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Overview

The mission of the Bureau of Drug and Alcohol Program’s Training Section is to
provide quality workforce development and continuing education opportunities to
the Substance Abuse field as well as provide information and educational
materials to the citizens of the Commonwealth.

We accomplish this through a combination of Regional Training Institutes, Mini-
Regional Trainings, Specialized Training events and On-site Trainings.

Regional Training Institutes are 3-day events which include skill building
courses as well as knowledge sharing.

The Mini-Regional Trainings are designed to help the field meet their
continuing education requirements. These 1-day courses cover topics
such as Confidentiality, Basic HIV, Addiction 101 and other courses.

Specialized Training Events are trainings that the Bureau of Drug &
Alcohol Programs deems mandatory. This includes, but is not limited to
courses such as Performance Based Prevention System and Clinical
Supervision.

On-site trainings are designed to meet local needs that could not be
addressed through the other trainings. The On-site system is to
augment other methods and sources of training. Requests for training
must be coordinated through the respective Single County Authority to
ensure that participation is maximized at these events.
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General

Logon

1. To log on to the BDAP Training Management System application, please go to
http://bdap.health.state.pa.us/BTMS . You will see the following screen (see figurel)

Figure 1

DEPARTMENT OF
HEAITH

udnesday, October 15, 2008

EDAP Training Management System
Logan
You are lagaing on to the BETMS Development site

I!ulN.lmel
Pagswnid

¥ your e e e vy oo ot e & wmernarme and pesasod Chck Hore

DO NOT ENTER MORE THAN ONE ACCOUNT FOR AN INDIWVIDUAL

Hwau can not ramembes your kgin isfamation of nesd assistance 10 register as a user, comact the Bureay of Drug and Adzchal
Pragrams Training Sectin al 771- 7338200

¥ you can not remeber your pasaword, click  Fuoed Braassed? bo reguast il alectmoncaly

Dregaicate poconats will reeult in tho fosy of desy sod wour oBilhy fo scoamiely ek wor cours oitepdance g prris
eRrificaies

2. Enter your username and password and click the Logon button. If you do not have a
username and password yet then click on the link below the Logon button to create a new
account. You will be taken to the Add User Information page (see figure 3).

3. If you have forgotten your password then click the Forgot Password? link. You will be

taken to the Forgot Password page (see figure 2). There you will enter your username
and click the Submit button. Your password will be emailed to you.

Figure 2
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|
BDAP Training Management System
Forgot Password

Below, entarthe UserMame you provided when you ariginally registared.
“rour pasamord will be sent anby to the ariginal email address entered when
wou registerd.

* UserName |

Submit Back

2 Feguired Fields

4. If your username and password are valid you will go to the home page (see figure 4).

Add New User Information

This page allows you to create a new user. You are asked to fill out questions on basic
demographics, contact information for home and work, current employment, education
and certifications, as well as selecting a username and password (see figure 3). Once you
fill out all the required fields, marked with an asterisk, you can click on the “Save”
button. If the entered username is not already in use, the new user is saved and you are
taken to the home page.

Figure 3
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EDAP Training Management System
Bdd User Infarmation

“Inlfcales Reguired Frelds
“ First Nama:
* Last Hame:;

DO NOT ENTER MORE THAN OME ACCOUNT FOR AN INDIVIDUAL

Fyou can not remaber your login infarmation or nead assistancs o ragistar &% 4 uger, contacl the Burezu \'er'l.Iﬂ ani Aol
Programs Traiirsg Section al 771-ra33-8200.

Eyou can net remamber your password, chick  Farggl Pagieond? to request | elactranically

Dupiieate aceomnis will resuil o e hoes of dats smd your 30y fo secmsdaly fmck you course aflendanca amd prin
carliffeates,

Irfcemanan below 1z used to create Unigae UserlD

“ Birth Last Mame: * User Status: v r
* Birth Dada: {Famreat rtddeyryy)
. Last 4 digite of Social

Srcurity Humber:

Migw Comm PA

Figure 3 (continued)
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* Plpase artar i af laast & howme or work address indonmation balow

Home Address 1z

Home Address 2:

|

|

|
Hlate: ,_

City:
ip Coibe:

© Piimary Telephong Himber:
* Primany Telephone i

Alternate Telophone Humber:

Attarnate Telephone Numbar la:

SR WORK WFOFREA TION

Mre you a Drug & Slcalol
Professisnal?

[Forrnal ss-aas-x55x)

T Home Telephong © Work Telephone T Cell Mumier

[Fomal gxg-wee-2ais)

™ Heme " Work  Bolh

Wark Address 1: I

Wark Addross 2: |

City: |

lale t_

Zifp Code: el

T Home Telephone © Wark Telephone © Cell Mumber © Clear Selecion

ez T Mo

“ Flace of Employment: [

* Email Address: [

#dd Ernail

Remose Email

*Job Posltion: [

SOA Afiation: [

Figure 3 (continued)
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“Job Categony: :J

LISER FORMATION  informadion below s aeeded for woridorce devefopamad

* Gender: =
* Race: [ =|
o B thene amy special © Yen © No

accommadations? Ayes, BUAF sl pavsnr vl savkecl poy b Rt brfarratns
LESER ERUCH TION
Yor ray be acked b provide prool of ediecelion, credentinds, cerflications, aed cotrses for e course yor ane qualified lo instrect
. Education [Highest Iﬁ

Laval Obtained):

. Allied Addiction Counselar | ﬂ
Cortifications: Allied Beddiction Counsalor |

Cerliled Addctions Coungelor [CAC)
Cerlified Addctions Counselor Diplomate
Cediled Allisd Addiction Pafessional (CaAF) =|

Add Cartfications Ramswe Ceifications |

© Selecied Cenifications:

CREATE SER MAKE AMD PAESWORD

= Unigue User NIIIIR:l

* Passwond: |

* Conliim Paswoid:

Siavn

Home Page

On this page you will see an explanation of all course types that are available. If you
click on the link regarding the course type you will see a listing of all courses that are
scheduled (see figure 9).
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Figure 4
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Wyelcome to the Bureau of Drug and Alcohol Program (BDAP) Training Managerment Systern. This is
the Central Registration point for the Mini-Regional Training Systern, the On-Site Training System, the
Regional Training Institute Training System, and the Specialized Training System.

Click Here to join the BDAP mailing list

User hanual
Reguestor Manual
Available Courses by Type

Please select a course type link below to view available courses

Iini Regional Training

The mini-regional trainings are currently offered 6 times a year and are rotated through the Health
Districts. Each one day Mini-Regional Training offers 4 courses.

MASW-PA Chapter is a co-sponsor of this Mini Reginal Training event. _ 6 (number of GEs) will be
awarded for completion of each course. NASYY has been designated as a pre-approved provider of
professional continuing education for social workers, marriage and family therapist and professional
counselors (Section 47.38) by the PA State Board of Social Workers, Marriage & Family Therapists

and Professional Counselors.

On-site Training

Figure 4 continued
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The On-Site trainings are on a per request basis. a provider in the field who determines a need for a
specific training must make the request for that training through their Single County Autharity, who
will in turn submit the request to BDAP. No request may be submitted to BDAF without the
approval of the Single County Autharity.

Specialized Training

These trainings are provided as needed. Usually they are created and offered to address pressing
issues. They can even be mandatory. The trainings can be of varying lengths from one to five
days. There are bath technical and non-technical trainings provided. Mon-technical trainings are
often infarmational, or geared towards the people in the field rather than on how to use a particular
systern or giving information on how to perform some task or follow a new law.

Reqgional Training Institute and other Events

| Click Here for RTI Brochure

Regional Training Institutes (RTI) are multi-day training events that focus on state of the art concepts in the
prevention and treatrment of substance abuse and co-occurring issues. RTls will present serveral tracks of
courses that may include a Focus track that will cover a specific issue (the focus of the RTI), an administrative
track which covers supervision and management to include data management, a General/Clinical, a Prevention
track ans a Special Populations track which may include gambling issues and/or issues regarding specific
populations such as wornen and adolescents,

Other Events may be multi-day conferences or trainings that focus entirely on a specific issue such as Fetal
Alcohol Spectrum Disorder (FASD), Disaster Planning, Criminal Justice, Gambling or other issues. a
combination of speakers and breakout groups may be included in these events. See specific brochure below far
event details.

Navigation Bar

Down the left side of the screen you will see a navigation bar, use the links to navigate
through the site. (See Figure 5) Clicking a link will display the page to the right of the
navigation bar. You can click on the “Home” link to return to the Home page at any
time. Click the “Contact” Link to send an email to BDAP. Make sure to use the
“LogOff” link when you are ready to leave the site.

Figure 5
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valuation Form

Schalarship Application

Update *our Infarmation

RHepors

act BDAP

11
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User Accounts

Update User Information

On this page you are able to update any of your user information that was provided when
the user was created. Once you have completed updating the user information click on
the save button to save your changes. (See figure 6)

1. Click on the “Update Your Information” link on the navigation bar. This will open
the Update User Information page with your information pre-populated in the fields.

2. Update the desired fields and click the “Save” button.

Figure 6

12
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EDAP Training Management System
Update User Information

*Ireiflcates Required Flalds
* First Namus: Dan
© Lagt Hame: Doe

DO NOT ENTER MORE THAN ONE ACCOUNT FOR AN INDIWVIDUAL

i you can not remebes your login rformation or need assistance to register as a usaer, contact the Bureay of Dug and Alcohol

Programe Tralniag S=ction st 7717334200,
If you can not rememnber your passwond, click  Fomot Paagword?® 10 request il eleciranicaliy.

Duplicate accomnis will result in tha foss of date ard your abdlily to sccumbaly imck powr cowrse attendance and privt
ceRificaes,

Iefieammaton below 52 ued to create Tque TeeID

* Birth Last Hama: Dieer Usor Status: fucte &
* Girth Date: 5141:!1.‘198? (Fommiat mm'dd’yyyy]
.« Last 4 digits of Social I_

Srcurity Humbar: 13

View Commoswealth of PA Privacy Policy

WEER ADDRES S WFORMATION

Figure 6 (continued)
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* Plaase anter in af feast & horma or work address fnformation below # Home ¢ Wark  Baoth
linma Address 1: [127 Road Wark Address 1: [
Home Address 2: | Wark Address 22 |
City: |city City: |
Fae: P& State:

Tipp Coda: [Fo Tip Code:
* Primary Telephate Humber: (21239230 [Fomnat suwsnnwnns)

i ) [
* Primary Telephone is: Home Telephonie T Wik Talaphone Cell Nuriber

Alternate Telephone Humber: [Fomnal €xx-aox-2ene)
Alternate Talaphone Mumber is T Homee Talephone ™ Wark Telephone ¢ Cell Mumber © Clear Selection

LSS WWORF IMFORMATION
Are you a Drag & Alcahol
_ Professional?
™ Yes ©No

* Place af Employmant: |C$ﬂl?¢| Courrsakan

* Email Address: [
Add Email Remaove Email

mguinandgsise.pa.us

* Job Position:

[Eounsator =l

I
SCA Affiliation: [Dauphin =
“Jub Category: |I:rug & Alcobo j

Figure 6 (continued)
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LSER INFORMATION  Infonmation befow i needed for workforoe development
* Gendern: taks -
* Race: [acisn =]

L Are there anyspecial T Yes  ® He

accommadations? ¥ yea, EDAP 3T goreen ikt
sariezd oz for farfear inkarrraiiar

o iy e ashed 1o peovite proof of iy, Gr ik, CoviiTiCanions, aid Gourses fv I Somme pou dre qreadilied bo fnsthiel
Education
[Hiyhest Laval Backeioey Degres vl
Obrained):
Canifad Allied Addiction Professional (CA4F) il
Cenifications: Centifed Caze Managemsal Specialist

Certified Clinical Supenizor
Cenified Co-Documng Disorder Professional [CCDP)
Certifed Criminal Justice Specialist =

Add Cartficatons | Remave Cerdifications |

Al Addction Counsalor |
Allied Addection Counselor I

g::‘:lfi‘:;lom Certified Addichions Counsalor [CAL)
Cerifed Addictons Counselor Diplomate
CHANGE USER NAME AR PASSWORD

* Unique User Name: |DDDE

* Change Passwonl: [password

15
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Courses

Course Search & Registration

1. To search for a course to register for click on the “Course Search” link on the
navigation bar. You will be taken to the Course Information Search page where you
will be asked to select a search category. (See figure 7)

Figure 7
EDAP Training Management System
Course Information Search

Select a category to search by:

\Caurse Type
Course Title

2. Once you select a search category you are asked to select your specific search criteria.
(See figure 8) NOTE: This step will vary slightly depending upon the selected search
category. Example in figure 8 is with Course Title as the selected search category.

Figure 8
BDAP Training Management System
Course Information Search

Select value from drop down list then click Search button

Select course title to search by: Addictions 101 hd|

Search | Return to Search Selection

3. After making your selection, click the “Search” button. You see a listing of all the
courses scheduled that match your search criteria. (See Figure 9) To return to the
previous page click the “Return to Search Values “ button

NOTE: Clicking on the course type links on the home page is the same as selecting
Course Type in the search category dropdown.

16
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Figure 9

EDAP Training Management System
Course Information Search

Please click on cowrse title to view course information

|Cuurse Type

|Course Title

‘Course Description

METE

Lddictions 101

A4 basic course on the theory of addiction, the effects of drugs and alcohol on the brain, and basic
pharmacology.

Omnsite

Addictions 101

A4 basic course on the theory of addiction, the effects of drugs and alcohol on the bramn, and basic
pharmacology.

4. Clicking on a course title will take you to the Course Location / Date listing page.
Here you will see a listing of the all the locations and dates for the selected course

Return to Search Yalues |

along with the trainer’s name and the number of seats still available. (See Figure 10)

Figure 10

17
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BDAP Training Management System

Course Location/Date Listing

Addictions 101

Below are the locations and dates this course is being offered. Click on the location you wish to attend.

Location Name: Behavioral Health Training & Education
Networl

520 Morth Delaware Avenue Tth Floor

Philadelphia , PA 19123

Phone Mumber: (215)523-2116

Trainer Name(s): Humpty Dumpty and Tom Brown

Begm Date: Wed, June 28 2006

End Date: Thu, June 25 2006

Seats Remaining: 25

Location Name: Ivfarriott Downtown Philadelphia
13526 Market St

Philadelphia, PA 17426

Phone Mumber: (215)427-8722

Trainer Name(s): Francesca Micgquel

Begin Date: Tuz, May 23 2006

End Date: Wed, May 24 2006

Registration Closed
Seats Remaining: 20

Return to Course Listing |

5. If the type of the course location you selected is an Onsite course you will need to
contact the person that requested the course to register. The requester’s contact
information will appear at the bottom of the screen when you click on the course title.
(See Figure 11) To return to the previous page click on the “Return to Search Value”

button.

Figure 11

18
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BDAP Training Management System
Primary Contact Information

Primary Contact Information
Course Title: Addiction 101
Course Dates: 8/16/2006 - 8/16/2006
Contact Name: Tom Brown

Email / Primary Telephone:  chrowni@state.pa.us /
7177838200

Place of Employment: Bureau of Druy and Alcohol Programs

Return to Course Schedule Listing

6. For courses that are open for registration you can click on the location name. This
will take you to the Registration Confirmation page where you will be asked to
confirm your intention to register for the course. (See figure 12) To return to the
previous page click the “Return to Course Listing” button.

Figure 12

19
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BDAP Training Management System

Registration Confirmation

Addictions 101

EBehavioral Health Training & Education Network

Philadelphia , PA
Begin Date: Wed, June 28 2006
End Date: Thu, June 29 2006

You will be registered for the ahove class
Doe John

Caonfirm Registration Return to Course Dates

Maote: Once you register for a course, if you are not able to attend then you MUST cancel your registration. if you do not cancel your registration and do not show up for

the course, you will be charged a $50 fee and will not be able ta register far ather courses until you pay the feel

7. Clicking on the “Confirm Registration” button will register you for the course and
give you a confirmation number. In addition, you will receive an email that has the
course information and confirmation number on it. To return to the previous page

click the “Return to Course Dates” button.

Event Course Search

1. You can search for an event by Course Type, Course title, Course Trainer or

Course Dates

2. When searching by course type you select “Event” from the drop down list and

click the “Search” button (see Figure 13 )

Figure 13

Enter begin and end Date then click Search button

Select Course type from the list: s

Search

Return to Search Selection

20
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3. You are taken to the select an event name page (see figure 14 )

Figure 14

Select event name from the drop down list

Select event name Happy Life: Happy Kids - B24/2008-6/26/2008 j

Subrmit Back |

4. When searching by course title you select a course title (that is connected to an
event) from the drop down list and click the “Search” button (see figure 15 )

Figure 15

Select value from drop down list then click Search button

Select course title to search by:

Search Return to Search Selection

5. You are taken to a selection grid that will display all course type (MRTR,
Event...) with the course title selected above. Click on the course title link (see
figure 16 )

Figure 16

21
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Please click on course title to view course information

| Caourse Type | Caourse Title | Course Description

‘ Event ‘ Happy Happy More information about being happy

Happy... Happy ‘

Return to Search Values |

6. You are taken to the Event brochure listing (see figure 17 )

Figure 17
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Happy Life: Happy Kids

Montgomery County Community College
Blue Bell , PA 12345

6/24/2008 6/26/2008
|Tue5{lay, June 24, 2008 |Wetlnes¢|ay, June 25, ZI]IJB| Thursday. June 26, 2008
| | 9:00 AM | 4£:00PM | 1:00 PM | 4:00 PM [12:00 PM| 1:00 PM | 4:00 PM
|T| ack A| Happy 101 | | | |Happ5r Happy Happy... Happy
|T| ack B | Are we there yet? | Happry Values
|T| ack C | | | Happier than you know | | |
Track D | My child is happy | | |

Select individual course Hitle o view additional inforimation on selected courae
R

Select Track lotter to wiew additional inforrmation for all courses in the selected track
OR
Click Display Al buttan to display il courses in the conference

Display All Back

7. When searching by course trainer you select a course trainer (that is connected
to an event) from the drop down list and click the “Search” button (see figure 18 )

Figure 18
Select value from drop down list then click Search button

Select course trainer from the list:

Search Return to Search Selection

8. You are taken to a selection grid that will display all course type (MRTR,
Event...) with the course trainer selected above is schedule to train. Click on the
course title link (see figure 19 )

23
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Figure 19

Please click on course title to view course information

| Course Type | Course Title Course Description
Event Happ'i;::jn you Teaching our children that violence is not the way to resovle issues.
Event Happy 101 This course helps you look at the positive things in life. And shows you how to teach others to do
the sarme.
Event Happy Happy Maore information about being happy
Happy....Happy
RTI
Event COMFEREMNCE RTI CONFEREMCE COURSE
COURSE

Return to Search Walues

9. You are taken to the Event brochure listing (see figure 20 )

Figure 20

24
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Happy Life: Happy Kids

Montgomery County Community Cellege
Blue Bell , PA 12345

6/24/2008 6/26/2008
|Tuestlay, June 24, 2008 |Wetlnestlay, June 25, 2008 | Thursday, June 26, 2008
| | 9:00 AM | 400PM | 1:00PM | 4:00 PM [12:00 PM| 1:00 PM | 4:00 PM
|TI ack A| Happy 101 | | | |Happ3r Happy Happy.. Happy
|TI ack B | Are we there yet? | Happy Values
|TI ack C | | | Happier thar ou know | | |
Track D | Wy child is happy | | |

Select individual cowrse title to wiew additional information on selected cowrse
OR

Select Track lefter to view additional information for all courses in the selected track
OR
Click Diaplay Al button to display all courses in the conference

Display All Back

10. When searching by course dates you enter that course start date and end date and
click the “Search” button (see figure 21 )

Figure 21

Enter begin and end Date then click Search button

Select course date: Start Date: IUBmeDDB '|
End Date: 602008 | =]

Search | Return to Search Selection

11.You are taken to a selection grid that will display all course type (MRTR,
Event...) that fall in the entered dates above. Click on the course title link (see
figure 22 )

Figure 22

25
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Please click on course title to view course information

| Course Type | Course Title | Course Description
Event Are we there yet? Keeping cool on the roadways.
Event Bvent Training Description of Event Training Course 1
Course 1
Event Training - .
Event Description of Event Training Course 2
Course 2
Event Eeenijliaining Description of Event Training Course 3
Course 3
Event Happli;mjn you Teaching our children that violence is not the way to resovle issues.
Event Happy 101 This course helps you look at the positive things in life. And shows you how to teach others to do
the same.
Event Happy Happy More information about being happy
Happy....Happy
‘ Event ‘ Happy “alues ‘ Happy Yalues: How to achieve them
‘ Event ‘ My child is happy ‘ happy happy happy happy...and learn to smile.

Figure 22 continued

RTI
Event COMNFEREMNCE RTI CONFERENCE COURSE
COURSE
RTI
Event COMFEREMCE RTI COMFERENCE COURSE #2
COURSE #
Return to Search Values
Event Registration

26
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1. Select event name from the drop down list and click the “Submit” button (see

figure 23 )
Figure 23
Select event name from the drop down list
Select event name Happy Life: Happy Kids - B/24,/2008-6/26/2008 j

Subrnit Back

2. You are taken to the Event brochure listing (see figure 24 )

Figure 24

27
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Happy Life: Happy Kids

Montgomery County Community College
Blue Bell , PA 12345

6/24/2008 6/26/2008
|Tue5{lny, June 24, 2008 |Wetlnesdny, June 25, 2008 | Thursday, June 26, 2008
| | 9:00 AM | 4:00PM | 1:00 PM | 4:00 PM [12:00 PM| 1:00 PM | 4:00 PM
|T| ack )'1| Happy 101 | | | |H appy Happy Happy . Happy
|T| ack B | Are we there yet? | Happy Values
|T| ack C | | | Happiet than you know | | |
Track D | Wy child is happy | | |

Select ndividual course Hile to wew additional information on selected course
OR

Select Track letter to wiew additional information for all courses in the selected track
OR
Click Display All button to display all cowrses in the conference

Display All Back

3. There are three different selection methods to select courses to register for by:
“Display All” button, selecting course name from brochure listing or Selecting
track letter from brochure listing. Click “Display All” button (see figure 24 )

4. You are shown the all courses in the selected event (see figure 25)

Figure 25
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All Courses For Event:

Happy Life: Happy Kids
Montgomery County Community College

Blue Bell , PA 12345
6/24/2008-6/26/2008

Please sefect at feast one course. Then click "register for Course(s) button

Course Title:
Happy 101 Begin Date:
Thiz course helps Tue:?égrgle “
o look at the -
T pS; sitive things in End Date: Hours/ Seats Minimum Select
rack: e, And shows Tue, June 24 Fee Credits Remaini Attendance Course
A : 2008 $100.00 2 matns Required
you how to teach 3 2 O
others to do the C Time:
ourseTime:
same. DO0AM -
Trainer Name +00PM
(s): Bio Test
Course Title: Begin Date:
Happy Happy Thu, June 26
Happy.. Happy 2008
End Drate: Hours/ Seais Minimum Select
Track: More information Thu, Tune 26 Fee Credits Remaini Attendance Course
A ahout being 2008 $100.00 4 "0 | Required -
happy 2
CourseTime:
Trainer Name 1:00PM -
(s): Bio Test 4:00F kI

Figure 25 continued
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Begin Date:
Course Title: Tue, Tune 24
Are we there yet? 2008
End Date: Hours/ Course Full Minimum Select
Track: Keepitig cool on Thu, June 26 Fee Credits Seais Attendance Course
B the roadways. 2008 $1o0.00 3 Remaining Required r
0 2
Trainer Mame CourseTime:
(s): Jesse Dimms Q:00AM -
12:00PM
A Begin Date:
Course Tifle:
Happy Values Thu, Tune 26
2008
End Date: Hours/! Minimum
Track: g;‘iﬂfg g:lﬁ:ie Thuy June26 | Fee | Credits | o Seats Attendance gueulf::
B o 2008 $100.00 3 T | Required
BT 9 |
Trainer Name CourseTime:
(s): Ben Ftters eIl S
4:00PhI
Course Title:
Happier than you Begin Date:
leowr Wifed, June 23
2008
Teaching our End Date: Hours/! Seats Minimum Select
Track: children that Wed, June 23 Fee Credits Remaini Attendance Course
C wiolence 15 not 2008 $100.00 i 3 Required r
the way to 2
resovle issues. CourseTime:
1:00F -
Trainer Name 4.00PMI
(s): Bio Test
Course Title:
My child is happy Begin Date:
Tue, June 24
2008
happy happy End Date: Hours/! Seais Minimum Select
Track: happy Wed, June 25 Fee Credits Remaini Attendance Course
maining .
D happey...atd learn 2008 $100.00 ] 4 Reqguired r
to smdle. 2
CourseTime:
Trainer Mame Q:00 AN -
(s): testtrainer 4:00FTWI
test

Register for Course(s)

Return to Listing
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5. Click Course name link. You are shown the selected course information (see
figure 26 )

Figure 26

Happy 101

Montgomery County Community College
Blue Bell , PA

Begin Date: Tue, June 24 2008
End Date: Tue, June 24 2008

Course Description:

Th_|_s caurse h_elp_s eIl L L CourseTime: Hours/Credits Seats Minimum Select
positive things in life. And shows you ) Fee . Attendance | -
9004 - 2 Remaining N ourse
how to teach athers to do the same. . $100.00 Required
4:00PM 5 9 O

Trainer Name(s): Bio Test

Register for Course(s) Return to Listing

6. Click Track link. You are shown the selected course information within the
selected track (see figure 27 )

Figure 27
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Track B courses for Event:

Happy Life: Happy Kids
Montgomery County Community College

Blue Bell, PA 12345
6/24/2008 6/26/2008

Please sefect at feast one course. Then click "register for Course(s) button

Begin Date:
Course Title: Tue, June 24
Are e there yet? 2003
End Date: Hoursf Courze Full Minimum Select
Eeeping cool on Thu, June 26 Fee Credits Seats Attendance Course
the roadwrays. 2005 $100.00 5 Remaining Required r
n 2
Trainer Name(s): CourseTime:
Tesse Sitnms Q:00AR -
12:00PRI
[ i 1
Course TiJ..S,.,E.IECtEd krack course selection For reglstratlun|
Ha Vahues Thu, June 26
ity 2008
End Date: Hours/ Minimum
: Select
pepy VeS| ThyJuneds | Fee | Credits | p Sou Attendance | oo
2008 $100.00 3 g Required
them 4 5 |
Trainer Name(s): CourseTime:
Ben Etters L
4:00FM
Register for Course(s) Return to Listing

Event Single course registration

1. Select one course from the list b clicking the checkbox beside the course
information. Click the “Register for Course” button (see figure 28 )

Figure 28
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All Courses For Event:

Happy Life: Happy Kids

Montgomery County Community College

Blue Bell , PA

12345

6/24/20086/26/2008

Please sefect at least one course. Then click “register for Course(s) button

Course Title:
skl Begin Date:
This coutse helps Tue,zégxgle 4
wou look at the . Mini
positive things in End Date: Hnur.sf Seats m Select
Track: e fnd sh Tue, June 24 Fee Crediis Remaini Attendance Course
A B At Suows 2008 $100.00 2 MAMME | Required
you how to teach 3 7 O
others to do the .
CourseTime:
same. 9004M -
Trainer MName 400FM
(s): Bio Test
Course Title: Begin Date:
Happy Happoy Thu, Jutne 26
Happy... Happy 2008
_ _ End Date: Hnur.sa' Seats Minimum Select
Track: MIore information Thu, June 26 Fee Crediis Remaini Attendance Course
& about being 2008 $100.00 4 4 g Required r
happy 2
CourseTime:
Trainer Name 1:00FPDT -
(5): Bio Test 4:00F W

Figure 28 continued
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Begin Date:
Course Title: Tue, June 24
Are we there yet? 2002
Mulkiple course seleckion For regiskration F’S-'r Course Full Binimum Select
Track: Keeping cool on Thu, Tune 28 Fee Credits Seats Attendance Course
B the roadways. 2002 $100.00 5 Remaining Required r
0 2
Trainer Name CourseTime:
(s): Jesse Sinums Q:00AM -
12:00FII
Course Title: EeenuRa
Happy Values ULed ST IAS
2008
End Date: Hours/! RMinimum
Track: | [PRYVaAles | po v | Fee | Credis | p S5 | Atendance | crues
B 0 2002 $100.00 3 T | Required
em 2 |
Trainer Name CourseTime:
(s): BenFEiters Ll
4:00FT
Course Title:
Happier than you Begin Date:
vatal s Wed, June 25
2008
Teaching out End Date: Hours/! Seats Minimum Select
Track: children that Wed, June 25 Fee Crediis Remaini Attendance Course
c violence is not 2002 $100.00 6 T Required s
the way to 2
resovle izsues. CourseTime:
1:00PM -
Trainer Name 4.00FTW
(s): Bio Test

Figure 28 continued
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Course Title:
My child is happy Begin Date:
Tue, June 24
2002
happy happer End Date: Hours/ Seais Minimum Select
Track: happy Wed, June 25 Fee Credits Remaini Attendance Course
D happy...and learn 2008 $100.00 fi 4 g Reqguired =
to smile. 2
CourseTime:
Trainer Name 004N -
(s): testtrainer 4:00FP
test
Register for Coursels) | Return to Listing |

2. Takes you to the Event Confirmation Page (see figure 29 )

Figure 29
Event Policy Manual

[ Please mdicate that you have read and understood the Event Policy Marmal

My child is happy
Montgomery County Community
College
Blue Bell , PA
Begin Date: Tue, June 24 2008
End Date: Wed, June 25 2008
Total: § 100

Below is the participant(s) selected to be registered for the above course. To unregister the participants) click the remove link beside name.

Participant Name (Last, First) Remowe from Registration
Daoe Manny Fernove
Confirm Registration | Frint Registration Staterment | Return to Course Listing |

3. If you do not indicate that you have read the Event Policy Manual then a message
will appear “Please click on the check box to indicate you have read the Event

Policy Manual” (see figure 30 )
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Figure 30

Event Policy Manual
Please click on the check box to indicate you have read the Event Policy Manual

" Please mdicate that wou have read and understood the Event Policy Ianual

My child is happy
Montgomery County Community
College
Blue Bell , PA
Begin Date: Tue, June 24 2008
End Date: Wed, June 25 2008
Total: § 100

Below is the participany(s) selected to be registered for the above course. To unregister the participants) click the remove link beside name.

Participant Name (Last, First) Remove from Registration
Doe Manny Remove

Canfirm Registration | Frint Registration Staterment Return to Course Listing

4. Click the checkbox to indicate you have read the Event Policy manual. Click the

“Confirm Registration” button (see figure 31 )

Figure 31
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Event Policy Manual
Please click on the check box to indicate you have read the Event Policy Manual

¥ Please indicate that you have read and understood the Event Policy Ianual

My child is happy
Montgomery County Community
College
Blue Bell , PA
Begin Date: Tue, June 24 2008
End Date: Wed, June 25 2008
Total: § 100

Below is the participants) selected to be registered for the above course. To unregister the participanys) click the remove link beside name.

Participant Name {Last, First) Remove from Registration
Doe Manny Remove

Caonfirm Registration | Frint Registration Staterment | Return to Course Listing |

5. You are registered for the course and have been assigned a Registration number.

From here you can perform the following: Print Registration Statement, Apply for
a scholarship (see Scholarship area for process). Click “Print registration

Statement” button (see figure 32 )

Figure 32
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Event Policy Manual

My child is happy
Montgomery County Community
College
Blue Bell , PA
Begin Date: Tue, June 24 2008
End Date: Wed, June 25 2008
Total: § 100

NOTE: "Total” includes $50.00 non refundable registration fee. This fee is not in addition to the cost of the training. Instead, it
will serve as a registration fee in case a registrant cancels or does not show up for his'her scheduled courses. Therefore, the
registrant would be refunded the total amount paid less $50.00. If the Department od Health, Bureau of Drug and Alcohol
Programs, cancels a course for any reason the registrant would be refunded 100% of the cost of training.

The participanys) have been registered for the above course

Click Print Registration Statement button to generate statement to send with payment to BDAP

Participant Name (Last, First) Registration Number
Doe Manny 458

Click link to apply for a scholarship -> -> -> Scholarship Application

Canfitm Registration | Print Registration Statement | Return to Course Listing |

6. Once you have clicked the registration statement button a dialog box will appear

(see figure 33 )

Figure 33
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File Download x|

Do you want to open or save this file?

= Mame: Registrationskatement, pdf
b Type: Adaobe Acrobat Document, 54,9 KB
From: dhhbgssrsz01

Open Save

harm pour computer, If you do not trugt the gource, do not open or

@ YWhile files from the Intermet can be uzeful, zome files can potentially
zave thiz file. What's the rizk?

7. Click the open button and the Registration Statement will generate (see figure 34 )

Figure 34
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DEPARTMENTOF REGISTRATION STATEMENT
HEALTH

FOR: REGIONAL TRAINING INSTITUTE

Registration Statement Number Event-608 - 7

Applicant's Information

Registrant Name: Doe, Manny
Address Work 1: 1232 Hope Street
Work 2:

City, State, Zip Code: Harrisburg PA, 17111

Registration Information

BDAP requires, at a minimum, a $50.00 non-refundable registration fee as your 1st payment. This payment will be deducted

from the total cost. It is not in addition to the cost of the course(s). Payment in full is required 5 days prior to the event.

Course Title Course Dates Course Fees
My child is happy 6/24/2008-6/25/2008 100

Total Cost: 100
1st Payment must be no less than 550.00

2nd Payment (Payment in Full) required 5 days prior to event of $50.00

Registration Statement for Doe, Manny

Figure 34 continued
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DEPARTMENTOF REGISTRATION STATEMENT
H[ALTH FOR: REGIONAL TRAINING INSTITUTE

Payment Information
‘We accept checks only made payable to the "Commonwealth of Pennsylvania".
Please remit this bill along with payment to:

Kimberly A. Coleman
Fiscal Section
Bureau of Drug & Alcohol Programs
02 Kline Plaza
Harrisburg, P4 17104

If you need to cancel for any reason please contact Ronald Kauffman @ 717-783-8200 within 24 hours of the course date.

* Fill out payment information and submit this bill along with payment as outlined above.

Check Number:

Check Amount:

Contact Name:

Contact Phone Number:

If thus payment meludes another "Registration Statement” list the Registration Statement numbers and disbursement for each one below:

=***Registration Number located in the upper right corner of a registration statement™=**

Registration Statement Number: — 07— — Registration Statement Number:
Amount Applied: —_— Amount Applied:
Registration Statement Number: ————— Registration Statement Number:
Amount Applied: _— Amount Applied:

Registration Statement for Doe, Manny

Event multiple course registration

1. Use the same method above to select multiple courses to register for by:
Displaying all courses, selecting single course, or select track. Click the “Register
for Course(s)” button

41



Commonwealth of Pennsylvania — Department of Health PE-UG1.0

BDAP Training Management System - User Manual

2. Takes you to the Event Confirmation page (see figure 35 )

Figure 35

Event Policy Manual

[7 Please indicate that you have read and understood the Event Policy Marmal

Happy Life: Happy Kids

Montgomery County Community College
Blue Bell , PA 12345
6/24/2008-6/26/2008

The participant identified below will be registered for the listed courses. To remove a course for registration click the remove link
beside the course name.

Participant Name (Last, First):  Combs,Sandra

Total Amount Due: $300
NOTE: "Total” includes $50.00 non refundable registration fee. This fee is not in addition to the cost of the training. Instead, it
will serve as a registration fee in case a registrant cancels or does not show up for his'her scheduled courses. Therefore, the

registrant would be refunded the total amount paid less $50.00. If the Department od Health, Bureau of Drug and Alcohol
Programs, cancels a course for any reason the registrant would be refunded 100% of the cost of training.

Course Title Course Date Course Time Course Fee Remove
from
Registration
Happy 101 B/24/2005-6/24/20058  9:00AM - 4:00FM 100 Remave
Happy Walues B/26/2008-6/26/2008 1:00PM - 4:00PM 100 Remaove
My child is happy B/24/2008-6/25/2003 9:00AM - 4:00PM 100 Rermaove
Caonfirm Registration | Frint Registration Staterment | Return to Course Listing |

3. Click the checkbox to indicate you have read the Event Policy manual. Click the
“Confirm Registration” button (see figure 36 )

Figure 36
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Event Policy Manual

¥ Please indicate that vou have read and understood the Event Policy Manual

Happy Life: Happy Kids

Montgomery County Community College
Blue Bell , PA 12345
6/24/2008 6/26/2008

The panticipant identified below will be registered for the listed courses. To remove a course for registration click the remove link
beside the course name.
Participant Name (Last, First): Combs,Sandra
Total Amount Due: $300

NOTE: "Total” includes $50.00 non refundable registration fee. This fee is not in addition to the cost of the training. Instead, it
will serve as a registration fee in case a registrant cancels or does not show up for his’her scheduled courses. Therefore, the
registrant would be refunded the total amount paid less $50.00. If the Department od Health, Bureau of Drug and Alcohol
Programs, cancels a course for any reason the registrant would be refunded 100% of the cost of training.

Course Title Course Date Course Time Course Fee  Remove
from
Registration
Happy 101 G/24/2008-6/24/20058  9:00AM - 4:00PM 100 Rermove
Happy Walues B/26/2003-6/26/2008 1:00PM - 4:00PM 100 Rermove
My child is happy B/24/2008-6/25/2008  9:00AM - 4:00PM 100 Remaove

Confirm Registration | Frint Registration Staterment | Return to Course Listing |

4. You are registered for the course and have been assigned a Registration number.
From here you can perform the following: Print Registration Statement, Apply for
a scholarship (see Scholarship area for process). Click “Print registration
Statement” button (see figure 37)

Figure 37
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Event Policy Manual

Happy Life: Happy Kids

Montgomery County Community College
Blue Bell , PA 12345
6/24/20086/26/2008

Participant Name {(Last, First): Combs,Sandra
Total Amount Due: $200

NOTE: "Total” includes $50.00 non refundable registration fee. This fee is not in addition to the cost of the training. Instead, it
will serve as a registration fee in case a registrant cancels or does not show up for his’her scheduled courses. Therefore, the
registrant would be refunded the total amount paid less $50.00. If the Department od Health, Bureau of Drug and Alcohol
Programs, cancels a course for any reason the registrant would be refunded 100% of the cost of training.

The participant has been registered for the courses below

Click Print Registration Statement button to generate statement to send with payment to BDAP

Course Title Course Date
Happy Yalues B/26/2008-5/26/2008
My child is happy 5/24/2008-6/25/2008

The participant above was NOT registered for the below course(s)

Course Title Course Date Reason Not Registered
Happy 101 B/24/2008-6/24/2008 Already Registered for a course at that time.

Click link to apply for a scholarship -> -> > Scholarship Application

Canfitrm Registration Print Registration Statement Return to Course Listing

5. Once you have clicked the registration statement button a dialog box will appear
(see figure 38 )

Figure 38
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File Download |

Do you want to open or save this file?

= Mame: Registrationstatement. pdf
“lacka Type: Adobe Acrobat Document, 54.9 KB
Fram: dhhbgssrs201

Open Save

harm pour computer. IF you do not truzt the source, do nat open ar

@ Wwhile files from the Internet can be useful, some files can potentially
zave this file. What's the rizk?

6. Click the open button and the Registration Statement will generate (see figure 39 )

Figure 39
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DEEARTVENTOF REGISTRATION STATEMENT
HEALTI-I FOR: REGIONAL TRAINING INSTITUTE

Registration Statement Number Event-608 - 8

Applicant's Information

Registrant Name: Combs, Sandra
Address Work 1: 45 Smart Street
Work 2:

City, State, Zip Code: Harrisburg PA, 17845

Registration Information

BDAP requires, at a minimum, a $50.00 non-refundable registration fee as your 1st payment. This payment will be deducted
from the total cost. It is not in addition to the cost of the course(s). Payment in full is required 5 days prior to the event.

Course Title Course Dates Course Fees
Happy Values 6/26/2008-6/26/2008 100
My child is happy 6/24/2008-6/25/2008 100

Total Cost: 200

1st Payment must be no less than $50.00

2nd Payment (Payment in Full) required 5 days prior to event of$150.00

Registration Statement for Combs, Sandra

Figure 39 continued

46



Commonwealth of Pennsylvania — Department of Health PE-UG1.0

BDAP Training Management System - User Manual

DEPARTVENTOF REGISTRATION STATEMENT
HEAL"-I FOR: REGIONAL TRAINING INSTITUTE

Payment Information

We accept checks only made payable to the "Commonwealth of Pennsylvania".

Please remit this bill along with payment to:

Kimberly A. Coleman
Fiscal Section
Bureau of Drug & Alcohol Programs
02 Kline Plaza
Harrisburg, P4 17104

If you need to cancel for any reason please contact Ronald Kauffinan @ 717-783-8200 within 24 hours of the course date.

* Fill out payment information and submit this bill along with payment as outlined above.

Check Number:
Check Amount:

Contact Name:

Contact Phone Number:

If this payment includes another "Registration Statement" list the Registration Statement numbers and disbursement for each one below:

****Registration Number located in the upper right corner of a regisiration statement=***

Registration Statement Number: ——0— 8 — Registration Statement Number:
Amount Applied: S Amount Applied:
Registration Statement Number: —————— Registration Statement Number:
Amount Applied: e Amount Applied:

Registration Statement for Combs, Sandra

Cancel Registration

1. To cancel your registration for a class, click on the “Cancel Registration” link on the
navigation bar. This will you take you to a listing of the courses you are currently
registered for. (See Figure 40)
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Figure 40
BDAP Training Management System

Cancel Registration

Click on the confirmation number of the Course Registration you wish to cancel.

Confirmation MNumber Registration Information

Doe, John

Addictions 101

Behavioral Health Training & Education MNetwork
#1 520 Morth Delaware Avenue

Philadelphia , PA 19123

Begin Date: Wed, June 28 2006

End Date: Thu, June 29 2006

2. Find the course for which you would like to cancel your registration and click on the
confirmation number. This will take you to a screen to confirm your intention to
cancel your registration for the selected course. (See Figure 41)

Figure 40
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BDAP Training Management System
Cancel Registration

Click "Cancel Registration” buiton to continue with conrse cancellation.

Doe, John
Addictions 101
71 Behavioral Health Training & Education Networlk
Begin Date: Wed, June 28 2006
End Date: Thu, Tune 29 2006

Cancel Registration Return to Registration Listing

3. Clicking on the cancel registration button will cancel your registration for the course.
You will also receive an email confirming your registration was cancelled. To return
to the previous page click the “Return to Registration Listing” button.
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Scholarships

Applying for a Scholarship

1. To apply for a scholarship click on the “Scholarship Application” link on the

navigation bar. You will be taken to the initial scholarship application page where

you will be asked to select an event. (See figure 41)

Figure 41

Select an event for which you would like to submit a scholarship application

Select Event : | Happy Life: Happy Kids (5/24/2008-6/26/2008) hd

2. After making your selection, click the “Submit” button. You see the scholarship
application of event that you selected. (See Figure 42) If for some reason you are
ineligible a message will appear.

a. Reasons for being ineligible

i.
il.
iii.
1v.
v.

Figure 42

The Event does not offer Scholarships

It is past the last date to submit a scholarship application
All the scholarships have been award the event

You have not registered for a course at that event

You have already registered for a scholarship at that event
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Happy Life: Happy Kids
6/24/2008 - 6/26/2008
Montg y County C ity Colleg

To apply for a scholarship to the Bureau of Drug and Alcohal Programs event listed above, please complete your registration for the courses you would
like to attend. Then complete this schaolarship application form, Forms must be completed and submitted no later than 6/20/2008. Late or incomplete
applications will MOT be considered for schaolarship awards.

A limited number of scholarships will be made available to assist individuals who need financial support to attend this event. Scholarships will cover the
cost of tuition, breaks and lunch. All other expenses such as travel, hotel room and breakfast and dinner meals are the responsibility of the awardees.
Scholarship awardees will assist in the administration of the event by acting as course monitors, assisting in room setup, assisting the registration
desk or performing other duties as determined by the event staff. Scholarships will be awarded in the following priority:

Registration for 3 days = priority 1

Registration for 2 days = priority 2

Registration for 1 day = priority 3

Please Indicate your response to each of the following:

Yes/ No Question
~ ~ )
Ermployed less than 12 maonths in the drugfalcohol field?
@] @] . -
Ermployed less than 12 months in my present position?
@] @] . . .
b b Mever received a scholarship from the Institute before?
Q Q . . . ) . o
- Full-time employee in a direct-service, non-profit drugfalcohol licensed facility?
O O

Recewed little drugfalcohal training in the past? - Number of hours?

@] @] . . o
b b Agency is a private, for profit, drugfalcohol facility ?
@] @] . . o ) . ) . .
b b Agency is not a licensed drug and alcohol facility, but provides prevention and/or services to drug and alcohal abusing clients?
O O

Funds are naot available from my agency to support staff development activities?

Please provide comments in support of your application. (Maximurm of 255 Characters)

Figure 42 continued
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[ Self Employed
Supervisar Name:
Supervisor Email Address:

Supervisor Phone Mumber:

If 1 do not receive a scholarship...

1 will attend the event. Please send the $50 registration fee along with your application to ensure course selectians. This will not affect the
decision of whether or not you receive a scholarship. If awarded a scholarship your check will be returned.

1 will not attend the event. This will nat affect the decision of whether or not you receive a scholarship.

| Agree to the following:

[ have received my supervisar's approval ta submit this schalarship application and that they have approved
my attendance at the event.

1 understand that if | am awarded a schalarship, | am required ta perform administrative functions as
determined by BDAP staff as a condition of my scholarship.

3. Once you fill out all the required fields, marked with an asterisk, you can click on the
“Submit” button. If your scholarship application is saved you will then see a
confirmation screen. (See Figure 43) The “Cancel” button takes you back to the
previous page

a. Notes:
1. If you answer “Yes” to the “Received little drug/alcohol training in
past?” question you must supply the number of hours.
ii. If you check that you are self employed, you do not need to provider
supervisor information.
iii.  You must check that you agree to both of the acknowledgments before
it will accept your scholarship application

Figure 43

Your scholarship application has been successfully submitted for review.

4. Click the “Ok” button and you are taken back to the initial scholarship application
page.
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Registrant Accounts

View registrant payments

1. To view payments received by BDAP click on “Registrant Accounts” link on the
navigation bar. You will be taken to the view account page where you will be asked
to select and event name(See Figure 44)

Figure 44

Select information below then click the submit button:

Select Event Name |Happy Life: Happy Kids - EQAQDDS-BQBQDDSj

Submit |

2. After making a selection and clicking the submit button you are taken to the payment
information page where you can view your payments that have been received by
BDAP. (See Figure 45)

Figure 45
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Registrant Information Account Information

Registrant Name: O'Manner, Jackie

Work Address 1: 123 Baker Road Total Amount:  § 100
Work Address 2:  Suite 201 Account Balance: § 0
City, State Zipcode: Harrishurg PA, 17111

Event information

Event Name: Happy Life: Happy Kids
Event Date: 6/24/2008-6/26/2008

Payment Information
Click on Check Number link to view other registrant associated to this check number

Amount Invoice Check Check From *“Individual Date of Date Total of  Company Name (for PO PO
Applied Number Numl or Company Check Received  Check only) Number
100 s 4587 Hardiing Group 6/10/2008  6/15/2008 150

Amount of|

PO

Comment Information

Comments
Registant Payment History
There is no Registant Payment History for this Participant
Print Registration Statement Return ta Menu

3. On the Payment Information grid if a check has been disbursed between multiple
registrants then the check number will be a link. By clicking on the check link you
will be able to see all other registrants that are linked to the check and the amount of

the disbursement. (See Figure 46)
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4. Click the XClose link button to hide the additional registrants linked to check grid

Figure 46

Registrant Information Account Information

Registrant Name: OManner, Jackie

Work Address 1: 123 Baker Road Total Amount: $ 100
Work Address 2:  Suite 201 Account Balance: § 0
City, State Zipcode: Harrisburg PA, 17111

Event Information
Event Name: Happy Life: Happy Kids
Event Date: 6/24/2008-6/26,/2008

Payment Information
Click on Check Number link to view other registrant associated to this check number

Amount Invoice Check Check From *“Individual Date of Date Total of  Company Name (for PO PO Amount of
Applied Number Number or Company Check Received  Check only) Number PO
100 & 4857 Hardiing Group 5/10/2008  6/15£2008 150
# Close
Registrant Name Registration Number Check Number Amount Applied
Rivers, Dan 4 4587 a0

Comment Information

Comments
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Registration Statement

View and Print Registration Statement

1. To view payments received by BDAP click on “Registration Statement” link on the

navigation bar. You will be taken to the selection page where you will be asked to
select and event name(See Figure 47)
Figure 47

Select information below then click the submit button:

Select Event Name Happy Life: Happy Kids - 62452008 - 5/26/2003 j

Print Registration Staternent |

2. Once you have selected an event name and clicked the “Submit” button a dialog box
will appear(See Figure 48)

Figure 48
x|

Do you want to open or save this file?

Mame: Registrationstatement. pdf
|| Tvpe: Adobe Acrobat Document, 59.8 KB
Fram: dhhbgssrs201

Open Save

@ Wwhile files from the Internet can be useful, some files can potentially

harm pour computer. IF you do not truzt the source, do nat open ar
zave this file. What's the rigk?

3. Click the open button to generate the Registration Statement (See Figure 49)

Figure 49

56



Commonwealth of Pennsylvania — Department of Health PE-UG1.0

BDAP Training Management System - User Manual

DEFARIVENTOX REGISTRATION STATEMENT
HEAL"-I FOR: REGIONAL TRAINING INSTITUTE

Registration Statement Number Event-608 - 8

Applicant's Information

Registrant Name: Combs, Sandra
Address Work 1: 45 Smart Street
Work 2:

City, State, Zip Code: Harrisburg PA, 17845

Registration Information

BDAP requires, at a minimum, a $50.00 non-refundable registration fee as your 1st payment. This payment will be deducted
from the total cost. Itis not in addition to the cost of the course(s). Payment in full is required 5 days prior to the event.

Course Title Course Dates Course Fees
Happy Values 6/26/2008-6/26/2008 100
My child is happy 6/24/2008-6/25/2008 100

Total Cost: 200
1st Payment must be no less than $50.00

2nd Payment (Payment in Full) required 5 days prior to event of$150.00

Registration Statement for Combs, Sandra

Figure 49 continued
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DXPARTVENTOF REGISTRATION STATEMENT
HEAI.]H FOR: REGIONAL TRAINING INSTITUTE

Payment Information
We accept checks only made payable to the "Commonwealth of Pennsylvania”.
Please remit this bill along with payment to:

Kimberly A. Coleman
Fiscal Section
Bureau of Drug & Alcohol Programs
02 Kline Plaza
Harrisburg, PA 17104

If you need to cancel for any reason please contact Ronald Kauffman @ 717-783-8200 within 24 hours of the course date.

* Fill out payment information and submit this bill along with payment as outlined above.

Check Number:
Check Amount:

Contact Name:

Contact Phone Number:

If this payment includes another "Registration Statement” list the Registration Statement numbers and disbursement for each one below:

***=Registration Number located in the upper right corner of a registration statement=>**

Registration Statement Number: ——0m— Registration Statement Number:
Amount Applied: _— Amount Applied:
Registration Statement Number: ———— Registration Statement Number:
Amount Applied: _— Amount Applied:

Registration Statement for Combs, Sandra
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Evaluation Form

Users have the capability of entering in an evaluation for themselves or editing their
evaluation that a BDAP Training staff has released for edit. Once you have completed an
evaluation you may then print a certificate (See Reports Section).

1. Click on Evaluation Form link on left navigation bar. (See Figure 50)
Figure 50
BDAP Training Management System
Evaluation Form
Select type of evaluation form to be completed
 Compl luation for y
" Edit a Released Evaluation
2. Click on Complete evaluation for yourself. (See Figure 51)
Figure 51
BDAP Training Management System
Evaluation Form
Select Course to enter evaluations for: --Select One-- j
Subrnit Back |
3. Select a course from the drop down list and click the “Submit” button (See
Figure 52)
4. Clicking the “Back’ button will take the user to Figure 50
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Figure 52

EDAP Training Management System
Evaluation Form

Course: Ethics for Addictien Professionals
Trainer Name(s): Dan Rivers

1 2 &) 4

Strongly Agree Agree Heutral Disagree

Registration
How satisfied were you with the registration process?

Trainer  Dan Rivers

The Trainer was knowledgeable about the subject.
The Trainer covered the stated objective(s) of the warkshop.

The presentation was well organized

Figure 52 continued

Date: Wed, June 21 2006 - Wed, June 21 2006
Location: Karen Test 3

5

Strongly Disagree

o} o2 3 4 (o] (ST
o1 o2 3 [&F ] o5 O N
o} c2 03 4 (o8] [ag 172

o1 G2 3 [&F] o5 CNA
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Content

Trainer demostrated knowledge of the subject matter. 1 032 o3 4 5 A
Trainer presented material the was accurate, current and state of the art. o1 C32 o3 [&F ) 5 s
Trainet presented material that was relevant to the course objectives. (o] ] 032 o3 [a¥ 5 (NPT
Trainet possessed and demostrated practice skills reguired to teach the course (o] ] 032 o3 [a¥ 5 (NPT
Facility

The training room was comfortable o1 o2 {ok] [aF ] 5 A

Conference staff was helpful and courteous o1 o2 {ok] [aF ] 5 A

Facility was adequate in terms of space and layout of room o1 o2 {ok] [aF ] 5 A

Facility equipment was adequate. (8N o2 i3 [a¥] (ol A,

Parking was available and adequate. i (8] i3 [a¥] (ol A,

Personal rooms were adeguate and comfortable (8N o2 i3 [a¥] (ol A,

BanquetServices

Continental breakfast was provided and adequate i 2 3 4 5 [alTFS
Luncheon was provided and adequate. i 2 3 4 5 [alTFS
Banquet staff was helpful and courteous. C1 [} o3 4 5 A
Food served was palatable C1 [} o3 4 5 A

Overall Comments Regarding Training:

C|
=
Submit Return To Search
5. Answer all questions by clicking on the circle next to the appropriate number

Note: all questions must be answered to be able to submit the evaluation. If
any questions are not answered then a message will appear to please answer
all questions

Note: Overall Comments is not required

o

Click “Submit” button (See Figure 53)

7. Click “Return to Search” button user goes back to Figure 51

Note: if no courses exist then message will display in drop down list “there are
no course evaluations to complete”

8. An evaluation must be released for Edit by BDAP Training Coordinator
before a user can edit an evaluation.
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9. Select Edit a Released Evaluation Figure 50

10. Select an evaluation form the drop down list (See figure 53)
11. Click “Submit” button (See Figure 54)

Figure 53
BDAP Training Management System
Evaluation Form
Select Course to enter evaluations for: | -~Select One~ k|
Subrmit Back |
Figure 54
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BDAP Training Management System
Evaluation Form

Course: Ethics for Addiction Professionals Date: Wed, June 21 2006 - Wed, Tune 21 2006
Trainer Name(s): Dan Rivers Location: Karen Test 3

1 2 3 4 5
Strongly Agree Agree Neutral Disayree Strongly Disagree

Registration
Howr satisfied were you with the registration process? [ak] 2 3 (o] (o A,

Trainer  Dwan Rivers

The Trainer was knowledgeable about the subject. (o8] 32 =3 [alF] 5 A,

The Trainer covered the stated objective(s) of the workshop (o3 @2 3 4 o5 A,

The presentation was well organized [oF| @7 C3 [aF] o] C A

Content

Trainer demostrated knowledge of the subject matter. (OB (8] 23 [aF] o5 MR
Trainer prasented material the was accurate, current and state of the art (o3} [l 3 (& (X 1A,
Trainer presented material that was relevant to the course objectives o3} (O] 03 [aF] (&1 A
Trainer possessed and dermostrated practice skills required to teach the course (o3 (O] 03 [aF] (o} A,
Facility

The training room was cornfortable (o] G2 @3 [&F1 oF A,

Conference staff was helpful and courteous. (s3] 32 @3 4 5 O NIA

Facility was adeqguate in terms of space and layout of room 1 2 ®3 [} 5 A

Facility equipment was adequate. [oF] G2 @3 [oF1 Cs A,

Parking was available and adeguate. [oF] G2 @3 4 Cs A,

Personal rooms were adeguate and comfortable. o1 2 3 4 (&5 CMIA

BanquetServices

Continental breakfast was provided and adequate. (o3 ] @2 3 4 5 O NAA
Lunchean was pravided and adequate [o}] 2 #3 4 5 CNAA
Banquet staff was helpful and courteous. C1 o2 #3 [aF] o1 A
Food served was palatable C1 &2 o3 4 o]} O A

Figure 54 continued
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Overall Comments Regarding Training:

ReSubmit Return To Search

12. Change any answers that need to be updated and click the “ReSubmit” button

13.  Clicking the “Return to Search’ button takes user back to Figure 53
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Reports

This page allows the user to print a variety of reports. You are asked to
select a report type, Select the report and then select the report parameters. Below is the
current list of reports available to the user.

NOTE: All reports are produced in PDF form, so be sure to have a version of Adobe
Acrobat installed on your machine. A current version can be downloaded from:

http://www.adobe.com/

Report Description Report Section
Course Attendance Listing of participants at a Attendance
training session
Course Catalog List of all courses with Course
descriptions, categories,
levels, and certifications
Course Participant Contact | Lists the contact Attendance
Information information for the
participants of a specific
course.
Course Roster Creates a roster for a Attendance
specific course.
No Show By User Report List of a user’s “No Shows”
No Shows By Course List of “No Shows” by Attendance
Report course
No Shows By Course Type | List of “No Shows” by Attendance
Report Course Type
Onsite Trainings Report List of onsite trainings by Course
SCA and course.
Primary Contact Listing List of Primary Contacts Attendance
Print Course Certificate Print a Certificate from a Attendance
completed Course.
NOTE: User must complete
an Evaluation Form and
BDAP must have entered
the attendance for the
course for it to be available
to print the certificate.
Print List of Attended List of a user’s completed Attendance
Courses courses.
Scheduled Courses List of all scheduled courses | Course
organized by date.
Scheduled Courses By List of all scheduled courses | Course
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Location organized by location and

date.
Scheduled Courses By List of all scheduled courses | Course
Trainer organized by trainer and

date.

Scheduled Courses By Type | List of all scheduled courses | Course
organized by course type
and date.

Trainings By Type Report | List of trainings by type Course

Figure 55

EDAP Training Management System
Report Selection

Click on category helow to get report listing

Aftendance Reports

Course Reparts

1. Select Report Section type (See Figure 55)

2. Click on Reports link on left navigation bar. (See Figure 56)

Figure 56
EDAP Training Management System
User Reports

Please select the report you'd like to review and enter the requested parameters

Select Report |Course Participant Contact Informationj
Subrmit | Feturn ta Menu |
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3. Clicking the “Return to Menu” button returns you to Figure 55.

4. Select a Report and click on the “Submit” Button. (See Figure 57)

Figure 57
BDAP Training Management System
User Reports

Please Select Report Parameters

Select CategowlAH j

Select Level IAH 'l

Subrmit Cancel |

5. Select Report Parameters and click “Submit” Button. Clicking the “Cancel”

button returns you to Figure 57.
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