
THOROUGH EXAMINATION
A GUIDE FROM CFTS

NEW COMPETENT PERSONS FUNCTION

Note:
All members must have at least one competent person assigned to every depot & each competent person registered, must have at least 
one course/experience.

Go to www.thoroughexamination.org/login enter your Username & Password & click LOGIN  

After logging in click on ‘MEMBERS AREA’ in the top right corner.
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Click on ‘Update your details’.

Click on the depot you would like the competent person to be assigned to.

Your

YourName
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At the bottom of the page, click on ‘Add COMPETENT PERSON.’ 

Enter the name of a competent person & click ‘ADD COURSE.’
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Click on the dropdown box to select one of three options for ‘Course Attended.’
Note: Default Course Attended is CFTS Approved Thorough Examination Course  

Option 1
Course Attended: CFTS Thorough Examination Course
Enter the date in ‘Start Course Date’ if multiple days, enter the first day of course
Click on ‘Supporting Documentation’ to upload a copy of training certificate.

Option 2
Course Attended: Other Course
Enter name & location of the training provider in ‘Training Centre.’
Enter the date in ‘Start Course Date’ if multiple days enter the first day of course
Click on ‘Supporting Documentation’ to upload a copy of training certificate.
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Option 3
Course Attended: Experience
Enter information of working experience within a relevant engineering sector in details
If available upload supporting documentation. 

Adding, amending or removing additional Courses/Experience 
Click on the competent person you need to make the changes to.
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Click ‘AMEND COMPETENT PERSON’.

To add a course click ‘ADD COURSE’ and follow the same process as options 1-2 or 3.
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Click ‘AMEND COMPETENT PERSON’, then click on the course you want to amend.

Click on either ‘Amend Course’ or ‘Remove Course’ as required
Clicking on ‘Amend Course’ takes you into the form to carry out amendments
Clicking on ‘Remove Course’ will remove the course from the list (Please note: each competent person 
registered, must have at least one course/experience. 
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Click on ‘SAVE’ to completed and return to the main member’s page (below)

Main members page


