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1.1. Purpose of the document

The purpose of this document is to describe the necessary steps to log into the CareerPro Federal Learning
Account (FLA) online application and to enter the FLA declarations.

This document is part of the documents that are at the disposal of the employer and its authorized representative:

Document

Description

BATCH Channel Manual

Document describing the necessary steps to transmit FLA data by using
the BATCH channel.

APl Channel Manual

Document describing the necessary steps to transmit FLA data by using
the API channel.

Online Application Manual

Document describing the necessary steps to enter the FLA data by using
the online application.

Description of the anomalies

List of all anomalies and warnings related to the declaration of FLA data.

Glossary Technical documentation describing the data blocks and zones of the
batch and API.

XSD Technical scheme defining the BATCH structure.

SWAGGER Technical scheme defining the API structure.

Setting up the batch channel

Document describing the necessary steps to configure the BATCH
channel on the social security portal.

Setting up the API channel

Document describing the necessary steps to configure the web service
channel (API) on the social security portal.

Getting access to the online
application

Document describing the steps that are necessary for a user to get
access to the CareerPro Federal Learning Account online application

1.2. Important concept: FLA window (No longer applicable)

The Federal Learning Account law stipulates that the training rights, which are declared every year, accumulate
over a fixed period of five years, which means that every five years the counters are reset to zero, regardless of
the fact that the allocated rights have been used or not. The first window starts in 2024 and ends in 2028.
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2. Application log-in

In this paragraph all the steps are described to log into the CareerPro Federal Learning Account online
application.

Precondition: you must have access rights (see annexed document entitled Getting access to the online
application)

2.1. Welcome page

1. Go to the website:

The welcome page of the application will be displayed (see image below). On this page you can find the
following specific data:

o Adescription of the application as well as the corresponding documentation (video, manuals, ...);

o A survey of the various channels that are available for the FLA platform;

o AnFAQ.

pro Documenten Federal Learning Account

Federal Learning

Federal Learning Account: What is it? oreangameeen

The Federal Learning Account is the online service that

allows you to manage the individual and sectoral training

rights of your employees. You register trainings and

training rights a n keep track of which training your
employees hav wed and to which they are still
entitled.

2. Click on the “Managing the learning accounts” button to log into the application.

The page to identify yourself through CSAM will be displayed.

[ csam Log on to online public services

Choose your digital key to log in

elD or digital keys of recognised partners

LOG IN f LOG IN
with elD card reader % via itsme

Create your itsme account

Digital keys with security code and username + password

LOG IN LOG IN
@ with the security code by e-mail with security code via mobile app

LOG IN

with security code via token
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3. Identify yourself using a digital key of your choice.
a. Either by using an identity card reader. In this case you must insert your identity card into the reader,
click on the identification button and follow the instructions displayed on the screen.
b. Or by using the “itsme” application.
c. Or by using one of the other options shown on the image.

4. Once you have identified yourself, the main screen of the CareerPro FLA application will be displayed: the

Note : the main page for the large companies is different (see for more
details).
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3. The application dashboard

The is the application’s main page. It provides a general view of the current situation of your data relating to
the Federal Learning Account.
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The various zones on the screen are described in the following table.
N° Description
o Here you have a number of tiles that you can click on. They provide you with statistics about the rights, the
trainings and the credit of the employees within your company.
There are several types of tiles:

e Progress tiles: These tiles, which have a progress bar that goes from 0% to 100%, illustrate the
progress of the situation, the goal for you being to get as close as possible to 100%. When you
click on a tile, you will see a list of employees with respect to whom some action is still to be
undertaken in order to reach 100%.

e Warning tiles: These tiles allow you to display the trainings for which you need to take action now
or in the near future. The goal is to help you track trainings that have already been recorded.

e Information tiles: These tiles are purely informative. They do not require any action on your part.

e This list shows the trainings that have recently been entered or modified.

With respect to each training, you can consult the detail .

You can also view the list of all trainings by clicking on the “All trainings” link.

By means of these charts you can follow the evolution of the (average) training hours followed by your
employees.

This list shows the persons who have worked for your company during the current FLA window. It is
possible that these persons are no longer part of your current personnel.

For each employee of the list the remaining credit hours are displayed. The spreading of the hours used is
also shown on the basis of the three types of rights (legal, sector, employer).
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You can view the detail of a specific employee by clicking on the “Detail” button .
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4. See detail of an employee

The employee’s detail page is intended to provide an overview of the current status of the data related to the Federal
Learning Account of one of your employees.

2024 - 2028 m 2025 2026 2027 2028 All
| Legal | Complementary sectoral Complementary employer
20
() Remaining credit Oh
@ Used hours 41n30
Total 41h30

Year Remaining credit @ Legal hours used ©

2024 o 41h30/41h30

2025

10
2026 - -
2027 - -
2028 - -
0
Jan  Feb  Mar

Apr  May Jun

Jul Aug Sep  Oc

t  Nov Dec

@ Number of followed training hours

Trainings
Modification date | Denomination 1| Period 1] Duration ] ‘ Certificate | Training provider 1| ‘ Actions
24/07/2024 16:16 Excel introduction 10/04/2024 enza 20h a Syntra Detail
22/07/2024 16:23 Javascript advanced 08/03/2024 - 15/05/2024 20h CEFA Detail

0 The arc shows the remaining credit hours as well as the rights used to this day.

The table displays, for all years of the FLA window, the remaining credit hours as well as the distribution of
hours used according to the types of rights.

By means of these charts you can follow the evolution of the training hours followed by your employee.

This list shows all the trainings of your employee.

With respect to each training, you can consult the detail of it .
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5. Version for the large companies

The online application is specially designed for companies that want to submit their FLA declarations without having to
invest in a new tool. A simplified version of the application has also been planned for the large companies.

In this version, you can search for one of your employees via the form shown below. After having performed a search,
you need to click on the employee in the table on the right of the screen. You will then be redirected to the

The online application is specially designed for companies that want to file their FLA declarations without having to invest in a new tool.
& You are currently using a simplified version of the application. This version allows enterprises with a large number of employees to manage the learing account of one employes at a time. Support for several employees at

the same time will follow at a later stage.

For (large) companies with their own IT systems, a link via BATCH or API can be set up with the 'Federal Learning Account.
More information can be found at under 'Other channelst

SEARCH AN EMPLOYEE
INSS First name Last name

First name

Last name

INSS Please perform a search

For the (large) companies with their own IT system, an interconnection via BATCH or API can be established with the «
Federal Learning Account ». More information can be found at
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