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QUICK REFERENCE GUIDE

HOW DO |...

Review a participation request?
Enroll a new participant?

« Download an enrollment form?
« Edit a participant’s information?

View a participant’s course status?
Retrieve a participant’s completion certificate?
Generate a report of everyone that has completed the course this month?

* Measure my program?
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LOGIN

Participant Dashboard

Manage Courses, Pay Fees, Download Certificates

LOGIN

Log In to your Personalized Dashboard Use your assigned Username (enter in
the Citation#/Case# field) and
Password (enter in the last name field)

to login to your client dashboard.

CLIENT DASHBOARD

cial District or Court Name

LINE PRETRIAL EDUCATION HOW IT WORKS SUPPORT CONTACT US LOG OUT

User Supporl:‘s Dashboard DASHBOARD INSTRUCTIONS

&

Participation Enroll New Users Download Search / Edit Users
Requests Add new participants Enrollment Form Search, view and edit
Approve / decline while assigning courses Download and print a participant profiles and
requests to participate and fees. fillable enrollment form course requirements.

in courses. m to give clients. m

2] i

Completion Reports Program Analytics
Date-based reports to identify participants in Evaluate your online education courses with
compliance. valuable analytics.

CLIENT DASHBOARD OPTIONS

Participation Requests* Download Enrollment Form* Completion Reports
Enroll New Users Search / Edit Users Program Analytics

Based on unique program configurations, dashboard layout may vary.
\ *These options may not be available on all dashboards.



PARTICIPATION REQUESTS"®

*This option is NOT available on all dashboards.

Approve/Deny Requests

Review Participation Requests # RETURN TO DASHEOARD

Show v entries Search:

3 Citation # . s Court Date » & First Name # Last Name « Submission Date « @ Status « # Actions «

s ovowson Davi Burton ox/o1/201 REVIEW PARTICIPATION

123456 01/01/2021 David Burton 01/01/2021 R E U E ST s

123456 01/01/2021 David Burton 01/01/2021 REVIEW Q

123456 01/01/2021 David Burton 01/01/2021 C I . .
ick REVIEW to view

123458 01/01/2021 David Burton 01/01/2021 [ pecLineD | L. .
123456 01/01/2021 David Burton 01/01/2021 partICI[)atlon requests.
123466 01/01/2021 David Burton 01/01/2021 REVIEW
123456 01/01/2021 David Burton 01/01/2021 REVIEW
123456 01/01/2021 David Burton 01/01/2021
Showing 1to 8 of 8 entries Previous Next
Citation #5555555 I
crsons ‘ REVIEW INFORMATION IN
| POP UP WINDOW
Review/edit participant information and
S assign courses as needed. After you are
o finished, scroll down and click SAVE &

by etreme O N s I APPROVE to approve the request or
DECLINE to deny the request.

State: Louisiana
Zip: 70769
Courses:

[ Manejar a la defel Defgnsive Driving) $ 1s00l

+Client Intake:
v SAVE & APPROVE s DEF;L,[NE |

7] Alcohol Awareness

$
$
$
$

[ < I < JOY < N < |

[0 Anti-Bullying Education

Resend Approval Email

RESEND APPROVAL
EMAIL

Show < entres search If a participant has been
M Citation #. M Court Date 4FirstName « & Last Name s SubmissionDate +  @Statuss  # Actions « a pproved, but d | d not

Review Participation Requests * RETURN TO DASHEOARD

123456 01/01/2021 David Burton 01/01/2021 . .
123456 01/01/2021 David Burton 01/01/2021 == recieve an approval emal l'
123456 01/01/2021 David Burton 01/01/2021 REviEW click RESEND EMAIL.
123456 01/01/2021 David Burton 01/01/2021 ==

\)



ENROLL NEW USERS

Step 1: Enter Participant Information

COURT DATE CASE/CITATION NUMBER FIRST NAME & LAST NAME
Enter participant Add participant case, citation, Enter participant’s first name
court date or docket number and last name

* RETURN TO DASHBOARD

Enroll New Users

Participant Information

| | }
Court Date Expiraiton Date Parish
J { J { J
Participant’s Email’ togin credentiats and tit of assigned courses will be smailed to the racipiant)
( .
PARTICIPANT'S EMAIL (OPTIONAL)  EXPIRATION DATE PARISH

Adding a participant’s email will
auto generate an enrollment email
to the participant

\)

Participant’s access to
the website will be
denied on this date

Participant’s parish
*May not be an option for
all districts



Step 2: Select Coursel(s)

Select Courses
Please select all courses to assign to this participant. If this participant's course fee is different than what is shown, select the correct price
tier from the drop-down list before moving forward. When you have selected all courses and fees, scroll down and click the ADD
PARTICIPANT button to complete this enrollment.
D + Client Intake $ D Abuso de sustancias (Substance Abuse) $
D A Discussion on Relapse $ D Conciencia del alcohol (Alcohol Awareness) $
(] Alcohol Awareness $ (] Los prevencion de robos (Theft Prevention)
D Begin Recovery $ D Manejar a la defensiva (Defensive Driving)  $
D + Client Intake $ D Abuso de sustancias (Substance Abuse) $
CI 4 Discussion on Relapse $ D Conciencia del alcohol {Alcohol Awareness) $
D ilcohol Awareness $
O s (500 O
0 e )
0 e )
SELECT COURSE(S)
Check the boxes of course(s) you wish to assign
[ + Client Intake 5 -]
SELECT COURSE PRICE
[ A Discussion on Relapse § [~ ]
T e . e Select the price of each course that you
— . wish to assign (if applicable)
LIy EuCAlon A
CONFIRM SELECTIONS G Alcohol Awareness $
Once you have finished assigning courses, () Begin Recovery $

scroll down and click ADD PARTICIPANT

to complete the enrollment process. |

The participant has been successfully enrolled
into the selected course(s). Thank you.

Ok




DOWNLOAD ENROLLMENT FORM®

Judicial District or Court Name
ONLINE PRETRIAL EDUCATION

User Support's Dashboard

&

*This option is NOT available on all dashboards.

HOW IT WORKS

Download
Enrollment Form
Download and printa
fillable enrollment form

CONTACT US LOG OUT

DASHBOARD INSTRUCTIONS

Search / Edit Users
Search, view and edit
participant profiles and
course requirements.

Participation Enroll New Users
Requests Add new participants
Approve / decline while assigning courses
requests to participate and fees.

in courses.

Completion Reports
Date-based reports to identify participants in
compliance.

to give clients.

Program Analytics
Evaluate your online education courses with
valuable analytics.

DOWNLOAD FORM

From the dashboard, click
GO to download a copy of

the fillable enrollment form.

EXAMPLE FORM

i

Pretrial Intervention Program
Your Parish District Attorney

NAME CASE NUMBER

You have been given the opportunity to participate in an online education program offered by
Your Parish District Attorney Office.

To enroll in your course, follow these steps:
1. Go to the foll
2. Click on the GET STARTED or LOG IN button
3. Login with your CITATION or CASE NUMBER and LAST NAME
4. You will be directed to your Student Dashboard with your list of assigned courses:

ing website: www.website.com

D A Discussion on Relapse
D Anti-Bullying Education
D ATC Underage Sales
l:' CDL Driver Intervention
D Defensive Driver

[l Financial Responsibility

DAlmhol Awareness

DAnti—Hazmg Education

DATV & Boating Safety
DConﬂicl Resolution
DEﬂ'ective Decision Making

Dﬂunlmg & Fishing Regs

CBT CLASSES
[:l Effective Decision Making
D Employee Theft
E] Identity Theft Prevention
l:‘ Shoplifting (Adult)

D Shoplifting (Juvenile)

D Impaired & Distracted DrivingDLiner Prevention

[ P I S I P




SEARCH/EDIT USERS

Search / Edit Participants “ RETURN TO DASHBOARD

Participant Search

Please enter your search terms in one of the boxes below and click Submit.

Search by Citation # Search by Name Search by Court Date
Citation # First Name Start Date
Last Name End Date

| ) | (=

Citation/Case # Name Court Date SUBMIT
Click SUBMIT
SEARCH FOR PARTICIPANT BY 0
Search Results
Search Results
Show v entries Search:
R Citation # « & First Name « # Last Name « 8 Court Date « Expiration Date & R Assigned Courses # Action &
123456 David Burton 01/01/2021 - A Discussion on Relapse
01/01/2021 - Alcohol Awareness
123456 David Burton 01/01/2021 01/01/2021 - + Client Intake
123456 David Burton 01/01/2021 01/01/2021 - Begin Recovery
123456 David Burton 01/01/2021 01/01/2021 - Effective Decision Making
123456 David Burton 01/01/2021 01/01/2021 - CDL Driver Education
123456 David Burton 01/01/2021 01/01/2021 - Conflict Resolution
123456 David Burton 01/01/2021 01/01/2021 - Vaping Education
123456 David Burton 01/01/2021 01/01/2021 - Theft Prevention (Retail)
Showing 1to 8 of 8 entries Previous n Next
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Edit Participant Information

e EDIT PARTICIPANT
INFORMATION

R Assigned Courses +

i Court Date « [@ Expiration Date &

M Citation #+ 4FirstName « & Last Name 4

123456 David Burton 01/01/2021 - A Discussion on Relapse

VOV . iohot avarencss From Search Results,
123456 David Burton 01/01/2021 01/01/2021 -+ Client Intake Clle ED IT to Change
123456 David Burton 01/01/2021 01/01/2021 - Begin Recovery t . t . f t
123456 David Burton 01/01/2021 01/01/2021 - Effective Decision Making p artici p antintormation.
123456 David Burton 01/01/2021 01/01/2021 - CDL Driver Education

Citation # (not ecitable) Court Date Expiration Date C H AN G E | N Fo RM AT | 0 N | N

First Name Last Name Email POP UP wINDOW
: Change participant information and courses
Mailing Address

as needed. If an email address is added or
edited, an enrollment email will automatically
i be sent. After you are finished, scroll down

i e and click UPDATE PARTICIPANT PROFILE.
A *Note: Citation/Case # cannot be edited. Please
g S contact customer support to edit.

[ ¢ Client Intake $ ] [ Abuso de sustancias (Substance Abuse) ~ § ]
[ ADiscussion on Relapse $ ] [ Conciencia del alcohol (Alcohol Awareness) §

- =
UPDATE PARTICIPANT PROFILE BACK TO PARTICIPANT LIST RESEND EMAIL
[ -

RESEND EMAIL IN POP UP WINDOW

If a participant has been enrolled, but did not recieve
an enrollment email, click RESEND EMAIL.

View Participant Course Status

Search Results

Show v entries Search VIEW CURRENT
COURSE STATUS

B Court Date «

@ Expiration Date +.

& First Name « & Last Name 4

R Citation # 4

123456 David Burton 01/01/2021 oLorra0m - A Discussion on Relapse
- Alcohol Awareness F
rom Search Results
123456 David Burton 01/01/2021 01/01/2021 -+ Client Intake . . !
123456 David Burton 01/01/2021 01/01/2021 - Begin Recovery Cl ICk a ny assli g n ed
123456 David Burton 01/01/2021 01/01/2021 - Effective Decision Making course name.
123456 David Burton 01/01/2021 01/01/2021 - CDL Driver Education

ese ¥ e0003o8 COURSE STATUS IN POP UP WINDOW

Course: Substance Abuse Enrolled - ASSigned, Not started
Status: Enrolled In Progress - Started, Not complete
Fee: sasa Passed - Course exam has been passed

CLOSE Fee - Displays PAID, if course fee has been paid

\)



Retrieve Participant Completion Certificate & Receipt

Search Results

show <] rtee Secn VIEW COMPLETION
@ piatonCato+ A AsskpadCoges - : CERTIFICATE & RECEIPT

123456 David Burton 01/01/2021 - A Discussion on Relapse
01/01/2021

i Court Date »

B Citation #« 4FirstName « & Last Name

- Alcohol Awareness

From Search Results,

123456 David Burton 01/01/2021 01/01/2021 - » Client Intake . .

123456 David Burton 01/01/2021 01/01/2021 - Begin Recovery Cl ICk any aSSIg nEd
123456 David Burton 01/01/2021 01/01/2021 - Effective Decision Making course name.
123456 David Burton 01/01/2021 01/01/2021 - CDL Driver Education

123456 David Burton 01/01/2021 01/01/2021 - Conflict Resolution

Case # C19001197

Course: Alcohol Awareness

Status: Passed DOWNLOADS IN POP UP WINDOW

Fee: 4332:22 Paid If participant has passed the course AND paid their
[ Eritm: e fee, click DOWNLOAD for a copy of their
Receipt: completion certificate and/or payment receipt.
CLOSE

EXAMPLES YOUR JUDICIAL DISTRICT ATTORNEY

ONLINE EDUCATION CERTIFICATE OF COMPLETION

COURSE TITLE

This certificate is presented to:

N

Your Parish District Attorney JOhn DOE
Giling Address. 4 ‘ ¥
John Doe This certifies that the participant listed above has successfully completed the
123 Address Street Onling Edwcation Course effered by Your Judiclzl Digtrict Attomey
City, ST 12345
Case# 555555
Driver's License: 123456LA
3 Course Status: Passed
Receipt
Cvelar Mumbar CAD-14571 (Ao, o P
Ovder Dty My 28, 2018 _@ CT-123458 S January 1, 2021
Payrani Method Gredit card - CERTIFICATE # . COMPLETION DATE @
0
Email .
Takephans
Product Prica Craanitity Total
Effectve Docision Making $135.02 1 $daa
Badiviodal $138.22
Tevial f 3k

) ;



COMPLETION REPORTS

Com pletion Reports 4 RETURN TO DASHBOARD

Having trouble? Try the archives.

Course Status Start Date Courses

[ Select Status [E3 ] [ ] (O AllCourses
(J ADiscussion on Relapse

End (O Alcohol Awareness

[ ] (O Begin Recovery SUBMIT

COURSE STATUS DATE RANGE SELECT COURSE(S) SUBMIT
In Progress — Started, Not complete Enter report Select a course, multiple Click SUBMIT
Passed and Paid - Course and start date and courses, or select all to search
payment complete end date courses for report

Report Results

SEARCH REPORT DOWNLOAD REPORT

Report Results
Citation #- FirstName « LastName « CourtDates ExpDateas Course Date Passed «+ Date Paid » Fee
123456 David Burton 01/01/21 01/01/21 A Discussion on Relapse 01/01/21 01/01/21  $185.00
123456 David Burton 01/01/21 01/01/21 Alcohol Awareness 01/01/21 01/01/21 $185.00
123456 David Burton 01/01/21 01/01/21 Begin Recovery 01/01/21 01/01/21  $185.00
123456 David Burton 01/01/21 01/01/21 Client Intake 01/01/21 01/01/21  $185.00
123456 David Burton 01/01/21 01/01/21 Effective Decision Making 01/01/21 01/01/21 $185.00
123456 David Burton 01/01/21 01/01/21 CDL Driver Education 01/01/21 01/01/21  $185.00
123456 David Burton 01/01/21 01/01/21 Conflict Resolution 01/01/21 01/01/21  $185.00

\) 10



PROGRAM ANALYTICS

Program Analytics

“+ RETURN TO DASHBOARD

RUN ANALYTIC REPORTS
o -

Start Date Courses
[ ] (O All Courses

(O A Discussion on Relapse
End Date (O Alcohol Awareness
[ ] (O Begin Recovery
DATE RANGE SELECT COURSE(S)

Enter report
start date and

Select a course, multiple
courses, or select all courses

RUN ANALYTIC REPORTS

Click RUN ANALYTIC
REPORTS to generate reports

end date for course analytics by course
Report Results
Analytic Reports by Course
e ——
R Assigned Courses [ Start Date i End Date ‘ DOWNLOAD ALL ANALYTIC REPORTS -‘
+ Client Intake June 1, 2021 June 4, 2021 Download PDF
A Discussion on Relapse June 1, 2021 June 4, 2021 Download
Alcohol Awareness June 1, 2021 June 4, 2021 Downloa
@ Pretrial Intervention Program
- YOUR PARISH DISTRICT ATTORNEY
VIEW/DOWNLOAD REPORT

October 1, 2020 - Dctober 31, 2020

STATISTICS & ANALYTICS FOR:
EFFECTIVE DECISION MAKING

Completion Percentage

The program campletion percimtage measures the pervenioge of expined defimdants given
the Pretrial Interveniion ophion thed have compieded the program before their assigeed oot
date andfor EXpInaton aate

TOTAL OFFENDERS a7

TOTAL COMPLETIONS 20
\D MO NOT COMPLETE

i

Click to view or download
each report by course or
download all reports

EXAMPLE REPORT

11




