
Preparation and Packaging Competency Evaluation Instructions  

1. Retrieve photos from 
Camera 

Cameras will vary, please consult your camera’s instructions to determine how to copy 
photos to your computer. Please save the photos in a location you will be able to find 
later, we recommend a new folder on your desktop. 
 

2. Go to 
www.cleandealer.com 
(type this into the URL 
box, not a search engine) 

 

3. Click “Training 
Resources” on the 
right side of the page. 

 

 
 

4. Click “Click Here for 
Course” for the EHM-
011: High Voltage 
NiMH Battery 
Preparation and 
Packaging for Ground 
Transportation Course. 

 

 
 

5. Type in your Dealer 
Code and SPIN and 
click Login 

 

http://www.cleandealer.com/


6. Click “Training” 

 
7. Click “Begin Course” 

under the Preparation 
and Packaging 
Competency Evaluation 
Course.  (the one on the 
bottom of the page) 

 
If you already tried this 

course once, click “Resume 
Course” 

 

8. Click the PDF Icon to 
Download the blank 
form.   

 
9. Use “Save As” under 

the File menu to save 
the document to a 
place where you’ll find 
it later. 

 
 

10. Fill in your information 
at the top of the form. 

 



11. Click the first box to 
load in your photo. 

 
 

12. Go to the folder where 
you saved your photos 
from your camera in 
step 1 and select the 
first photo. 

 
 

13. Repeat Step 11 and 12 
until all the photos are 
loaded into the form. 

 
 

14. Save the PDF File 

 



15. Go back to the course 
from step 8 and click 
the “Click Here to 
Continue” Button 

 
 

16. Click the “I have a 
completed PDF Form” 
Button 

 
  

17. Complete the Quiz 

 
 

18. Enter your full name 
and dealer code on the 
form near the bottom 
of the page 

 



19. Click Choose Files 

 
 

20. Find and double click 
the form you saved in 
step 14. 

 
 

21. Click Upload 

 
 

22. The Page should say 
Uploading 1 of 1 

 



23. Once done, it should 
give you a success 
message. 

 
 

24. If you don’t see a 
message like the one 
above. Click the 
“Having Trouble” 

 
 

Once your file is successfully uploaded, KPA will review your submission.  KPA 

will send out a follow up email to notify the dealership that a Preparation and 

Packaging Competency Evaluation has been approved. 


