
Navigating	the	websites	
needed	for	CEU	completions	
and	license	renewals
How	to	access	and	use	the	state’s	IDPH:	
AMANDA	website	
and	the	MCAI:	
Training	Vault	websites



On	your	browser,	type:

idph regulatory	programs

Suggestions	will	appear.

Select		ONLY:

idph regulatory	programs

(do	not	click	on	any	other	
options)



Click	on	the	top	Search	
Results,	here.



Select	the	PORTAL

At	the	bottom	of	the	first	
paragraph,	it	reads:

You	can	access	the	online	
licensing	system	through	
the	PORTAL.

Click	on	this	link	to	access	
the	AMANDA	website.

See	link	Below



If	you	need	more	help:

Other	links	are	also	available	
if	you	need	any	additional	
support.

For	technical	support,	please	
contact	the	AMANDA	
response	team	at:

1-855-824-4357
See	additional	links	below.



If	you	want	to	know	if	someone	has	a	license,	or	just	can’t	remember	
your	own	license	number	you	can	quickly	use	Public	Search	to	look	it	up	
using	the	person’s	full	first	and	last	name.
No	other	information	is	needed.



Under	Public	Search,	enter	a	full	first	
and	last	name	and	Click	on	Search	at	
the	bottom	of	the	menu.

John Doe



Signing		In:

Clicking	on	Sign	In	
will	bring	you	here

Your	Account	Id	is	your	first	full	
name,	a	period,	followed	by	your	last	
name,	the	@	symbol,	then	IOWA	ID	
(iowaid as	one	word)

For	example:

john.doe@iowaid

Your	password	is	unique	to	you.

It	is	a	password	YOU	created	for	this	
website.

mailto:john.doe@iowaid


The	guide	at	the	
bottom	of	the	page	
will	help	you.

Make	sure	that	you	record	this	
password	in	a	SAFE	location	as	it	
accesses	everything	in	the	Iowa	
Department’s	database.

BE	CAREFUL:

THREE	FAILED	ATTEMPTS	WILL	
RESULT	IN	YOUR	PROFILE	BEING	
LOCKED	OUT	FOR	A	PERIOD	OF	
24	HOURS!



The	most	common	
reason	a	lock-out	
occurs	is	because	of	
multiple	user	IDs.
Iowa	has	a	smaller	population,	
but	there	may	be	more	than	one	
John	Doe,	or	even	more	than	one	
of	you	out	there.		This	results	in	
some	confusion.

The	best	solution	is	to	Click	on	
Forgot	ID	in	the	upper	right-hand	
corner.

Enter	your	email	address	and	
follow	the	prompts	to	access	your	
account.	



If	you	are	confident	in	your	ID,		
but	still	can’t	get	in,
you	can	Click	on:		
Forgot	Password	
in	the	upper	right-hand	corner

Retrieve	Password	will	lead	you	
to	the	three	Security	Questions	
that	you	have	selected.

If	these	questions	are	not	your	
Security	Questions,	then	revert	
back	to	FORGOT	ID:	you	may	be	
in	the	incorrect	Profile.

Answer	these,	and	even	update	
your	Security	Questions	and	you	
Password	while	in	this	option.
Who	knows,	that	may	not	be	the	name	of	your	favorite	
pet	any	longer.



Sign	In

Your	Personal	
Information

Once	you	are	signed	in,	
make	sure	that	all	of	your	
personal	information	is	
correct.	

Address,	email,	phone	
numbers.		This	is	how	the	
state	will	communicate	
with	you.		Make	sure	it	is	
correct	before	Clicking	on	
CONTINUE,	at	the	lower	left	
corner	of	the	screen.



Your	Profile

Your	license(s)	listed	with	
the	state	will	be	located	
here.

Your	license	numbers	are	
on	the	far	left	side.

To	interact	with	the	
specifics	of	a	license,	Click	
on	the	Details	listed	here	on	
the	right-hand	side.



Its	all	in	the	Details

The	details	of	your	license	
will	be	listed,	including	types,	
expiration	dates,	and	other	
such	actions.

To	renew	a	license,	Click	on	
Renew,	for	that	license,	use	
the	drag	bar	to	complete	all	
the	fields	needed,	and	Click	
SAVE in	that	same	field.	

Under	Renew,	the	page	will	
reload.		Look	for	the	EDIT	or	
Edit	Details	in	red.	Click	on	
these	to	proceed.



Questions	and	Answers:
This	is	a	good	time	to	review	some	important	points	we	have	talked	about	so	
far.

On	the	IDPH	website,	where	does	the	PORTAL link	take	us?

What	is	your	ID	or	username	for	this	website?

Who	makes	your	password	for	this	website?

We	can	find	a	person’s	license	number	and	details	using	________			________.

You	will	get	locked	out	of	your	profile	after	_____	failed	attempts.

If	your	password	will	not	work,	click	on	___________________,	and	follow	the	
prompts	on	your	email.		This	is	often	needed,	as	there	are	more	people	with	
the	same	name	in	the	system.		



How	to	access	and	use	the	Training	Vault
The	Training	Vault	is	a	website	that	operates	independently	of	the	IDPH	
AMANDA	website.	It	is	maintained	by	the	Mechanical	Contractors	
Association.	Because	of	this,	these	two	websites	DO	NOT	ALWAYS	AGREE	
and	some	faults	may	exist	at	times.

Always	refer	to	the	AMANDA	website	as	the	final	authority.

If	you	have	any	questions,	concerns,	access	issues	or	information	
related	to	the	Training	Vault	website,	Click	on	the	Contact	the	
Administrator button	on	the	home	screen.	

You	may	contact	the	Training	Center	for	additional	help	to	resolve	an	
issue	or	if	are	unable	to	access	the	Training	Vault	at:	319-362-9258	



On	your	browser,	type	in:

training		vault
Click	on	the	top	search	
results.	

Should	be	listed	for	the	
MCAI.

Remember,	you	WILL	need	
to	have	your	COOKIES	
ENABLED	in	order	for	this	
website	to	function.

It	also	works	best	in	Google	
Chrome,	as	does	the	
AMANDA	website.



Click	on	the	LOGIN,	
here,		to	access	the	
Training	Vault



Enter	your	Iowa	License	
Number	as	your	
Username.

Use	your	last	name,	all	
lower	case	as	your	
password

8675309

doe



Active=

Completed=	

Untaken=

DropCurrently	Registered	for	this	class=

Use	the	Dashboard	to	access	the	services	or	
records	that	you	wish	to	use.

Access	Online	Training	through	the	
On-Demand	option	here.



There	are	6	Safety	
related	videos	in	this	
particular	section.		

You	must	complete	
ALL	of	them	and	pass	
the	test	at	the	end	to	
get	credit	for	the	
series.

Once	you	have	selected	an	On-Demand	course,	
you	must	complete	ALL	of the	Videos	in	that	

section.



Here,	I	watched	the	
first	video	at	2x	
speed.		And	on	the	
second	video,	I	
didn’t	take	the	test	
upon	completion,	so	
I	didn’t	get	credit	
for	either	one.

Here	you	can	monitor	your	progress.	
You	do	NOT	have	to	take	all	of	them	at	once,	but	you	
must	complete	an	entire	video	and	its	test	in	each	

sitting	to	obtain	credit.



Timing	is	important.	DO	NOT	ATTEMPT	TO	ALTER	
TIME	when	watching	videos.	It	will	NOT	give	you	

credit	for	the	video	and	will	NOT	allow	you	to	take	the	
test	at	the	end.



While	there	are	lots	of	options,	ONLY	a	few	come	with	
CEU	credits.	IF	you	are	needing	CEU	credits,	make	sure	

you	are	taking	the	classes	that	you	need.



Monitor	your	Training	Report	and	reference	this	page	
for	a	list	of	your	CEUs	taken.	This	will	be	a	resource	for	

your	license	renewal	when	that	time	comes.



Training	Report

Training	Completed
Your	progress	will	show	up	here.



When	it	is	time	to	renew	your	license you	will	need	the	
name	of	the	course:



When	it	is	time	to	renew	your	license you	will	
need	the	CEU	number	of	the	course:



When	it	is	time	to	renew	your	license		the	CEU	
course	must	match	your	license		and	the	hours	

required:



The	date	on	this	course	is	
05/07/2020.		Can	it	be	used	for	
the	2020-2023	License	Cycle?

NO!

The	date	of	the	course	must	be	within	the	code	
renewal	cycle	it	is	intended	for.



Questions	and	Answers
The	Training	Vault	will	always	match	the	AMANDA	website	for	content	and	
license	information.		True	or	False?
The	Training	Vault	will	always	automatically	save	CEU	completion	forms,	so	I	
do	not	need	to.			True	or	False?
My	LOGIN	username	is	my_______________	number.
My	password	is	my____________.
When	watching	On-Demand	videos,	they	must	play	fully,	at	normal	(1x)	speed,	
and	the	test	successfully	passed	in	order	to	obtain	credit.		True	or	False?
CEU	credits	listed	on	the	Training	Vault	must	be	within	the	License	Cycle	in	
order	to	be	valid	for	a	License	Renewal.		True	or	False?


