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To login to your admin account, navigate to https://www.bnsfcontractor.com/

Select LOGIN on the landing page and enter your designated login information and select LOGIN.

Please note, both fields are CASE and character sensitive. Please DO NOT copy and paste as it can
create ghost characters causing login to fail.
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Annual Requirements

On the Dashboard, you will see sections for the Company Profile, Incident Numbers, and the Annual
Safety Action Plan (SAP). These are annual requirements and they MUST be completed at set up, and
then completed annually.

Please note, users will not be able to complete courses until these annual requirements have been
completed.
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Company Profile

Upon setup, you will need to ensure that the Company Profile is complete. To complete, please select
the Contract Information.

Please complete all sections of the Contract Information:

Roadway Worker Protection — RWP

*We offer two courses, the first is Contractor Orientation without RWP which is $20/PP and allows users
to work on property but not within 25 feet of the track and then Contractor Safety Orientation WITH
RWP which is S40/PP and permits users work within 25 feet. Only one is required.

If you, or your users will need to complete the course WITH RWP, please select Yes to the first option,
and select YES on the second option. This will allow the RWP course to populate for users. If RWP is not
needed, please select NO, this will allow the non-RWP course to populate for users.

Contract Type

If you are contracted directly through BNSF, you will be considered a Primary/General Contractor and
your BNSF point of contact (POC) information will be provided in your contract.

If you are subcontracting to a company who is directly contracted by BNSF, you are considered a
Subcontractor and you will need to provide your primary contractor’s information, as requested.
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BNSF Department type- This requires an answer, please select the department closest to your scope of

work.

Type and Scope of Work- Please only select the options that apply to your scope of work

Estimated Annual Payment- Note, if you are not receiving payment directly from BNSF, please input 0.
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INCIDENT REPORT- To complete the incident report, please select “Report Incident Numbers”. Input the
incident information requested for the previous year and select SUBMIT.

*Please note, if there are multiple company accounts registered for your company, only the Parent
Account/Main Account can complete the Incident Report and update the Company Profile. If the Parent
Account fails to complete these requirements, all related accounts will be locked out from the course.

ANNUAL SAFETY ACTION PLAN (SAP)- The SAP is required by BNSF and outlines your emergency
preparedness while working on site. The SAP is $10.00 to upload/EA and this must be paid prior to being
able to upload the SAP. The funds for the SAP upload MUST be available in COMPANY CREDIT.

Once the funds have been added for the SAP, please select “SAP Management Tool”. You will have two
uploading options: 1) Electronic SAP, and 2) PDF SAP. The electronic SAP provides an electronic copy of
BNSF’s SAP which can be completed electronically and uploaded. The PDF SAP is used when you have a
PDF SAP saved to your computer.

Once uploaded, your SAP will populate in the Current SAP Listings section.
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Electronic SAP- To complete an electronic SAP, select “Create Electronic SAP”. Electronically input all
requested information in the boxes provided. Once complete, click SUBMIT at the end of the document
to automatically upload the completed SAP.

*Please note, all questions require a response.
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PDF SAP- To upload a PDF document, from the SAP management tool select “Upload PDF SAP”. From
the upload tool, please ensure to AGREE to the terms of the upload. Select the PDF file you would like
to upload and select “Click to Upload Document”.
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Funding Your Account

Payment options are located on the Dashboard, under the Funding Your Account section.

This section outlines all costs associated with the course and requirements as well as provides 3
payment options:

1)

Credit Card- Purchase Company Credits- This option allows you to make a bulk company
payment. If you pay for COMPANY the funds are accessible by all users and the cost of their
course will automatically deduct from the company credit. Additionally, the SAP and Vehicle
Registration funds must be available in the company account.

Credit Card- Purchase User Credits - If you purchase user credits, the funds are credited to
the user account in which the payment was made on. Only that individual user will have
access to the funds.

Form- Purchase Company Credits - This option requires you to send a check for the
company as a whole, or for an individual. When sending a check, please ensure to include
the company name and company ID or the name of the individual the check is for. Failure
to do so may result in a delay in posting. Please note, the funds will NOT be posted until the
check has been received in the mail.
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Uploading Your Photo

As BNSF requires photo badges, you will be required to upload a photo prior to being able to access the
course. You can upload your photo from your dashboard, in the User Information section. Please note,
photos must be 340 X 480 pixels or smaller. Photo requirements are available in the upload tool.

To upload your photo, select “Photo Upload”

Please note, this is only to upload your photo. User photos can be uploaded from the USER LIST
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ADMINISTRATION TOOLS

To access your Admin tools, please select the ADMINISTRATION tab at the left side of your dashboard.

The admin tools/functions include:

1.
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View User List- Use to list all registered users, including their login information and upload
user photos

Add New Users- Use to create one or More users.

View Company Completions- View your Companies completion records.

Transfer Credits- Move credit between company and user

Incident Report- View your companies Yearly Incident Report Numbers

SAP- SAP Management Tool

Update Company Profile- Use to update company information

Assign Functions- Used by site and master admins to assign functions to users

>
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Adding Users
Any employee who requires the BNSF course will need to be added to the account as a user.

Select the admin function “Add New Users”. After entering the requested employee information, select
“Add Record” at the bottom of the page. This will take you to your updated user list, which displays the
user’s login information. The admin is responsible for giving users their login information. Once they
are added, they will use that information to login to their individual user accounts.
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Uploading Photos for users

To access the course, each user must have a photo uploaded to their account. You may upload your
user’s photos from the ADMINISTRATION tab>View User list

>

Your users will be displayed, each with a box to the far right to “Upload Photo for Student”. You will
select that link for the student you are working with to upload their photo. Follow the same steps as
above to upload the user’s photo.
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ACCESSING THE COURSE

Once users have been added and have been provided their login information by the admin, they may
login to their user account from the landing page https://bnsfcontractor.com/.

From the user’s dashboard, they will select the Courses tab to access the course listing. To start the
course, select the blue “Start Course” box.

There are two courses available on the site, Contractor Safety Orientation Without RWP and Contractor
Safety Orientation With RWP. The correct course will automatically populate according to the selection
the admin made when registering the account.

**Please note, users who will be working within 25 feet of the track MUST complete and
Contractor Safety Orientation With RWP
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Users must take the course while logged into their individual user account. Should they take the
course while logged into another user account they will not receive credit for their completion and
will be required to take the course again from their account.
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The course takes about 1 hour to complete. Please note, if a user exits the course their progress will not
be saved and they will be required to start from the beginning when they return.

Upon successful completion of the course, users will be able to print their temp badge, which is valid
for 30 days from the date of completion, from the TRAINING PROFILE tab. We will mail the permanent
badges to the company address, in the attention of the account admin within 7-10 business days.
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Should you have any questions or concerns regarding your account or test please do not hesitate to
contact us:

EMAIL: support@bnsfcontractor.com

PHONE: 866-599-2482

Live Chat Option: see below
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