
1. Accept Invite
• Look for an email invitation 

from noreply@rostertail.com


• If you don’t see an invite, ask 
Ryan or Jim to invite you, and 
provide your email address

mailto:noreply@rostertail.com


2. Create Account
• Provide your full name, email, 

and create a password



3. Confirm your Email
• Look for another email to 

confirm your email



4. Join Team
• Accept the Invite to join the 

ORCA team



5. Edit Profile
• Click on “My 

Profile” in the 
navigation bar


• Click “Edit”



6. Enter Contact Information
• Fill out your 

contact 
information


• Hit “Save” for 
each field you edit



7. Enter Capabilities
• Fill out your capabilities


• Hit “Save” for each field 
you edit



8. Add Qualifications
• Go back to “My Profile” 

in the navigation bar


• Scroll down to the 
“Qualifications” section


• Click “Add Qualification”



9. Select a Qualification
• Search or browse 

for the 
qualification 
you’re looking for


• The list is 
paginated, so you 
can navigate to 
page 2



10. Provide Qualification Details
• Enter “Completed on” 

date


• Enter “Expires on” if 
relevant


• Upload proof of 
completion (certificate, 
license, etc.)


• Click “Create 
Qualification 
Assignment” button


