
 
 
We have recently provided all Team Members with creden�als for Vortex.  Vortex is your home for key 
informa�on like policies, procedures, and great Team Member informa�on.  And, beginning June 1, 
2023, it’s the place to go for Read & Signs.  More on Read & Signs later, first let’s get you into Vortex! 

Vortex Login Website URL: 

htps://execavia�on.vortexcms.com/vortex/ 

 

 
 
 
 
 
Username:    (provided via email) 
Temporary Password:   (provided via email) 
 
 
You will be asked to choose a new password 
the first �me you log in.  Make it unique, 
but something you will remember. 

 

Once you log in, you will end up on your Dashboard page: 

1. Click on Portal to see all the informa�on available to you, broken down by category 
2. Click on Training to see training and Read & Signs assigned to you.  You will see whether they are 

Due or Completed 
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Accessing Read & Signs 

Beginning June 1,2023, Vortex will be your home for all Read & Signs. This enhancement puts Read & 
Signs in one place accessible 24/7 online.  No more paper Read & Signs and tracking sheets anywhere in 
our network!  Leaders will also be able to see, in real-�me, how everyone is doing at keeping current. 

You will receive no�fica�ons of new Read & Signs to your Execu�ve Avia�on or iLEARN email.   Although 
the Read & Sign is atached to the email, you must follow the link to complete the Read & Sign process. 
The process is outlined below this sample email. 

 

When you log-in to Vortex, you will be taken to your dashboard that will allow you to access modules 
that have been assigned based on access requirements associated with each team members posi�on. If 
you believe there is a module that you require access to please review with your manager. An advisory of 
new Read & Signs will be visible right from your Vortex Dashboard along with any training items you 
have due. 

 

 



 
 
If you have a Read & Sign due, simply click “View” which will take you to your Training Due page which 
shows you your Read & Signs along with training items: 

 

Click on the Read & Sign �tle to be taken to a summary box that gives you basic details of the Read & 
Sign along with a link to the document in PDF format. To complete the Read & Sign follow the steps 
below: 

1. Read the summary 
2. Click on the Read & Sign link to view the PDF document (It will open in a new browser tab) 
3. When you have finished the Read & Sign and understand it fully, close the browser tab with the 

document to return to the main Read & Sign page 
4. On the Read & Sign Summary box, click the “I have read and understood this training” box and 

then Save 
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To access your complete and due Read & Signs directly from Vortex: 

 
 
 
 
Go to your Vortex Dashboard and click 
on Training 
 

 
 

 
 
1. For completed Read & Signs click on 

“View Training Records 
 

2. For Read & Signs that you have not yet 
completed click on “View Your Training 
Due”. From the list you will be able to 
iden�fy Read & Sign items by the �tle 
which will always start with “READ & 
SIGN” 

 
 

Why should you check Vortex frequently? 

Like the Read * Signs, we are adding new features to Vortex all the �me.  The Portal is also updated 
rou�nely with new policies and procedures, web links for key systems, informa�on on Team Member 
travel benefits and perks, and even a key contacts list so you know who to reach out to with ques�ons.  
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