the Search bar in the right corner next to the number of
items.

6. Next to the Search bar is the number of items you can select to display at once on the page.
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7. Select this icon @ PRINTER-FRIENDLY to Print training results or select this icon to export your training

results. The Excel spreadsheet will be downloaded at the bottom of the screen to access.

B My History 21Feb...xlsx A

8. You have two options to close the page you are on. Select the X near the Refresh icon located on the right top

corner. Or select at the top of the page to close out.

£9 X

Change Password B My History X

9. The three dots have options to customize the page.

25 - L5 X (&
@ Show Multi Selection
(@ Column Chooser

% Help I

a. Show Multi Selection — If this is selected, it will hide the check boxes for the training, and you will be unable

to select more than one training at a time.
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83 Dashboard =5 My History X

i

EH My History - Search

Title
Q
Module 7 Part 139.311/319 Airport Familiarization - Marking, Signs, and Lighting
Module 13 Part 139.327 Airport Safety Self-Inspection
Human Trafficking Awareness
Human Trafficking Prevention at Airports

UAM Panel Discussion Part 1

b. Hide Multi Selection — The checkboxes will be displayed to select multiple trainings at one time by clicking
the checkbox next to the title of the training.

HH My History - Search

Title
Q,

Leadership vs Management Part 2

Leadership vs Management Part 3

The Importance of Relationships Part 1

The Importance of Relationships Part 2

I

High Altitude Servant Leadership in High Stakes Teams Part 2

Mental Health in the Fire Service Part 1

Mental Health in the Fire Service Part 2

PFAS Removal and Contamination Best Practices

PFAS and AFFF, What is Being Done About this Hot Potato? Part 1

Greener Aviation May Mean the End of ARFF Requirements

Bridging the Communication Gap Between Pilots and ARFF Commanders Part 1
FAR Part 139.317 Aircraft Rescue and Firefighting: Equipment and Agents

Airport Insider Threat Training Course

¢. Column Chooser — This feature allows you to select which columns you want displayed on the Dashboard.



Column Chooser x

Q

Title

Date Viewed
Test Status

Date Taken

1.7 How to Access the Assignments

1. After login, select the Assignments link located under your name on the right top corner.

HOME MY AIRPORT VIDEOS ASSIGNMENTS REPORTS =

2. You have two ways to access your training per group. You can select the name of the training group and your

assignments will display.

HE Digicast Assigned Training a 25 <& x ¢
Trainireg Grip Mar # of Widaer Last Watched Dute Passsed Dale Expires Slalus Cempliance Sistus
[ ] 04t of Compliancs
& (TR 042020 [ ] 04t of Compliancs
& 04262017 4-29-21 [ ] oun of Compliance
B 26307 D4 20-20 [ ] Ot of Compliance
4263017 7 L ] Oul of Compliance
. Ol of Comgliance
i 0812303 06 122000 061 22020 L ] Cut of Compliance
I —
n 1217207 01252007 L ] O of Compliance

My Assigned Training Videos

Watch This
DIGICA.

Program

AAAE's Active Shooter Training Active Shooter Training, Response and

In this Active Shooter training, we are going to review the Considerations

uniqueness of airports, maintaining situational awareness, Jeff Price, C.M., Professor at the Metropolitan State
reacting to a threatescape tactics, what to do if you a.. University of Denver and Principal for Leading Edge

Duration: 14 min Strategies, reviews evol\ring strategies to use in acti..

Duration: 19 min

3. Second way is to select the dropdown arrow and launch the course from the course list by selecting the Launch

button.



| . | | | Jor——]

Title - StartDate Expires v Status Comglisnce Status. Launch
Madule 7 Fart 13%.311/31% Airport Familiarization - Marking, Signs, and Lighti 01302023 [ ] ot of Compliance
Human Resources ssues for Arport Management - Retaliation: Don't Do 1 Fa 01-30:2023 [ ] Cut of Compliance
HUMaN RESOUCes E5Ues for ANport Management - Update on 1he ADA 01-30-2023 [ ) out of Compliance
The Potential Risks of Ballistic Parachute Systems in Alcraft 01-30-2023 [ ] ut of Compliance

Duration: 31 min

Status
Video Watched: In-Progress

s Test Status: Test Available

P 1 o) 09583107

1.8 How to Download and Print User Results

1. To print your User Results, go to the Reports on the right upper side under your name and select the dropdown
arrow.

2. Select User Result.

ASSIGNMENTS REPORTS =

REPORTS

User Result

3. Choose the year you want to print by selecting the dropdown arrow.



£ User Result - Search 2022 x -

Year ———————————————
(2023 X -

2015

2016
2017
m 2018 I
2019
2020
2021

2022

2023

4. To Print all the Results for that year, select the Document icon in the Report column. A PDF of your training

results will download and be available in the bottom left corner.

Report

DigiCastUserResult...pdf A

5. Double click on the PDF file to open and Print or Save the document on your computer.

1 \1
\ I<J Employee Compliance Report

AMERICAN ASLOCIATION

OF ARFORT EXECUTIVES
MName: Trina Hadden Airport: 601 Employer: AAAE
Email: frina.hadden@aaae.org Year: 2023 Department: Administration

Course Title TRT minutes Previous Year Passed Test Date Date Viewed Test Status

Module 8 Part 139.313 Snow and Ice .
Control Plan 20 01-17-2023 14:29

Module 7 Part 139.311/319 Airport

Familiarization - Marking, Signs, and 22 01-11-2023 01-11-2023 B:10 Failed
Lighting

6. To view all the User Result Details, select your name.




EH User Result - Searct

First Name

All the User Result Details for that year will display.

£H User Result Details - Search [Trina Hadden]

Title

UAM Panel Discussion Part 2 [711245]

> UAM Panel Discussion Part 1 [711244]

+ Module 8 Part 138,313 Snaw and lce Cantral Plan [710417]

5 Module 7 Part 136.311/319 Airport Familiarization - Marking, Signs, and Lighting [710810]

1.9 How to Print Course Certificates

1. Go to Reports and select User Results.

‘ [f PRINTER-FRIENDLY [& 9 X &

Date Viewad Tast Status Tast Result

0-19-2023 07:57

01302023 03:02 Unavatatie O
01-17-2023 02:29 inProgreas &
01:11.2023 10:82 Failod M

2. Select the link that contains your name, and all your User Result Details will display.

3. Select dropdown arrow for the course certificate you want to print and go to the right column that says Print

Certificate and select the icon.

4. The PDF will show at the bottom left of your computer. Select it to open and either Print or Save to your

computer.



~  Modulo 8 Part 139,313 Snow and boa Contrel Plan [710417] 0-17-2023 0729

Date Viewed ¥ Test Status ¥ Date Taken G L Test Result Print Certificate

09172023 02:29 n-Progress B O

Print Certificate

American Association of Airport Exvecutives

Certificate of Completion

This certifies that

Trina Hadden
Completed the

Module & Part 139.313 Snow and Ice Contral Plan

T Rk

01{1?520‘.’3
Todel Haugeth, Prisiderd & CEO

1.10 How to Sign Out of Your Account

1. To sign out of your account, click on your name in the right-hand corner and select the dropdown menu will
appear.
2. Select Sign Out.

i (23] MY PROFILE

SWITCH

/D CHANGE PASSWORD
“0O) MY HISTORY

(> SIGN OUT

©American Association of Airport Executives
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