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CARBTest Account Registration

1. Navigate to Carbtest.org and click on “Get started” button.

CLEAN
M TRUCK CHECK

CARBTEST REFEREE

Information Services Careers Contact L My Account

CARBTEST REFEREE

If you would like to request a CARBTest service appointment,
please register for an account.

Get Started — User Guide

About

College of Engineering -
A7~ CALIFORNIA Center for Environmental
: Al FESQUREES BOAHD Research and Technology

The California Air Resources Board (CARB) and the University of California Riverside Center for Environmental Research and Technology
(CE-CERT) have partnered to provide Referee services for the California Clean Truck Check. The Clean Truck Check Referee (or also referred
to as CARBTest) program’s mission is to provide independent evaluations of heavy-duty vehicles and services for vehicles with inspection
incompatibilities or compliance issues.

News

© 2023 CARBTest Referee. All Rights Reserved.

Figure 1. The “Get Started” button
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https://carbtest.org/

2. Click on "My Account".

" CLEAN
‘ TRUCK CHECK

Information Services Careers Contact
CARBTEST REFEREE

CARBTEST REFEREE

If you would like to request a CARBTest service appointment,
please register for an account.

Get Started — User Guide

About

College of Engineering -
A7~ C ALIFORNIA Center for Environmental
b AR RESOUREES BOARE Research and Technology

The California Air Resources Board (CARB) and the University of California Riverside Center for Environmental Research and Technology
(CE-CERT) have partnered to provide Referee services for the California Clean Truck Check. The Clean Truck Check Referee (or also referred
to as CARBTest) program’s mission is to provide independent evaluations of heavy-duty vehicles and services for vehicles with inspection
incompatibilities or compliance issues.

News

© 2023 CARBTest Referee. All Rights Reserved.

Figure 2. My account. If you already registered an account with carbtest.org, click on “My
Account,” then fill in your registered email and password to login.

3. Type in your email and password to login.

" CLEAN
‘ TRUCK CHECK
CARBTEST REFEREE

Email
Password

Remember me

Register Forgot your password?

Figure 3. The login page on CARBTest.org.
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4.

If you do not have an account, go ahead and click the "register” link on
the bottom right of the login page, then complete the fields: name, email,
password, and confirm password. click the "register" button.

" CLEAN
‘ TRUCK CHECK
CARBTEST REFEREE

If you would like to request a CARBTest service
appaintment, please register following the steps below.

Mame

|

Email

|

Password

|

Confirm Password

|

Already registered? @

Figure 4. The registration page.
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If you're already registered for an account, you may click the "already
registered?" link on the bottom right of the register page.

" CLEAN
‘ TRUCK CHECK
CARBTEST REFEREE

If you would like to request a CARBTest service
appaointment, please register following the steps below.

Mame
Email
Password

Confirm Password

Already registered? Register

Figure 5. How to return back to the login page.

You will be directed to the verify email page where you will be prompted
to check your email for a verification email. otherwise, you may click the

Page 5 of 46



“resend verification email’” button to resend the verification email to the
email inbox used at registration.

M CLEAN

TRUCK CHECK

CARBTEST REFEREE

Thanks for signing up! Betore getting started, could you verify
yvour email address by clicking on the link we just ermailed to
you? If you didn't receive the email, we will gladly send you
another

Please add our ernail address admin@®carbtast.org to your
contacts or whitelist to avold our emails being marked as spam.
Thank you!

‘ Resend Verification Email

Figure 6. The verification page.

Loy Cut

Please Note: Please ensure you've added admin@carbtest.org to your safe senders list per the
safe senders section of this guide. If you use a Microsoft email and you're still having issues
receiving the verification email - you may need to visit the website
https://security.microsoft.com/ to recover blocked emails.
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7. Check your registered email account for the verification email from
carbtest.org<admin@carbtest.org>, and click on the email. The

verification email will have the subject "Verify Email Address".

o
vahoo.’mﬂll Search your mailbox Q Account Info v ﬂ Sign Out  Home

Contacts Notepad Calendar Switch to the newest Yahoo Mail

Select All Actions v Apply Date: Newestontop v Apply

Inbox 10

- - |

Sent

[ carbtestorg

(7 Verify Email Address — 1:37PM &

Archive
Spam o
Trash ]

Figure 7. Email inbox page with verification email.

8. The verification email will have a "verify email address" button. Please click
the button to verify your account. Please check your spam or add
admin@carbtest.org to your whitelist to receive the verification email.

Verify Email Address

CARBTest Referee <admin@carbtestorg>

Tuie 127572023 2

er.
tic dowmload of some pectures inthis message.

CARBTest Referee

Hella!

Please click the button below to verify your email address.

' Wier v Ermainl Address ’

If yiour did mot create an account, no further action is required.

Regards,
CARETest Referee

If wou're havireg trouble chcking the “Verify Em ail Address™ button copy and paste the URL belaw inta your

'ddbe 1 e 3931 TR 135 adde 20eS 2

wih browser: hilpstest carbilestorg)

sxpergs=1 701 B BRSO gnaturs

Figure 8. The verification email.
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CARBTest Service Appointment Request

1. Once you finish Email Verification as described in the previous section, you
will be directed to your CARBTest log in page, where you will input your
registered email and password to log into your CARBTest account. You
can also log into your CARBTest account from the carbtest.org
homepage by clicking on “My Account,” then fill in your registered email
and password to log into your CARBTest account.

CLEAN
"" T e bometn Sk o Coma g
CARBTEST REFEREE I
If you would like to request a CARBTest service appointment,
please register for an account
About

[ College of Engineering -
/\\3\\ CALIFORNIA m Center for Environmantal
7 AIR RESOURCES BOARD

Research and Technology

‘The California Air Resources Board (CARB) and the University of Calfornia Riverside Center for Environmantal Research and Technolagy
(CE-CERT) have partnered to pravide Referee services for the Califoria Clean Truck Check. The Clean Truck Check Referee for alsa referred
10 85 CARBTest) i o heavy-duty and services i

incompatibilties or compliance issues.

News

Figure 9. CARBTest.org with the “my account” link shown at the top right

CLEAN
M TRUCK CHECK

EST REFEREE
Email

Password

Remember me

Register Forgot your password? m

Figure 10. Type in the email and password fields to login to your account on the carbtest.org
login page.
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2. Upon logging into your CARBTest account, you will be directed to your
account’s dashboard as shown below, click on “Get started ->"
pbutton.

’ CLEAN
[\ /] TRUCK CHECK

Information Services Careers Contact Dashboard (& @
CARBTEST REFEREE

CARBTEST REFEREE

If you would like to request a CARBTest service appointment,
please register for an account.

‘ Get Started — . User Guide

About

. College of Engineering -
A7~ CALIFORNIA Center for Environmental
. Al RESOUREEES BOARD Research and Technology

The California Air Resources Board (CARB) and the University of California Riverside Center for Environmental Research and Technology
(CE-CERT) have partnered to provide Referee services for the California Clean Truck Check. The Clean Truck Check Referee (or also referred
to as CARBTest) program’s mission is to provide independent evaluations of heavy-duty vehicles and services for vehicles with inspection
incompatibilities or compliance issues.

News

Figure 11. Once logged in, you will click “get started”.
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3. Then scroll down to access the dashboard page shown below. Click
the "+ New Vehicle" button to add your vehicle into your CARBTest.org
account.

“‘ TRUCK CHECK
Information Services Careers Contact Dashboard . C?
CARBTEST REFEREE

Please add your vehicle and create your action to schedule your
CARBTest Inspection

User Guide
My Actions
My Vehicles ‘ + New Vehicle ' r
Please Add Vehicle to proceed
VIN RELATION YEAR MAKE LICENSE I

You have no vehicles on your account. Add Vehicle

Figure 12. The "+ New Vehicle" button on the dashboard page.
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CARBTest Create Vehicle
1. Once you click the “+ New Vehicle” button, you will be directed to the
Create Vehicle page where you'll be able to input your VIN.

oV e

Information Services Careers Contact Dashboard | @ C?
CARBTEST REFEREE

Create Vehicle

A Home » Vehicles » Create Vehicle

Update Vehicle Information VIN
Add or update vehicle information Vehicle Identification Number b 3
Relationship to vehicle
Relationshi
P Select Relationship b 3
Plate Country
License
Plate * Select Country... *
Year Make
* Select Make... b
Vehicle
GVWR
%
Year Engine Manufacturer
Year * Engine Make... *
Family Number Displacement Cubic Centimeters
Engine @
9 *
Displacement Cubic Inches Displacement Liters
* *
Please select your prefered regions for CARBTest services
select all that apply *
Area

Preference Type in any additional location information (e.g. City, Zip code etc.)

| certify that information submitted is true and correct.

o -

Figure 13. The CARBTest "Create Vehicle" page is shown above.
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Create Vehic_l_e__

# Home »  Wehicles Create Vehicle

VIN
;..IF'.IL':IF‘:TL'.' Vehicle Information _
.l'|.|,|._| i | ||:-:f.j'_|' Wi r |_=|_' if ||:-||||.|||'_::|
1 foed i

P|.1I|_l C.r_ll_ul‘.r','
License

Yo i Make
Vehicle

GWVWR

Yo mr Engine Manufacturnes Engire Make Criher

Family Mumbsor Displacement Culbic Contimators Displacement Cubic Inches
Engine

Dapdacement Litéers

Figure 14. Upon entering a VIN, vehicle information populates in the blank fields.

2. Once you've completed the form, please ensure you check the box
stating, "I certify that information submitted is true and correct” as a
warning shows stating “The certify vehicle must be accepted”.
Otherwise, you will not be able to submit the vehicle information.

Type in any additional location information (e.g. City, Zip code etc.)
Area Preference

Relationship to vehicle

Vehicle Owner (not Operator)

that information submitted is true and correct.
ertertify vehicle must be accepted.

Figure 15. The checkbox to certify the information is correct.
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3. Click the "Save" button to continue.

Figure 16. The "Save" button.

) Vehicle saved
Your vehicle information was successfully

saved

Figure 17. A popup notification will show at the lower right. The description states, “Vehicle saved
Your vehicle information was successfully saved”.

Dashboard

@ Your vehicle has been added.

My Vehicles + New Vehicle My Actions
VIN RELATION YEAR MAKE UCENSE VIN ACTION TYPE
KS3085 Vehicle Owner (not Operator) 2019 FREIGHTLINER GW2300HM Zz 0

Figure 18. The banner shows at the top of the Dashboard page, “Your vehicle has been added”.
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"‘ CLEAN

TRUCK CHECK .
Information Services Careers Contact Dashboard (9
CARBTEST REFEREE —

Dashboard

VIN RELATION YEAR MAKE

LICENSE VIN

ACTION TYPE
KS3085 Vehicle Owner (not Operator) 2019 FREIGHTLINER GW2300HM =
FKa762 Vehicle Owner (not Operator) 2015 FREIGHTLINER 1234567GW £
432658 Operator (not vehicle owner) 2015 KENWORTH 12345567 £
438814 Other 2015 KENWORTH 1323435435 £

Welcome to
CARBTEST REFEREE

If you would like to request a CARBTest service appointment, please visit our schedule page

User Guide
© 2023 CARBTest Referee. All Rights Reserved.

Figure 19. Your Dashboard page will update with a list of vehicles.

CARBTest Create Action
1. View the right-hand side of the Dashboard page which has the My
Actions section. Once you've created vehicles, you can Click the “+ New
Action” button and assign actions such as assigning a referee tracking
number to a vehicle created (based on its VIN in the system).

My Actions { + New Action |

VIN ACTION TYPE I

Figure 20. The “+ New Action” button.
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" CLEAMN
[\ Bty

information  Services  Carcers  Contact  Deshboard .
CARBTEST REFEREE

<=« Create Action
@ Action Type 2 Profile Info 3 Vehicle Info 4 Extra Info Confirmation

Please select reason for your CARBTest service Request

Action Type
Select Action... v
Select Vehicle.... v

© 2023 CARBTest Referee. Al Rights Reserved.

Figure 21. The "create action" page.

2. Click and select the appropriate fields for the drop-downs for (1)
action type and (2) VIN.

CLEAN
"‘ TRUCK CHECK

Information Services Careers Contact Dashboard [ @
CARBTEST REFEREE
<=+ Create Action
© Action Type 2 Profile Info 3 Vehicle Info 4 Extra Info Confirmation

Please select reason for your CARBTest service Request

Action Type

Select Action. .. v ]

Select Action...
State-directed CARBTest testing
Engine change verification

Alternative fuel system retrofit verification

Motor home conversion verification

Parts Unavailability - Compliance time extension request
Test result dispute

Credentialed tester not available

Test incompatibility/Alternative test procedure
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3. Enter the (3) RTN (if needed) for your action type. You can find your
RTN on your CARB nofice. Please contact admin@carbtest.org and
provide your VIN if you're unable to locate your RTN.

‘.“ TRUCK CHECK )
Information Services Careers Contact Dashboard (-
<=+ Create Action
@ Action Type 2 Profile Info 3 Vehicle Info 4 Extra Info Confirmation

Please select reason for your CARBTest service Request

Action Type

State-directed CARBTest testing v

Select this option if you received a notice from California Air Resources Board (CARB) directing your vehicle for
CARBTest testing. The vehicle must be inspected by CARBTest within the period specified in the CARB's notice.

3AKJHHDR3KSKS3085 v

Referee Tracking Number (RTN)

rtn3085

Figure 22. Click the "next" button on the "create action” page.

If No Vehicles are added under your Account

If you select the “Create Vehicle...” option from the dropdown, the create
vehicle page will populate to update vehicle information (See page 70).

If an Existing Vehicle is added under your Account

If there's a vehicle already added, you will be able to select a VIN from the
“Select Vehicle"” dropdown.
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4. After entering your (1) action type, (2) VIN, and (3) RTN, and clicking
“next”, you will be directed to the “Update Profile Information”. You
may update your: Display Name, First Name * (required), Last Name *
(required), Company * (required), Mobile Phone, Home Phone, Work
Phone (* at least one phone number is required), and emaill, if
necessary, on the Profile Info step.

" CLEAN
‘ TRUCK CHECK i X
Information Services Careers Contact Dashboard [
CARBTEST REFEREE
<=« Create Action
@ Action Type @ Profile Info 3 Vehicle Info 4 Extra Info Confirmation

Update Profile Information
Update your account’s profile information and email address.

Display Name
First Name
Last Name
Company

Phones

Mobile obile F ; I Allow SMS*
Home i F Allow SMS*

Work : Allow SMS*

*Message and data rates may apply

Email

Figure 23. Profile info page.
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Information Services Careers Contact Dashboard | @
CARBTEST REFEREE
<=« Create Action
@ Action Type @ Profile Info 3 Vehicle Info 4 Extra Info Confirmation

Update Profile Information

Update your account's profile information and email address.

Display Name
O]
The name field is required.
First Name
O]
The First Name is required.
Last Name
O]
The last name field is required.
Company
©
The company field is required. .
Phones
Mobile Mobile Phone number Allow SMS*
Home Home Phone number Allow SMS*
Work Work Phone number Allow SMS*
You must provide at least one phone number.
*Message and data rates may apply
Email
B3 Emai 0]

The email field is required.

. -

Figure 24. Required fields are highlighted in Red.
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5. After completing your profile information, you will be directed to the
Vehicle info page. Please complete the form to the best of your ability.
After completing the fields, click “I certify that information submitted is
true and correct” and then click “save”.

Information Services Careers Contact Dashboard

' CLEAN
‘ ‘ TRUCK CHECK @
.

CARBTEST REFEREE

<=« Create Action

@ Action Type © Profile Info & Vehicle Info 4 Extra Info Confirmation

Update Vehicle Information
VIN: 3AKJHHDR3KSKS3085

Add or update vehicle information

Relationship to vehicle

Relationship

Vehicle Owner (... = %k
Plate Country State
Licens
RIS GW2300HM % | Other < % | | Other < %k
Year Make
2019 % FREIGHTLINER X Xk
Vehicle
GVWR
Class 8: 33,001 Ib and above (14,949 kg and above) %
Year Engine Manufacturer Family Number
2019 X 2k other X X 12345
Engine @
Displacement Cubic Centimeters Displacement Cubic Inches Displacement Liters
14800 % 903.151412602030 % 14.80 %

Please select your prefered regions for CARBTest services

1 Riverside Co... x P

Area Preference
Type in any additional location information (e.g. City, Zip code etc.)

information submitted is true and correct. ¥
I

Figure 25. Vehicle info form, certify checkbox, and "save" button.
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6. After completing the vehicle information, you will be directed to the
“edit action” page here you may upload any requested documents.
Click the “Schedule Now" button.

CLEAMN
ﬂ TRUCH CHECH ; ) i . 5 @

- .
Edit Action
A Hosm Edit &
Seh A f
Stata-directad CARBTast te ting CREATED Su g [ I 1 [
alovi) =
A
License
Oither
Crthar Mo file chosen m
Crewted L. LA el

1 second ago Wehicle info updated u-\--
1 manute #g0 Action crpated 'vr-

Showing 2 resulis

MALA( Enian RELATION

PRIGARY USER FENDENG INVITE

Figure 26. Edit action page. From your Dashboard, you can also edit your action. From the
edit action page, going clockwise - you can schedule an appointment, upload requested
information, see the history of your action, view your account information, and view your
vehicle information.



7. Upload the required supporting documentation for your selected
action type. A PDF will be sent you via email from admin@carbtest.org
identifying the required items. Click the “Submit” button to upload

those items.

Supporting Documentation

Upload new File or Choose from my library

Description

File description of comment

Choose File No file chosen

Figure 28. The "Supporting Documentation” section at the top right of the "edit action” page. The
“Submit” button.

CARBTEST REFEREE

‘Action Type Requested Responses and Documents

[ m CLEAN
TRUCK CHECK

Figure 27. There are 8 different PDF(s) showing information required to verify your appointment based
on the action type. Please upload the requested images and documents on your carbtest.org
dashboard (edit action page) for a faster inspection service.
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8. After you click the “Schedule Now" button on the “edit action” page,
you may see the Calendar not load on slower connection speeds.

<=« Schedule An Appointment

# Home Schedule An Appointment

Trouble viewing this page?

Figure 29. If your schedule appointment page does not load, refresh the page with the steps
below.
9. You may need to refresh your page. Please either 1) Click the “Reload”
button to the left of the address bar where the site is typed in or 2)
Right Click > “Reload” on the page. Or 3) click the “Refresh Page”
button as seen in “Figure 29"

&< (] il test.carbtest.org

Figure 30. the "reload" button on the left-hand side of the address bar shown above. Click the
“reload” button.

Page 22 of 46



See image on the left. If you right click
on the page, you will be given the
option to Reload the page on the third
Brint row down.

Cast.. Ctri+R

Search images with Google

Send to your devices YOU can O|SO hO|d The bUTTOhS “CTRL”
Create QR Code for this page and “R" on your keyboard to Reload
Translate to English the page.

Get image descriptions from Google

View page source
Inspect If neither of those work, try clicking the
reload button next to the address bar.

Reload

Sawve as...

Figure 31. right-clicking on the page will show
as the 3rd option down, a "reload” option. click
“reload”.
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10.0n the scheduling page, select your preferred testing location in the
dropdown menu and click on *Submit”.

"‘ELEAN

TRUCK CHECK

Information Services Careers Contact Dashboard
EEEEEEEEEEEEEEE

- @®
« Back

Schedule An Appointment

# Home Schedule An Appointment

‘Which location would you like to schedule *

Schedule your CARBTest

Appointment
-

© 2023 CARBTest Referee. All Rights R

Figure 32. The schedule your CARBTest appointment page.
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11.Select available date/time.

CLEAN
"‘ TRUCK CHECK

CARBTEST REFEREE

Information Services Careers Contact Dashboard

<=« Schedule An Appointment

# Home » Schedule An Appointment

Select a Date & Time

< December 2023 >

SUN MON TUE WED THU FRI

Southern California

CARBTest Appointment s 4 5 & 7 8
® 1hr 10 il 2 13 14 15
CE-CERT: 1084 Columbia Ave., Riverside,
@ CA 92507 17 18 19 20 21 22
24 25 26 27 23 29
Time zone

® Pacific Time - US & Canada (1:03am) =

Figure 33. The CARBTest Appointment page.
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12.Click on the “accept” checkbox after entering your details. Click the

“Schedule Event” button to confirm the CARBTest service
appointment.

SFRCLEAR

= Schedule An Appointment

- Entei Datails

CARBTest
Appointment

Figure 34. The checkbox to “accept” the terms and the "Schedule Event” button.

Page 26 of 46



13.Your CARBTest appointment schedule confirmation page.

Confirmed

You are scheduled with Southern California.

@ CARBTest Appointment
5 9:00am - 9:50am, Monday, July 10, 2023
® Pacific Time - US & Canada

@ CE-CERT: 1084 Columbia Ave., Riverside, CA 92507

A calendar invitation has been sent to your email address.

Figure 35. A scheduling confirmation email will be sent
to the email you provided. To modify your
appointment, you can click the "cancel" or
“reschedule” link in your email.

Figure 36. CARBTest appointment schedule confirmation page.

14.Check your email for the scheduling confirmation. If you do not see the
email in your inbox, please also check your spam (junk) box. In
addition, please add our email
address schedulingcoordinator@carbtest.org to your contacts or safe
senders list to avoid our emails being marked as spam in the future.
Please also check https://security.microsoft.com/ if you don’t see the
email.

Event Name: CARBTest Appointment

Location: CE-CERT: 1084 Columbia Ave., Riverside, CA 92507

VIN: WD3PEBCDIHP540277

- Please complete the CARBTestLorg Pre-inspection Form (htips://forms.gle/SqKLckESauFyYNgM8) . This must be completed prior 1o your scheduled appoiniment time. If you have any questions, please contact admin@carbiest.org. Thank you!

Need 1o make changes 1o this event?

Cancel: hups://calendly com, dbfofd-1334-462f-8f7d-c43e3b32fdbe
hups://calend! i dbfofd-1334-462f-8f7d-c43e3b32fdbe

When
Monday Jul 10, 2023 - 4pm - 4:50pm (Pacific Time - Los Angeles)

Location

CE-CERT: 1084 Columbia Ave., Riverside, CA 92507
View map

Guasts

View all guest info

Reply for phuong.ho@arb.ca.gov
Yes | No | Maybe

More options

Figure 37. The scheduling confirmation email.
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CARBTest Service Appointment Cancel/Reschedule

1. Click on the calendar invitation email in your email’s inbox.

|'| ’m il Search your mailbox Account Info v
yﬂ e y

Inbox Contacts Notepad Calendar Switch to the

Select All M Delete € Spam  Actions v Apply 1 Date: Newestontop v Apply 1
| Inbox a schedulingcoordinator@ca ¢ Invitation: 3HSYZAPROGN408293 Southern California CARBTest Appo’ 2:48PM

Drafts a Carbtest.org 17 Verify Email Address 1:37PM m
Sent

Archive

Spam o

Trash o

Figure 38. The calendar invitation email shows your appointment has been requested.
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2. Click on Cancel/Reschedule URL links to cancel or reschedule your
appointment.

. Inbox Contacts Notepad Calendar
I 4\ Reply < Reply All ® Forward T Delete € Spam Actions v  Apply

Invitation: 3HSYZAPROGN408293 Southern California CARBTest Appointmen... @ Tue Jun 27, 2023 9
am - 9:50am (PDT),
schedulingcoordinator@carbtest.org <schedulingcoordinator@carbtest.org>

To:

2Files 3.7kB  Download All

ics 2ol 28]

invite.ics (No name)
Download Download

Event Name: CARBTest Appointment

Location: CE-CERT: 1084 Columbia Ave., Riverside, CA 92507
VIN: 3HSYZAPROGN408293

Need to make changes to this event?
Cancel: https://calendly.com/cancellations/c8167fd4-faa9-4abc-85d9-dc92aafe7e06
Reschedule: https:/icalendly.comireschedulings/c8167fd4-faa9-4aéc-85d9-dc92aafe7e06

When
Tuesday Jun 27, 2023 - 9am - 9:50am (Pacific Time - Los Angeles)

Location

CE-CERT: 1084 Columbia Ave., Riverside, CA 92507
View map

Figure 39. You may click the cancel or reschedule links in your scheduling email to make
changes to the appointment.
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CARBTest Contact

1. If you have any questions or concerns, please direct your questions to either
admin@carbtest.org or complete our message inquiry form on the contact page.

“‘ TRUCK CHECK . .
Information Services Career: L My Account
CARBTEST REFEREE

Figure 40. The fourth link on the navigation menu is shown above allowing you to navigate to the
“Contact” page on carbtest.org

Contact

Please fill out the online contact form below and we will
contact you. l

Contact information
& D

Your Message

| |

Please add our email address ( admin@carbtest.org)

to your contacts or whitelist to avoid our emails being

marked as spam. Thank you!

® 2023 CARBTest Referee. All Rights Reserved.

Figure 41. The “Contact” page has a form you can fill out with the following: Name*, Phone*,
Email*, Select a reason*, and Your Message. It's recommended to add our email address
admin@carbtest.org to your whitelist, so our emails go to your inbox instead of spam. Once
again, you can also check https://security.microsoft.com/ to recover the verification email in
case the email was quarantined (if you use a Microsoft email).
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Select a reason®

CARBTest scheduling

[ IS-:.'nrch here

CARBTest scheduling

CARBTest appointment eligibility

State-directed CARBTest testing

Engine change

Alternative fuel system retrofit

Motor home conversion

Parts unavailability compliance time extension

Test result dispute

Credentialed tester not available

Inspection incompatibility/alternative test procedure

Other

Figure 42. The dropdown
provides the following options:
CARBTest Scheduling,
CARBTest appointment
eligibility, state-directed
CARBTest testing, engine
change, alternative fuel
system retrofit, and motor
home conversion. Under
Select areason*, click on the
arrows to view a dropdown
with the reasons for
contacting CARBTest.
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Select a reason®

CARBTest scheduling

<)

[ ISearch here

CARBTest scheduling

CARBTest appointment eligibility

State-directed CARBTest testing

Engine change

Alternative fuel system retrofit

Motor home conversion

Parts unavailability compliance time extension

Test result dispute

Credentialed tester not available

Inspection incompatibility/alternative test procedure

Other

Figure 43. The dropdown
provides the following options:
CARBTest Scheduling,
CARBTest appointment
eligibility, state-directed
CARBTest testing, engine
change, alternative fuel
system retrofit, and motor
home conversion.
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Contact

Please fill out the online contact form below and we will
contact you.

Contact information

Masrree® Select a reason®

Phane* Your Message

Re=st

Email*

The message must be at least 10 characters

Please add ouwr emg

dedrigss | :ldminﬂcarblcs‘l..nrg'

telist to avoid our omails :.--
you! t

D youir CoOnacts or

marked as spam, T

Figure 44. You must type at least 10 characters in the message box. This feature helps to prevent
spam, so please enter a message longer than 10 characters. Once you've clicked the “submit”
button, our CARBTest team will reach back out to you within 24 to 72 hours.
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How to Add admin@carbtest.org Email to Your Safe Senders List

Microsoft Web Email instructions
Microsoft Link to Steps: Add recipients of my email messages to the Safe Senders List -

Microsoft Support

1. Login to your Microsoft Web Email

2. Click Settings Gear icon at the top right of your page

Figure 45. The settings icon.

3. A popup window appears with your Email Settings on the “Layout” option

Settings | Layout

Q ISearch settings * Compose and reply
Smart suggestions

8% Genaral
Attachments

| & Mail

_ Rules

Calendar
Sweep

&2 People
Junk email
Quick steps

Customize actions
Sync email
Message handling
Forwarding
Automatic replies
Retention policies
S/MIME

Groups

Layout

Focused Inbox

Do you want Outlook to sort your email to help you focus on what matters most?

O Sort messages into Focused and Other

O Don't sort my messages

Text size and spacing

This will change the font size and number of messages.

O small
O Medium
© Large

Message organization
How do you want your messages to be organized?
@ Show email grouped by conversation

O Show email as individual messages

Arrange the reading pane

O Newest on top

@ Newest on bottom

P

Figure 46. Email settings popup window.
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4. Click Junk email, it should be the 7th option down under the “Mail” tab

Attachments
I iae Mail
Rules
Calendar
Sweep
22 People
Figure 47. Junk email option. I
5. Click + Add
Settings Layout Junk email Reminders Dismiss all X
@ Search settings X Compose and reply
—_— 7 Blocked senders and domains = Meeting to Discuss Technica...
Smart suggestions 9:00 AM Microsoft Teams M...
{83 General Move email from these senders or domains to my Junk Email folder.
I Attachments
Mail
Calendar This list is empty.
Sweep
&2 People
I Junk email
Quick steps

Customize actions
Sync email
Message handling

. Safe senders and domains
Forwarding

. Don't move email from these senders to my Junk Email folder.
Automatic replies

Retention policies O Search list

5/MIME ad carbtest.org & W
Groups

Figure 48. The "Add" button.

6. Type admin@carbtest.org to add the email to your safe senders list, press
the “Enter” key. Scroll down and click the “Save” button

Page 35 of 46



Safe senders and domains

Den't move email from these senders to my Junk Email felder.

Add b arch |
>
E...'n“i'.!:'-:br'.' 3@ fourthooffee.com for sender, fourthcoffee.com for domain.
ad gcarbtest.org &
Filtds

Only trust email from addresses in my 5afe senders and domains list and Safe mailing lsts

::I Trust email from my contacts

Reporting

When reporting phishing or junk, always ask me before sending a report.

Discard

Figure 49. The textbox to enter an email for your safe senders list.

The “Save” button.

Microsoft Outlook Desktop Instructions
Link to Guide on Outlook Safe Senders List: How to Add to Safe Senders Lists

1. View Home or Default view of Microsoft Outlook Desktop

File Home Send / Receive View

]m[[}elete‘f =1 Aarc
— 8 [ aar *

Figure 50. Home tab of Outlook Desktop.

Iﬂ Mew Email ~

Fle  Home  Send/Receive  View  Help  Acrobat

7 NewEmail ~ | [i Delete v [=] Archive [I] Move~ | € Reply <) ReplyAl —> Forward ) Unread/Read BB~ [ -

BB Logos andSi... |

e |8 -

AV Read Aloud ‘ e

B ‘ & Save Attachments | -+-

S 9 © Haar =
Figure 51. The full taskbar view.
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2. Click 3 dots on the actions bar at the top of Outlook

YV~ | A Read Aloud ‘ k. ‘ aks | L S-aveATtachmenE@ .

Figure 52. The "more commands" option.

3. Under the “Move & Delete” category, click Junk, then click Junk e-mail options...

> | £ Block Sender
altech.com= 5 > Mever Block Sender

. i
omer Service: @ Julie Khov: @ Tom 5 Never Block Sender's Domain (@example.com)

@ Meeting Mever Block this Group or Mailing List

k here to find all related messages or

CEh Reply with IM = —
LE) Reply All with IM @ Junk E-mail Options...
2= Forward as Attachment ‘ — A '

d in December 2021, or is there s O\‘D call ’
Speech

wide open for scheduling right n

A) Read Aloud |=j

Google Drive

r & Save Attachments

nber...

Figure 53. Microsoft Outlook Desktop Home view and the taskbar with the “...” dropdown menu.
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4. A pop-up window of junk email options appears. Click the “Safe Senders”
tab. Click the “Add” button. Type “admin@carbtest.org” as a safe sender

email address.
5. Click "OK”

Options Safe Recipients Blocked Senders International

addresses or domain names on your Safe Senders List will
reated as junk email.

Add address or domain

Enter an email address or Internet domain name to be
added to the list.

.
\admm@carhtest.nr@

Examplesumeone@example.com or @example.com [

Dm FilE.i-
Cancel |-
o File...

i

[] Also trust email from my Contacts

D Automatically add people | email to tigmsafe Senders List

Apply

Figure 54. The “Junk Email Options” window and the “Safe Senders” tab.
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Gmail Instructions
Link fo Guide on adding an email to your safe senders list via Gmail: How To Add Email
Addresses To Your Safe Senders List On Gmail - tinyEmail® Marketing Automation

1. Click “Show search options” icon within your search engine box at the top
right of your Gmail inbox

Q, Search in mail

ne—

2. Inthe “From” field, type admin@carbtest.org. Click “Create filter”.

Q, Search inmail

S ————.

From admin@carbtest.or

To
Subject

Has the words

Doesn't have

Size greater than - MB -
Date within 1day - =
Search All Mail -

[0 Hasattachment

e
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3. Click the check box “Never send it to Spam™ Once marked click “Create
filter”.

Q, from:(admin@carbtest.org)

When a message is an exact match for your search criteria:

Skip the Inbox (Archive it)

Mark as read

Apply the label: Choose label... -

Forward it to: Choose an address... = Add forwarding address

e

O

O

O starit

O

O

[0 Deleteit

ever send it to Spam
Always mark it as important
MNever mark it as important

Categorize as: Choose category...

[0 Also apply filter to 4 matching conversations.

Mote: filter will not be applied to old conversations in Spam or Trash

®© Learnmore Create filter

Matches: from:(admin@carbtest.org)

dit delete
Do this: Never send it to Spam .

Figure 55. “Never send it to spam” Gmiaiil filter setting.
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Microsoft Defender Instructions (Email Quarantine/Security)

Even after adding an email address to your Safe Senders list, it may sfill be blocked due
to Microsoft Defender blocking initial / new email senders that are unfamiliar (email
senders that have not been repeat contacts).

Link to Microsoft Defender: https://security.microsoft.com/

Link to Instructions: https://learn.microsoft.com/en-us/microsoft-365/security/office-365-
security/tenant-allow-block-list-email-spoof-configure eview=0365-worldwide

1. Click the link to Microsoft Defender

2. Select the email from admin@carbtest.org

&« G (3  httpsy/security.microsoft.com/quarantine?viewid=Email&id=764150fe-e57e-419-56d2-08dc111a0261%5C7 14bf4f2-4221-b7dc-f1b5-2c3... A ¥ m &= @ B/ -

i1 Microsoft Defender

Figure 56. Microsoft Defender Quarantine page.
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3. Popup window appears in your browser to verify the email address. Click the
release email' button. Check your inbox for the recovered email from

admin@carbtest.org
I ) & https://. com/quarantine?viewid=Email&id=764150fe-e57e-419e-56d2-08dc11130261%5C714bf4f2-4221-b7dc-f1b5-2c3.. A ¥ m &= @ 9
Microsoft Defender £ Search ?
i L X
Verify Email Address
~ Relea@email View message headers -+
Quarantine N

Received
Jan 12, 2024 8:55:1

Expires
Feb 11, 2024 8:55:11 AM

Subject Quarantine reason
Verify Email Addr Spam

Policy type Recipient count
Anti-spam policy 1

Figure 57. “Release email” button in Microsoft Defender.
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