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1. INTRODUCTION

The DHS/FEMA National Training and Education Division (NTED) has recognized the need for
a comprehensive, centralized database of training participant numbers and training evaluations to
enhance its ability to manage the quality of its sponsored courses and provide performance
reporting.

The RES is a dedicated system to efficiently receive the following information from all training
providers:

o Student Registration information
o Level One: Post course evaluation

e Level Two: Pre-and-post performance test



2.

OBTAINING USER ID AND LOGIN

The following section describes how to obtain a user login to the RES application.

1.

2
3
4.
5

Launch the RES by navigating to https://www.firstrespondertraining.gov/res

The RES Login screen appears (see Figure 3-1).
Select the “Register for a New Account” link below the Login button.
The Request Account page appears (see Figure 2-1).

Fill in all the fields, select your security questions, and add any additional comments or
notes then click Submit.

You will receive an email from res@dhs.gov that confirms that your request has been
received.

Close your browser.

The RES Help Desk will verify the account information and, if approved, activate your
account.

You will receive an email from res@dhs.gov notifying you that your account has been
activated.

land Security (DHS), Federal Emergency Management Agency (FEMA)
torate (NPD), National Integration Center (NIC),
tion Secretariat, Training Operations (TEL/TO)

Register for a New User Account

* Fields displayed in bold * are required and must be completed.

User ID:* ] Check availability

# Please use the following combination to create an UserlD: last name_first name (e.g. Smith_John)

% Password must be between 8-12 characters in length and consist of at least one uppercase letter, one lowercase lefter, atleast one numeric (0-9) character, and at
least one special character (| @.%, 8, %, %%, (,)).

User Role: * [Flease select a User Role |

Security Question: * [Please select a Security Question

Answer:* |

Security Question: * IF‘\ease select a Security Question

Answer: * [

Comments/Hotes:

Figure 2-1: RES Request Account Page


https://www.firstrespondertraining.gov/res
mailto:res@dhs.gov
mailto:res@dhs.gov

3. LAUNCHING THE RES
The following section describes how to initiate the RES application.

1. Launch the RES by navigating to https://www.firstrespondertraining.gov/res

2. The RES Login screen appears (see Figure 2-1).

3. Enter the appropriate User Name and Password and click Login to enter the website.

ERf o The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
) National Preparedness Directorate (NPD), National Integration Center (NIC),

Training and Exercise Integration Secretariat/Training Operations (TEI/TO)

Login .

UserlD:
Password:

Note: Password is case sensitive

Login
Forgot Password? | Reaister for a New Account

~ Warning. This system is for the use of authorized users only. Individuals using this computer system without authority, or in
excess of their authority, are subject to having all of their activities on this system monitored and recorded by system personnel.
In the course of monitoring individuals improperly using this system, or in the course of system maintenance, the activities of
authorized users may also be monitored. Anyone using this system expressly consents to such monitoring and is advised that if
such monitoring reveals possible evidence of criminal activity, system personnel may provide the evidence of such monitoring to
law enforcement officials

Figure 3-1: RES Login Page
Note: The Password is case sensitive


https://www.firstrespondertraining.gov/res

4. RES HOME PAGE

Once the user successfully logs into

the RES, the Home Page is displayed. (see Figure 4-1).

¥ FEMA

Home Logout Help  Course Schedules

The S Department of Homeland Security (DHS), Federal Emergancy Management Agency (FEMA)
National Preparedness Directorate (NPD), National Integration Center (NIC),
Training and Exercise Integration Secretariat/Training Operations (TETO)

Forms Submissions Status Reports User Profile Admin

Welcome to the Registration and Evaluation System (RES)

s in Successfi
Please use the navigation above to get started Login Successful

The DHS/FEMA Training and Exercise

training evaluations ta enhance its ability to m

% Student Registration information
% Level One: Post course evaluation

#* Level Two: Pre-and-post performance test

Download Forms

This module provides users an
interface to download the DHS
standard forms:

* Batch Header form
* Registration form
% Level | Evaluation form

(TEN the need for a comprehensive, centralized database of training participant numbers and
anage the quality of Ns spunsured courses and provide performance reporting

The RES is a dedicated system to efficiently receive the following information from all training providers:

Data Submissions Track Status Of An XML View Reports

This madule provides users the This module provides users the This module provides users a
ability to manage course information ability to view and track the status of reporting interface to view system
and Submit AL files to the RES their uploaded XIL files.

agenerated reports
% Submit Course Schedules
* Upload XML forms

Figure 4-1: RES Home Page

The RES Home Page serves as the entry point into the RES. It provides information about each

module so the user can become famili

ar with the functionality available in the system and on

each screen. From the RES home page, the user can access all of the system’s modules using the

RES toolbar, which is displayed at all

5. FORMS MODULE

times.

The Forms module provides users with an interface to download the DHS standard Batch
Header, Registration, and Level 1 Evaluation forms. The right side of the screen also includes
detailed instructions to submit forms to the scanning contractor, Quality Associates, Inc. (QAI).

1. The forms module can be acce
RES toolbar.

ssed by clicking on the Forms box or the Forms tab on the
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@ ubmissions Status Reports User Profile Admin

‘Welcome to the Registration and Evaluation System (RES)

Please use the navigation above to get started

% Student Registration information

Download Forms Data Submissions

This module provides users an
interface to download the DHS
standard forms:

This module provides users the
ability to manage course information
and Submit XML files to the RES:

% Batch Header form
% Registration form
% Level | Evaluation form

% Submit Course Schedules
% Upload XML forms

Home Logout Help Course Schedules

The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
National Preparedness Directorate (NPD), National Integration Center (NIC),

Training and Exercise Integration Secretariat/Training Operations (TEI/TO)

Login Successful

The DHS/FEMA Training and Exercise (TEI) the need for a comprehensive, centralized database of training participant numbers and
training evaluations to enhance its ability to manage the quality of Ils sponsored courses and provide performance reporting.

The RES is a dedicated system to efficiently receive the following information from all training providers

Track Status Of An XML View Reports

This module provides users the This module provides users a
ability to view and track the status of reporting interface to view system
their uploaded XML files. generated reports.

Figure 5-1: RES Home Page (Select Forms Module)

2. The Forms Module is displayed.

G

O \a»

i1 Submisgions Stalug Reports Usger Profile Admin

0 Download Forms

This module provides users an interface to download the DHS standard Batch
Header, Registration, and Level | Evaluation forms.

* FEMA Form (f4-0-f Standard Course Batch Header Form

This farm serves as the cover sheetwhen submitting data to the scanning
contractar.

FEMA Form 0f4-0-4 Standard Course Form

Each student must complete a registration form, which will collect all student
informatian,

EEM#A Form 064-0-5 Standard Course Lewvel | Evaluation Form

This form collects student's ratings and evaluation of the course and
instructors

Paperwark Reduction Act Statement
Public reporting burden far this data collection is estimated to average 5to 1
hours per response. The burden estimate includes the time for reviewing
instructions, searching existing data sources, gathering and maintaining the
needed ﬂa(a and completing, and Suhmmlng this farm Thls collection of
information is reguired for vetting the attendees and

Home Logout Help  Course Schedules

The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency
FEMA Protection and National Preparedness (PNP), National Freparedness Directorate (NPD)

National Training and Education (T}, National Training and Education Division (NTED)

6 Submit forms

Far users that will not be scanning their own forms, please fallaw these
instructions to submit farms to the Scanning Contractar:

Collect all Registration and Level | Evaluation forms for each class.

The designated Bateh Preparer must complete ONE Bateh Header form per
class.

The Batch Header form should be used as the coversheet and placed on top
ofthe Registration and Evaluation Torms for sach class. Each batch of forms
should be secured with a hinder clip. Please do notuse staples or bker
bands to bind the batches and do not fold any of the pages. Multiple batches
can be sentto the Scanning Contractor within the same package

Submit farms ta the Scanning Contractar:

RES Project

Quality Associates, Inc

81E1 Maple Lawn Bl Second Floor
Fulton, MD 20759

(443) 5394833

Send an email notifying the Seanning Contractor

goals. You are notreguired to respond to this collection of information unless it
displays a valid OMB control number. Send comments regarding the accuracy
ofthe burden estimate and any squesllons far reducing this burden to

Callection of Homeland Security,
Federal Emergency Managemenmgency‘ 1800 South Bell Street, Arlington, ¥A
20588-3005, and Paperwork Reduction Project (1 660-NEV). NOTE: Do not
send your completed form to the above address.

com) that & package o forms has been sent,
Please include the tracking number and your contact information in the email

Keep track of the packages that have been sentto the Seanning Contractor by
maintaining the corresponding shipment fracking numbers.

Once GAl receives the package of forms, they will send a Chain of Custody
email ta the Training Provider Paint of Contact and the Batch Preparer listing
the batches of forms that were recefved

Figure 5-2: RES Forms Module

3. The standard DHS forms can be downloaded by clicking on the links in the “Step 1
Download Forms” section located on the left side of the screen.

4. The forms can either be printed and filled out entirely by hand or certain sections can be
filled out before printing. The entire Batch Header form can be filled out on screen as
well as Part 1 of the Registration form and Evaluation form. (See Figure 5-3)



DHS/FEMA/PNP/NPD/NTE PAPERWORK BURDEN DISCLOSURE NOTICE OMB Control Number: 1660-NEW
National Training and Education Division (NTED) FEMA Form 064-0-6 Expiration Date: 00/00/0000

Public reporting burden for this data collection is estimated to average .5 hours per response. The burden estimate includes the time for reviewing instructions, searching existing
data sources, gathering and maintaining the needed data, and completing, and submitting this form. This collection of informatien is required and mandatory to measure
performance goals. You are not required to respond to this collection of information unless it displays a valid OMB control number. Send comments regarding the accuracy of the
burden estimate and any suggestions for reducing this burden to: Information Collections Management, Department of Homeland Security, Federal Emergency Management
Agency, 1800 South Bell Streat, Arlington, VA 20598-2005, and Paperwork Reduction Project (1660-MEW). NOTE: Do not send your completed form to the above address.

BATCH HEADER FORM

Fields displayed in bold* are required and must be completed. Please print characters in CAPITAL LETTERS only using BLACK ink.
[Part 1: Course Information

Training Provider 1D*

Training Provider Point of Contact

Last Name*

First Name*

Phone* ( )- -

Email Address*

Course Name*

Course Catalog Number* - - Start Date* ! f End Date* f !
(MMTDYYYY) (DD YY) —
Start Time* End Time* Contact Hours*
Convert start and end time I:I N |
into 2400 hrs time
City*
State* ZIP Code*
Number of Students™ Average Pre Test Score I o Average Post Test Score | r L4

Training Method*
Bubble in ONE item that represents the method by which fraining is being delivered.

(O Resident (O Mobile © Indirect

Figure 5-3: Fillable Batch Header Form

5. The instructions to submit the forms to the scanning contractor are displayed in “Step 2
Submit forms” section located on the right side of the screen.

6. To navigate back to the Home Page or any other module click on the tabs on the RES
toolbar or the Breadcrumbs. See Figure 5-4 below for details.
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FEMA

Status

Fratection and National Preparedn:

T
G
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Bubmissions Reports User Profile Admin

0 Download Forms

This madule provides users an inteace to download the DHS standard Batch
Header, Registration, and Level | Evaluation Torms

% FEMA Form 064-0-6 Standard Course Batch Header Form

This farm serves as the cover sheetwhen submitting data to the scanning
contractor,

% FEMA Forrm 064-0-4 Standard Course Form
Each student must complete a registration form, which will eollect all student
information.

* FEMA Form 0f4-0-6 Standard Course Level | Evaluation Farm

This form callects student's ratings and evaluation ofthe course and
instructars.

* Paperwork Reduction Act Statement
Public reparting burden forthis data collection is estimated to average 5ta 1
hours per respanse. The burden estimate includes the time for reviewing
instrustions, searching existing data sources, gathering and maintaining the
needed data, and completing, and submitting this form. This collection of
information is required forveting the atiendees and measuring

Home  Logout  Help  Course Sthedules

The U.5 Depariment of Homeland Securlty {DHS), Federal Emergency lanagement Agency (FEMA)
< (PNP), National Preparedn
National Training and Education (NTE), National Training and Education Division (NTED!

Dirsctorate (NPD),

6 Submit forms

Forusers thatwill not be scanning their own farms, please follow these
instructions to suBmitfarms ta the Stanning Contractar:

Collect all Registration and Level | Evaluation forms for each class,

The desigated Batch Preparer must complete ONE Batch Header form per
tlass.

The Batch Header farm should be used as the covershest and placed on top
ofthe Registration and Evaluation forms for each ¢lass. Each batch offorms
should be secured with & binder clip. Please do not use staples or rubber
bands to bind the batches and do notfold any of the pages. Multiple batches
can he sent o the Scanning Contractor within the same package.

Submit forms to the Scanning Contractar:

RES Project

Quality Associates, Inc.

161 Maple Lawn Blvd, Second Floor
Fulton, MD 20759

(443) 520-4832

Send an email natifying the Scanning Contractor
inc.com)

goals. You are notrequired to respond to this collection of information unless it
displays a valid OMB contral number. Send comments regarding the accuracy
ofthe burden estimate and any suggestions for reducing this burdsn to:
Information Collections Management, Department of Homeland Security,
Federal Emergency Management Agency, 1800 South Bell Street, Arlington, A
20498-3005, and Paperwark Reduction Project (1660-NEW). NOTE: Do not
send your completed form to the above address.

o that a package of fomms has heen sent.
Please include the tracking number and your contact information in the email

Keep track ofthe packages that have been sentto the Scanning Contractor by
maintaining the correspanding shipment racking numbers

Once QAl receives the package of forms, they will send a Chain of Custody
email to the Training Provider Point of Contact and the Batch Preparer listing
the batches of forms thatwere received.

Figure 5-4: RES Forms Module (Navigate to Other Modules)

6. SUBMIT AN XML FILE

This module provides users with an interface to select and submit XML files to be uploaded into

the RES.

1. The XML module can be accessed by clicking on the “Data Submissions” box on the
RES homepage or the Submissions tab on the RES toolbar.

Home Logout Help Course Schedules

The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
National Preparedness Directorate (NPD), National Integration Center (NIC),
Training and Exercise Integration Secretariat/Training Operations (TE|/TO)

o

Status Reports User Profile Admin

Welcome to the Registration and Evaluation System (RES)

gin Successful
Please use the navigation above to get started o

The DHS/FEMA Training and Exercise Integration (TEI) Secretariat has recognized the need for a comprehensive, centralized database of training participant numbers and
training evaluations to enhance its ability to manage the quality of its sponsored courses and provide performance reporting.

The RES is a dedicated system to efficiently receive the following information from alltraining providers:

#* Student Registration information
#* Level One: Post course evaluation
# Level Two: Pre-and-post performance test

Track Status Of An XML
\This module provides users the

Download Forms Data Submissions

View Reports

This module provides users an
interface to download the DHS
standard forms:

This module provides users the
ability to manage course information
and Submit XHL files to the RES.

This module provides users a
reporting interface to view system
generated reports.

their uploaded XWL files.

% Batch Header form
* Registration form
% Level | Evaluation form

% Submit Course Schedules
* Upload XML forms

Figure 6-1: RES Home Page (Select XML Submission Module)



2. The Submissions module is Displayed. Click on the Submit an XML File link.

Home  Logout  Help Course Schedules

: The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
] FEMA Protection and National Preparsdness (PNP), National Preparsdness Directorate (MPD),

Mational Training and Education (NTE}, National Training and Education Divizion (NTED}

Status Reports User Profile Admin

RES Data Submission
Thi= module pravides users the interface to submit courses o the schedule and XML files to the RES.

* Manage Course Schedule Inforrmation
Allows users to add, modify, and delete course schedule information.

Submit an XML file
Allows the userto select and upload XML files into the RES.

Create Data Update Regquest
Allows users to add, modify, and delete course schedule information.

Approve Data Update Reguest
Allows DHES Staff to approve data update requests submitted by training partners

Figure 6-2: RES Submission Module

3. The XML Submission Module is Displayed.

Home Logout Help  Course Schedules

Su
& @ The LS Department of Homeland Security (DHS), Federal Emergency Managsment Agency (FEMA),
a 3 National Preparedness Directorate (NPD), National Integration Center (NIC),
7%/

&
N Training and Exercise Integration Secretariat/Training Operations (TEL/TO)

e

Forms Submissions Status Reports User Profile Admin

Submit an XML file
This module provides training providers the ability to select and submit XML files to be uploaded into the RES

Please select a file to submit

File ‘ H Browse.

Figure 6-3: RES XML Submission Module

4. The user can submit an XML File by either typing in the name and location of the file or
clicking the Browse button.

5. The Browse function allows the user to navigate to the XML file. Click on the
appropriate XML file to select the file to upload. Click on the Open button.



1%

Look in: [ (5 Testing 080324 = € @& ek EEr

FEr 75T 1T ]
KU_PER-225-2_03242008.xml

KIU_PER-225-2_03242008_1.xml
|2 LSU_AWR-131_03172008_3.xml

File name |AcEP_PER-253_03172008:ml ~ (] open
=l

Cancel I
e

Files of type: IAII Files {*.7)

Figure 6-4: Navigate to XML file

Home Logout Help Course Schedules

LN
& @) The LS Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA,
& ) ional Preparedness Directorate (NPD), National Integration Certer (NIC),
Nt

Nai
Training and Exercise Integration Secretariat/Training Operations (TEL/TO}
Forms | SlQWEELUES]  Status  Reports  UserProfile  Admin

Submit an XML file
This module provides training providers the ability to select and submit XML files to be uploaded into the RES.

Please select a file to submit:

File |Cc:\Documents and Settings\UsedDeskiop\ FEMA\submis||_Browse...

)

Figure 6-5: Submit the XML File

6. The name and path is entered into the file text box. Click the Submit button to load the
XML file into the RES database.

7. The Submission Received screen will be displayed (See Figure 6-6) if the XML file
passes the first level of Validation, which includes:

e Pass virus scan
e Valid file name

e File has never been submitted before



i Home Logout Help Course Schedules
2=
i

o
5 @) The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
e )3 National Preparedness Directorate (NPD), National Integration Center (NIC),

o> 5

o Training and Exercise Integration Secretariat/Training Operations (TEL/TO)

Forms Stalus  Reporls  UserProfle  Admin

Submission Received
* You have successfully uploaded the following file:

File Name : LSU_AWR-122-2_11032009_8.xml
File Size : 13020 bytes
Content Type : textiml

Click here to upload another file

Figure 6-6: XML Submission Received
6.1  SUBMISSION SUCCESSFULLY LOADED INTO THE RES
1. If the XML submission passes the second level of validation, it is successfully loaded into

the RES database. The Training Provider POC and the user who submitted the XML file
will receive an email notification that the submission was loaded successfully.

= Notification of Loaded Submission AMA_AWR-103_03252008_0QAI 14. _ Ol x|
File Edit Wiew Insert Format Tools Actions Help

“uReply | Sl Reply to All | &3 Forward | & B3 |53 | v [ (&3 X | & - & - AF 'QJ!

Extra line breaks in this message were removed.

From: o res@dhs.gov Sent: Mon 3/31/2008 4:29 PM
To: Merkel, Jamie [USA]; wongj28 @gmail.com
Ce:

Subject: Notification of Loaded Submission AMA_AWR-103_03252008_QAI_14.xml

This message is to inform you that the AMA AWR-103 03252008 QAT 14.xml submission has been loaded LI
successfully into the RES centralized database.

Figure 6-7: XML File Successfully Loaded into the RES



6.2 SUBMISSION FAILS FIRST LEVEL OF VALIDATION

1. The Submission Failed screen (See Figure 6-8) will be displayed if the XML submission fails
the first level of validation. Details as to why the submission failed the first validation will
be provided on screen. For example, in Figure 6-8, the file does not follow the DHS file

naming convention.

% Home Logout Help Course Schedules

e) The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
3 National Preparedness Directorate (NPDJ, National Integration Center {NIC),
rainin;

Training and Exercise Integration Secretariaty Training Operations (TEI/T0)

Forms ubmissiof Status Reports User Profile Admin

Submission Failed
* The following file cannot be processed by the RES because it does not follow the approved DHS file naming convention. Please rename the file.

File Name : LSU_AWR-129-W_11032009_03.xml

Click here to upload another file

Figure 6-8: XML File Failed Loading into the RES

2. To upload another file, click on the link, “Click here to upload another file.”

6.3 SUBMISSION FAILS SECOND LEVEL OF VALIDATION

1. If the XML submission fails the second level of validation, the user who submitted the XML

file will receive an email notification that the submission failed loading.



B Notification of Failed Submission ACEP_PER-263_03172008_001.xml -10O] x|
File Edit View Insert Format Tools Actions Help

% Reply | i Reply to All | 63 Forward | & B2 |54 | v [ 3 K|+ - ¢ - A '-@}!

Extra line breaks in this message were removed.

From: L res@dhs.gov Sent: Mon 6/2/2008 12:05PM
To: res@dhs.gov; techsupp@bah. com; Merkel, Jamie [USA]
Cc

Subject: Motification of Failed Submission ACEP_PER-263_03172008_001.xml

Attachments: r;] c__ RES Staging_ACEP_PER-263_03172008_001.log (1,003 B)

This message is to inform vou that che ACEP_PER-263_03172008_001.xml submission has failed the ;I
walidation process. Please open the attached file for details.

||

Figure 6-9: XML File Failed to load into the RES

2. A log file will be attached to the failed submission notification email detailing the errors that

caused the submission to fail to load into the RES.

[ c__RES Staging_ ACEP_PER-263_03172008_001.log - Notepad i (=]
File Edit Format View Help

Error in 1ine 7: attribute "trainingtype” is not declared for element "class’. d
Error in 1ine 7: attribute "trainingcategory” is not declared for element "class".

Error in 1ine 7: attribute value for "trainingmethod" is #REQUIRED.

Error in 1ine 177: Attribute "trainingtype” is not declared for element "class'.

Error in Tine 177: Attribute "trainingcategory” is not declared for element "class".

Error in 1ine 177: Attribute value for "trainingmethod" is #REQUIRED.

Total number of classes:2

catalog number:PER-263 city:Lamp
startdate:02142008 enddate:02152008

-

1] 1
Figure 6-10: Failed XML Error Log

2. At this time, the user can make the changes to the XML file. The file must be renamed
before it is resubmitted either by changing the date of submission or adding a sequence
number to the end of the file name.



7. MANAGE COURSE SCHEDULE INFORMATION

7.1 SUBMIT A COURSE TO THE SCHEDULE

This module provides the user the ability to add a course to the schedule which the public can
view and search.

1. The XML module can be accessed by clicking on the “Data Submissions” box on the
RES homepage or the Submissions tab on the RES toolbar. See Figure 6-1.

2. The Submissions module is Displayed. Click on the Manage Course Schedule
Information link.

Hame  Logout  Help  Course Schedules
SRR

__-I( '; The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
=14 ‘__ i, FEMA Prot=ction and National Preparsdness (PNP}, Matienal Preparedness Dirsctorate (NPD),
O v/

4R se

National Training and Education (NTE), Mational Training and Education Divizion (NTED)

Forms Submissions Status Reports User Prafile Admin

Horme = Sub

RES Data Submission

This module prewides USers the interface to submifcotrsesdathe schedule and XML files to the RES.

% Manage Course Schedule Information
Allows users to add, modify, and delete course schedule infarmation

* Submit an =ML file
Allows the userto select and upload XML files into the RES.

* Create Data Update Request
Allows users to add, modify, and delete course schedule information.

* Approve Data Update Reguest
Allows DHS Staffto approve data update requests submitted by training partners.

Figure 7-1: RES Submissions Screen

3. The Manage Course schedule module is Displayed. Click on the Add a New Course to
the Schedule link.



Home Logout Help Course Schedules

‘The US Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
National Preparedness Directorate (NPD), National Integration Center (NIC),
Training and Exercise Integration Secretariat/Training Operations (TEI/TO)

Forms Submissions Status Reports User Profile Admin

Add a New Course to the Schedule
To add a new course to the schedule {lick here

Scheduling Information
This module allows training providers the ability to view and modify submitted course schedules. Please fill in the form below to narrow course schedule results.

Course Catalog Number: Please Select o ‘Show Web-Based Courses:
From Date: [11/20/2009 = To Date: 12/20/2009 )

% Click on a course number for course schedule details. To view the entire list of results, please click here to export to Excel.

5 items found, displaying all items
Course Catalog Number Start Date End Date Start Time City

Modify Delete AWR-117 2009-11-20 2009-11-20 08:00 AM Bethesda
Modify Delete AWR-100 2009-11-21 2009-11-25 12:34 PM rockville
Modify Delete -110-W NIA

Modify Delete v v N/A

Modify Delete AWR-110-W NIA

Figure 7-2: RES Manage Course Schedules Screen (Add New Course link)

4. The Add a New Course module will display. Start by selecting the Course Catalog
number. Selecting a new course catalog will auto-populate the course name, description,
and length. Fill out all the required fields and click Submit.
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Add a New Course to the Schedule
This module provides the user the ability to add a course to the schedule.

Course Catalog Number: * AWR-000 = Course Name:

Course Description:

Start Date: * 11/20/2009 & End Date: * 1112012009 =
(Mustbe in the form HHta)  09:00 A City: Rockile

State:* Maryland ~ Zip Code: * 12345

Training Method: * Resident  ~ Course Length

Contact Info: *

i::auung provider x@mail.com

* Fields displayed in bold * are required and must be completed.

Figure 7-3: Add a New Course Schedule Screen (Resident and Mobile)

Note: The course catalog number is based on the courses your institution currently offers.
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ons >Add a New Course to th:

Add a New Course to the Schedule
This module provides the user the ability to add a course to the schedule.

Course Catalog Number: * AWR-000 Course Name:

Course Description:

Start Date: * N/A ] End Date: * =

Start Time: * m City:*
(Must be in the form HH:MM) - .

State: * Zip Code: *

Training Method: * Web-Based ~ Course Length:

training_provider_ x€mail.com

Contact Info: *

Submit Reset

% Fields displayed in bold * are required and must be completed.

Figure 7-4: Add a New Course Schedule Screen (Web-Based)

Note: Web-Based courses do not require dates, times, or locations.

5. Review the course information and confirm by clicking the Submit button.
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Confirm Course Addition to Schedule

This module provides the user the ability to add a course to the schedule.

Course Catalog Number: * AWR-000

Course Name: Seaport Security for Port Employees

The Seaport Security for Port course is for all ata seaport or seaport facility. The course will inform
all facility personnel without security duties of potential threats to secumy the security organization of a port facility, relevant provisions
of the Facility Security Plan, the meaning and consequence of MARSEC Levels, and how to report potential threats to security, in
compliance with the Code of Federal Regulations, Title 33, Part 105.215. The target audience includes union and non-union labor,

Course Di trucking, railroad, and seaport staﬁ Other courses m the Seaport Security curriculum are
available specifically for Security Officers, Security Officer Officers, Law First
Responders, Facility Security Officers, and Port and Facility Managemen( Seapon Security for Port Employees satisfies US Coast
Guard and MARAD requirements for Maritime Security Awareness. The course is comprised of 23 discrete lessons, each lasting 20-40
minutes.

Course Length 8 Hours
Start Date: * 11/20/2009
End Date: * 11/20/2009
Start Time: * 09:00 AM
City:* Rockville
State: * MD

Zip Code: * 24523
Training Method: * Wobile

antact Info: * training_provider_xz@mail.com

Submit ) Edit

% Fields displayed in bold * are required and must be completed.

Figure 7-5: Confirm Course Addition (Mobile and Resident)
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Reports User Profile Admin
Schedule

Confirm Course Addition to Schedule

This module provides the user the ability to add a course to the schedule.

Course Catalog Number: * AWR-110-W

Course Name: WMD/Terrorism Awareness for Emergency Responders, Web-Based
Course Description:

Course Length:

Training Method: * Web-Based

training_provider_xyz@mail.com

* Fields displayed in bold * are required and must be completed.

Figure 7-6: Confirm Course Addition (Web-Based)

6. The Course Added screen will be displayed. If the course is successfully added you will
receive a “Course has been added to the schedule” message on the screen.

Home Logout  Help

The LS Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
National Preparedness Directorate (NPD), National Integration Center (NIC),

Training and Exercise Integration Secretariat/Training Operations (TEI/TO)

Course Schedules

Status Reports User Profile Admin
Add a New Course to the Schedule

This module provides the user the ability to add a course to the schedule

# Course has been added to the schedule

Submit another course to the Schedule

Figure 7-7: Course Added Screen

Please note: If the course is unsuccessfully added you will receive a message “Course has NOT been added
to the schedule” on the screen. Please contact the Help Desk (res@dhs.gov) if you receive this message.
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7.2  MODIFYING AN EXISTING COURSE SCHEDULE
This module demonstrates how to modify an existing course in the schedule.
1. Navigate to the Manage Course Schedule Information screen as shown in step 2 of 7.1.

2. To modify a course, you must first locate the course in the result list. By default all
courses you have entered in the specified date range will show up on the results list.
You can search by any combination of course catalog number and date. The search
options are described below.

a. You can narrow the list by selecting a course catalog number. This will narrow
the search results to the particular course catalog number.

b. Also by default all web-based courses will display in the result list. To hide
web-based courses from the result list simply uncheck the “Show Web-Based
Courses” checkbox.

c. Finally you can narrow the result list be selecting the From and To dates. Simply
click on the calendar box and click the dates you want, or you can enter them
manually.

3. Once you find the course you want to modify simply click the “Modify” link next to the
course catalog number.

Home Logout Help Course Schedules

Security (DHS), Federal Emergency Management Agency (FEMA),
e (NPD), National Integration Center (NIC),

User Profile Admin

anew course to the schedule click here

Scheduling Information
This module allows training providers the ability to view and modify submitted course schedules. Please fill in the form below to narrow course schedule results.

Course Catalog Number. Please Select > Show Web-Based Courses:
From Date: [11/20/2009 = To Date: 12/20/2009 =

% Click on a course number for course schedule details. To view the entire list of results, please click here to export to Excel.

5 items found, displaying all items

Course Catalog Number Start Date “ EndDate Start Time

2009-11-20 2009-11-20 08:00 AM
2009-11-21 2009-11-25 12:34 P11
N/A
NIA
NIA

Figure 7-8: Manage Course Schedule Information Module (Modify Course link)
4. This will bring up the Modify Course Schedule screen. This is similar to the Add a New
Course screen, but the course information will be pre-populated with the current
information.
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Modify Course Schedule

This module provides the user the ability to modify their submitted courses on the schedule

‘Course Catalog Number: * AWR-117 = Course Name:

Course Description

Start Date: * 1112012009 &) End Date: * 11/20/2003 =
Start Time: * .
(Must be in the form Hiwy (0800 AM T oy

State: * Maryland = Zip Code: * 20852
Training Method: * Maobile 52 Course Length: l:l

contact XXX

Contact Info: *

#* Fields displayed in bold * are required and must be completed

Figure 7-9: Modify Course Schedule (Modify Course module)

5. Update the fields that need to be changed and click Modify. You will follow the same
process as the Add a New Course screen from here. (See Section 7.1)

6. Review the course information and confirm the course update by clicking Submit.

7. The Course Modified screen will Display. If the course is successfully updated you will
receive a message “Course has been updated in the schedule”.
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Modify Course
This module provides the user the ability to modify their submitted courses on the schedule.
* Course has been updated in the schedule

Submit another course to the Schedule

Figure 7-10: Course Modified Screen

Please note: If the course is unsuccessfully modified you will receive the message “Course has NOT been
updated in the schedule” on the screen. Please contact the Help Desk (res@dhs.gov) if you receive this
message.
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7.3 DELETING AN EXISTING COURSE FROM THE SCHEDULE
This module demonstrates how to delete a course from the schedule.
1. Navigate to the Manage Course Schedule Information screen as shown in step 2 of 7.1.

a. To delete a course, you must first locate the course in the result list. (See Section
7.2 for how to search and locate a course)

2. Once you find the course you want to delete simply click the “Delete” link next to the
course catalog number.
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iew/Modify Course Schedule

Add a New Course to the Schedule
To add a new course to the schedule click here

Scheduling Information

This module allows training providers the ability to view and modify submitted course schedules. Please fill in the form below to narrow course schedule results

Course Catalog Number: Please Select - Show Web-Based Courses:

From Date: [11/20/2009 7 To Date.

% Click on a course number for course schedule details. To view the entire list of results, please click here to export to Excel.

[12;202009 | (=

5 items found, displaying all items

Course Catalog Number Start Date “ EndDate Start Time

2009-11-20 2009-11-20 08:00 AM
AWR-100 2009-11-21
AWR-110-W NIA

Bethesda
2009-11-25 12:34 PN rockville

AWR-128-W N/A

AWR-110-W NIA

Figure 7-11: Manage Course Schedule Information Module (Delete link)

3. You will then be prompted if you want to delete the course from the schedule.

Windows Internet Explorer x|

3) Are you sure you want to delete this record?

Cancel |

Figure 7-12: Course deletion prompt




4. If you click Cancel you will be returned to the page. If you click OK, the Course Deleted
from the Schedule Page will appear.

Home  Logout Help  Course Schedules
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Course Deleted from the Schedule
This module provides the user the ability to delete a course from the Schedule

% Course deleted from the Schedule.

Back to Course Schedule

Figure 7-13: Course Deleted from the Schedule screen

5. You will receive a message saying “Course deleted from the Schedule” on the screen.
Click on the Back to Course Schedule link to return to the Manage Course Schedule

screen.

8. TRACK STATUS OF AN XML

The Status module provides users the ability to view and track the status of their uploaded XML
files. Each Training Provider will only have access to view their own data, but will be able to
track the XML files that were uploaded by the scanning contractor, QAI.

1. The status module can be accessed by clicking on the “Track Status of an XML” box or on

the Status tab on the RES toolbar.
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The U.S Department of Homeland Security (DHS}, Federal Emergency Management Agency (FEMA),
National Preparedness Directorate (NPD), National Integration Center (NIC),
Training and Exercise Integration Secretariat/Training Operations (TE|/TO)

Reports User Profile Admin

Welcome to the Registration and Evaluation System (RES)

= Login Successful
Please use the navigation above to get started

The DHS/FEMA Training and Exercise (TEI) has the need for a : database of training participant numbers and
training evaluations to enhance its ability to manage the quality of its sponsored courses and provide performance reporting

The RES is a dedicated system to efficiently receive the following information from all training providers:
% Student Registration information
% Level One: Post course evaluation

* Level Two: Pre-and-post performance test

Download Forms Data Submissions Track Status Of An XML View Reports

This module provides users an This module provides users the This module provides users the his module provides users a
interface to download the DHS ability to manage course informatibn ability to view and track the status of porting interface to view system
standard forms: and Submit XML files to the RES. their uploaded XML files. nerated reports

* Batch Header form * Submit Course Schedules

% Registration form % Upload XML forms

% Level | Evaluation form

Figure 8-1: RES Home Page (Select Status Module)

The Status Screen is displayed.

Home  Logout
SEALTA g
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o Training and Exercise Integration Secretariat/Training Operations (TEL/TO)

Forms Submissions Reports User Profile Admin

View the status of XML files
This module provides users the ability to view and track the status of their uploaded XML files.

From Date:  |05/02/2008 [ ToDate: |06/02/2008 E panng All Training Provider »| Status:  [All Status =]

43 itemns found, displaying 1to 10 [First/Prev]1, 2 3 4, 5 [Next/iLast]

Training Provider g:?emmed ~ UserMame Submission File Name Status = Late = Comments

American College of Emergency Physicians 2008-06-02 MERKEL_JAMIE ACEP_PER-263_03172008_001.xmI FAIL

GWU-NNEPI_MGT-

323_05152008_QALxml FAIL

George Washington University - NNEP1 Program 2008-05-18 MERKEL_JAMIE

National White Collar Crime Center 2008-05-19 MERKEL_JAMIE NW3C_AWR-156_05152008_QAlxml FAIL

5 NW3C_AWR- Submission was 41
\ 05 |

National White Collar Crime Center 2008-05-19 MERKEL_JAMIE 156_05152008_QAI_01.xm PASS days late
MNW3C_AWR-

\ -05-
National White Collar Crime Center 2008-05-18 MERKEL_JAMIE 156_05152008_QAl_001 xmi

FAIL

\ WR-
hlatinnal iNhite Callar Crima Cantar 20020510 pepkel ge  NW3C AWR- Submission was 32

Figure 8-2: RES Status Module

By default, the status screen will display data from the previous month. The date parameters
can be changed to access data from different periods of time. The status (Pass, Fail, etc.)
filter can also be changed to only display certain data.

The data can be sorted ascending or descending by clicking on the headers of the data
columns.



9. REPORTS

This module provides users a reporting interface to view system generated reports.

1. The Report module can be accessed by clicking on the “View Reports” box or on the Reports
tab on the RES toolbar.
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:\ )\ The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
% /3 National Preparedness Directorate (NPD), National Integration Center (NIC),
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Training and Exercise Integration Secretariat/Training Operations (TEI/TO)

Forms  Submissions  Status UserProfile  Admin

‘Welcome to the Registration and Evaluation System (RES)
Please use the navigation above to get started

Login Successful

The DHS/FEMA Training and Exercise (TEN) has the need for a comprehensive, centralized database of training participant numbers and
training evaluations to enhance its ability to manage the quality of its sponsored courses and provide performance reporting.

The RES is a dedicated system to efficiently receive the following information from all training providers:
# Student Registration information

* Level One: Post course evaluation

* Level Two: Pre-and-post performance test

Download Forms Data Submissions Track Status Of An XML
This module provides users an This module provides users the This module provides users the

View Reports
This module provides users a

interface to download the DHS ability to manage course information ability to view and track the status reporting interface to view system
standard forms: and Submit XML files to the RES their uploaded XML files. generated reports.
% Batch Header form % Submit Course Schedules

* Registration form % Upload XML forms
% Level | Evaluation form

Figure 9-1: RES Home Page (View Reports Module)
10. USER PROFILE

The User Profile module provides users with an interface to edit and update their account

information, including contact information. The user profile module also allows users to change

their password.

1. The User Profile module can be accessed by clicking on the User Profile tab on the RES
toolbar.

2. The User Profile Information Module is displayed.
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Home
The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
National Preparedness Directorate (NDP), National Integration Center (NIC),

Logout
Training and Exercise Integration Secretariat/Training Operations (TEL/TO)

Help
Forms Submissions Status Reports User Profile Admin
Profile Information

User Profile Information
This module provides users an interface to edit and update their account information.
* Edit User Profile Information

Allaws users to edit and update their contact information

* Change Your Password

Allows users to change their current password.

Figure 10-1: RES User Profile

10.1 EDIT USER PROFILE INFORMATION

1. The user can edit their user profile and contact information by clicking on the “Edit User
Profile Information” link.

& FEMA

Forms

Home
The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
National Preparedness Directorate (NDF), National Integration Center (NIC),

Logout  Help
Training and Exercise Integration Secretariat/Training Operations. (TE/TO}

Submissions Status Reports

User Profile
T Profile Information

Admin

User Profile Information

This module provides users an interface to edit and update their account information.
* Edit User Profile Information

d update their contact information
% Change Your Password

Allows users to change their current password

Figure 10-2: Select Edit User Profile

The system displays the existing user profile information and allows the user the ability to
update any of the fields.
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Edit User Profile Information
This module provides users an interface to edit and update their account information.

Please provide your centact information.
UserID: HABIT_ALEXANDER Email Address: * HABIT_ALEXANDER@BA
User Role. ADMINISTRATOR Work Title

Training Provider: Work Address 1

First Name: * Work Address 2
Widdle Initial |:| Work City

Last Name: * Work State
Phone Number. ] Work Zip Code
(10 digits oniy) (5 digits oniy)

Security Question: * IWhat was your childheod nickname?

Security Answer: * [TEST

Security Question: * |\n what city did you meet your spouse/significant other?

Security Answer: * |TEST

* Fields displayed in bold * are required and must be completed

Figure 10-3: Edit User Profile Information

7. After all changes have been made to the user profile information, select the Submit button.

Home Logout Help Course Schedules
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\3 ) National Preparedness Directorate (NPD), National Integration Center (NIC),
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Forms Submissions Status Reports  WRVEEESEIEEY  Admin

> Edit User Profile Information

Edit User Profile Information
This module provides users an interface to edit and update their account information.

Please provide your contact information

UserID: HABIT_ALEXANDER Email Address: *
User Role ADMINISTRATOR Work Title:
Training Provider: Work Address 1
First Name: * Work Address 2

Middle Initial: Work City:

Last Name: * HABIT Work State: Maryland [
Phone Number: Work Zip Code:
(10 digits only) 3405561234 (5 digits only) 13829

Security Question: * [What was your childhood nickname?

Security Answer: * [TEsT

Security Question: * [In what city did you meet your spouse/significant other?

Security Answer: * [TEsT

‘ Submit I Reset

* Fields displayed in bold * are required and must be completed.

Figure 10-4: Submit User Profile Information
8. The “Confirm User Profile Information” screen is displayed. Review the information before

clicking the Confirm button.
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Profile Information > Confirm User Profile Information

Confirm User Profile Information
This module provides users an interface to edit and update their account information.

Please confirm user profile information:

User ID: HABIT_ALEXANDER Email Address: * HABIT_ALEXANDER@BAH.COM
User Role: ADMINISTRATOR Work Title: SENIOR CONSULTANT
Training Provider: TEI Work Address 1 1101 WOOTTON PKWY

First Name: * ALEXANDER Work Address 2:

Middle Initial: Work City: ROCKVILLE

Last Name: * HABIT Work State: MD

Phone Number: 3405551234 Work Zip Code: 13829

Security Question: * What was your childhood nickname?
Security Answer: * TEST

Security Question: * In what city did you meet your spouse/significant other?

Security Answer: * TEST

* Fields displayed in bold * are required and must be completed.

Figure 10-5: Confirm User Profile Information
9. The screen below is displayed, which lets the user know that their user profile information
was saved to the RES database.

i, Home  Logout Help
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Training and Exercise Integration Secretariat/Training Operations (TEI/TO)

Forms Submissions Status Reports User Profile Admin

User Profile Information Saved

This module provides users an interface to edit and update their account information

* Your information has been saved

Figure 10-6: User Profile Updated

10.2 CHANGE PASSWORD

1. The user can change their current password by clicking on the “Change Your Password” link.



Home  Logout Help

The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
Mational Preparedness Directorate (MDP), National Integration Center (MIC),
Training and Exercise Integration Secretariat/Training Operations (TEL/TO)

Forms Submissions Status Reports User Profile Admin

r Profile Information

User Profile Information
This module provides users an interface to edit and update their account information.

* Edit User Profile Information
Allows users to edit and update their contact information.

Change Your Passwaord
Allows users to change theieelirrent password

Figure 10-7: Select Change Your Password

10. The system displays the “Change Your Password” screen and allows the user to change their
password.

11. The user must enter their current password, the new password (twice to confirm), and click
the Submit button.
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Forms Submissions Status Reports User Profile Admin
1 Profile Information
Change your password

Your new password must be between 8-12 characters in length and consist of at least one uppercase letter, one lowercase letter, at least one numeric (0-8) character, and at
least one special character (L, @#, §, %, *,*, ()

Current Password: *
New Password: *

Confirm New Password: *

* Fields displayed in bold * are required and must be completed

Figure 10-8: Change Password



2. The “Password Saved” screen is displayed.

Home  Logout Help
.Jgf‘?r FEM A The LS Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
i N : : ¢
N/

MNational Preparedness Directorats (MDP), National Integration Center (MIC),
Training and Exercise Integration Secretariaty/Training Operations (TEL/TO)

Forms Submissions Status Reports User Profile Admin

Password Saved

This module provides users an interface to edit and update their account information.

* Your password has been saved

Figure 10-9: New Password Saved

11. HELP MODULE

The Help module provides answers to frequently asked questions (FAQs), RES user guides, job
aids, and user support contact information.

1. The Help module can be accessed by clicking on the Help link in the top right corner of
the RES screen.

o Home  Logout Course Schedules
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National Preparedness Directorate (NPD), National Integration Center (NIC),
Training and Exercise Integration Secretariat/Training Operations (TEI/TO)

Forms Submissions. Status. Reports User Profile Admin

Login Successful

The DHS/FEMA Training and Exercise

(TEN the need for a comprehensive, centralized database of training participant numbers and
training evaluations to enhance its ability to manage the quality of us sponsoreu courses and provide performance reporting.
The RES is a dedicated system to efficiently receive the following information from all training providers:
% Student Registration information
% Level One: Post course evaluation

% Level Two: Pre-and-post performance test

Download Forms

This module provides users an
interface to download the DHS
standard forms:

Data Submissions Track Status Of An XML

View Reports
This module provides users the This module provides users the This module provides users a
ability to manage course information ability to view and track the status of reporting interface to view system
and Submit XML files to the RES. their uploaded XML files. generated reports.
% Batch Header form
% Registration form

% Level | Evaluation form

% Submit Course Schedules
% Upload XML forms

Figure 11-1: RES Home Page (Select Help)



2. The Help module is displayed.
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User Support Job Aids and Presentations

Forfrequently asked questions, user guides, and user support contact info, please || For RES presentations and job aids, please click on the appropriate link below:
click on the apprapriate link below:

* RES Data Collection and Process
% Freguently Asked Questions (FAQs)

* RES Data Scenario 1- Scanning
% RES User Guide

* RES Data Scenario 2 - XML
% ContactUs

* XML Standard Operating Procedures (SOP)
% Rules of Behavior

This document provides the Training Providers with specific guidelines to
This document details the specific security guidelines all users of the create the data output from their respective databases into a structured XML
Registration and Evaluation System must follow.

format.
% Document Type Definition (DTD}
This document defines the tree structure, legal elements and attributes, and
the list of acceptable values for atfributes of an XML
* Sample XML File
Sample XML file using the RES DTD.

Figure 11-2: Help Module

Click on the links to access User Guides, Job Aids, and User Support Contact
information.

3.

12. LAUNCHING THE RES SCHEDULE MODULE

The following section describes how to initiate the RES Schedule application. The RES

Schedule module allows the public to search and view all courses uploaded by the training
providers.

1. Launch the RES by navigating to https://www.firstrespondertraining.gov/schedule. Or

you can access the Schedule application by clicking the Course Schedule link in the top
right corner of the RES application.



https://www.firstrespondertraining.gov/schedule

= Home  Logout Course Schedules
The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
National Preparedness Directorate (NPD), National Integration Center (NIC),

Training and Exercise Integration Secretariat/Training Operations (TEI/TO)

Forms Submissions Status Reports User Profile Admin

Welcome to the Registration and Evaluation System (RES)

ogin Successful
vigation above to get started

The DHS/FEMA Training and Exercise (TEI) ha: the need for a comprehensive, centralized database of training participant numbers and
training evaluations to enhance its ability to manage the quality of its sponsored courses and provide performance reporting.

The RES is a dedicated system to efficiently receive the following information from all training providers:
% Student Registration information

% Level One: Post course evaluation

% Level Two: Pre-and-post performance test

Download Forms Data Submissions Track Status Of An XML View Reports

This module provides users an This module provides users the This module provides users the This module provides users a
interface to download the DHS ability to manage course information ability to view and track the status of reporting interface to view system
standard forms: and Submit XML files to the RES. their uploaded XML files. generated reports.

% Batch Header form % Submit Course Schedules

% Registration form % Upload XML forms

% Level | Evaluation form

Figure 12-1: RES Home Screen (Course Schedules link)
2. The Course Schedule Module Basic Search is Displayed.

ST
SR,
5 \2) The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
3 3 National Preparedness Directorate (NPD), Mational Integration Center (NIC),
RO Training and Exercise Integration Secretariat/ Training Operations (TEI/TO)

Course Schedule
Search for upcoming DHSIFEMA Training Courses in your area. Please fill in the form below to narrow course schedule results

* Please note course schedules are subject to change.

Course Catalog Number: - State: -
From Date: 11/21/2009 = To Date, 12/21/2009 [E]

Show Web-Based Courses.

iances Searn

% Click on & course number for course schedule details. To view the entire 175t of results, please click Nere to export ta Excel.

3 ftems found, displaying all items

Course Catalog Number Start Date “ End Date Start Time City

AWR-100 2009-11-21

2009-11-25 1234 PM rockville

AWR-110-W NiA NiA NIA WEB

AWR-128-W NiA NiA

NIA WEB

Figure 12-2: Course Schedule Module (Basic Search)
3. By default all courses within the date will range will show in the results table, including

all the web-based courses. You can export the list of results by clicking on the link right
above the table. (See Figure 12-3)



The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA,
) National Preparedness Directorate (NPD), National Integration Center (NIC),

Training and Exercise Integration Secretariat/Training Operations (TEI/TO)

Course Schedule
Search for upcoming DHS/FEMA Training Courses in your area. Please fill in the form below to narrow course schedule results.

% Please note course schedules are subject to change.
Course Catalog Number: > State: v
From Date 11/21/2009 = To Date: 12/21/2009 =

Show Web-Based Courses: =]

%* Click on a course number for course schedule details. To view the entire list of results, please L‘l!@xﬁoﬂ to Excel.

3 items found, displaying all items.
Course Catalog Number Start Date “ EndDate Start Time City
AWR-100 2009-11-21 2009-11-25 12:34 PM rockville

AWR-110-W NIA N/A NA

AWR-128-W NIA N/A NIA

Figure 12-3: Course Schedule Module (Export to Excel link)
4. You will then be prompted to open an Excel file. Click the Open button.

x

Do you want to open or save this file?

@ j Mame: createExcel_course_schedule.xls
[H Type: Microsoft Excel Warksheet, 1.31KB

From: 156.80.129.31

Open Save

¥ Always ask before opening this type of file

harm your computer.  you do not trust the source, do not open or

|@ While files fram the Intemet can be useful, some files can potentialhy
- save this file. What 's the rslc?

Figure 12-4: Open Excel File prompt
5. This will open an Excel file on your local computer with the results so you can format
and print the results.

12.1 USING THE BASIC SEARCH

The basic search screen allows the user to search for upcoming courses based on a Course
Catalog Number, State, or date range. The search also include a filter for Web-Based courses.



1. By default all courses in the next month will show up on the results list including all web-
based courses. The results can be narrowed by specifying search parameters. You can
search by any combination of course catalog number, date, or State. The search options
are described below.

a. You can narrow the list by selecting a course catalog number. This will narrow
the search results to the particular course catalog number. (See Figure 12-5)

The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
National Preparedness Directorate (NPD), National Integration Center (NIC),
Training and Exercise Integration Secretariat/Training Operations (TEl/TO)

Course Schedule

Search for upcoming DHSIFEMA Training Courses in your area. Please fillin the form below to narrow course schedule results.

* Please note course schedules are subject to change.

Course Catalog Number: ‘ AWR-128-W v ' State: v

From Date: 11/21/2009 ] ToDate: 12/21/2009 =

Show Web-Based Courses:

@ Advanced Search

% Click on a course number for course schedule details. To view the entire list of results, please click here to export to Excel.

One item found.

umber Start Date * EndDate Start Time

-AWR-128-W N/A NIA NIA WEB

Figure 12-5: Basic Search (Search by Course Catalog Number)

b. Also by default all web-based courses will display in the result list. To hide web-

based courses from the result list simply uncheck the “Show Web-Based Courses”
checkbox. (See Figure 12-6)

The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
National Preparedness Directorate (NPD), National Integration Center (NIC),
Training and Exercise Integration Secretariat/Training Operations (TEI/TO)

Course Schedule
Search for upcoming DHS/FEMA Training Courses in your area. Please fill in the form below to narrow course schedule results.

* Please note course schedules are subject to change.

Course Catalog Number: State: v

From Date: 11/21/2009 = To Date: 12/21/2009 =

Show Web-Based Courses:

% Click on a course number for course schedule details. To view the entire list of results, please click here to export to Excel.

One item found.

Course Catalog Number Start Date “ EndDate Start Time

AWR-100 2009-11-21 2009-11-25 12:34 PM rockville

Figure 12-6: Basic Search (Filter Web-Based Courses)



c. Search results can also be narrowed by State. You can select a state or U.S.
territory from the drop down and click Submit to narrow the results to a particular
state or territory. (See Figurel2-7)

The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
National Preparedness Directorate (NPD), National Integration Center (NIC),
Training and Exercise Integration Secretariat/Training Operations (TEI/TO}

Course Schedule
Search for upcoming DHSIFEMA Training Courses in your area. Please fillin the form below to narrow course schedule results.

* Please note course schedules are subject to change.

Course Catalog Number: el State:

From Date: 11/21/2009 = To Date: 12/21/2009 )

Show Web-Based Courses

% Click on a course number for course schedule details. To view the entire list of results, please click here to export to Excel.

3 items found, displaying all items

Course Catalog Number Start Date “ EndDate Start Time
AWR-100 2009-11-21 2009-11-25 12:34PM rockville
AWR-110-W N/A N/A NA WEB

AWR-128-W NIA NIA NIA WEB

Figure 12-7: Basic Search (Search by State)

Note: Web-Based classes do not specify a state so they will always show by default.
d. Finally you can narrow the result list be selecting the From and To dates. Simply
click on the calendar box and click the dates you want, or you can enter them
manually.

The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
National Preparedness Directorate (NPD), National Integration Center (NIC),
Training and Exercise Integration Secretariat/Training Operations (TE}/TO)

Course Schedule
Search for upcoming DHS/FEMA Training Courses in your area. Please fill in the form below to narrow course schedule results.

% Please note course schedules are subject to change.

Course Catalog Number: ¥ State: Maryland =

From Date 11/21/2009 J | To Date: 11/25/2009

Show Web-Based Courses:

%* Click on a course number for course schedule details. To view the entire list of results, please click here to export to Excel.

3 items found, displaying all items.
Course Catalog Number Stap-Pate TD= Start Time

AWR-100 2009-11-21 2009-11-25 12:34PM rockville

AWR-110-W N/A NIA NIA WEB

AWR-128-W NIA N/A N/A WEB

Figure 12-8: Basic Search (Search by Date)

Note: Web-Based classes do not specify a date so they will always show by default.

The search parameters can be combined to narrow search results, or they can be left blank
and display everything.

If you do not know the Course Catalog number, or the Basic search isn’t detailed enough
you can use the Advance Search link.



The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
National Preparedness Directorate (NPD), National Integration Center (NIC),
Training and Exercise Integration Secretariat/Training Operations (TEI/TO}

Course Schedule
Search for upcoming DHS/FEMA Training Courses in your area. Please fill in the form below to narrow course schedule results.

* Please note course schedules are subject to change.

Course Catalog Number: v State: Maryland v
From Date 11/21/2009 = To Date: 11/25/2009 =

Show Web-Based Courses:

% Click on a course number for course schedule details. To view the entire list of results, please click here to export to Excel.

3 items found, displaying all items.
Course Catalog Number Start Date “ EndDate Start Time City

AWR-100 2009-11-21 2009-11-25 12:34PM rockville

AWR-110-W NIA N/A N/A WEB

AWR-128-W NIA N/A N/A WEB

Figure 12-9: Advanced Search Link

12.2 USING THE ADVANCED SEARCH

The advanced search screen allows the user to search for upcoming courses based on any
combination of performance level, keyword, date range, city and state or zip code. The search
also include a filter for Web-Based courses.

1. By default all courses in the next month will show up on the results list including all web-
based courses. The results can be narrowed by specifying search parameters. The search
options are described below.

a. You can narrow the list by selecting a performance level (Awareness = AWR,
Performance = PER, and Management = MGT). This will narrow the search
results to the particular performance level. (See Figure 12-10)

=
AERF The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
3 )3 National Preparedness Directorate (NPD), National Integration Center (NIC),
AN

Training and Exercise Integration Secretariat/Training Operations (TEl/TO)

Search Cour:

Course Schedule
Search for upcoming DHS/FEMA Training Courses in your area. Please fill in the form below to narrow course schedule results.

* Please note course schedules are subject to change.

Performance Level: Performance ® Keyword: :
From Date: 11/21/2009 ] To Date: 12/21/2009 =
oty and se | | Blawce [ ]

Show Web-Based Courses:

% Click on a course number for course schedule details. To view the entire list of results, please click here to export to Excel.

2 items found, displaying all items.

3 Number Start Date “ EndDate Start Time City State
PER-265 2009-11-21 2009-11-21 08:00 AM Chicago L
PER-200 2009-11-23 2009-11-23 09:00 AM $San Diego CA

Figure 12-10: Advanced Search (Performance Level)




b. Also by default all web-based courses will display in the result list. To hide web-

based courses from the result list simply uncheck the “Show Web-Based Courses”
checkbox. (See Figure 12-6)

The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
National Preparedness Directorate (NPD), National Integration Center (NIC),

Training and Exercise Integration Secretariat/Training Operations (TEI/TO)

Course Schedule
Search for upcoming DHS/FEMA Training Courses in your area. Please fill in the form below to narrow course schedule results.

% Please note course schedules are subject to change.

Pertormance Level e Kepmora —
From Date: 11/21/2009 To Date: 12/21/2009 ]

ity and State I [Clapcose: [ ]
Show Web-Based Courses:

% Click on a course number for course schedule details. To view the entire list of results, please click here to export to Excel.

3 items found, displaying all items.
Course Catalog Number Start Date “ EndDate Start Time

PER-265 2009-11-21 2009-11-21 08:00 AM Chicago

AWR-100 2009-11-21 2009-11-25 12:34 PM rockville

PER-200 2009-11-23 2009-11-23 09:00 AM San Diego

Figure 12-11: Advanced Search (Filter Web-Based Courses)

c. Search results can also be narrowed by City and/or State. First select the City and
State radio button, then enter the city name you want to search on followed by the
state from the dropdown next to it. City and state are not required, so you can
search by either a city, or a state, or both. (See Figure 12-7)

The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
National Preparedness Directorate (NPD), National Integration Center (NIC),
Training and Exercise Integration Secretariat/Training Operations (TEl/TO)

Course Schedule
Search for upcoming DHS/FEMA Training Courses in your area. Please fill in the form below to narrow course schedule results

%* Please note course schedules are subject to change.

e [ ot ]
From Date 11/24/2009 = To Date: 12/24/2009 =
and stae Rochils [Waryind 5 Cawcot: [ ]

Show Web-Based Courses

% Click on a course number for course schedule details. To view the entire list of results, please click here to export to Excel.

One item found.
Course Catalog Number Start Date “+ EndDate Start Time City
AWR-000 2009-11-25 2009-11-27 09:00 AM Rockville

Figure 12-12: Advanced Search (Search by City and/or State)

Note: Web-Based classes do not specify a state so they will always show by default.

d. If city and state is too broad, you can search on a specific zip code instead. Start
by selecting the zip code radio button (this will clear the city and state fields),
then enter the zip code you want to search on. This field is an exact match search,
and does not search surrounding areas.



The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
National Preparedness Directorate (NPD), National Integration Center (NIC),
Training and Exercise Integration Secretariat/Training Operations (TE}/TO)

Course Schedule
Search for upcoming DHS/FEMA Training Courses in your area. Please fill in the form below to narrow course schedule results

* Please note course schedules are subject to change.

Performance Level v Keyword: l:l

From Date: 11/24/2009 = To Date: 11/27/2009 =
City and State: [ z2jcose T 35257 D |

Show Web-Based Courses:

* Click on a course number for course schedule details. To view the entire list of results, please click here to export to Excel.

No items found.

Figure 12-13: Advanced Search (Search by Zip Code)

e. Finally you can narrow the result list be selecting the From and To dates. Simply
click on the calendar box and click the dates you want, or you can enter them
manually.

DN
¥ The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
National Preparedness Directorate (NPD), National Integration Center (NIC),
Training and Exercise Integration Secretariat/Training Operations (TEl/TO)

Course Schedule
Search for upcoming DHS/FEMA Training Courses in your area. Please fill in the form below to narrow course schedule results.

* Please note course schedules are subject to change.

Performance Level: v Keyword:
From Date: < 11/24/2009 & To Date: 11/27/2009 >

[€]cityand state | [Clapcose: [ ]

Show Web-Based Courses:

%* Click on a course number for course schedule details. To view the entire list of results, please click here to export to Excel.

One item found.

Course Catalog Number T Start Time City

AWR-000 2009-11-25 2009-11-27 09:00 AM Rockville

Figure 12-14: Advanced Search (Search by Date)

Note: Web-Based classes do not specify a date so they will always show by default.

2. The search parameters can be combined to narrow search results, or they can be left blank
and display everything.

3. Toreturn to the basic search, click the Basic Search link.



The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
National Preparedness Directorate (NPD), National Integration Center (NIC),
Training and Exercise Integration Secretariat/Training Operations (TEI/T0)

Course Schedule
Search for upcoming DHS/FEMA Training Courses in your area. Please fill in the form below to narrow course schedule results

%* Please note course schedules are subject to change.

Perormance Leve: C  ® Kepors ]

From Date: 11/24/2009 = To Date 11/27/2009 =
City and State [ Clzwcoss: [ ]

Show Web-Based Course;

* Click on a course number for course schedule details. To view the entire list of results, please click here to export to Excel.

No items found.

Figure 12-15: Basic Search Link

12.3 GETTING COURSE DETAILS
This module describes how to get the course details including contact information for the course.

1. After locating the correct course, the course details can be viewed by clicking on the
Course Catalog number in the results list.

The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
National Preparedness Directorate (NPD), National Integration Center (NIC),
Training and Exercise Integration Secretariat/Training Operations (TE|/TO)

Course Schedule

Search for upcoming DHS/FEMA Training Courses in your area. Please fill in the form below to narrow course schedule results

%* Please note course schedules are subject to change.

Performance Level: - Keyword: |:]
From Date: 11/24/2009 = To Date: 11/27/2009 =

City and State: [ [Flzpcode: [ ]

Show Web-Based Courses:

* Click on a course number for course schedule details. To view the entire list of results, please click here to export to Excel.

3 items found, displaying all items.

C log Number Start Date “ EndDate Start Time City
AWR-000 2009-11-25 2009-11-27 09:00 AM Rockville
ANRHTW N/A NIA NIA WEB

AWR-128-W NIA NIA NIA

Figure 12-16: Course Details Link

2. The Course Details page will display. To return to search results click the Back to Search
Results link.



The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
National Preparedness Directorate (NPD), National Integration Center (NIC),
Training and Exercise Integration Secretariat/Training Operations (TEl/TO)

ourse Details

Course Details
% For course enroliment information please reference the contact information.
Course Name: Seaport Security for Port Employees
Training Method: Mobile

Course Catalog ¥
Number: AWR-000

City: rockville State: AK
Start Date: 11/07/2009 End Date: 11/07/2009
Zip Code: 20852 Start Time: 9 AM

The Seaport Security for Port Employees course is for all non-security employees at a seaport or seaport facility. The course will inform all facility
personnel without security duties of potential threats to security, the security organization of a port facility, relevant provisions of the ili

Security Plan, the meaning and consequence of MARSEC Levels, and how to report potential threats to security, in compliance with the Code of
Federal Regulations, Title 33, Part 105.215. The target audience includes union and non-union labor, construction, trucking, railroad,

staff. Other courses in the Seaport Security curm:ulum are available specifically for Security Officers,
Security Officer , Law Officers, Law , Facility Security Officers, and Port and
Facility Management. Seaport Security for Port Employees satisfies US Coast Guard and |v|AR'\D reuulrements for Maritime Security Awareness
The course is comprised of 23 discrete lessons, each lasting 20-40 minutes.

Course Description:

Contact Info: test Course Length: 8.23

Training Provider. Arizona State University

Figure 12-17: Course Details Page

13. CREATE DATA UPDATE REQUEST
This module provides training providers the ability to modify previously submitted data.

1. The ‘Create Data Update Request’ can be accessed by clicking on the “Data
Submissions” box on the RES homepage or the Submissions tab on the RES toolbar.

Home  Logout  Help Course Schedules

The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
Protection and National Preparedness (PNP), National Preparedness Directorate (NPD),
National Training and Education (NTE}, National Training and Education Divizion (NTED)

Status Reports User Profile Admin

RES Data Submission

This module pravides users the interface to submit courses to the schedule and XML files to the RES.

* Manage Course Schedule Inforrnation
Allows users to add, modify, and delete course schedule infarmation.

Subrmit an xML file
Allows the user to select and upload XML files into the RES.

Create Data Update Regquest
Allows users to add, modify, and delete course schedule infarmation.

Approve Data Update Reguest
Allows DHS Staff to approve data update requests submitted by training partners

Figure 13-18: Create Data Update Request 1



2. On the ‘Create Data Update Request’ screen, users can search and filter results to find
the class they are looking for. Users can search on from date, to date, city, state, zip
code, number of students, pre-test score and post-test score.

Home  Logout  Help  Course Schedules

e
f i ’g The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMAJ,
L=l FEMA Protection and Natiznal Preparedness (PNP), National Preparsdness Directorate (NPD)
°\er c;?. National Training and Education (NTE}, Mational Training and Education Divizion (NTED}
h LT
Forms Status Repaors User Profile Adrmin

Scheduling Information

This module allows training providers the ability to view and modify submitted course schedules. Please fill in the form below to narrow course schedule results.

From Date: = T Date: =
o — T E—
Mo of Students: I:I Pre Tast Score: I:I Post Test Score: I:I

% Click on a class number for ciass schedule detalls.

1,285 itemms found, displaying 1 to 10 [FirstPrev] 1,2, 3, 4,5 6, 7, 8 [NextLasi]
Course Catalog Number Start Date End Date Start Time City

AR-199 2008-04-02 2008-04-03 1400 BEMND

AR KA 2008-05-26 2009-05-26 1] CAPE CANAYVERAL
ANR-122-2 2009-06-17 2009-06-17 200 CHICAGO

AR KA 2008-07-06 2009-07-06 CAPE CANAYERAL
AR KA 2009-07-06 2009-07-06 CAPE CANAVERAL

AR KA 2008-07-07 2008-07-07 CAPE CANAVERAL

AR KA 2008-07-07 2008-07-07 CAPE CANAVERAL

AR-122-2 2008-07-17 2008-07-17 CHICAGO

EIEIEEIEEIRIEIE

AE-149-4 2008-07-01 2008-07-21 WASHINGTON

See Figure 13-19: Create Data Update Request- Scheduling



~

3. If the user selects the "Modify" link, they are directed to the "Modify Course Details"
page. This form allows the user to modify previously submitted data, add and remove
students from a class.

Home Logout  Help Course Schedules

e
el @ The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA
Pl " FEMA Protection and National Preparedness (PNP), National Preparedness Directorate 1
o"a “\E Mational Training and Education {NTE}, Mational Training and Educatien Divizion (NTED}
AND SE
Faorms Submissions Status Reports User Profile Admin

Home = Submissi = Modify Course Details

Modify Course Details

This module provides the userthe ahility to modify their submitted courses.

Course Catalog y o
Number: * Approver:

Start Date: * 04022009 ] End Date: * 040372009

Start Time: * 0aoo End Time: * 1200]

city: * BEND State: * Oregon ]| ZipCode: Tg77pz

Training Method: Resident |+ Contact Hours:

Pre-Tast Score: 428 Post-Test Score:

32 itemns found, displaying 1 to 5. [FirsttPres] 1,2 3 4, 5 6, T [Mext/Lasi]

Last Mame First Name Middle Initial Agency Ci Discipline

BROWRM KAREY RESTOM FIRE DEFARTMENT RESTOMN LE
BURCHFIEL SUSAN RESTOM FIRE DEPARTMENT RESTOMN LE
HIGGINBOTHAM JERROLD RESTOM FIRE DEFARTMENT RESTOMN LE

STANDIFORD KATLIN RESTON FIRE DEPARTMENT RESTON

HOLLAMND LILLIAR RESTOM FIRE DEPARTMENT RESTOMN

Submit

Fields displayed inbold * are required and must he completed.

See Figure 13-20- Create Data Update Request- Modify Course Details

The form is pre-populated with values from the database which users can update the
applicable fields in the form. Start Date and End Date are validated to be in mm/dd/yyyy
format. Start time and end time are validated to be integers in military time.

The User must fill in all required fields and select a DHS Staff member as an approver.

The users can also delete students from a class record which will auto-decrement the
"Number of Students" attribute associated with a class

If you click delete the user is prompted to confirm the deletion.



Are ol sure you swart to delete this record?

(8], l [ Cancel ]

See Figure 13-21- Create Data Update Request- Delete record

13.1 ADD NEWSTUDENT TO THE COURSE

This module describes how to add a new student to the course.

1.
2.

Navigate to the Create Data Update Request screen as shown in step 3 of Section 13.

To add new users, you must first locate the link below to add new student to the
course.

The Add a New Student module will display. Start by entering the required fields
such as Last Name, First Name, City, State, Zip Code, Country Code, and Phone
Number. Fill out the required fields and click Submit.



é Registration and Evaluation System (RES) - Windows Internet Explorer

Add New Student

Tha adalt Govidia th ubdr th BbEty 15 B30 B Blw S1O8AL B 5 S0arsh.

Last Nasa: * .FInI Hame:

SwdetTyee | Domestic

Digoipira:

Student
Itification
Humber
|Si0}

e E

% Faaids sapayes = Bold T 0k shaued Bd mast B sompiend

Prvagy Policy | FOLA | Downlgad Plyging

in

See Figure 13.1-22- Create Data Update Request- Add New Student



14.

APPROVE DATA UPDATE REQUEST

This module describes how to approve data update request.

1. The ‘Approve Data Update Request’ can be accessed by clicking on the “Data
Submissions” box on the RES homepage or the Submissions tab on the RES toolbar. (see
Figure 14-23)

Home Logout  Help  Course Schedules

The U.S Department of Homeland Security (DHS), Federal Emergency Management Agency (FEMA),
Protection and National Preparedness (PNP), National Preparsdness Directorate (NPD),
National Training and Education (NTE), National Training and Education Divizion (NTED})

Status Reports Liser Profile Adrmin

RES Data Submission

This module pravides users the interface to submit courses to the schedule and XML files to the RES.

* Manage Course Schedule Infarmation
Allows users to add, modify, and delete course schedule information.

Subrnit an XML file
Allows the user to select and upload XML files into the RES

Create Data Undate Request
Allows users to add, modify, and delete course schedule information.

Approve Data Update Reguest
Allows DHS Staffto approve data update requests submitted by training pariners.

See Figure 14-23- Approve Data Update Request

2. To approve data update request, you must review the pending data requests.

The U.S Depariment of Homeland Securty (DHS), Federal Emergency Management Agenc
Protection and National Prepa s (PNP), National Preparedness Directorate (NPD),
National Training and Education ( National Training and Education Division (NTED)

Forms ubmissions Status Reports User Profile Admin

Pending Data Requests

This module allows DHS Staff to view and select pending data requests they have been assigned

% Clickonacla for data request details.

g items found, displaying all items.

Course Catalog Humber Start Date Submitter “* Submit Date

FER-200 2008-09-01 RSONITRAINER 2011-11-22 16:06:45.0

PER-200 2008-09-01 RSONITRAINER 2011-11-22 16:07:41.0
2008-06-14 RSONITRAINER2 2011-12-01 10:239:02.0
2008-08-14 RSONITRAINER2 2011-12-06 12:26:16.0
2008-06-14 RSONITRAINER2 2011-12-14 15:51:13.0
2008-08-14 RSONITRAINER2 2011-12-0110:39:44 0
2008-08-14 RSONITRAINER2 2011-12-1415:51:34 0

2010-03-02 RSONITRAINER2 2011-12-1415:51.48.0

Accessibility | Privacy Policy | EQIA

See Figure 14-24- Pending Data Requests



3. The Approve/Deny pending data request allows DHS staff to compare previous and
updated class values submitted by the training provider. The pending data request
contains Course Catalog Number, Submitter, and Submitted Date. The original and
updated values contain: Start Date, End Date, Start Time, End Time, City, State, Zip
Code, Training Method, Contact Hours, Pre-Test Score, Post-Test Score, Number of
Students and Justification. (see Figure 14-25)

See Figure 14-25 Approve/Deny Pending Data Request

4. Once the user approves/denies, this module allows the DHS staff to provide comments
explaining results of pending data request. (see Figure 14-26)

See Figure 14-26- Approve Pending Data Request
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