
Adding Trainees 

 

• After you have signed into using your Access Indiana credentials you’ll be greeted with 
the above page.  Click on Raise Your Hand  
 
 

 
 
 
 
 
 
 
 
 



• You will be taken to the above screen.  Click on My Services at the top of the page 



 
 

• Scroll down and select your training plan that your trainees are participated in 

 

 

 

 

 

 

 

 



 

 

• Scroll down to the Trainees section and click on Create.  Fill out the necessary 
information on the following screen.  When initially creating your trainee record, you 
must select “Enrolled” as their trainee status.  Once your trainee has met their 6 month 
retention date, you must go back into their record and update their trainee status to 
“Completed.” 

 

 



 

 

(Click on the drop-down arrow to edit your trainee’s record) 

 

 

 

 






