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Accessing the Training Website
The Petro Classroom website is available at:
https://www.petroclassroom.com
The Petro Classroom training website is available at:
https://training.petroclassroom.com
When you visit the training website, you’ll see the training website landing page, as shown
below.

There are three tiles available from this page:
Sign In:
If you have an existing account with Petro Classroom, enter your Username and Password to
sign in to your account.
If you have an account, but have forgotten your Username or Password, click the “Forgot
Username or Password?” link to request that your account credentials be emailed to you.
New User Registration:
If you do not yet have an account with Petro Classroom, click the “First Time User?” button to
register a new user account.
Training Catalog:
Click the Browse button to browse through the training courses available, and optionally begin
the process of purchasing the training.
In addition to these three tiles, there are also Contact and FAQ buttons in the upper right
corner of the page which can be clicked to get information about contacting Petro Classroom
and getting answers to frequently asked questions about the website and training provided by
Petro Classroom.
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Using Your Account
After logging in to the training website as an individual account, you will see the individual
account home page (aka: My Training), as shown below.

In the upper right corner of the page you’ll see the same Contact and FAQ buttons as were on
the training website landing page. There will also be a Sign Out button to use to log out of the
website when finished.
Below that on the page are four menu items and two tiles. These are explained in summary
here, and in more detail later in this document.
My Training:
This will display the individual account home page and provide access to your training.
My Profile:
Allows update of user account information.
Training Catalog:
Displays details of the training courses available, and allows purchase of the training courses.
Help:
Provides access to detailed help information about usage of the training website.
Incomplete Training Tile:
Provides access to training that has been assigned to you (either by purchase or by
assignment by a corporate account), but which has not yet been completed.
Completed Training Tile:
Provides access to training history and certificates for training which has been completed.
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Purchasing Training
To purchase training for yourself, click the Training Catalog link to access the list of available
courses.
Note: If you are an individual user within a corporate account, your corporate accountholder
will likely be responsible for purchasing training for you and granting you access to the training.
Please contact your supervisor to confirm how purchase of training will be handled within your
company.
Petro Classroom offers two types of training:
Online Training:
This type of training is taken over the internet, using a computer, and can be taken at any time
that is convenient for the user.
Classroom Training:
This type of training is held at a training location, and is instructor-led, rather than computerbased, training.
Shown below is an example of the Training Catalog.
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At the top of the catalog page are various options for filtering the courses shown based on the
following criteria:
• State
• Course Category (A/B Operator, C Operator, etc.)
• Delivery Method (Online or Classroom)
• Course Title
After selecting the desired criteria in the drop-down boxes, click the search icon and a list of
courses in the catalog that meet the specified criteria will appear.
Please note the following:
•
•
•

You can click on the course title to get additional information about the course.
Classroom courses will list the date and location that the course is held, along with the
number of remaining available seats.
There is a charge for most of our training. However, some classroom courses are
provided free of charge, as long as the students meet state requirements to attend the
training.

To purchase a training course, click the Purchase link to the right of the course to be
purchased. (Free courses will have a Register link.) This will add the course to the shopping
cart, as shown in the example below.

From the shopping cart page, you can do the following:
• Click the green Continue Shopping button to return to the training catalog to add more
training to the cart.
• Click the red X by a line item to remove the item from the cart.
• Click the “Empty my entire cart” link to remove everything from your cart.
• Enter a voucher number (if available) to apply a discount code to the purchase.
• Click the Proceed to Checkout button to go to the checkout page.
• It is possible to adjust the quantity of an item purchased from this page.
However, for individual accountholders, the system will prevent the purchase of
more than one of the same course on the same day.
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After clicking the “Proceed to Checkout” button, you’ll be taken to the page where you can
specify the method of payment.

Petro Classroom allows payment by Credit Card (via existing PayPal account or PayPal guest
checkout) or Check. Select the desired payment method from the drop-down list.
Please note: If purchasing a combination of classroom and online training, you may
only pay by Credit Card.
If you are purchasing only a free course, payment options don’t apply. In that case, you’ll have
only an option of Paid by State.
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Paying by Credit Card:
When paying by credit card there are two options:
1. If you already have an existing PayPal account, you may use the blue Log In button to
log in to your PayPal account and proceed with your payment.
2. If you don’t have a PayPal account or wish to check out as a guest, click the gray Pay
with Debit or Credit Card button to proceed with your payment.

Courses paid for by credit card will be available immediately.
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Paying by Check:

When paying by check you have the option of entering a reference number or purchase order
number before placing your order.

Classroom courses will have immediate availability when paying with a check, however, your
certificate will not be made available to you until we have received payment.
Online courses that were paid for by check will not be available until we have received
payment.
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Accessing Your Training
Your training courses are available from the Incomplete Training tile on your My Training page.

The Incomplete Training tile will show a summary of the courses you have access to which
have not been completed. Click anywhere in the Incomplete Training tile to access your
courses. Each course title will be shown in the dark gray lines, with the chapters that need to
be completed below.

Various details about the courses are shown on this page, including the status date,
completion status and chapters within the courses.
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Taking Online Training Courses
Click anywhere in the Incomplete Training tile to access your courses.

Click on the chapter title link below the course title to start the process of taking your online
course. This will take you to the chapter description page. If there are multiple chapters in the
online course, you must take the chapters in order.
Some states require that certain data (e.g., facility information) be captured before you can
begin the course. In this case you will see an “Enter Your Facility Information” button. Click the
button and enter the required data in the pop-up window.
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After you’ve entered your facility information (or if no such facility information was requested),
you’ll be shown a window with a Start button. Click the Start button to begin the course.
A window will then display that will give you instructions for launching the course. Note that
this window MUST stay open during the course. Click the Launch the Course button to
start the training course, which will open in a new window.

Please note: There may
also be instructions on the
launch course window
regarding specific settings
that must be used in your
browser. Please read
carefully and follow the
instructions provided.
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To exit a course, close the window in which the training content is being displayed, by clicking
the X in the upper right-hand corner.

The launch course window (as shown on the previous page) will change as shown below. If
you completed the entire chapter, the Status will read “Completed.” If you exit before the end
of the chapter, the Status will read “Incomplete”. We highly recommend at least completing
the entire chapter before exiting to ensure that your progress gets saved properly.
Now you can safely close the window by clicking the Click to Close the Window button, which
will return you back to the chapter description page.
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Once you have completed the chapter, the information will update on the chapter description
page showing the status (Finished or In Progress), status date, number of times you accessed
the chapter and the date the chapter was last accessed.
Additionally, notice the Documents tab, where you will find any documents that pertain to your
course. These documents can be downloaded in a PDF format.

From the chapter description page, click on the “My Training” menu to return to your account
home page. Then click the Incomplete Training tile to access the next chapter and proceed
with the course.
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Managing Classroom Training Courses
Click anywhere in the Incomplete Training tile to access your classroom course information.
Since this is a classroom course, there is no training to be taken online. However, there are a
couple important things to do online to manage your classroom courses.

Click on the link below the dark gray line to access the details of the classroom course.
Some states require that certain data (e.g., facility information) be captured before you can
begin the course. In this case you will see an “Enter Your Facility Information” button. Click the
button and enter the required data in the pop-up window.

After you’ve entered your facility information (or if no such facility information was requested),
you’ll be shown a window with information about the classroom course, as shown in the
example below.
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In the yellow box you will find the class status, date and time.
To get further information about the class schedule, location, and other details, click the Class
Details button. The class details will show up in a pop-up window as shown in the example
below.

Additionally, a reminder email will be sent to you seven days before your training class with the
class information.
If you need to cancel and/or reschedule the training, you will need to contact Petro Classroom
at support@petroclassroom.com or 844-303-6752.
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If your registration has been cancelled, you can re-register for a different class by clicking on
the REGISTER link next to the class you wish to attend.

The following pop-up window will appear and you must confirm your registration by
clicking the Register button in the upper-right corner. If you click the X in the upper-right
corner of the window or click the Cancel Registration button, you will not be enrolled in the
class you selected.
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Once you click the Register button, you receive a confirmation pop-up window that will allow
you to add the class to your calendar by clicking the HERE link.
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Viewing Your Training History
After a training course has been completed, it will be removed from the Incomplete Training tile
and will be shown under the Completed Training tile on your account page. Click anywhere in
the Completed Training tile to access your completed training.

The Completed Training tile page includes various details about your completed courses,
including the date the course was finished, a link to print your Certificate of Completion and the
expiration date of the certificate (if applicable).
This is where your certificates will be stored for future reference. This page also includes
instructions for printing your certificate. Just click the question mark icon to download the
instructions or refer to the following section on how to print your certificate.
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Printing Your Certificates
From the completed training page, click the Print Certificate link next to the course for which
you would like to print the certificate.

The certificate will open in a new browser window. See the following pages on how to print
your certificate in various browsers.
Please Note: Due to technical limitations within the Edge browser, certificates are not
able to be properly printed using Edge. Instead, we recommend that you use Google
Chrome for printing your certificate. See next page for instructions.
Additionally, you may have to make some minor adjustments to your printer settings as
all printers are different.
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Google Chrome
Step 1: After accessing your certificate, right click on the browser screen and you will see a
menu pop up. Click on Print…

Step 2: Click on the +More settings menu. Change the settings as follows and print.
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Updating Your Account Information
To update your account information, click the My Profile link to view the Profile window.

Most, but not all, of the account information can be updated.
Note that the first and last name on the account cannot be updated. This is done so that
certificates cannot be faked by manipulating account information. Contact Petro Classroom for
assistance if you have found an error in your name information which needs to be corrected.
To reset your password, click the Change Password icon near the top of the Profile page.
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Getting Additional Help
If you need additional assistance with the Petro Classroom training website, there are various
resources available:
From the website:
•

Click the Help link for access to documentation.

•

Click the FAQ button for access to answers to frequently asked questions.

Contact Petro Classroom support:
•

Phone:

844-303-6752

•

Email:

support@petroclassroom.com

(This phone and email contact information is available from the Contact button at the top
right of the website.)
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