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Participant Management: Adding a Participant — Quick Guide

How to Manage the Participants in Your Company

The CMCA Portal lets you manage the Participants in your testing program.

Participant Management — Adding a Participant

Use the following steps to add a new participant and document clearinghouse consent.

# Instructions

1 | Access the
Participants page

1. Click the
Companies tab.

2. Click the
Participants
icon.
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2 Click the + New
Participant button to
create a new
participant.
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3 Complete the Create
New Participant
Fields

1. Click the
General tab.

2. Enter the new
participant’s First
and Last Name.

3. Select the new
participant’s
Status.

Note: Only
participants with an
active status will be
eligible for selection.
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4 Adda Job Title

1. Click the
Employment
tab.

2. Complete a
search for the
participant’s
Occupation.

3. Click the
checkbox next to
the occupation
name to select
the employment

type.

Note: For DOT-
covered employees
the employment
assignment is how
the participant is
categorized for DOT
reporting.
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# Instructions CMCA Screens

5 Enter ID Text
1. Click the

Identification e 1 MR Al o e
tab.

2. Enter all data for

& Create Mew Participant

the selected ID ] |

type Emgloyes i
3. Click Save to [ e ] e =

add the new

participant. Comntry | Unined States el StME  alsbama 1,I
Note: After adding e ﬂ
the participant, the e_
details of that new

record will display.

6 Record the
Participant’'s Consent

1. Click the Sk st (IR ...
Clearing House

page.

2. Click Add
Consent to - Buoim
record the O i g e
Participant’s
consent to Comoe | Guune .
FMCSA e e R iy et

¥ e b e tha Ak e raa sy arnbes

Clearinghouse

aeres =
Note: Either a limited
consent with an
expiration date or full

consent can be

selected.
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4. Click Save. e
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CMCA Screens

ConcenJa

7 Include Participant in
Batch Query.

1. Click the
Queries tab.

2. Click Add to
Query Batch to
include the
participant in the
next batch
query to be
submitted to the
FMCSA for
Clearinghouse
TPA services.

3. Selectthe
applicable batch
query.

4. Click Save.

e m sy

Foncentra Demo Account :. Fali Test

W
Tees gt

FUCSA Clhamring Hou Qusry

That Eypu of Guabiy Lo Buk cates
® Do Tk b Pecaint
§ i g it Gty Baadly 3 taied
L T e

Lt Gy @ Pl Gty Prn gyt
Lt Qe B Ahopem shin Cnmnrst Brgursh

a1 i renar el i eyl il e i Pp | 1R [ i it Chasy 4 Y e

Note: You are not
automatically set up
for this service, even
if you currently use
CMCA for your
Clearinghouse TPA
services. Please
reach out to CMCA
customer support for
more information.

Note: Pending and
. Type Requested Submitted Response Status
completed queries
and dlsplayed in the Full Sep 1,2023 Unknown Unknown
list.
8 Record Driver S -,, .
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1. Click the
Violations tab. i -
2. Click Log e st &
- - 3 S :
Violation to
record the e o
driver’s m
violation(s). R 9
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9 Review the
Participant List

1. Click the
company name.

2. Click the
Participants

tab to review the
participants on
the list.

Note: The Participant
list can be searched
by first or last name
or select an item
from the pop-up list
for advanced
searching.
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10 Adding a Filter

1. Add and save
filters based on
various listed
values.

2. Use the
Statuses
Shown button
to toggle Active,
Inactive, and
individual
statuses.

11  Click the Search
Locations and
Search Inactive
Companies options
to include
Participants from
child-Companies,
even if the location is
currently inactive.

8 status(es) Shown

0 Participants Found

& Search Locations I & Search Inactive Companies
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12 Update/Change
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query, or merge
two records if
someone has
been duplicated.
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