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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: 

 Student Registration information  

 Level One: Post course evaluation  

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

2. The RES Login screen appears (see Figure 3-1). 

3. Select the “Register for a New Account” link below the Login button. 

4. The Request Account page appears (see Figure 2-1). 

5. Fill in all the fields, select your security questions, and add any additional comments or 

notes then click Submit. 

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

received.   

7. Close your browser. 

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

account. 

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

activated. 

 
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.    

 

 
 

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). 

 
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 familiar 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 times. 

 

5. FORMS MODULE 

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 accessed by clicking on the Forms box or the Forms tab on the 

RES toolbar.  



 

  

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

2. The Forms Module is displayed.   

 
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) 



 

  

 

 
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. 

 



 

  

 
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. 

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

 



 

  

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

 
Figure 6-2: RES Submission Module 

 

3. The XML Submission Module is Displayed. 

 
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. 



 

  

 
Figure 6-4: Navigate to XML file 

 
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: 

 Pass virus scan 

 Valid file name  

 File has never been submitted before  



 

  

 
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. 

 

 
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. 

 
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. 



 

  

 
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. 

 
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. 

 

 

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. 



 

  

 

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. 

 

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. 

 



 

  

 

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. 

 

Figure 7-5: Confirm Course Addition (Mobile and Resident) 



 

  

 

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. 

 

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.

mailto:res@dhs.gov


 

  

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. 

 
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. 

 



 

  

 

 
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”. 

 
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. 

mailto:res@dhs.gov


 

  

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. 

 
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. 

 
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. 

 
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. 



 

  

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

 

3. The Status Screen is displayed. 

 
Figure 8-2: RES Status Module 

4. 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. 

5. 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. 

 
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. 



 

  

 
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. 

 
Figure 10-2: Select Edit User Profile 

6. The system displays the existing user profile information and allows the user the ability to 

update any of the fields. 

 



 

  

 
Figure 10-3: Edit User Profile Information 

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

 

 
Figure 10-4: Submit User Profile Information 

8. The “Confirm User Profile Information” screen is displayed.  Review the information before 

clicking the Confirm button.  

 



 

  

 
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.  

 
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. 



 

  

 
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. 

 

 
Figure 10-8: Change Password 



 

  

2. The “Password Saved” screen is displayed. 

 
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. 

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

 



 

  

2. The Help module is displayed. 

 
Figure 11-2: Help Module 

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

information. 

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


 

  

 
Figure 12-1: RES Home Screen (Course Schedules link) 

2. The Course Schedule Module Basic Search is Displayed.   

 
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) 



 

  

 
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. 

 
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) 

 
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) 

 
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 Figure12-7) 

 
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. 

 
Figure 12-8: Basic 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. If you do not know the Course Catalog number, or the Basic search isn’t detailed enough 

you can use the Advance Search link. 



 

  

 
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) 

 
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) 

 
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) 

 
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. 



 

  

 
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. 

 
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. To return to the basic search, click the Basic Search link. 



 

  

 
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. 

 
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. 



 

  

 
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. 

 

 

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.   

 

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. 

 

 

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

4. 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.   

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

6. The users can also delete students from a class record which will auto-decrement the 

"Number of Students" attribute associated with a class 

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

 



 

  

 

 

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

13.1 ADD NEW STUDENT TO THE COURSE 

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

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

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

course. 

3. 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. 

 



 

  

 

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) 

 

See Figure 14-23- Approve Data Update Request 

 

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

 

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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