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Welcome to the HIDTA Online Training Tracker (HOTT) System

The HIDTA Online Training Tracker (HOTT) system, hosted at the National HIDTA Assistance Center
(NHAC) serves as the national repository for all training activities where HIDTA dollars and resources are
committed and expended. The system provides a centralized database for the timely storage, retrieval, and
dissemination of training information.

The primary objective of the HOTT system is to implement an easily accessible electronic solution for
storing and disseminating data associated with training from schedules to student transcripts. The long-
term objective is to provide a centralized storage, sharing, reporting capability and class evaluation tool for
nationwide HIDTA users and back up data for performance management reporting.

HIDTA training data is sensitive information and only those with appropriate access may view the data.
The purpose of this document is to provide prospective users with the steps necessary to input, access and
use the HOTT system.

The Structure of the HOTT System

The organization of the HOTT system is tiered, with one level dependent on another. Students are
associated with an Event, an Event is associated with a Course, and a Course is associated with a
Provider. However, students may also be added independently to the HOTT system by expanding the
Search menu, clicking on ‘Student’, then clicking on the Add new Student button or by opening an Event
and clicking Add Students.

The following definitions are helpful when navigating the HOTT system:

e Provider - a group or individual that conducts training courses or events

e Course - a training program conducted by a provider includes duration, minimum and maximum
number of students allowed and category

e Event - a course or meeting with a delivery date and location



Course Learning Outcomes

Upon completion of this course, participants will be able to:

Describe how the HIDTA Online Training Tracker (HOTT) serves as a national repository, sharing
and reporting capability for nationwide HIDTA users for all training activities.

Log in to HOTT, identify and efficiently use key parts of its screen.

Add an event when a provider and/or course are in the system and when they are not in the system.
Enroll students using three methods: manual; bulk entry and online registration.

Use the Public Calendar.

Update, wait list and deny student.

Describe event management functions.

Review frequently asked questions (FAQs)

Review the report function.

Review Event Evaluations

Review pushed PMP Statistics



Log into the HOTT System Via the HIDTA.net Portal

HIDTA. net portal: https://portal.hidta.net

When you log in via the HIDTA portal, you will see the following screen:

H- D l_/‘ net

Welcome to HIDTA Net! HIDTA Net Logon

Please sign in to begin your secure session.

You are accessing a private network designated for members of High Intensity Drug
Traffickang Areas (HIDTA). Services and matenal provided on this network are not

available to general public and police agencies or offices outside of the United States username _

) password
If you are a HIDTA member, please log on.

If you don't have an account or you need assistance with your account, please contact
your HIDTA's network administrator.

Thank youl

High Intensity Drug Trafficking Areas

If you do not have a user name and password, please contact the HIDTA.Net Portal
administrators at the National HIDTA Assistance Center, Daniel Liang at 305-715-7741
or dyliang@nhac.org.


https://portal.hidta.net/

Click on HIDTA Online Training Tracking (HOTT) link.

Welcome to the HIDTA.net Secure Access Portal, kdoran@nhac.hidta.net. You last signed in on Tue, 10-Jun-2014 14:03:07 EDT from 172.30.9.93

HIDTA Resource Management System (HRMS
HRMS is the collzboration and document sharing sit= for NON-CLASSIFIED Information that may be viswed by all HIDTA users

M System (FMS)
Financial Management Systsm

(3]

[l&l Financial Management System (FMS) Training Site
= L e T

HIDTA Online Training Tracking (HOTT)
HOTT System

HIDTA Clearance Management System
HIDTA Clearance Management System

Washington/Baltimore HIDTA Case Explorer System

The Case Explorer System (CE) is designed to handle many of the information management, and intzlligence storage and retrieval requiraments for HIDTA initiatives and participating agencies.

NHAC CE Training Site

Tha Case Explorer Systam (CE) is designad to handls many of the informatian management, and intelligence storage and retrieval requirements for HIDTA inititives and participating agencies.
HIDTA Performance M. Ii (PMP)

The HIDTA PMP Database is us=d to complet= the core performance tables for your Annual Report and will be used to complete your Initiative Description and Budgst Proposals for your Budgst Packags,
NHAC Web PMP Training Site

The HIDTA PMP Database is used to complete the core performance tables for your Annual Report and will be used to complete your Initiative Description and Budget Proposals for your Budget Package.

Intel Product Survey System
Link to user surveys

HIDTA Links
Secure and public HIDTA websitas

Feedback System
Feedback Testing Systam

HOTT Test Site
HOTT Test Site

When you log in via the HIDTA .net portal, you will be taken to the main HOTT log-in screen. Enter your
login ID and password. If you do not currently have access, contact Gladys Sosa at the National HIDTA

Assistance Center Training Unit (305-715-7757) who will then contact your HIDTA Director for access
approval.

Log in.

Login ID | ‘

Password | ‘

Log

Having trouble sigining in? Please try one of the options below:

Reset your Password

For further assistance with the HOTT system please contact Hector Alfonso at hialfonso@nhac.org or 305-715-7754




HOTT Screen Orientation Profile/Change Password

Landing page (Calendar)

*Links are available from
every screen to access:

e Training Events

Calendar  Search..  Reports  Email Builder  Evaluation Results  PMP Push St e Courses
@ Click here to view the public HIDTA Training Calendar ° Stud ents
[F—— e Providers
Online Sexual Harassment Training_for Managers & Supervisors 2023 - 1/3/23 - 2 You have one or more events not marked as complete and are older than 30 days.
Colorado’s Adult Use Market — What Has The Past Decade Taught Us? - 10/4/23 - 1 CEr i e e, (] Re ports
The Problems with Today's High Potency THC from the Perspective of an Addiction Psychiatrist —
Following_the Science - 11/1/23 - 3

e Email Builder
e Evaluation Feedback
e Public Calendar

National HIDTA Assistance Center

August v 2023 v

User’s HIDTA (“My HIDTA”) is

dd Event Add Event Add Event Add Event Add Event Add Event Add Event the default. “All HIDTAs” can
6 7 8 E 10 1 2 | be selected from dropdown
Add Event Add Event Add Event Add Event Add Event Add Event Add Event menu to View a" HIDT A
" " ' 1 v 8 ' | events for the month.
The 10 Things XYZ Course
Add Event Providers Should Add Event Add Event NHAG) Add Event Add Event
Know About )
Crmmelis k .\
Highlighted Current Date
Drop down menus “Add Event” link
allow for selecting enables user to add
month and/or year. a training event.



Once logged into the HOTT system, the default screen is the Calendar (landing page). Note: Every HOTT
function is accessible via this screen.

cbbengtson . =

Calendar About Contact

Calendar Search... Reports Email Builder Evaluation Results PMP Push Stats

@ Click here to view the public HIDTA Training Calendar

Online Sexual Harassment Training for Managers & Supervisors 2023 - 1/3/23 - 2 You have one or more events not marked as complete and are older than 30 days.
Colerado's Adult Use Market — What Has The Past Decade Taught Us? - 10/4/25 - 1 Click here to view a list of the events.

The Problems with Today’s High Potency THC from the Perspective of an Addiction Psychiatrist —
Following the Science - 11/1/23 - 3

National HIDTA Assistance Center A

August Vo023 v

1 2 3 4 5
Add Event Add Event Add Event Add Event Add Event Add Event Add Event
6 7 8 9 10 11 12
Add Event Add Event Add Event Add Event Add Event Add Event Add Event
13 14 15 16 17 18 19
The 10 Things XYZ Course
Add Event Providers Should Add Event Add Event (NHAC) Add Event Add Event

Scheduled

Know About )

Cannabis




When adding an event in the HOTT system, a provider and course are always required and may not be in
the system. The following instructions will address each of these two scenarios:

Scenario A: Provider and course ARE in the system

Scenario B: Provider and/or course ARE NOT in the system

Add an Event
Scenario A: Adding an event when provider and course ARE in the system

1. Click on “Add Event” on the start date. The following “Create New Event” screen will appear.

Reports  Emsil Buider  Evalustion Resuits  PMP Push Stats

Create New Event

Croate Event

Starl Date: ,7 - Start Tine

£nd Date [ End Time

post Certified

Osite

Event: Location
e Airpert Hiian, WEHIDTA Tiaining

Event: Address |

Han Allowee |

Enable nline Registration

Fiyer

Confimation Natice

LA  registration fee s reguinec, please obtain a paymert v



2. Complete all the fields and click the “Create Event” button located at the top and bottom of the
screen. If provider or course does not appear in the dropdown list, click on the link to add. (See Scenario
B.)

The following “Student Event Management” screen will appear.

Optional Step 3: If the student data is available, enter this information now. If it is not available, it can be
entered later.

For now, we will not be entering student data, but need to verify that the event has been entered. There
are two ways to verify:

e Click on “Course Name” link (See Back to Event Details screen for results.).
e Click on “Calendar.” (See Calendar screen for results.)

Hover to view event details

chbengtson =

Calendar About Contact

Calendar Search... Reports Email Builder Evaluation Results PMP Push Stats

Student Event Management

Web PMP for Performance Management - 4/12/2024 9am
_\" iew Event Details
Class Capacity: !!

Provider: National HIDTA Assistance Center

0 Students Enrolled - Class UNDER minimum capacity!

HIDTA Last Name First Name

National HIDTA Assistance Center ¥ ‘ ‘

‘ Search ‘ ‘ Add New Student




Calendar Search... Reports Email Builder Evaluation Results PMP Push Stats

10

B

e After clicking on the “Course Name” link, the “Event Details” screen appears.

cbbengtson =

Calendar About Contact

Calendar Search... Reports Email Builder Evaluation Results

Web PMP for Performance Management - 4/12/2024 (Scheduled)

Create Copy of this Event
0 Students Enrolled - Class UNDER minimum capacity!

| | | | Sign In Sheet | All Students | Event Summary | Survey/Evaluation Results
Sort By: @ Student O Agency O HIDTA Export: Excel ~

Send Confirmation Notice For this Event

Event Registration Ul

Event Details l Show Additional Event Information l

‘ Mark Event as Complete... H Download Tent Cards

Customize Instructions ‘ Save Event ‘ Delete Event

Event Status: @ Scheduled As Planned O Postponed O Cancelled O Occurred Already O Status Unknown

Hosting HIDTA Only

Hosting HIDTA: National HIDTA Assistance Center



cbbengison =

Calendar About Contact

Calendar Search... Reports Email Builder Evaluation Results PMP Push Stats

Calendar Search... Reports Email Builder Evaluation Results

Create New Event

Provider -- Select a Provider -- v Don't see your provider?

Course Q

Send Confirmation Notice For this Event

(The current setting will send a confirmation notice to the student when enrolled)

Start Date Start Time l:l
End Date End Time l:'

e  After clicking on the “calendar,” the calendar screen indicating event has been added.

cbbengtson =

Calendar About Contact

Calendar Search... Reports Email Builder Evaluation Results PMP Push Stats

! HOTT Update - Event List View Click read more

@ Click here to view the public\lIDTA Training Calendar

Online Sexual Harassment Training for Managers & Supervisors 2023 - 1/3/23 -1

You have one or more events not marked as complete and are older than 30 days.

Click here to view a list of the events.

National HIDTA Assistance Center v
April V2024 v
1 2 3 4 5 6
Add Event Add Event Add Event Add Event Add Event Add Event Add Event
7 8 9 10 \ 12 13
Web PMP for
Add Event Add Event Add Event Add Event Add Event Performance Add Event
Management

(NHAC)

11



Scenario B: Provider and/or course ARE NOT in the system

At times it will be necessary to create an event when the provider or the course are not found in the
system and must be added. You can search using links at top of screen. The following steps outline the
process for adding a new provider and/or a new course. Nofe: 4 course is always associated with a
provider.

1. As previously explained in “Add a New Event,” click on the “Add Event” link on the start date of
your course. The “Create New Event” screen appears.

cbhengtson =

Calendar About Contact

Calendar Search... Reports Email Builder Evaluation Results PMP Push Stats

Calendar Search... Reports Email Builder Evaluation Results

Create New Event

Provider -- Select a Provider -- /VvDon‘t see your provider?

Create Event

Course ‘ Q‘

Send Confirmation Notice For this Event

(The current setting will send a confirmation notice to the student when enrolled)

Start Date 04/11/2024
e ]

Start Time

2. Click on “Don’t See Your Provider?” link.

12



“Provider Details” screen appears.

HOTT

HIDTA Online Training Tracker

Calendar  Search... Reports Email Builder Evaluation Results PMP Push Stats

Training Events | Courses | Students | Providers | Reports | Email Builder | Evaluation Feedback

Calendar

cbbengtson | [

About

Contact

Provider Details

Provider Name [ ]

T A | |

Provider Website (URL) ‘ ‘

Description

POC Name ‘

PQOC Street Address 1

PQOC Street Address 2

13




3. Complete provider details and click on “Save” button.

Provider Website (URL) ‘ ‘

Description

L

POC Name ‘

POC Street Address 1

POC Street Address 2 | ‘

POC City ‘ ‘

POC State Alabama v

POC Zip | ‘

POC Email ‘ ‘

POC Phone | ‘

14



After saving the provider details, the “Create New Event” screen will appear with the new provider
added.

4. Add the new course by clicking on “Don’t see your course?” link.

cbbengtson =

Calendar About Contact
&7

Calendar Search... Reports Email Builder Evaluation Results PMP Push Stats

Calendar Search... Reports Email Builder Evaluation Results

Create New Event

)
‘ Create Event H ®
Provider National HIDTA Assistance Center 't see your provider?
Course ‘ Q| Don't see your course?

Send Confirmation Notice For this Event

(The current setting will send a confirmation notice to the student when enrolled)

Start Date 04/11/2024 Start Time |:|
e [ ] e ]

Post Certified
Off Site

Event: Location

ie. ‘Airport Hiltor', 'WBHIDTA Training Facilities’

Event: Address 1 ‘

15



The “Create Course” screen appears.

5. Complete course details and click the “Save” button. This action will take you to “Create New
Event” screen.

Ca
Calendar Search... Reports. Email Builder Evaluation Results PMP Push Stats
Create Course
Provider MNational HIDTA Assistance Center il
Title
Course Number  Auto Generated
Description
e
Clear]|
Category -- Select a Category - >
a0
Min Attend
Max Attend
Audisney
SIS the ‘right’ student for this class...
LClear
Prerequisites
#
Clear
Sources
Ea
Clear

I Save I ” Return to previous page

16



Having added the new provider and new course, The “Create New Event” screen appears so that the
actual event details can be added and the event will appear on the calendar. (See: Scenario A; Step 2.)

cobengrson Ml [

Calendar About Contact

Calendar  Search..  Reports  Emall Bullder  Evaluation Results  PMP Push Stats

Create New Event

Create Event
Provider -- Select a Provider -- v Don't see your provider?
Course a|

Send Confimation Notice For this Evert

(The current setting will send a confirmation notice to the student when enrolled)
Start Date J— Start Time

End Date End Time

EIEREENEmD Charles Bengtson

POC: City, State Zip —‘ v
rocemene [soomsra ]

O G bbengtson@nhac.org

Min Allowed é

Instructors

Additional Event Comments

Enable Online Registration

Flyer (2

Confirmation Notice (2

CMP Payment Form URL ;
I registration fee is required, please obtain a payment url.

On Public Calendar

Additional Message
“Appears in the training events footer area

Additional Message Warning Level

17



After completing and saving the “Event Details,” the following “Student Event Management” screen
will appear. If the student data is available, enter this information now. If it is not available, it can be
entered later. (See page 8: Scenario A; Optional Step 3.)

cbbengtson | [

Calendar About Contact

Calendar Search... Reports Email Builder Evaluation Results PMP Push Stats

Student Event Management

Web PMP for Performance Management - 4/12/2024

Class Capacity: 25

Provider: National HIDTA Assistance Center

0 Students Enrolled - Class UNDER minimum capacity!

HIDTA Last Name First Name

National HIDTA Assistance Center ¥ | |

‘ Search ‘ ‘ Add New Student

For now, we will not be entering student data, but need to verify that the event has been entered. There
are two ways to verify:

e Click on “Back to Event Details” link (See Back to Event Details screen for results).
e Click on “Calendar.” (See Calendar screen for results)
e “Back to Event Details” screen

18



cbbengtson | E—:)

Calendar About Contact

Calendar Search... Reports Email Builder Evaluation Results PMP Push Stats

Web PMP for Performance Management - 4/12/2024 (Scheduled)

Create Copy of this Event

b Students Enrolled - Class UNDER minimum capacity!

| | | | SigninSheet |  AllStudents | Event Summary |  Survey/Evaluation Results
Sort By: ® Student © Agency O HIDTA  Export:  Excel ~

Send Confirmation Notice For this Event

Event Registration URL:

Event Details I Show Additional Event Information

‘ Mark Event as Complete... H Download Tent Cards | Customize Instructions | Save Event ‘ Delete Event

Event Status: ® Scheduled As Planned O Postponed O Cancelled © Occurred Already O Status Unknown

Hosting HIDTA Only

Hosting HIDTA: National HIDTA Assistance Center

Event Hosted Off Site: Cost:

Provider National HIDTA Assistance Center

19
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e (Calendar screen indicating event has been added.

cbbengtson % =

Calendar About Contact

Calendar Search... Reports Email Builder Evaluation Results PMP Push Stats

@ Click here to view the public HIDTA Training Calendar

New Registrations
/X You have one or more events not marked as complete and are older than 30 days.
The Problems with Today’s High Potency THC from the Perspective of an Addiction Psychiatrist —
Following the Science - 11/1/23 - 3

Click here to view a list of the events.

National HIDTA Assistance Center v

April v 2024 v

Add Event Add Event Add Event Add Event Add Event Add Event

Web PMP for

Add Event Add Event Add Event Add Event Add Event Performance

Add Event

Management
(NHAC)
Scheduled o

Add Event




Enroll Students

There are three ways to enroll students into an event:

e Manual (Searching or Adding New Student)

e Bulk entry

e Online registration

Manual (Searching)

Manual entry is the most common method of student enrollment and can be done at any time
before the event is marked as “Complete.” The following steps outline the process for manually
enrolling students:

21

1. Click on the event. The “Event Details” screen will appear.

Reports  Email Builder

New Registrations

Ihs Problems with Todas High Potency THC fror
Following the Seience - 1141723 - 3

Haticnal HIDTA Assistance Center

are events not marked as complete and are older than 30 days.

w2 list of the events

Today | [< >

Click here &

Agpril v 2004 v
1 4 5 6
SN S SRS A ent SEEINEREE Ao Dy SR Ehidak ERS qaT | SISO ISR A iy BRSNS ud b cRenD
8 9 10 " 12 13
Web PMP for
Add Event Add Event Add Eveat Adgd Event Add Event. Aad Event
Management
(NHAG)
-9

Add Event

2. Click on “Add Students.”

cbbengtson | [
act

Calendar About Conta

Calendar  Search... Reports Email Builder Evaluation Results PMP Push Stats

Web PMP for Performance Management - 4/12/2024 (Scheduled)
Create Copy of this Event

0 Students Enrolled - Class UNDER minimum capacity!

| | | | SigninSheet |  AllStudents | EventSummary |  Survey/Evaluation Results
SortBy: ® Student O Agency O HIDTA Export Eccel v

Send Confirmation Notice For this Event

Event Registration URL:

Event Details Shaw Additional Event Informaion |

‘ Mark Event as Complete... ” Download Tent Cards H Customize Instructions Save Event || Delete Event

Event Status: ® Scheduled As Planned O Pastponed O Cancelled O Qccurred Already O Status Unknown

Hosting HIDTA Only

Hosting HIDTA: National HIDTA Assistance Center

Event Hosted Off Site: Cost:

Pravider National HIDTA Assistance Center



The “Student Event Management” screen will appear.

chbengtson | [

Calendar About Contact

Calendar Search... Reports Email Builder Evaluation Results PMP Push Stats

Student Event Management

Web PMP for Performance Management - 4/12/2024

Class Capacity: 25

Provider: National HIDTA Assistance Center

0 Students Enrolled - Class UNDER minimum capacity!

HIDTA Last Name First Name

National HIDTA Assistance Center v | ‘

‘ Search ‘ ‘ Add New Student

Determine whether the individual to be enrolled in this event is already in the system. First, select
“All HIDTAs” from the dropdown menu.

3. Enter name in the corresponding boxes and click on “Search.”

chbengtson | [

Calendar About Contact

=GR = ) Reports  Email Builder  Evaluation Results  PMP Push Stats

Alaska
Appalachia
S Arizona
Atlanta-Caralinas
Central Florida
P Central Valley - California L 4/12/2024
Chicago
Gulf Coast
Hawaii
Houston
HRS
Indiana
1 Liberty Mid-Atlantic r
LinX
o| Los Angeles
Michigan
Michigan Meth
Midwest Last Name First Name
National HIDTA Assistance Center =

-~ All HIDTAs -- v | |

agement

25

National HIDTA Assistance Center

mum capacity!

‘ Search | ‘ Add New Student

22



cbbengtson | [5

Calendar About Contact

Calendar Search... Reports Email Builder Evaluation Results PMP Push Stats

Student Event Management

|
Web PMP for Performance Management - 4/12/2024

Class Capacity: 25

Provider: National HIDTA Assistance Center

0 Students Enrolled - Class UNDER minimum capacity!

HIDTA Last Name First Name

-~ All HIDTAs - v Sosa ‘ ‘ Gladys

Search ‘I ‘ Add New Student

The following screen appears indicating that the student is in the HOTT system.

cbbengtson | [5»

Calendar About Contact

Calendar Search... Reports Email Builder Evaluation Results PMP Push Stats

Student Event Management

PMP Committea Meatina - 3/7/2024
Web PMP for Performance Management - 4/12/2024
Class Capacity: 25

Provider: National HIDTA Assistance Center

0 Students Enrolled - Class UNDER minimum capacity!

HIDTA Last Name First Name

-~ AllHIDTAs -- ™ Sosa ‘ ‘G\adys

| Search ‘ ‘ Add New Student

Full Name DOB Email Agency Initiative

Details Enroll Gladys Sosa gmsosa@nhac.org Monroe County Sheriff's Office Training Unit

To enroll the student, click on “Enroll.”

23



Manual (Adding New Student)

1. Todetermine if a student is in the HOTT system, enter the first and last name on the Student

Event Management page.

2. After determining that an individual is not in the system (Seg
at bottom of the screen), click on “Add New Student.”
Calendar Search... Reports Email Builder Evaluatiopf Results PMP Push Stats

Student Event Management

Web PMP for Performance Management - 4/12/2024

Class Capacity:

Provider: al HIDTA Assistance Center

1Student Enrolled - Class UNDER minimum capacity!

Full Name HIDTA

Agency

Gladys Sosa [edif] Natighal HIDTA Assistancg’Center

Monroe County Sherjtf's Office

HIDTA Last Name

message: “No Student Found”

=

Contact

cbbengtson |

Calendar About

Enrolled On Actions

- 3/2/23

-- All HIDTAs --

Stevenson

‘ Search ‘ ‘ Add New Stude

No students found. /

24



3. The “Student Details” screen will appear. Complete the student details and click “Save
and Enroll.” Note: First Name, Last Name, Email, and Office Phone are required fields.
If those details are not entered, the system will not save or enroll the student and will
indicate those fields in red.

cbbengtson =

Calendar About Contact

Calendar Search... Reports Email Builder Evaluation Results PMP Push Stats

Student Details

Details Transcript

Title v

Rank / Job Title ‘ Detective ‘

First Name ‘ John ‘

Middle Initial ‘ S ‘

Last Mame ‘ Smith ‘

Email Address ‘ jsmith@nhac.org ‘

Street Address 1 ‘ 11200WW 20 Street, Suite 100 ‘
Street Address 2 ‘ 4307 ‘

City ‘Miami ‘ State Florida v Zip|33172

Office Phone ‘ (561) 889-1858 ‘ Ext. ‘ ‘




4. The “Student Event Management” screen appears indicating the newly enrolled student.

Calendar Search... Reports Email Builder Evaluation Results PMP Push Stats

Student Event Management

Web PMP for Performance Management - 4/12/2024

Class Capacity: 25

Provider: National HIDTA Assistance Center

2 Students Enrelled - Class UNDER minimum capacity!

cbbengtson =

Calendar About Contact

hiilbla 06 ELLOIL Agancy Siatus ol Al Ol G0 G
John Smith edity National HIDTA Assistance Center Enrolled v 3/7/23 Actions ~
Gladys Sosa jEdif] National HIDTA Assistance Center Monroe County Sheriff's Office Enrolled v 3/2/23
HIDTA Last Name First Name

National HIDTA Assistance Center v

‘ Search ‘ ‘ Add New Student

To continue manually adding more students, follow the previously outlined steps.

26



After each student is enrolled, an email will be automatically generated from the HOTT system
and sent to the student indicating that s/he has been enrolled. An optional letter providing more
details about the training can be uploaded at the Training Coordinator’s discretion and can be
included with this automatically generated notification. (To add this optional letter, see page 36:

Step 3 in “Online Registration.”) See examples of email notification with and without attached
letter below.

-

WebPMP Software & Process Guidelines
March 22-23, 2024

Dear Partiapant,

You have been confirmed for the WebPMP Software & PMP Process Guidelines
training.

Training: Wednesday-Thursday, March 22-23, 2024
Class Hours: 8:30 AM — 4:30 PM

Training Location:

South Texas HIDTA-Training Room
4204 Woodcock Drive

San Antonmio, TX 78228

Dress Code: Business Casual

Please, all liquids in the training room should be covered.

Thank you,

Gladys Sosa

Training Coordinator

Mational HIDTA Assistance Center
11200 MW 20 Street, Suite 100
Miami, Florida 33172

P 305-715-7757

gmsosaifnhac.org

That completes the manual enrollment process.

27



Bulk Entry

Bulk entry is used when large numbers of participants are entered not as individuals, but as a
group attendance number. Bulk entry is recommended for large events when no student
information is available or when the number of students is too large to enter manually. Keep the
following ramifications in mind regarding bulk entry:

e Even though the individual student’s details are not entered, the statistical data for the
event is still captured in HOTT.

e Surveys cannot be sent out for bulk entry event.
e Student transcripts will not reflect bulk entry events.

The following steps outline the process for using the bulk entry method for adding the number of
attendees after the event has occurred:

1. Click on the event. The “Event Details” screen will appear.

>

Calendar  Search.. Reports  Email Bulder  Evalustion Results  PMP Push Stats

Web PMP for Performance Management - 4/12/2024 (Scheduled)

Create Copy of this Event

SionlaShest | AlSwdents | EwectSummary | follow upSuneyEvaluotion Results
SurlBy. ® Studenl  Agency O HIDIA Brporls £icel >

2. Click on “Create Bulk Entry.”
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1. The following “Attendees Bulk Entry” screen will appear. Once you have populated the
numbers, click “Save Event.” Notice the “Save Event” message.

cbbengtson . =

Calendar About Contact

Calendar Searcha. Reports Email Builder Evaluation Rezults PMP Push Stats

Web PMP for Performance Management - 4/12/2024 (Scheduled)

@
Create Copy of this Event

0 Students Enrolled - Class UNDER minimum capacity!
Attendees Bulk Entry
Total Number of Students 0 Total Initiative Members
Federal III Federal
State II| State
Local IE Local

Military E| Military

Tribal

JLILILILIL.

Other

Number of Surveys Sent

LI

Remove Bulk Entry SignIn Sheet |  AllStudents | EventSummary |  Follow-up Survey/Evaluation Results

Sort By: @ Student O Agency O HIDTA Export:  Excel v

Send Confirmation Notice For this Event




Notes about Bulk Entry:

Emnail Builder

Reports

Web PMP for Performance Management - 4/12/2024 (Scheduled)

0 Students Enrolled - Class UNDER minimum capacity!
Attendees Bulk Entry

Total Number of Students (]

Military El
P&

Evaluation Results

PP Push Stats

Total Initiative

fmbers o

Federal

[ ]
[ ]

Local

Bulk entry numbers can be changed and saved again.

Bulk entry can be removed by clicking on “Remove Bulk Entry”

bengtson . B2

Calendar About Contact

[©)
Create Copy of this Event

o] o

Remove Bulk Entry

Sign In Sheet |
Sort By:

All Students |  Event Summary |
@® Student O Agency O HIDTA  Export:

Follow-up Survey/Evaluation Results

Excel v

Send Confirmation Notice For this Event

The following warning pop up will appear. Click “Ok.”

cbbengrsen [, 3

Calendar About Contact

Reports  Email Guilder  Evalustion Results  PMP Push Stats

Web PMP for Performance Management - 4/12/2024 (Scheduled)

Create Copy of this Evert
0 Students Enrolled - Class UNDER minimum capacity!
Attendees Bulk Entry
Total Number of Students|
portal.hidta.net says

Federa
Are you sure you wish to delete the bulk entry for this event?

State

Cancel
|
Tribal 0

Lo:a!

Miltary
Tribal l—o‘
ot [0
Number of Surveys Sent I_o[

Send Confirmation Natice For this Event

o] Ty |

SigninSheet | AllStudents | EventSummary |
Sort By: ® Student © Agency O HIDTA Export Excel v

Follow-up Survey/Evaluation Results
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Online Registration

1. After creating the event, you must enable online registration. From the “Event Details”
screen, check the box next to “Enable Online Registration.”

cobencrsen M (3

Calendar About Contact

Colendar  Sesrch.. Reports  Emeil Buider  Evalustion Resslts  PMP Push Stats

Web PMP for Performance Management - 4/12/2024 (Scheduled)
Create Copy of this Event

0 Students Envolled - Class UNDER minimum capacity]

e

Send Confirmation Notice For this Event

Signin Sheet |  AllStudents |  Event Summary |
SortBy: ® student ©Agency O HIDTA EXpOrt  tecel

Follow-up Survey/Evaluation Results /

Event Registration URL:

N —

Event Details

Download Tent Cards | | Customize Instructions

Event Status: ® Scheduled As Planned O Postponad O Cancelled O Occurred Already O Status Unknawn

HIDTA: National HIDTA Assistance Canter

Lvent Hasted OFf Site: Caost:

[ Post Certitied
O On Public Calendar
0O off Ske
R [meticnal HIDTA Assistancs cemer /]
e Airpaet Miltor', WEHIDTA Traning Foclities
Evant: Address 1 [ 200 M 20th Ztreet ]
Evant: Address 2 [2ute 100 ]
Evant: City, State Zip [pemi | Foma
Evant FOC N [ !
Foc Addreas Name Phone Email Tent Card
Instructors
Foc Adanacs 3 Daniel Liang (305) 715-7741 dyliang@nhac.org Tent Card
Foc o =g Patricia Pérez (305) 715-7751 pperez@nhac.org Tent Card
POC Phone
POC Fax
Additional Event Comments
POC Email
Wi Allowed
Max Allcrwsed
Instructons:
sncenen  ENaDIe Online Registration
Flyer
474 charactess ramaining Char
Enabia Onling Registration [m]
Confinmation Notice: | Browse... (Pl will B upinad when e Sove buffon & ciloked )

CMP Faymen Fam URL [ | eogstration too b requirod, piease abtan a payment ur




After checking “Enable Online Registration,” two things happen:

e A pop-up message appears indicating that the event is available for online registration and
prompting the need to upload a Confirmation Notice.

cbbengtson [ =

Calendar About Contact

Web PMP for Performance Management - 4/12/2024 (Scheduled)

Create Copy of this Event

0 Students Enrolled - Class UNDER minimum capacity!

| | | Sign In Sheet | All Students | Event Summary | Follow-up Survey/Evaluation Results
Sort By: ® Student O Agency O HIDTA Export:  Excel ~

Send Confirmation Notice Fq

portal.hidta.net says

Event Registration URL:

nhac.org/registrat [AC have flagged this event for anling registration, Please upload 3

Confirmation Motice.

Event Details
[rear event as Comptere.. |

‘ Download Tent Cards | ‘ Customize Instructions

[ Show Additional Event Information l

Delete Event

Event Status: @ Scheduled As Planned O Postponed O Cancelled O Oceurred Already O Status Unknown

HIDTA: National HIDTA Assistance Center

Event Hosted Off Site: Cost:

e An optional “Approval Required” field appears which is at the discretion of the Training
Coordinator because some events require a supervisor’s approval.

After clicking OK, you will be able to check “Approval Required” if needed and save the
event. See “Saved Event” screen on next page.

Name Phone Email Tent Card
Instructors
Daniel Liang (305) 715-7741 dyliang@nhac.org Tent Card
Patricia Perez (305) 715-7751 pperez@nhac.org Tent Card
Additional Event Comments
Enable Online Registration

Approval Required By:  Director  Supervisor

32



“Event Saved” screen indicates “Online Registration” and “Approved Required” enabled.

cbbengtson .. [

Calendar About Contact

Calendar Search... Reports Email Builder Evaluation Results PMP Push Stats

Search... Reports Email Builder Ewaluntion Results PMP Push Stats

eb PMP for Performance Management - 4/12/2024 (Scheduled)

Create Copy of this Event

Event Saved!
0 Students Enrolled - Class UNDER minimum capacity!

| | | | SigninSheet |  AllSthdents | EventSummary |  Follow-up Survey/Evaluation Results
SortBy: @ Student O Alency O HIDTA Export  Excel v

Send Confirmation Notice For this Event

Event Registration URL:

https

Event Details
Mark Event as Complete... Delete Event

‘ Download Tent Cards

Customize Instructions

Event Status: @ Scheduled As Planned O Postponed O Cancelled O Ocgurred Already O Status Unknown

HIDTA: National HIDTA Assistance Center

Event Hosted Off Site: Cost:

Enable Online Registration ¥

Approval Required u
By: O Director ® Supervisor

Flyer

Confirmation Notice T

Completed Sign in Sheet

*If registration fee is required, please obtain a payment url.

CMP Payment Form URL | l

2. Place “Confirmation Notice” letter on your computer where you can easily access it
for uploading. Drag and drop to upload your letter.
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3. Once you have uploaded the letter, click on “Save Event.”

Confirmation Notice

SFLHIDTA Access ID Request Form- All bldgrev2021.pdf

Download[Delete]

Completed Sign in Sheet

CMP Payment Form URL q : A - -
X(f registration fee is required, please obtain a payment url.

Online Registration/Public On Public Calendar
Calendar Options and Settings

Additional Message

*Appears in the training events footer apéa

Additional Message Warping Level

@ Connect Event tb Moodle Course

:’ View Studght Progress

Verify the lettér has been uploaded to your computer by clicking on the link as shown here. (You

cbbengtson . =

Calendar About Contact

Calendar Search... Reports Email Builder Evaluation Results PMP Push Stats

@ Click here to view the public HIDTA Training Calendar

New Registrations
You have one or more events not marked as complete and are older than 30 days.

The Problems with Today's High Potency THC from the Perspective of an Addiction Psychiatrist — Click here to view a list of the events,
Following the Science - 11/1/25 - 3
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This link will take you to a web browser where you then navigate to your intended HIDTA. Click where
the name of the HIDTA is underlined in blue.

Los Angeles

MIChIg@ Contact

Recent Training Events Recent Training Events

- Advanced Criminal Investigations 7/19/4023
7/18/2023
7/17/2023)

- Task Force Commanders Training 7/20/2023
ends 7/6/2023

- Advanced Search & Seiz

- The |

nyl, Drug Cartels &
A & Other Dead
Kills” 3/7/2023

‘atrol Search Wa

inding the Pill or

Powder tha

National HIDTA Assistance Center Nevada

Contact

- Financial Management of HIDTA Funds 7/19/2023 Jr % % %
*
- Vir

Recent Training Events

Recent Training Events al Tradecraft for Law Enforcement 8/3/2023
- Threat Finance Analysis 8/1/2023

- Penlink PLX Basic 7/11/2023

(FMSNet 7/13/2023 e st % ot
e tion of Marijuana: What have we learned in 10 Vears.
6/20/2023

New England Contact ™ ME,}»/ New Mexico Contact
& o)

Recent Training Events = Recent Training Events

- Jiu Jitsu for Law Enforcement 7/24/2023 - Open Source Intelligence Analysis Course  7/24/2023

On the following page, you will find an example of what you, as the Training Manager, must create prior
to the class for online registration. This information must be sent for your participants to enroll.

35



Sample Alert for online registration.

ﬂ‘ National HIDTA Assistance Center

i WebPMP v.2 Software & PMP Process Guidelines

DATE

LOCATION
COURSE GOAL

COURSE
CONTENT

PREREGQUISTS

WHO SHOULD
ATTEMD
REGISTRATION

Wednesday-Thursday, March 22-23, 2023
8:30 am-4:30 pm

South Texas HIDTA-Training Room

4204 Woodeock Drive

San Antonio, TX 78228

Prepare HIDTA participants using WehPME v.2 to record, review, report, and extract data via
reports and tables; explain and discuss the guidelines of the performance management process
[FMF). Training content has been updoted to meet the most recent Program Policy and PMP
User Guide

The WEREME v.2 program collects and reports HIDTA performance data at the initative level.
Knowing the data rules and process guidelines is eritical to accurately recording the data required
by the HIDTA program. This course teaches the program’s features and tools, including the latest
software updates, and indudes the data rules and process guidelines required by HIDTA policy.

Hands-on instruction includes the following objectives:

—  Belect data that defines the local HIDTA such as identifiing counties, drugs that are a threat in
the region, initiative names, and more.

— Create an inidative description and budget propesal by describing the initiative's planned
activities, participating agencies and positions, budget details, and the expected outcomes for
the program year,

— BRecord the initiative’s actual outcomes such as the number of DTOs disrupted/dismantled,
quantity of seizures, number of cases provided analytcal support, hours of training provided,
and mars,

— Print reports and export data stored in the database,

—  Study key terms used in PMF, so data is recorded accurately and consistently across HIDTAs.

Werking knowledge of the HIDTA program and drug law enforcement operations and support
services, Basic computer skills: participant’s individual account for secured access to the WBSSL ar
HIDT Amet and WehEME .2, General knowledge of the performance management process [FMP);
identify planned role using the program (administrator or single-initative user); type of initiative
to which the user is assigned: enforcement, intellizence, management, or support.

All levels of staff currently or planning to gather, record, submit, or review PMP-related data
Registration Instroctions:

1. Open yourweb browser to hitps: / fwww.nhac.org /hidtatrainingralendar/events /8
2, Find WehEME v.2 Software & PMP Process Guidelines, Select Register.
3. Fillin the HIDTA Training Registration and select Complete Registration

Once your application has been reviewed and approved you will receive an email with
other pertinent info.

CruestionsT Contact Fladys at 305-T13-T737 ar viz email gmsosaf@nhac ors

NATIONAL HIDTA ASSISTANCE CENTEE 4 11700 MW 2™ STEEET. 4 STE 100 4 MIAMT, FL 33172
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A new screen will appear, showing you all upcoming events by the date they will occur. Click
“Register” under the event you wish to sign up for.

2023 HIDTA Training

National HIDTA Assistance Center HIDTA
UPCOMING TRAINING

August 14th August 22nd - 23rd

The 10 Things Performance

Providers Should Know Management Committee
About Cannabis (PMC) Meeting

11:00 am - 12:00 pm 8:00 AM - 5:00 PM

Training Location

¢ X Training Location
Virtual Online

Francis Marion Hotel

Provided By: National Marijuana Provided By: National HIDTA Assistance
Ingative Center
Register Register
126 Seats Available 26 Seats Available
September 6th - 7th September 12th - 13th September 27th - 28th
IT Committee Meeting ISC Managers Meeting Mid-Year Directors
8:00 AM - 5:00 PM 8:00 AM - 5:00 PM Meeting
Trainina | nratinn Trainina [ neatinn ©-NN ARA  E-NN DRA
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From here, you will see a form where you will fill in all your information. When complete, click the
“Complete Registration” box at the bottom of the screen. You are now registered for this training
session.

National HIDTA Assistance Center | Training Registration

The 10 Things Providers Should Know About Cannabis
August 14th 11:00 am

1 hour

Virtual Online

. COURSE DETAILS

Demand Reduction

Contact Information

National Marijuana Initiative

First Name

Middle Initial Our speaker for this session is: Tanya

Gouveia asubstance abuse and

Last Name recovery specialist, and the owner of

Addiction Recovery Counseling LLC
in Dartmouth Massachusetts. She
Ext has an extensive experience in

Office Phone

Mobile working with patients dealing with
substance use disorders. Cannabis is

a fast moving and evolving industry.

Email The information many providers

Confirm Email have on cannabis is dated and no
longer applicable to current day

Arrest Power . problems and treatment. This
training aims to give treatment

providers updated data on cannabis
{ , products, demographic trends and

U A IdoR TUTNLe L AGCTILY HTONauor B N
how cannabis use can impact

treatment outcomes as well as

HIDTA National HIDTA Assistance Center create new challenges for the
patients being treated.

HIDTA Task Force

Agency

Agency Type ® Local @ State @ Federal @ Military
@ Tribal @ Other
I'm interested in courses on the following topics:

You may choose upto 4 items:

. Dark Web . Addiction . Extraction . Gang

Human
. Cryptocurrency . Spanish . Trafficking

COMPLETE REGISTRATION
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Once you have sent out the class announcement and instructions on how to enroll online, you must check
the calendar periodically to accept or deny enrollments. There are two ways you can access your online
registration applicants for enrolling. See Scenario A & B below:

Scenario A: Click on the course link to open the “Event Registration” screen (see “Event
Registration” screen below).

Calendar Search... Reports Email Builder Evaluation Results PMP

© Click here to view the pu

Web PMP for Performance Management — 4/12/24

MNational HIDTA Assistance Center A

March v 2024~

Add Event Add Event Add Event Add
T ————————
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Scenario B: Go to the event date on the calendar and click on the number which represents
number of applicants to be enrolled (see “Event Registration” screen below).

As applicants register, this number changes to indicate the number of participants accepted,
denied, or waitlisted for enrollment.

Calendar Search... Reports Email Builder Evaluation Results
! HOTT Update - Event List View Click read more

@ Click here to view the public HIDTA Training Calendar

Online Sexual Harassment Training for Managers & Supervisors 2023 - 1/3/23 -1

You have one or more efents not marked as complete and are older than 30 days.

Click here to view a list of the events.

National HIDTA Assistance Center v
April v 2024 v
1 2 3 5 6
Add Event Add Event Add Event Add Event Add Event Add Event Add Event
7 8 9 10 12 13
Add Event Add Event Add Event Add Event Add Event Add Event
(i)

1. Click on any of the numbers next to the course name which takes you to Event
Registrations.
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Click on the pencil under “Edit” you can make corrections and save applicant details (see
screens below).

gmsosa =

Calendar About Contact

Calendar  Search... Reports Email Builder Evpfuation Results PMP Push Stats Admini: i Admin Dashboard

Event Registrations

Click the arrow button to select an event and view ijffegistrations:

The Problems with Today's High p
11/1/2023 10:00 am

6tency THC from the Perspective of ar

EDIT REGISTRATION

Registered 5  Capacity First Name

: Middle Initial
Enrolled 2 Seats Available
Last Name

Edit  Contuct Information Approval Initiative Informat| Offios Pone
Information Office Ext

Mobile Prone

N Herrera, Andriana Non-HIDTA | Email
A7 (973)655-6785 COPE |
»
Herreraa@montclairedu A
! CoPE

Student Type  Federal O State O Local ® Military O Other

|

If the student is in the system, the options are under “Actions” dropdown menu. To enroll select
“HOTT?” or if not permitted select “Deny.” You also have the options to “Delete” and “Wait
List” under the same menu.

gmsosa b =4

Calendar About Contact

Calendar  Search... Reports Email Builder Evaluation Results PMP Push Stats Admini: i Admin Dashboard

Event Registrations

Click the arrow button to select an event and view its registrations:

The Problems with Today’s High Potency THC from the Perspective of an Addiction Psychiatrist — Following the Science -

h 4
11/1/2023 10:00 am
Enroll
Registered 5 Capacity 200
Wait List
Enrolled 2 Seats Available 198 Export Refjist
Deny
Edit  Contact Information Approval Initiative Information Register Date Status
Information Delete
~ Herrera, Andriana Non-HIDTA 8/9/23 12:56 AM Not Enrolled| Aefas <
A7 (973)655-6785 COPE

Herreraa@montclair.edu
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The “Validate Registrations” screen will appear allowing you to validate student details. Click
on any checkbox that may require updating when registration information differs from original
student’s details (see check marks next to student details). At this time, you have additional
options: “Update & Enroll Student” or “Update & Wait List Student.”

mms Bg B

Calendar About Contact

Reports  Email Builder  Evaluation Results ~ PMP Push Stats  Administration  Admin Dashboard

Validate Registrations -Fentanyl and Other Synthetic Drugs - 8/18/2023

Return t
Submi

stration
- Puerto Rico - Virgin llands

office Phone (Ext) - R o it

Mobile Phone Puerto Rico Department of Justice

Arrest Power

1 students(s) found by matching last name and email.

Anangeli Nunez Lopez - Puerto Rico - Virgin Islands

Middle Inftial R
Agency Puerto Rico Depariment of Justice
Office Phone s 2125757
Student Type State
Office Ext
Mobile Phone
Email anangelinunez@justicapr.gov
Arrest Power v

Update & Enroll student | Update & Wait List Student

Create & Enroll New Student | Create & Wait List New Student
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In both Scenario A and B, by clicking on “students name” you can make corrections and
updates, then save applicant details (see scyeens below). If the student is in the system, the
options are to enroll by clicking on the dpopdown menus under “Status” and “Actions” to

control their enrollment.

Calendar Search... Reports Email Evaluation Results PMP Push Stats

Student Event Management

Web PMP for Performance/Vlanagement - 4/12/2024

Class Capacity: 25

Provider: National HIDTA Assistance Center

1 Student Enrolled - Class UNDER minimum capacity!

Full Name HIDTA Agency
Charles Bengtson jedi] MNational HIDTA Assistance Center Contractor
HIDTA Last Name

cbbengtson ’ E)

Calendar About Contact

Status Enrolled On Actions

National HIDTA Assistance Center ¥

First Name:

| Search ‘ ‘ Add New Student |

NOTE: The EDIT link is used to make changes on student certificates.

Example: Student is registered as Charles Benston but wants to be “Charlie B.” on the

certificate.
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Update & Enroll Student

After updating and enrolling the applicant, a “Confirmation Notice” will be sent via email
notifying the participant that s/he has been enrolled with the attached detail letter (see below).

Web PMP for Performance Management —4/12/2024

nhacapps@sflhidta.org
To @ Bengtson, Charles B,

@ PMP Committee Meeting Register Letter

Start your reply all with: | | will b2attending. ‘ ‘ | accept! ‘ | | will be there,

Notification from the HOTT Syste

Dear Participant,
You have been enrolled in PMP Committee Meeting beginning

Please open and review the attached details letter for further instruction
attached details letter or the HIDTA Training Coordinator, Charles Bengts

Thank you

This is an automated email from the HOTT system. If you have any questions regar

This system is aperated and maintained by the National HIDTA Assistance Center. F

44

@ S Reply | € Reply Al | = Forwerd | | Kl
Thu 8 23 11:41 AM
Open PDFs in Adobe Acrobat
PMP Committee Meeting
April 12,2024
Miami, FL

Dear Participant,
You have been registered for the Captivate training.

Training Schedule:  Thursday, April 12,2024 from 8:00am to 4:00pm
Training Location:

National HIDTA Assistance Center Training Room

11200 NW 20t Street, Suite 100

Miami, Fl 33172

This is a secured facility. Identification is required to enter the building for both
civilian and commissioned personnel. Please present ID to the guard station on
entrance of facility.

Those carrying weapons, please present your Law Enforcement Credentials to the
guard station and this will allow use of the "employee” entrance, bypassing the
magnetometer screening. Weapons are allowed in the Training Room.

Please ensure all beverages brought into the training room are covered with lids.

Parking:
Parking is permitted in front and back of building.

If you have any questions or need to cancel please contact National HIDTA
Assistance Center Coordinator Gladys Sosa at (305) 715-7600 gmsosa@nhac.org.

Thank you,

Gladys Sosa

Training Coordinator

National HIDTA Assistance Center
11200 NW 20 Street, Suite 100
Miami, Florida 33172

P 305-715-7600

F 305-715-7615
gmsosa@nhac.org
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After enrolling the student, the following screen will appear indicating how many students have
registered, have been enrolled and how many seats are available. These numbers change as you
enroll students. Note: By clicking on the event name link, you will be taken back to the “Event

Details” screen.

cbbengtson . =

Calendar About Contact

Calendar Search... Reports Email Builder Evaluation Results PMP Push Stats

Event Registrations

cWeb PMP for Performance Management - 4/12/2024

PMP Committee Meeting - 3/7/2024

Registered 0  Capacity 25

Enrolled 1 Seats Available 24 Export Registered Students

Edit Contact Information Approval Information Initiative Information Register Date
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Update & Wait List Student

If you have decided to wait list a student, from the Event Registrations screen, click on the
dropdown under “Status” then click on “Waitlist” to move the individual to that designation.

cbbengtson =

Calendar Search... Reports Ernail Builder Evaluation Results PMP Push Stats

Web PMP for Performance Management - 4/12/2024 (Scheduled)

Create Copy of this Event
1 Student Enrolled - Class UNDER minimum capacity!

Full Name HIDTA

Agency Status

Enrolled On Actions
Charles Bengtson igditi National HIDTA Assistance Center Contractor

Actions ¥

Enrolled v 8/10/23
Enrolled
I:I Sign In Sheet |  All Students |  Event u Cancelled

Certificate
Sort By: @ Student © Agency O HIDTA Exfol No Show

WaitList

Incomplete

ollow-up Survey/Evaluation Results

Send Confirmation Notice For this Event

After clicking on the “Update & Waitlist Student” button, the “Event Registrations” screen
indicates that the student is wait listed. The wait-listed student will receive an automatically
generated email advising him/her of being wait listed. (See below.)

Web PMP for Performance Management —4/12/2024

. 3 Reply | %) Reply Al F d
nhacapps@sflhidta.org ® 0 Reply ) Reply Al —> Forwar 1]

To @ Bengtson, Charles B. Thu 8/10/202
Notification from the HOTT System

Dear Participant,

You have been waitlisted for the PMP Committee Meeting beginning on 3/7/24. The event is full. As soon as a seat opens up in the class, we will confirm your reservation.

We are sorry for this inconvenience.

Thank you

This is an automated email from the HOTT system. If you have any questions regarding the origin of this email, please contact Hector . Alfonso (hialfonso@nhac.org).

This system is operated and maintained by the National HIDTA Assistance Center. Please visit hittps://www.nhac.org for more information.
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“Cancelled” Student

The Training Coordinator has the discretion to keep a student out of a class by using the
“Canceled” button for the following possible reasons:

e No prior approval to attend class
e Enrolled by error
e Repeated no-shows

To cancel a student, click on the “Canceled” button as seen below:

cbbengtson ' |:—]>

Calendar About Contact

Calendar Search... Feports Email Builder Evaluation Results FMP Puch Stats

Web PMP for Performance Management - 4/12/2024 (Scheduled)

Create Copy of this Event
Event Saved!

0 Students Enrolled - Class UNDER minimum capacity!

1]
Full Name HIDTA Agency Status Enrolled On Actions
Charles Bengtson [Edit] National HIDTA Assistance Center Contractor Cancelled v 8/10/23
I:I Sign InSheet |  All Students |  Event§ a”"ed Follow-up Survey/Fvaluation Results
Sort By: @ Student © Agency O HIDTA Exp) Nec:r‘tglgia\:’e
Send Confirmation Notice For this Event | waitList
Incomplete

After clicking the “Save” button, the screen will appear showing the student as cancelled. The
canceled student will receive an automatically generated email advising him/her of cancellation.
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Event Management Functions

After you have created the event and enrolled students, there are functions associated with the
event. Some of these functions are done in preparation of the event (pre-event) and others take
place after the event has occurred (post-event).

From the Calendar Page, select your event. The event screen opens showing the students
enrolled and the event details. From this screen (see next page) you can perform the following
functions:

48

Enable Online Registration.
Add, remove, change status of students enrolled in event detail screen.

Determine whether or not to send confirmation notice for event (See highlighted check
box.).

Postpone or Cancel Event.

Print Tent Cards for students and instructor.

Sort Sign in Sheet by Student, Agency or HIDTA.

Print Sign in Sheet (Student Roster) or All Students report.

Change the enrollment maximum to accommodate the overcapacity status.

View Additional Event Information by clicking on the word More above Start Date box,
click on Less if you want the description to collapse.

Before marking event as complete, you can click on “no show”, incomplete, or cancel.

After the Event has been completed, click on Mark Event as Complete (this will change
the student status to Certificate).

Issue certificates after event is marked as complete; you can email certificates or print
individually.

Recommend training.
Add cost of training.
View Event Summary.

View Survey Results.



Frequently Asked Questions (FAQs)

49

Can I manually enter students in a training event even if I have enabled online
registration? Yes, just by clicking on the “ADD Student” button on the “Event Detail”
screen.

Can I add a student in HOTT without enrolling him/her in a training event? Yes, on
the landing page (Calendar screen), there is a link that will take you to the “Student
Search” screen where you can add new a student, search for a student by name, update
student information and see a student transcript.

Can I change a “Non-HIDTA” student to a “HIDTA” student? No, please contact
NHAC Training Unit for any changes. Click on “Contact” at the top of every screen to
email or call the NHAC.

Can the number of students allowed be changed in a training event? Yes, by entering
the number desired in the “Max Allowed” box in the “Event Details” screen and clicking
on the “Save Event” button, the number will be changed.

Can a Bulk Entry be deleted? Yes, you can click on the “Remove Bulk Entry” button
on the “Event Details” screen and manually add students.

How can I close the online registration in an event? A¢ any time you can disable online
registration by clicking on the check mark on the “Enable Online Registration” box and
saving the event. You should always disable online registration when marking the event
as complete.

Why would a student be denied attendance to an event? A student could be denied if
s/he does not have approval from a supervisor, is a constant no show, or does not have
the prerequisite to attend training.

What if I need assistance with the HOTT system? From the calendar page, click on
the “Contact” link.

What should I do to deactivate the default confirmation notice for an event? When
you create your event, the box will already be checked. This is the default for this feature
signifying that every student you enroll or waitlist will receive an email notification

indicating their status.

If you do not want notices to be sent automatically to the students, remove the
checkmark, click on save event and no notices will be sent out automatically. You must
click Save Event for the setting to take effect. (Note: HIDTAs that may be entering
students for a past event and do not want any notifications sent should remove the check
mark.)
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e IfI want to create a new event using an existing course, but need to edit a few details
(duration; course description, etc.), do I need to create an entirely new course? No.
Navigate to the course you’d like to copy and click the “Create Copy of this Event”
button.

Reports Email Builder Ewaluation Results FMP Push Stats

Web PMP for Performance Management - 4/12/2024 (Scheduled)

0 Students Enrolled - Class UNDER minimum capacity!

chbengtson . =

Calendar About Contact

Create Copy of this Event

e You can also achieve this when you select a date and click “Create New Event” and then

you can select the “Create Course Copy” button at the top.

Calendar Search... Repdfrts Email Builder Evaluation Results PMP Push Stats

Create New Event

1
Create Evenl Create Course Copy
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Where can I search for Search, Reports, Email Builder, Evolution Results, and PMP
Push Stats in the HOTT system? On the landing screen you will see various links to
search for information in each function. Note: Various reports are available to facilitate
a Training Coordinator’s responsibilities. (See screens below.)

Calendar Search... Reports Email Builder

Evaluation Results

@ Click here to view the public HIDTA Training Calendar

PMP Push Stats

The Problems with Today's High Potency THC from the Perspective of an Addiction Psychiatrist —

Following the Science - 11/1/23 - 3

National HIDTA Assistance Center v

March v 2024 v

Calendar About Contact

Click here to view a list of the events.

cobengtson M, 5

You have one or more events not marked as complete and are older than 30 days.

ol
Sl

<

Add Event Add Event Add Event Add Event Add Event Add Event Add Event
3 4
PMP Committee
Add Event Add Event Add Event Add Event Meeti Add Event Add Event
eeting
(NHAC)

(0)

Add Event

*Links are available from
every screen to access:

e Search

e Reports

e Email Builder

e Evaluation Results

e PMP Push Stats



Reports

Various reports can be accessed from any screen. Click on the “Reports” link and reports can be
generated under the following categories: PMP; Course Information; Student Information;

Statistical; and Other.

As an example, the “Annual Training” report was selected from the list under the Statistical

category.

Note: After completing the required fields and click on “Run Report,” the report is generated in
an Excel spreadsheet (see below):

Calendar Search... Reports Email Builder

Reports

PMP
Training Assistance

Training Survey Results

Course Information
All Providers and Courses
Course List
Course Occurrence
Future Course/Seats Open

Training Calendar

Student Information
Course Attendance

Student List

Statistical
2 Month Follow-up Survey Results

2 Month Follow-up Survey Results by Event

Annual Training
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Calendar About Contact

Evaluation Results PMP Push Stats

Annual Training

Want to view all the training that your HIDTA offered within a chosen time period? Provide your commanders with a quarterly|
report if you want, or a weekly one. Or check your events to be certain they are marked complete. This report will provide a
multitude of info about the students, the training hours and all of the courses within the time period you choose, including
mirrored and canceled events. Click on the plus signs on the far left of the report to expand and see all information.

HIDTA National HIDTA Assistance Center v
Start Date | |
mm/ddfpyy format
End Date | |
mim/dd/pyy format
OH Cost | |




Event Evaluations

The Event Evaluations page acts as a central repository of the responses from evaluation surveys
sent after an Event has been marked as complete. Event evaluations are sent when the ‘Send
course evaluation and upon submission, send the course certificate when evaluation is submitted’
option is selected when an event is marked as complete.

Please choose one of the following options:

@ Send course ion and upon ission, send course certificate when evaluation is submitted.

(O Certificates will be sent immediately by HOTT when Mark As Complete button is clicked.

(O Mark the event as complete but DO NOT send certificates.

You may use this page to review student ratings and responses. Survey responses can provide
further feedback and insight into a training events’ quality and effectiveness. Click any past
event to view it survey responses.

cbbengison M. [

Calendar About Contact

Calendar Search... Reports Email Builder Evaluation Results PMP Push Stats

Evaluation Results

National HIDTA Assistance Center (19 Evals) v

Title Start Date Response Count Rating

Financial Management of HIDTA Funds
NatidNal HIDTA Assistance Center

I
-

Jul 19, 2023 2 of 4 (50 %) b 8. 8.8 & 4 v

Virtual FMS.Net
National HIDI\ Assistance Center

I
(-

Jul 13, 2023 5 of 8 (62%) * ok kK k v

Evaluation Resu

National HIDTA Assistance Center (19 Eva

Title Start Date Response Count Rating
Financial Management of HIDTA Funds
Jul 19,2023 2 of 4 (50%) v L
National HIDTA Assistance Center us of 4 (50%) faaliafofol == e
Virtual FMS.Net
Jul 13,2023 5 of 8 (62 %) £ 3 2 2 21 ~ &
National HIDTA Assistance Center 78 (62%) == e
The best part of this training course was: 5 - Strongly 4- 3 -Somewhat 2-Somewhat 1 -Strongly
Michelle Ochoa: | gained a deeper understanding of the FMS system and tools that | Agree  Agree Agree Disagree Disagree
have to better manage my grant. Jul 17. 2023 The objectives of the course were 4 1
Isabella Guzman: The FMS training website was extremely helpful. It is easier to to be fully met 8000% 2000
able to practice filling out and submitting the forms on a practice %
module rather than the actual module. Jul 17, 2023 .
The instructor encouraged active 4 1
Tami Kiltz: Virtual training made it more accessible to students Jul 17, 2023 participation 80.00 % 2000
Jessica Galindo: The information provided for utilizing FMS. Jut 17, 2023 %

Christy Lopez: Trainers were knowledgeable and patient. Jul 17, 2023 0 o (A o DT a q
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PMP Push Stats

The PMP Push Stats page stores and reports on student counts, training hours and 2-month
follow-up survey results sent to PMP on a quarterly basis. You may select a “push date’ and view
exactly what was sent to PMP on that date. You may also export the sent stats to Excel to PDF.

cbbengtson . =

Calendar About Contact

Calendar Search... Reports Email Builder Evaluation Results PMP Push Stats

PMP Push Stats

Training Surveys Training Hours & Students Reports

= Training Survey Results
August 2, 2023 - 2022 2023

Use this report when comparing survey results with PMP. Surveys
2021 2022 - = b v 2

are done 2 months after the event so your report results will
Question Answer Qtr. 3 Qtr. 4 Qtr. 1 Qtr. 2

represent the last 2 quarters of the previous year and the first 2
Did the course improve your knowledge. R
Management y Yes 57 21 10 - 88 quarters of the year you request. Survey questions and answers
skills or abilities needed to perform your job? .
are displayed by category and quarter.

No 1 - - - 1
Since the completion of this course, have you E Training Assistance
used the knowledge, skills or abilities you Yes 51 21 7 - 70
N 2022 2023
acquired in the training?
N , s 10 Use this report when comparing statistics pushed to PMP. The
o = R

number of students and the number of training hours provided
Demand Reduction bid the CTEMRTR T e Yes - 9 8 - 17 will reflect January thru December of the year you choose. You
skills or abilities needed to perform your job? R
will see the number of students and the number of hours of
No - 1 - - 1 L
training broken into quarters and by category. If you prepare a

Since the completion of this course, have you report for your HIDTA quarterly you can use this report, but be

used the knowledge, skills or abilities you Yes - 7 7 - 14

. N certain that you have marked all of your events complete to have
acquired in the training

accurate results.

No = 3 1 - 4
2021 2022 & Annual Training
2022 2023
a3 Sad ol 842 Total This report will provide a multitude of info about the students, the
S=nt Rec Sent Rec Sent Rec Sent Rec Sent Rec training hours and all of the courses within the time period you

Management 121 58 39 21 59 10 o 0 219 89 choose, including mirrored and canceled events. Click on the plus

Demand Reduction 0 0 23 10 o7 5 0 o 140 18 signs on the far left of the report to expand and see all
information.

Total 121 58 82 E] 156 18 [} [} 359 107
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	 Enable Online Registration.
	 Add, remove, change status of students enrolled in event detail screen.
	 Determine whether or not to send confirmation notice for event (See highlighted check box.).
	 Postpone or Cancel Event.
	 Print Tent Cards for students and instructor.
	 Sort Sign in Sheet by Student, Agency or HIDTA.
	 Print Sign in Sheet (Student Roster) or All Students report.
	 Change the enrollment maximum to accommodate the overcapacity status.
	 View Additional Event Information by clicking on the word More above Start Date box, click on Less if you want the description to collapse.
	 Before marking event as complete, you can click on “no show”, incomplete, or cancel.
	 After the Event has been completed, click on Mark Event as Complete (this will change the student status to Certificate).
	 Issue certificates after event is marked as complete; you can email certificates or print individually.
	 Recommend training.
	 Add cost of training.
	 View Event Summary.
	 View Survey Results.

