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Summary: The system includes two parts: Event Management System for administrative
work which is used by instructors and administrators, and the other part is Event Registration
System for students to register for available classes.

3¢ PART 1: The Event Management System has four roles:

a. Uncertified instructor: can only view and update their profile.

b. Certified instructor: can view and update their profile, create new locations and
events, and view and update events where they assigned as a primary or assistant
instructor.

c. Administrator: can do all tasks instructors do, plus they can add instructors to the
system, view/ update any instructor profile, approve new locations and events, and
view/ update any event.

d. Chief Administrator: can do all tasks administrators do, plus they can add/ remove
programs to/from the system.

» Login Screen: enter your user name and password, and then click on the Login button.
(the user name by default is: first letter of your first name+ Last name + 2 digits DOB
month + 2 digits DOB day), however, it could be different since the instructor can
change it to anything they want.

g Tennessee Wildlife Resources Agency
Ed Carter, Executive Director

(-]
<y
-

Tennessee Education Event Management S

If you forgot your user name or your password and you don’t have an email address
saved to the system, please contact one of the administrators to reset your password.
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If you have an email address saved in the system, click on Forgot User Name or Password
link:

Tennessee Hunter Education Event Management System

Back to the Login Page

Please enter vour User Name or TWRA ID, and vour Date of Birth then click on the button below...

CrerName ] OR TWRAD. o
AND Date of Birth: (MM/DD/YYYY)

Send Account Info. to Email |

Enter your user name or your TWRA ID with your date of birth then click on Send Account Info.
to Email button, the system will send you an email with your user name and a temporary
password (you can change your password later from Manage Instructor Profile page)

Hunter Education - Account Info.

Randy.Huskey@tn.gov
Fri 2/19/2016 §:24 AM
Zainab Latif
All Folders (90 days) 5/19/2016

Tennessee Hunter Education Event Management System
Hi TUCKER,
Your Password has been reset. Please use the credentials below to login to the system, then change your password

from Manage Instructor's Profile page:

User Mame: TUCKW0505
Password: 003282337

Thank you!
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A. If you are Uncertified Instructor: Uncertified instructors can:
- Only be assigned as assistant instructors to hunter education events.
- Only access their profile to update their information or reset their password.

= Tennessee Wildlife Resources Agency
=

Ed Carter, Executive Director

ok
-

Hi, Dany

Manage Instructor Profile

To update your profile or reset your password, click on the Manage Instructor
Profile button:

[ Estmsmwrsio |
TWEA ID: 000009899

Date of Birth: 09/07/1950

TWEA Instructor Mo - #etiteiss

First Nama: Dany

Middle Intial: E

Last Name: Green

Suffic: Sr.

Gander: Male

Addreas: 888 Hogan Rd

Zip Cods: i

City: Nashville

State: ~

County: Davidson e
Fagion: 2

Cell Phone: 898-436-T656
Home Phone: S67-876-T676

Work Phone: 344-677-8899
Instructor Type: Certified Instructor
TWERA Employee? Employee

User Kola: Instructor

Status: Approved

Email Address: dany.green tn.zov
User Name: DGreenl®07
Tk FEEEEEEER
Comments: this is test

Last Certification Date* Certification Type* Required Field *

Certification Status™ Certification Original Date*®

Frobationary 4 02/04/2015 02/25/2015 Bow Hunter Safety v Edit
Active v 02/17/2015 02/17/2015 Hunter Safely W
<-ADD New Certificate
v [ | @ /A [(Clar|

First | Previous N Next §l Last
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1. Click on Edit Instructor’s Info button
2. Change any field except (TWRA ID, User Role, TWRA Employee?, Instructor Type,

Status) these fields can only be updated by administrators.

- To reset your user name to the default format (first letter of your first name+ Last
name + 2 digits DOB month + 2 digits DOB day), click on Generate User Name
button.

- Toreset your password, click on Reset Password button - enter the new
password in both Password and Confirm Password fields.

3. After you finish your changes, click on Save Changes button to save your changes
or click on Cancel button to discard any changes that you have made.
Tennessee Hunter Education Event Management System
*+* Manage Profile ***
| Sawve Changes | | Cancel |
* Required Field
TWERA [D*: 000000209 50099000 (D digis)
Date of Birth*: AMIDYYYY
TWRA Instructor No.*: 999995999 3 digis)
Firs Name*:
Middle Initial: B ]
Last Nanme*
Suffix:
Gender*:
Addres™
Zip Code*: 99999 (3 digi)
city™
State*:
County*:
Region*: 1
Cell Phone: [3oa-458-7886 | osesonsene
Home Phone: [sa7-87a-7678 | ssessssees
Work Phone: 599-900.9030
Instructor Type®: Uncertified Instructor
User Role*: Assistant W

TWRA Employee?*  |[Employee v

Status®

: Approved V'

Email Address: |dany.gneen@m.g ov |

User Name*: [DGreenDan? |[ Generste User Mame | [ ResetPassword

Comments: this i= test

To go back to the main menu page, click on the Back to The Main Menu button.

To

log out of the system, click on Log Out button at the top right of the page.
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B. If you are a Certified Instructor: certified instructors can:
- Make changes to their profile.
- Add new locations and edit existed locations.
- Add new events and can be assigned as primary instructors. Also they can view,
edit, and cancel events where they have been assigned as primary or assistant
instructors.

= Tennessee Wildlife Resources Agency
S Ed Carter, Executive Director

(L]

<y

-

Hi, JACOB

I.  Manage Instructor Profile: This page is used to view your profile and your
certifications, and to update your information, change your user name, or reset your
password.

ee Hunter Education Event Management System

*** Manage Profile ***

TWRA ID 675198253

Date of Birth 0110371996
TWRA Instructor No.- #ksis

First Name: JACOB

Middle Initial: B

Last Name: SCOTT

Suffix: E

Gender Male

Address: $411 FOREST BREEZE DRIVE
Zip Code: nn

City Nashville

State: ™

County: Davidson. v
Region: 2

Cell Phone: 413.987.8568
‘Home Phone: 23123123
Work Phone: 157410232

Instructor Type:  Certified Instructor.
TWRA Employee?  Not Employee

User Role: Tnstructor

Status Approved

Email Address:  jscott@test.gov

User Name: JSCOTTOL03

Password: e

Comments ‘added home phone no.
* Required Field |Certification Status*[Certification Original Date*|Last Certification Date*|Certification Type*

[ Detete | [[£at | [Active ~ 11/10/2015 11/10/2015 HunterSarety v
Delete. Active v 02/14/2015 02/14/2015 Trapper Safely ¥
Deate Exempt v 02/05/2015 02/05/2015 Bow Hunter Safety

o nem e 5| E 3 E

[ First [ previous [ et I Last |
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« To update your profile:

- Click on the Update Instructor’s Info button.

- Change any field you want except (TWRA ID, Instructor Type, User Role, TWRA
Employee, Status) these fields can only be changed by administrators.

- If you want the system to generate your user name (first letter of your first name + your
last name + MMDD of your birthdate), click on Generate User Name button.

- If you want to reset your password, click on the Reset Password button, and then enter
your new password in both New Password, and Confirm New Password fields.

- When you finish, Click on the Save Changes button to save your changes, or click Cancel

to discard them.

- The Certifications section can only be updated by administrators.

[ save Chenges | [ cencet |

* Required Field

TWRA ID*: 875108253 599995909 D Eigis)

Date of Birth*: MMDDYYYY

TWRA Instructor No.*:| 559999999 B i)

Fis Neme'

Middle Tnital

N —

Suffix:

Gender*:

Addrss

Zip Code*: 53955 (5 digity)

Gy

State®:

County™:

Regior® E

Cell Phone: 565-503-9585

Horme Phone s

Work Phone: 439499095

Instructor Type*: Certified Instructor v

User Role*: Instructor v

TWERA Employee?™  |NotEmployes v

Statuz®: Approved ¥

Email Address: jscott@test gov |

User Name®: [sscotTmo: || Generate User Name | | Reset Password
added home phone no.

Comments

Tennessee Hunter Education Event Management System

*** Manage Profile ***
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If you click on the Reset Password button:

User Name*: [JSCOTTD103

|| Generate User Name
New Password*:

Confirm New Password*: | - |

added home phone no.
Comments:

» To go back to the main menu, click on the “Back to The Main Menu” button at the top
right of the page.
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.  Manage Locations: This page can be used to view all locations available in the
system, query for specific location(s), edit a location, or enter a new location.

Tennessee Hunter Education Event Management System

*** Manage Locations ***

+++Find Location(s)***

Location Name: | ]

Address: | | Zipoode:[  |memgam
e — Couty 7 Regin| |

Room: | | PhomeMNa:|__- - |ssssseses Location Capacity:| | Students
SpechlTsuctins | |

[ searen | [ Dispiay All Locations |

**% 17 Records Found *¥*

First | | Previous | 123 [[Next |[ Last |

Location Name: Academy Sports and Outdoors

Address: 2220 Hamilton Place Blvd Zip code: 37421
City:  Chattanooga State: TN County: |Hamilton “| Region: 3
Foom: classroom  Phone No.: 423-852-1214 Location Capacity: 20 Students

Special Instructions:

Updated By: [JACOB SCOTT % Last Modified Date: 12/03/2015

Location Name: Emp Loc

Address: 123 testing, bldg# 4002 Zip code: 37211

City: Nashville State: TN County: Davidson ~| Region: 2

Room: 100 Phone No.: 615-741-0232 Location Capacity: 60 Students
Special Instructions: cestezst

Updated By: |JACOB SCOTT v Last Modified Date: 01/15/2016
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» To search for specific location(s): enter your search criteria in the Find Location(s)
section then click on the Search button, you can search by (Location Name “part or full
name”, Address “part or full address”, Zip code “5 digits 99999”, City “part or full name”,
State “select from the list”, county “select from the list”, Region “1 digit number from 1 to 57,
Room “part or full name/number”, Phone No. “9 digits number 999-999-999”, Location
Capacity “number of students”, Special Instructions “part or full”).

» To cancel your query, click on the Display All Locations button.

Tennessee Hunter Education Event Management System

*** Manage Locations ***

***Find Location(s)***

Location Name: [test ]

Address: | | Zip code: 29900 (5 digi)
o ——— oy | 9 Regin |
Room: | | PhomeNo:|_-__-  [sessesse Location Capacity:| | Students

Special Instructions: | ‘

Dizplay All Locatians

#*# 7 Records Found ***
First Previous | 1| Mext it

Location Name: First Test
Address: 123 Hogan Road, Bldg# 3060 Zip code: 37211
City: Nashville State: TN County: |Davidson ~| Region: 2

Room: 35 Phone No - 613-541-2121 Location Capacity: 30 Students

tect update loc

Special Instructions:

Updated By: |JACOB SCOTT v Last Modified Date: 12/14/201%
Location Name: test 1119

Address: 1119 hogan dr Zip code: 37211
City: Nashville State: TN County: Davidson | Region:2

Room: 20 Phone No.: 615-201-2112 Location Capacity: 20 Students
Special Instructions: pest sdit mew dee
‘Updated By: |Adam Andy v Last Modified Date: 11/19/2015
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» To Edit alocation information, click on the Edit button. Change one or more fields, and
then click on Save Changes to save or Cancel to discard your changes.

**Edit Location***

Required Field

Location Name*: |test 1119 |

Address*: |1119 hogan dr | Zip code®: 99999 (5 digits)
City™: |Nashville | State®: County*: Region*: |:|

Loom: |2EI | Phone No.: 000-000-0000 Location Capacity™®: Students

test edit new loc
special Instructions:

Save Changes | | Cancel |

» To Create a new location, scroll down to the end of the page, enter the new location
information (all fields with * are required fields). When you finish click on the Save New
Location button to add the new location or Cancel to clear the fields and discard the
changes.

- After you add the new location, the location will be on Waiting Approval status. The system
automatically sends an email to all regional administrators to approve the new location,
once an administrator approves your new location the system will send you an email to let
you know the location has been approved and activated. Instructors can only see
approved locations on the Manage Locations page.

. . this is testl23
Special Instructions: ‘

Updated By: |Adam Andy v Last Modified Date: 06/24/2015
| Edit |
. %eate New Location***
* Required Field
Location Name*: |Thi5 is Test |
Address*: |123 test | Zip code*: 99999 (5 digits)
City™: |Nashville | State®: County*: Region*: l:l
Room: |1l]1 | Phone No.: 999-900-0000 Location Capacity®: Students

. . this is tesq
Special Instructions:

| Save New Location | | Clear |

First Previous | 1| Next Last

| 1 |
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After you click on Save New Location button:

- . this is testl23
Special Instructions: ‘

Updated By: | Adam Andy ~ Last Modified Date: 06/24/2015
Edit
+ *¥**Create New Location***
* Required Field

Location Name™: | ‘

Address*: | ‘
City™: | | State™:
Room: | | Phone No - 999-555-999¢

Zipcoder [ Jommcam

Covary™: Region™[ |
Location Capacity*®: I:I Students

Special Instructions: ‘

‘ Save New Location | | Clear |

'he New Location has been sent to system administrators for approval!

First Previous |1| Next Last

» To go back to the main menu, click on Back to The Main Menu button at the top right of

the page.

Page 14 of 104



lll.  Manage Events: you can use this page to schedule new events, view your events
(whether you were the primary or an assistant instructor), edit and cancel your
events, and enter events results. You can also click on *** View All Events That
Already Exist in The System’ to see other instructors’ events.

== Tennessee Wildlife Resources Agency
Ed Carter, Executive Director

ol
L

LOGOUT USER GUIDE

*** Manage Events ***

Back to The Main Menu
\ *** Schedule a New Event *** l | ***View All Events Report *** ‘
* Search Event(s): To query for a specific Event(s), enter the criteria in the fields below then click on the Search button. To cancel the query click on the Clear button.
Event ID: Program: | v Location: | County: [ v Event Region:
Dates From: 3 To: Instructor Name art or Full Name): Status: |Active v

* Sort Events: Please click on the column header to sort by that column in ascending order, click again for descending order.

Program Title Location Name Date and Time Enrollment Primary Instructor
1663 | Bowhunter Education Field Day ATHAVE. CHURCH OF CHRIST || Wiliamson v)|052372017 0900AM| - 3019 |RANDY HUSKEY Active
: To 10:00 AM
T Total Events= 157

« The page by default lists all Active events where you have been assigned as a primary or
an assistant instructor in that event.

« All Scheduled Events Report: the report displays all Active events by default. However,
you can search for any event(s) by entering your search criteria and then click on Run
Report button. To print the report, please follow the steps at the top of the page highlighted
in yellow.
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*** All Scheduled Events Report ***

Back to The Events Page

*Please Note: To Print the report, click on the Export drop down menu (the blue disk icon, third button from right ) —> Select Excel —= Open the file or save it to your computer —= From MS Excel go to File --= Print — Select
Landscape Orientation --> And change the No Scaling option (the last option) to Fit All Columns on One Page > Click on the Print button.

Report Search Parameters:

the steps below:

Program: | [v] Location: | [v] County: v Event Region
Dates From: | i To:| | Tnstructor Name (Part or Full Name)- | Status: [Active ~
| Run Report | ‘ Clear Search Parameters ‘
WOAE Juar ok b e — T TS
EventID  Program Title Location Name Location Address Enrollment Event Status Event's Instructors Event's Schedule
1638 Hunter Education Classroom Course | SOUTH HOLSTON RURITAN 415 Meadow Creek Road, BRISTOL, TN 21 0f 60 Active JAMES HUMPHREY - Primary 07/18/2016 06:30 PM To 09:0
CLUB 37620. County: Sullivan. Region: 4 07/19/2016 06:30 PM To 09:0
07/20/2016 06:30 PM To 09:0
07/21/2016 06:30 PM To 09:0
07/22/2016 06:30 PM To 09:0
1640 Hunter Education Classroom Course [FIRST BAPTIST CHURCH 211 N. Main $t.. GREENEVILLE, TN 250f25 Active DICK FAWBUSH - Primary. 07/11/2016 06:00 PM To 08:3
37745. County: Greene. Region: 4 07/12/2016 06:00 PM To 08:3
07/14/2016 06:00 PM To 08:3
07/15/2016 06:00 PM To 08:3
1644 Hunter Education Classroom Course | HIGHLAND PARK RURITAN 860 HWY 321 N, LENOIR CITY, TN 36040 Active ANTHONY CHITWOOD - Primary. 07/21/2016 06:00 PM To 09:0
CLUB 37772. County: Loudon. Region: 4 07/22/2016 06:00 PM To 09:0
07/23/2016 09-:00 AM To 03:(
1647 Hunter Education Classroom Course | SPRING HILL BAPTIST 1301 Spring Hill Road. PARIS, TN 38242, 53 0f100 Active STEVE BREWER - Primary. 07/18/2016 06:00 PM To 09:0
CHURCH County: Henry. Region: 1 07/19/2016 06:00 PM To 09:0
07/21/2016 06-:00 PM To 09:0
07/25/2016 06:00 PM To 09:0
1648 Hunter Education Classroom Course | BURLISON COMMUNITY HWY 59, BURLISON, TN 38015 310f100 Active RONNIE HOWARD - Primary, 08/02/2016 06:30 PM To 09:0
CENTER County: Tipton. Region: 1 JOHN DAVID - Assistant, 08/04/2016 06-:30 PM To 09:0
WOODROW HARTSFIELD - 08/05/2016 06:30 PM To 09:0
Areissnms ACI11/3A1 K AK-2A DAL Ta RO

To schedule a new event, click on the *** Schedule a New Event *** button, and follow

Enter the event information then click on Save New Event button. After the event is saved,

its status will be set to New and the Event’'s Dates & Times section and the Event's

Instructors sections will come up.

USER GUIDE

**¥Event's Information***

*Required Field
Program Title*:

Location Info.*:

Event Capacity*:

Tennessee Hunter Education Event Management System

|Hunter Education Classrol

om Course

v

|ACADEMY SPORTS AND QUTDOORS -Address: 5929 Hwy 153, H\XSON,‘j

ACADEMY SPORTS AND OUTDOORS

Address:

5929 Hwy 153,

HIXSON, TN 37343.

A
e

Wait List Capacity*:[20 | (Enter 0 to DISABLE wait list)
Thisis a event

Special Instructions

this is tes:l

‘ Save New Event | ‘ Cancel |

Notes:

*** Manage Event ***

= Only the person who created the event can complete their new events, no one else can
see your New events.

= You can always come back later and complete the event’s information for New event.
However, you cannot send the event to administrators to activate it until the event’s
dates & times and a primary instructor are entered.

= Private events will not be displayed in the public student’s registration site.
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Tennessee Hunter Education Event Management System

USER GUIDE

*** Manage Event ***
***Event's Information***
Send Event for Approval
To Edit or Cancel this Event click on OR

EventID: 1633  Event Status: New

Back to Events

Program Title: Hunter Education Classroom Course v

ACADEMY SPORTS AND OUTDOORS Al
Location Info.: Address: 5929 Hwy 153, HIXSON, TN 37343. Vi
Event Capacity- 30 Students

‘Wait List Capacity: 20 Students
This is a Public event

this is test
Special Instructions:

Updated By: |ZAINAB LATIF ~  Last Modified Date: 06/06/2016 03:36 PM

***Event's Dates & Times= 0 Day(s)*** ***Event's Instructors= 0 Instructor(s)***

Event Date |Fr0m Time| To Time Action Instructor Name |Instructor EmaiI‘Primary/ Assistant| Action
| |<-ADD New Date <-ADD New Instructor
5555 Troe Afor (535 Tyme A or -l
First || Previous || Next || Last First || Previous || Next || Last

> To enter the Event’s Dates & Times, enter the event date, from time, and to time then
click on the Insert button to save, or click on Clear button to clear the fields and discard the
changes.
= When you enter the first day of class the event visibility and registration dates will
appear in the upper part with the event information section. The default dates are from
one month prior to the first day of class to the first day of class.

» If you change the first day of class, the event visibility and registration dates will be
changed too.

Tennessee Hunter Education Event Management System

USER GUIDE

*%*%* Manage Event ***
***Event's Information***
Send Event for Approval
To Edit or Cancel this Event click on OR

EventID: 1633  Event Status: New

Back to Events

Program Title: Hunter Education Classroom Course v

. ACADEMY SPORTS AND OUTDOORS ~
Location Info.: Address: 5929 Hwy 153, HIXSON, TN 37343. v
Event Capacity: 30 Students

Wait List Capacity: 20 Students

This event will be visible to students From: 6/1/2016  To: 7/1/2016

O Lock Dates

Students can register for this event From: 6/1/2016  To: 7/1/2016
This is a Public event
Special Instructions: | > 1% test
Updated By: |ZAINAB LATIF ~  Last Modified Date: 06/06/2016 03:36 PM
***Event's Dates & Times= 1 Day(s)*** ***Event's Instructors= 0 Instructor(s)***

Event Date |From Time| To Time Action Instructor Name |Instructor Email\Primary/ Assi Action
07/01/2016  [02:00PM _ [03:00 PM | Delete ][ Edit | -l ‘El <-ADD New Instructor,

| ] <-ADD New Date| igset @
/ooy il Tl First || Previous || Next || Last
First || Previous || Next || Last
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> To stop the event visibility and registration dates from changing when you change first day
of class:

e Click on Edit Event button.
e Check the Lock Dates checkbox.
e Click on Update Event button to save the change.

**%FEyvent's Information***

| Send Event for Approval |

| Update Event | | Cancel ‘ Event ID: 1633
*Required Field
Program Title*: Hunter Education Classroom Course b

Location Info.*:  [ACADEMY SPORTS AND OUTDOORS Address: 5329 Hwy 153, HIXSON " |

Event Capacity™®:
Wait List Capacity*:(20 | (Enter 0 to DISABLE wait list)
This event will be visible to students From: i To: =

Students can register for this event From: |06/01/2016 #H To: [07/01/2016 =
This1s a event

this is test

Lock Dates

Special Instructions

» To insert primary and assistant instructors to the event, select the Instructor name
from the drop down list, and select whether that instructor is a primary or assistant

instructor. There should be only one primary instructor. Primary instructors are certified
instructors.

#**Event's Instructors= 2 Instructor(s)***

Instructor Name |Instructor Email |Primary/ Assistant Action
ZAINAB LATIF zainab.latif@tn.gov[*Primary* Delete || Edit
ALLEN YORK Assistant Delete Edrt
<-ADD New Instructor
| |deﬁ | V| | Insert H Clear |

First Previous MNext Last
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» When you complete, click on Send Event for Approval button. The system will change the
event status to Event Waiting Approval and send an email to administrators in your region
to approve the event. Once the event is approved, the system will sends you an email to let

you know that the event has been approved and the event status is changed to Active. Now
you can add students to the event.

*%% Manage Event ***
***Event's Information***

An email has been sent to system administrators!

Event Sent

To Edit or Cancel this Event click on OR

Event ID: 1633  Event Status: Event Waiting Approval

Program Title: Hunter Education Classroom Course v
Location Tnfo - ACADEMY SPORTS AND OUTDOORS ~
ocation Info.: Address: 5929 Hwy 153, HIXSON, TN 37343. v
Event Capacity: 30 Students

‘Wait List Capacity: 20 Students

This event will be visible to students From: 06/01/2016 To: 07/01/2016

M Lock Dates
Students can register for this event From: 06/01/2016 To: 07/01/2016
This is a Public event
Special Instructions: his is test
Updated By: |ZAINAB LATIF ~  Last Modified Date: 06/07/2016 09:25 AM
***Event's Dates & Times= 1 Day(s)*** ***Event's Instructors= 2 Instructor(s)***

Event Date |Frum Time| To Time Action Instructor Name |Instructor Email |Primary/ Assistant Action
07/01/2016  [02:00 PM_ [03:00 PM | Delete | [ Edit | ZAINAB LATIF lzainab. latif@tn.gov|*Primary™* Delete || Edit |
[ e ] |<-ADD New Date IALLEN YORK Assistant Delete ][ Edit |
/Do ery RO L — L <-ADD New Instructor|

First || Previous || Next || Last insest
First Previous Next Last
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The Email that the administrators will receive:

An Event is Waiting Approval

zainab.latif@tn.gov
Tue &/7/2016 5:58 AM
Zainah Latif; Randy Huskey; Melinda Raymaond
All Falders (90 days) 9/5/2016

The event below is waiting for your approval to be activated:

Event ID: 1633

Program Title: Hunter Education Classroom Course

LOCATION & SCHEDULE

Meeting On:

07/01/2016 02:00 PM - 03:00 PM

Located at: ACADEMY SPORTS AND OUTDOORS

Address: 5929 Hwy 153, HIXSON, TN 37343,

County: Hamilton- Region: 3.

Room# classroom.

Special Instructions for All Students: this is test

Instructed by: ZAINAB LATIF

Cancellation Policies: You must cancel your registration before ,07/01/2016 at 02:00 PM.

Minimum-Age Policy: All registrants for this event must be 9 years of age by 07/01/2016. The course is offered free of
charge to anyone interested regardless of age; however, you must be nine years of age or older in order to become a

certified hunter education graduate.

Thank you and have a nice day!
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The email that the primary instructor and the administrators will receive when the event is
approved:

An Event Has Been Approved

zainab.latif@tn.gov
Tue 6/7/2016 9:13 AM
Zainab Latif; Zainab Latif
All Folders (90 days) 9/5,/2016

Event ID: 1633

Program Title: Hunter Education Classroom Course

LOCATION & SCHEDULE

Meeting On:

07/01/2016 02:00 PM - 03:00 PM

Located at: ACADEMY SPORTS AND OUTDOORS

Address: 5929 Hwy 153, HIXSON, TN 37343,

County: Hamilton- Region: 3.

Room# classroom.

Special Instructions for All Students: this is test

Instructed by: ZAINAB LATIF

Cancellation Palicies: You must cancel your registration before ,07/01/2016 at 02:00 PM.

Minimum-Age Policy: All registrants for this event must be 3 years of age by 07/01/2016. The course is offered free of
charge to anyone interested regardless of age; however, you must be nine years of age or older in order to become a

certified hunter education graduate.

Thank you and have a nice day!

» To go back to the Manage Events page, click on Back to Events button at the top right of
the page.
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> You can query for any of your events by any field in the pink area, then click on the
Search button. If you want to cancel your query, click on Clear button.

== Tennessee Wildlife Resources Agency
Ed Carter, Executive Director

Xy

USER GUIDE

Back to The Main Menu

*** Schedule a New Event ***

* Search Event(s): To query for a specific Event(s), enter the criteria in the fields below then click on the Query button. To cancel the query click on the Clear button.

Event ID: Program: [Hunter Education Classroom Course V| Location: | County: [Hamilton v
Dates From: iz | To: iz | Instructor Name (e ec Fult Nems): Status: |Active

* Sort Events: Please click on the column header to sort by that column in ascending order, click again for descending order.

Action Program Title Location Name County Date and Time Enrollment = Primary Instructor Status

‘ ‘ ‘
Reports 1633 | Hunter Education Classoom Comse | ACADEMY SPORTS AND Hamiton V| 070112016 0200 PMTo 0300PM | 0030 | ZAINAB LATIF Active

- To view the event’s details, edit or cancel the event, click on View button.
- To enter the event’s results, click on Results button.
- To run the event’s reports, click on Reports button.

» When you click the View button, you can view the event information, dates & times,
primary and assistant instructors, registered students, and people who join the waiting list.

» You can share your event on the social media or you can send your Private event link
to whoever you want to register by copying the Share Link URL.

*<Event’s Information™* SamEw
To Bt o Gancel i et cick o £ Bt | 0%, Goeeioe |

EventID: 1631 Event Status: Active Irstructers & stosns

Fropam Tile

Locaton o

EvemCapecy: 10 Smadanm
WairList Capecity 20 Stdenms
T svera el be visiis o sudars From: 05082016 To: 06TS201¢

01
S e s e o (TS0 Todamsas
This s a Pablic avezt

Spacalsmuctoas [+

Updansd By ZANABLATIE | LeoasiDa: 0607201609:63

an

**=Evenr’s Dates & Times= 2 Day(s)™**

[Event Date [From Time| To Time Action.

e || Prevous || e [[ awt

***Registered Students="5 of 10 Stadent(s)*** _Recistration Status: Open.

*“Required Field ‘ Date of Birth* ‘ Social Security Number* First Name* | MI | LastName* [Suffix Gen: Zip Code™ Gity* )sme‘ Phone No.* e Action
B == 37211 INashville ™ [555-220-2020 =] £ || cone megitaton
[koks. gk i |wa [615-202-0202 [zainab ati o o | [ oo megeraton
oo o B7221_ [Nas [202-020-2020 El Ell || Cones regraton
lzames anF i v [615-202-1212 [z3inat o o | [ Coves megeraon
= a7221___ [Nas [555-555-3555 o El] | Corvm metiton
] I e
=
]
ik e
et [ reves ]| et J[ 1t
#+4Waif List=00f 20+ Wait List Stafus: Closed.
[_First Name® | _Last Name® [ _PhoneNo* | Email Address* | ity®
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» To edit the event, click on Edit Event button. After you finish your changes, click on
Update Event to save your changes or Cancel to discard them.
Note: the Updated By displays the name of the last person who updated the event
and the Last Modified Date displays the date and time when the event has changed.

***Event's Information***

| Update Event | | Cancel | Event ID: 1631
*Required Field
Program Title*: Trapper Education Classroom Course W

Location Info*:  [\y50DWARD AVE CHURCH OF GOD -Address. 507 Woodward Av, ATHE]"|

Event Capacity™®:
Wait List Capacity™: (Enter 0 to DISABLE wait list)

This event will be visible to students From: |DEIOBI201ES | i Tor |D6J‘UB.‘20‘IE | i

U Lock Dates
Students can register for this event From: |05/08/2016 “H To: [06/08/2016 i
This is a event
testl

Special Instructions
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» To edit a date or time, click on the Edit button at the left side of that date and make your
changes then click on Update to save your changes or Cancel to discard them.

*¥**Event's Information***

To Edit or Cancel this Event click on[ Edit Event J ORI Cancel Event

EventID: 1631 Event Status: Active
Program Title: Trapper Education Classroom Course v

3 . WOODWARD AVE CHURCH OF GOD A
Location Info.: Address: 507 Woodward Av, ATHENS, TN 37303. v
Event Capacity: 20 Students
Wait List Capacity: 20 Students
This event will be visible to students From: 05/08/2016 To: 06/08/2016

[ Lock Dates
Students can register for this event From: 05/08/2016 To: 06/08/2016
This 1s a Public event
testl

Special Instructions:

Updated By: ZAINAB LATIF v

#**Event's Dates & Times= 2 Day(s)***

Event Date |From Time| To Time Action
i - 3 |
06/082016 | 2103:00 PM [04:00 PM I pdate |[ Cancel
MM/DD/YYYY [99:99 AM/PM 99:99 AM/PM
06/09/2016  [10:00 AM  [11:00 AM | Delete |

=) \ |<-ADD New Date
P — |99=99 Type Afor  (99:99 Type A for Insert Clear

AW/ P for PM |AM/ P for PM

First Previous Next Last

Last Modified Date: 06/07/2016 09:57 AM

Send Event Info. to
Instructors & Students

***Event's Instructors= 1 Instructor(s)***

Instructor Name | Instructor Emai

I |Primary/ Assistant

Action

ZAINAB LATIF zainab.latif@tn.go

v|*Primary*

‘ Delete |

I—

<-ADD New Instructor|

Insert Clear

First

Previous

Next Last

Note: if you change the first day of the event and the Lock Dates checkbox was unchecked,
the event visibility and registration dates are going to be changed as well

***Event's Information***

To Edit or Cancel this Event click on | Edit Event ‘ ORI Cancel Event

Event ID: 1631
Program Title:
Location Info.:
Event Capacity:

Wait List Capacity:

Event Status: Active

Send Event Info. to
Instructors & Students

Trapper Education Classroom Course N
WOODWARD AVE CHURCH OF GOD ~
Address: 507 Woodward Av, ATHENS, TN 37303. v
20 Students
20 Students
This event will be visible to students From: 5/1/2016  To: 6/1/2016
[ Lock Dates

Students can register for this event From:

This 1s a Public event

Special Instructions:

5/1/2016

To: 6/1/2016

testl

Updated By: ZAINAB LATIF

Vv Last Modified Date: 06/07/2016 09:57 AM

***Event's Dates & Times= 2 Day(s)***

Event Date |From Time| To Time Action
06/01/2016 03:00 PM 04:00 PM Delete || Edit
06/09/2016  [10:00 AM  [11:00 AM Delete || Edit |

| <-ADD New Date
MM/DD/YYY iii,:f?, Treenfn [Piesavsafer [ Insert |[ Clear |

First Previous

Next Last

***Event's Instructors= 1 Instructor(s)***

Instructor Name |Instructor Email

Primary/ Assistant

Action

ZAINAB LATIF zainab.latif@tn.gov|

*Primary*

‘ Delete J

—

<-ADD New Instructor

Insert Clear

First Previous
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» To change an instructor or their role in the event (Primary or Assistant). Click on the
Edit button, make your changes then click on the Update button to save your changes or
click on the Cancel button to discard them. Note: you can change an assistant instructor
to Primary to change the primary instructor of the event, but you cannot change the
primary instructor to an assistant instructor.

#%**Event's Instructors= 2 Instructor(s)***

Instructor Name |Instructor Email |Primary/ Assistant Action
ZAINAB LATIF zainab.latif@tn.gov|*Primary* | Delete || Edit |
[RANDY HUSKEY | - |zainab.latif@tn.gov[Assistant v | Update || Cancel |

<-ADD New Instructor
| |L|N’;A | V| ‘ Insert || Clear |

First Previous Mext Last
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» To add a student to the event, enter the student information at the last record in the
Registered Students section and click on the Insert button to register the student or click
on Clear All Fields to discard the changes. Once the student is registered, the system will
send him/her a registration confirmation email.

Notes:

e If the student has an account in Real system, you can populate the student
information from Real by entering the student Date of Birth, Social Security
Number, and Confirm SSN, then click on the CLICK HERE button. You can
make any changes before you click on the Insert button.

e If the student does not have an account in Real; when you enter the Zip Code,
the system will populate the city and state. You can change them if you want
before you click on the Insert button.

e The Will Attend? Checkbox is used to know who has confirmed his/her
registration. You can check the checkbox to confirm student’s registrations for
those who don’t have access to computers.

gis Sof20 Registration Status: Open.
*Required Field | Date of Birth* |Social Security Number*| First Name* MI Last Name* Suffix| Gender* Ethnicity* Street Address* Zip Code* City* State*| Phone No.* Email
Cance! wrason || Edt |02/02/2001 100100100 Ibb a3 Male African American |111 hhh 37211 Nashville [TN 555-220-2020 |Zainab.Latif@
Canc 06/06/1996 2222222 kpkp ipkpk Male AfrfcanAmerican ;;::‘:ELL = ;:;;: ::Zh::l:: 1: :éi:zgzgzgz iav‘r:‘abvlalil.{ll
e Zeinas e P o3 o TR T TR TR
Cancel Registasson || Eait |01/01/2001 zz Xx Female ASIAN 110 Edmondson Pike 37221 Nashville TN 555-555-5555
insert || Glear All Feds | [01/01/1560 =z T = ] [AE__ v][Couasian <123 Esmonason Pie | I ] [preznzess
|ADD New Student—> |[MM/DD/YYYY 999999999 (9 digits, no dashes) 199999 999-999-9999
irm SSN
mf »: When You Add a New Student t's Infors on From REAL, Enter the Student’s Date of Birth and Social Sec ty# The 77CLICK;GERE
After you click on the Insert button:
d 60f20 g Status: Open.
The student is regi A ion email has been sent to thé student’s email address.
*Required Field Date of Birth* |Social Security Number*| First Name* MI Last Name* [Sumx Gender* Ethnicity* Street Address* Zip Code* City* /State*| Phone No.* Email
A s o T T T T
06/06/1996 222222225 kpkp ipkpk | Male \African American |111 hhh 37211 Nashville TN 615-202-0202 |zainab.latif@t.
Edit |07/07/1997 123456786 PP imm Male \African American !2914 KELL RD 37221 Nashville TN 202-020-2020 |Zainab.Latif@
Edit 08/08/1998 123456788 ZAINAB LATIF Female  |Caucasian 123 Hogan Rd 37211 Nashville TN 615-202-1212 |Zainab.Latif@
n || £t [01/01/2001 555555554 [zz pox Female |ASIAN {qudmondsonP!ke 37221 Nashville TN 555-555-5555 |Zainab.Latif@
[ ] I | | [
ent—>  |MM/DD/YYYY msg;o;'%::;;::m; 99999 |999-099-9999 |Confirm Emz
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The registration confirmation email that the student will receive:

Event Registration Confirmation

TWRAHunterEducation-NOREPLY@tn.gov
Tue 6/7/2016 11:18 AM
Zainab Latif
All Falders (90 days) 9/5/2016

Congratulations, you are now registered for: Trapper Education Classroom Course

LOCATION & SCHEDULE

Meeting On:

06/01/2016 03:00 PM - 04:00 PM,
06/09/2016 10:00 AM -11:00 AM

Located at: WOODWARD AVE CHURCH OF GOD

Address: 507 Woodward Av, ATHENS, TN 37303.

County: McMinn- Region: 3

Phone#: 423-745-1618.

Special Instructions for All Students: testl

Instructed by: ZAINAB LATIF

Cancellation Policies: You must cancel your registration before ,06/01/2016 at 03:00 PM.

Minimum-Age Policy: All registrants for this event must be 9 years of age by 06/01/2016. The course is offerad free of
charge to anyone interested regardless of age; however, you must be nine years of age or older in order to become a

certified hunter education graduate.

Please login to your account to confirm your registration
hitps://twra.state.tn.us/HunterEdEventRegistration/Studentlogin.aspx

Thank you and have a nice day!

» To Edit any student information or to move them to another event (so you don’t have
to enter their information again):
e Click on the Edit button (on the right or left side of the student record). Change the student
information then click on the Update button (on the right or left side of the student record)
to save your changes or Cancel to discard them.
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e |If you want to move the student to another event, click on the Edit button and select the
new event from the drop down list (the last field) then click on the Update button (on the
right or left side of the student record) to save your changes or Cancel to discard them.
Once you save your changes, the student will disappear from your event and appear in the
new event’s registered student. Also the system will send the registration confirmation
email with the information of the new event.

City* State*| Phone No.* Email Address* At‘l’::ll:ld? Action
Nashville ™ 555-220-2020 [Zainab.Latif@tn.gov O Edit \ Cancel Registration
Nashville TN 615-202-4585 [zainab.latif@tn.gov () Edit ‘ Cancel Registration
[Nz ez zanab g o I 55 o Ecucaton Gassioom Gourse- AGADEVY SPORTS AND OUTDOORS - 2016-07.01 02,00 P To 0200 P vl 30 0730) i IVEETY

999-999-0999  Confirm Email Address* Move Student to Another Event...
Nashville TN |202-020-2020 |zainab.Latif@tn.gov O | Edi || Cancel Registration
Nashville ™ 615-202-1212 |Zainab.Latif@tn.gov a | Edit || Cancel Registration
Nashville ™ 555-555-5555 (Zainab.Latif@tn.gov O Edit || Cancel Registration
| [ ] Insert | [ Glear Al Fields

999-999-9999 |Confirm Email Address*

» To cancel a student registration, click on the Cancel Registration button (on the left or
right side of the student record); a confirmation message will pop up click on OK to cancel
the student registration or click on Cancel to keep the student in the registered students
list. Once you cancel the student registration, the system will send an email to the student
to let them know that their registration for that event has been cancelled.

If the waiting list was not empty, the system will send a registration request email to the first
person in the waiting list.

Insert || Clear | | | &= Il | | Delete || Edi | [JUCKER SM1IH zainab.latif@tn.gov]Assistant

ADD New Date--3|1n/0o/ vy |s9:95 amen 59199 amen Message from webpage —
. a = =[N/
First Previous Next Last

\'9'\ Are You Certain You Want to Cancel the Student Registration? [P'E“'C“S LI PR

#*Registered Students=2 of 20 Student(s)*** Registration -

*Required Field Date of Birth* |Social Security || _OK -_Cancel Suffix| Gender* Ethnicity* Street £
Cancel Registration || Edit |01/01/1990 991234567 L —— J Male Caucasian 123 Edmondson Pi
Cancel Registration || Edit |05/05/2005 123321123 Nancy Nason Female  [African American [456 HWY 45
E | Clear All Fields || | [ | i i v ~ M
\DD New Student--> MM/DD/YYYY 999999999 (9 digits, no dashes)

Confirm SSN*

*If the student has never been
assigned a SSN, please call: 615-

781-6538
First Previous Next Last
***Registered Stud 1 of 20 Student(s)***  Registration Status: Open.
The Student's Registration Has Been Cancelled. A Cancellation Confirmation Email Has Been Sent To The Student's Email Address (if available)
*Required Field Date of Birth* [Social Security Number*| First Name* MI Last Name* |Suffix| Gender* Ethnicity* Street Address*
Cancsl Registration || Edit |01/01/1990 1991234567 John Brown Male Caucasian 123 Edmondson Pike
Insert || Clear Al Fields | [ | | v v
IADD New Student--> |MM/DD/YYYY 199999999 (9 digits, no dashes) g
Confirm SSN*
=If the student has never been
assigned a SSN, please call: 615-
781-6538
First || P Next || Last
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The email that the student will receive after his/her registration is cancelled:

Event Cancellation Confirmation

Randy.Huskey@tn.gov

Tue 2/23/2016 2:07 PM
Zainab Latif
All Folders (90 days) 5/23/2016

You Registration has been Cancelled for: Hunter Education Classroom Course

LOCATIOMN & SCHEDULE
Meeting Omn:
03/20/2016 02:00 PM - 03:00 PM

Located at: Academy Sports and Outdoors

Address: 2220 Hamilton Place Blvd, Chattanooga, TN 37421.
County: Hamilton- Region: 3.

Room# classroom. Phoned: 423-852-1214.

Thank you and have a nice day!

After the registration is cancelled and if the waiting list was not empty, a registration request
email will be sent to the first person joined the waiting list. you can see the email that will be
sent and how the person can register for the event from Automatic Tasks — Waiting List.

» To send group emails to registered students, click on the “Click Here” button at the top
of the students list besides “>>to Send a Group Email to Registered Students &
Instructors”.

***Registered Students= 5 of 7 Student(s)*** Registration Status: Open.

>>To Send a Group Email to Registered Students & Instructors

Middle] us

*Required Field Date of Birth* |Social Security Number*| Last Name* First Name* Name Suffix| Citizen?* Gender* Ethnicity* Street Addre:
Cancel Registration || Edit [12/10/1997 e IADAMS EMILY L Yes Female ~ | wHITE +|2018 Ell Rd
Cancel Registration || Edit [05/29/2003 e IALBERTINI JOHN T Yes Male || WHITE v 732 MOUNT PARAN RD
Cancel Registration || Edit [02/10/1956 PRI BARGE DANIEL B 111 Yes Male ~|[oTHER V5669 Tumbling Creek Rc
Cancel Registration || Edit [(01/01/1990 [k ok ok ook me mo No Male || HisPANIC v|555 test rd
Cancel Registration || Edit [04/04/2002 RRATEO VA% i \A4 Yes Female /|| ASIAN ~|732 MOUNT PARAN RD
Add || Clear All Fields | [ | [ | | ] [Yes M v M
ADD New Student--> MM/DD/YYYY 899909006 (9 digits, no dashes)
Confirm SSN*
=If the student has never been
assigned a SSN, please call: 615-
781-6538

*Note: To Populate The Student's Information From REAL (New Students Only), Enter the Student's Date of Birth, SSN and Confirm SSN Then | CLICK HERE
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A new window will be displayed in the page in order to enter the email subject and the email
body. By default the event information is going to be included in the email body, you can add
your message in the first line before the event information.

After you finish, click the “Send Email” button to send your email, or click on “No, Don’t Send”

to disregard your message.

#**Event's Dates & Times= 3 Day(s)***

#**Event's Instructors (Sorted by Last Name)= 2 Instruct

Event Date |From Time| To Time Action Instructor Name |Instructor Email [Primary/ As
07/16/2017 08:00 AM 09:00 AM Delete || Edit HUSKEY, RANDY zainab.latif@tn.gov|*Primary*
07/17/2017 07:00 AM  |10:00 AM Delete || Edit ALLEN, JOEY Assistant

: : Del Edi
07/18/2017 07:00 AM  |08:00 AM elete it [ |L|N/A —
| I |<-ADD New Date
MM/DD/YYYY |i:1’ f; ;;Vr":hf for iil’ ?; ;';"r":; for Add Clear First Previous Next Lasl
| First Previous Next Last |
Testing

Hello,

This is test...

Program Title: Bowhunter Education Field Day

LCCATICN & SCHEDULE

| Send Email ‘ | No, Don't Send |
***Registered Students= 5 of 7 Student(s)*** Registration Status: Open.
=> To Send a Group Email to Registered Students & Instructors
*Required Field Date of Birth* Social Security Number*| Last Name* First Name* MiddIeSufﬁx . -US
Name Citizen?*
Cancel Registration | | Edit [12/10/1997 AR RAK A K ADAMS EMILY L Yes
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» To add a person to the waiting list, enter their information in the last record of the Wait
List section, and click on Insert to save or Clear to discard your changes. Once you save,

the system will send an email to the person to let him/her know that they have been added
to that event’s waiting list.

Notes:

***Wait List=1 of 20 ***

The Joined Date is the date and time when the person joined the waiting list. It's
assigned by the system and cannot be updated.

The Registration Request Date is the date and time when the system sent the
registration request email to the person to register for the class.
People in the Wait List section are ordered by their Joined Date oldest to newest.

Wait List Status: Open. { Click Here to Send Registration Request Email to Next Student in the Waiting List |

999-999-9999

First Name* Last Name* Phone No.* Email Address* City* Joined Date Registration Req Date Required Field *
aa bb 615-202-4548 zainab.latif@tn.gov Chattanooga 06/07/2016 11:47:41|07/25/2016 11:30:20 | Delete H Edit \
[sam (Lowery (615-985-2012 |[zainab.latii@tn.gov [[Nashville ] <-ADD a Person to

the Wait List
Insert || Clear

***Wait List=2 of 20 ***

Wait List Status: Open.

The student joined the waiting list. A confirmation email has been sent to the student's email address.

[ Click Here to Send Registration Request Email to Next Student in the Waiting List ‘

First Name* Last Name* Phone No.* Email Address* City* Joined Date Registration Request Date Required Field *
aa bb 615-202-4548 zainab.latif@tn.gov Chattanooga 06/07/2016 11:47:41 07/25/2016 11:30:20 ‘ Delete ‘ Edit
Sam Lowery 615-985-2012 zainab.latif@tn.gov Nashville 06/07/2016 11:49:58 SZADD 5 Fi ¥
- a Person to
( \ I \ | \ s
the Wait List
999-999-9999
Insert || Clear l

» When you click on the ‘Click Here to Send Registration Request Email to Next Student
in the Waiting List’ button the system will send an email to the first student joined the
waiting list but didn’t receive a registration request email yet (Registration Request Date is

empty).
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» To edit a person information in the Wait List section, click on the Edit button on the
right side of the person’s record, make your changes then click on the Update button to
save your changes or Cancel to discard them.

***Wait List=2 of 20 ***

The email the person will get:

Event Registration Confirmation

TWRA.HunterEducation-NOREPLY@1tn.gov
Tue 6/7/2016 11:50 AM
Zainab Latif

All Folders (90 days)

9,/5/2016

Although this event is full, we can contact you when others cancel or if more room is available. The instructor will

either call or send an e-mail as the event is available for new student registrations.

You joined the Wait List for: Trapper Education Classroom Course

LOCATION & SCHEDULE

Meeting On:

07/01/2016 03:00 PM - 04:00 PM,
07/02/2016 10:00 AM -11:00 AM

Located at: WOODWARD AVE CHURCH OF GOD
Address: 507 Woodward Av, ATHENS, TN 37303.

County: McMinn- Region: 3

Phone#: 423-745-1618.

Special Instructions for All Students: testl

Instructed by: ZAINAB LATIF

Cancellation Policies: You must cancel your registration before ,07/01/2016 at 03:00 PM.

Minimum-Age Policy: All registrants for this event must be 9 years of age by 07/01/2016. The course is offered free of
charge to anyone interested regardless of age; howewver, you must be nine years of age or older in order to become a
certified hunter education graduate.

Thank you and have a nice day!

Wait List Status: Open.

First Name*

Last Name*

| Phone No.* |

Email Address* | City* | Joined Date |Ilequired Field *|
[aa [[bob |[B15-202-4548 ] [zainab latif@in gov || Chattanaoga J Update |[ cancel
999-999-9999
Invalid phone number
Sam Lowery 615-985-2012 zainab.latif@tn.gov Nashville 06/07/2016 11:49:58 | Delste
| ‘ ‘ ‘ ‘ <-ADD a Person to
099-999-9999 ‘the Wait List
Insert || Clear

First Previous

Next

Last
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» To remove a person from the waiting list, click on the Delete button on the right side of
the person’s record, a confirmation message will pop up click on OK to remove the person
from the waiting list or click on Cancel to keep the person in the waiting list.

confirm SSN* ‘ L L

Message from webpage &J‘
**If the student has never been
assigned a SSN, please call: 615- P
781-6538 \’9! Are You Certain You Want to Delete?
0 b ° 4 I
First || Pre
[ 0K ] [ Cancel ]
***Wait List=2 of 20 ***  Wait List Status: Open.

First Name* Last Name* Phone No.* Email Address* oined Date Required Field *
aa bb 520-212-5212 zainab.latif@tn.gov Chattanooga 06/07/2016 11:47:41| Delete [ Edit |
Sam Lowery 615-985-2012 zainab.latif@tn.gov MNashville 06/07/2016 11:49:58| Delete || Edit

[ Il Il I [ <-ADD a Person to
- - the Wait List
209790979958 Insert || Clear

First Previous Next Last

Note: all lists of the four sections (Event’s Dates & Times, Event’s Instructors, Registered
Students, and Wait List) only display 10 records, if you have more than 10 records and want
to see the next 10 records click on the Next button at the bottom. You can also navigate to the

previous page, first page, and last page using the Previous, First, and Last buttons at the
bottom of each section.

Page 33 of 104



» To cancel the event, click on the Cancel Event button, you will get a warning message
that says “Unscheduling the event is PERMANENT and will remove all class details,
including the class roster. Once unscheduled, nothing can be recovered. Are You Certain
You Want to Cancel the Event?” if you click on OK, the Cancel event section will appear
under the Event information. Enter Reason of Cancellation (it's a required field), the system
generates an email message with the event information, you can edit that message or add
anything to it. When you click on “Yes, Cancel This Event” button, the Event Status will
be changed to Cancelled, and an email will be sent to all registered students and
administrators. Or if you click on No, Don’t Cancel button, the event will not be cancelled
and remain Active.

**%* Manage Event ***

*¥**Event's Information***

Message from webpage DS

l Edit Event ] [ Cancel Event | EventID: 64 Event Status: Active

: - I & 1 Unscheduling the event is PERMANENT and will remove all class
Program Title: Hunter Education Classroom Course \ ' details, including the class roster. Once unscheduled, nothing can be
~ recovered. Are You Certain You Want to Cancel the Event?

Academy Sports and Outdoors
Address: 2220 Hamilton Place Blvd, Chattanooga, TN

Location Info.:

Event Capacity: 20 Students oK l l Cancel

Wait List Capacity: 20 Students

This event will be visible to students From: 02/20/2016 To: 03/20/2016
[JLock Dates
Students can register for this event From: 02/20/2016 To: 03/20/2016

This is a Public event

5 z this is test
Special Instructions:

Updated By: JACOB SCOTT Vv Last Modified Date: 02/23/2016 11:18 AM
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after you click on OK, Enter the Reason of Cancellation and write your message:

***Fvent's Information***

| Edit Event | | Cancel Event Event ID: 64 Event Status: Active
Program Title: Hunter Education Classroom Course W

R A Academy Sports and Ontdoors A
Location Info.: Address: 2220 Hamilton Place Blwd, Chattancoga, TH LW
Event Capacity: 20 Students
Wait List Capacity: 20 Students
This event will be visible to students From: 02/20/2016 To: 03/20/2016

[ Lock Dates

Students can register for this event From: 02/20/2016 To: 03/20/2016
This 1s a Public event

this is test

Special Instructions:

Updated By: | JACOB SCOTT | Last Modified Date: 02/23/2016 02:34 PM

Send Event Info. to
Instructors & Students

Cancel Event

Reason of Cancellation

*This Field is Required

An email will be sent to all students... You can Edit the message they receive below:
Program Title: Hunter Education Classroom Course

[a]
LOCATICN & SCHEDULE
Meeting Cn:
03/20/2016 02:00 PM - 03:00 PM

v

Located at: Academv Sports and Cutdoors

Yes, Cancel This Event | | Mo, Don't Cancel
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If you click on Yes, Cancel This Event, you will get the last confirmation message...

#***Event's Information***

" . Send Event Info. to
Edit Event | | Cancel Event | EventID: 64 Event Status: Active st b a0 fe. ST e
Program Title: Hunter Education Classroom Course v
L R Info.: Academy Sports and Ontdoors ~
ocation 0. Address: 2220 Hamilton Place Blvd, Chattancoga, TH L
Event Capacity: 20 Students

Wait List Capacity: 20 Students

This event will be visible to students From: 02/20/2016 To: 03/20/2016
[ Lock Dates
Students can register for this event From: 02/20/2016 To: 03/20/2016 Message from webpage ﬁ

This is a Public event

this is test

. i | Are You Certain You Want to Cancel the Event?
Special Instructions: '

Updated By: JACOB SCOTT ' Last Modified Date: 02/23/2016 02:34 PM

[ ok || Cconcel

Cancel Event

Reason of Cancellation
Thiz iz Test

An email will be sent to all students... You can Edit the message they receive below:
The clas=s above that you were =scheduled for was
cancelled by the instructor. ~

THE INSTRUCTOR MESSAG GOES HERE!!!

We sincerely apologize for any inconvenience. (V]

| Yes, Cancel This Event | | No, Don't Cancel |

If you click OK, the event will be cancelled...

***Event's Information***

The Event Has Been Cancelled!

EventID: 64  Event Staws: Cancelled

Program Title: Hunter Education Classroom Course v

. Academy Sports and Outdoors A~
Location Info. Address: 2220 Hamilton Place Blvd, Chattanooga, TN v
Event Capacity: 20 Students

Wait List Capacity: 20 Students
This event will be visible to students From: 02/20/2016 To: 03/20/2016

[ ZLock Dates
Students can register for this event From: 02/20/2016 To: 03/20/2016

This is 2 Public event

this is test
Special Instructions:

Updated By: JACOB SCOTT v Last Medified Date: 02/23/2016 02:34 PM

#%#%*Event's Dates & Times= 1 Day(s)*** #*#*%Event's Instructors= 2 Instructor(s)***
Action Event Date \ From Time | To Time Action Instructor Name | Instructor Email |Primary/ Assistant|

Delete || Edit 03/20/2016 02:00 PM 03:00 PM Delete || Edit JACOB SCOTT jscott@test.gov *Primary*

Insert | | Clear = Delete || Edit TUCKER SMITH zainab.latif@tn.gov|Assistant
|ADD New Date—->|m/o0 vy [99:98 Am/oM le9:99 An/em

Insert Clear ;IN/A o
First || Previous || Next | Last JADD New Instructor-—>
First || Previous || Next || Last
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The email that registered students will receive...

Your Class Has Been Cancelled

TWRA HunterEducation-NOREPLY@tn.gov
Wed 3/30/2016 3:18 PM
Zainab Latif
All Folders (30 days) 6/28/2016

Program Title: Hunter Education Classroom Course
LOCATION & SCHEDULE

Meeting On:

03/20/2016 02:00 PM - 03:00 PM

Located at: Academy Sports and Outdoors

Address: 2220 Hamilton Place Blvd, Chattanooga, TN 37421.
County: Hamilton- Region: 3.

Roomi# classroom. Phone#: 423-852-1214.

The class above that you were scheduled for was cancelled by the instructor.

THE INSTRUCTOR MESSAG GOES HERE!!!
We sincerely apologize for any inconvenience.

Thank you for your understanding,
Adam Andy

The email that Administrators will receive (with the reason of cancellation)...

A Class Has Been Cancelled

TWRA HunterEducation-NOREPLY@tn.gov
Wed 3/30/2016 3:18 PM

jecott@test.gov; BH TWRAPROGRAMMERS; Zainab Latif
All Folders (90 days) 0/25/2016

The Instructor's Reason of Cancellation: This is Test
Message sent to Registered Student(s):
Program Title: Hunter Education Classroom Course
LOCATION & SCHEDULE
Meeting On:
03/20/2016 02:00 PM - 03:00 PM
Located at: Academy Sports and Outdoors
Address: 2220 Hamilton Place Blvd, Chattanooga, TN 37421,
County: Hamilton- Region: 3.
Roomi# classroom. Phone#: 423-852-1214.

The class above that you were scheduled for was cancelled by the instructor.

THE INSTRUCTOR MESSAG GOES HERE!!!
We sincerely apologize for any inconvenience.

Thank you for your understanding,
Adam Andy
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> You can view cancelled events from the Manage Events page when you query on
Status “Cancelled”, however, you will not be able to make any changes to cancelled
events.

» To go back to the Manage Events page, click on Back to Events button.

*** Manage Events ***

Back to The Main Menu

*** Schdule a New Event =

* Search Event(s): To query for a specific Eveni(s), enter the creteria in the fields below then click on the Query button. To cancel the guery click on the Clear button.

BremtD[ | Progran | v e Couty
DatesFrom:[ |2 T @ Instructor Name puearparsms ] Status; [ ~

= Sort Events: Please click on the column header to sort by that column in ascending order, click again for descending order.

Event ID Program Title Location Name Date and Time Enrollment  Primary Instructor
Results View 64 Hunter Education Classroom Course Academy Sports and Outdoors Hamilton ||03/20/2016 02:00 PM To 03:00 PM 00f20 JACOB SCOTT Cancelled
Results | | View 60 Trapper Education Classroom Course | Academy Sports and Outdoors Hamilton || 02/03/2016 01:00 PM To 02:00 PM 00f15 JACOB SCOTT Cancelled

#%% Tatal Rvants= 7 =5

If you click on the View button for any cancelled event:

*%% Manage Event *** 1
***Event's Information*** Back to Events

EventID: 60 Event Status: Cancelled

Program Title: Trapper Education Classroom Course v

. Academy Sports and Outdoors -~
Location Info - Address: 2220 Hamilton Place Blvd, Chattanooga, TN v
Event Capacity: 15 Students

‘Wait List Capacity: 20 Students
This event will be visible to students From: 01/03/2016 To: 02/03/2016

[CLock Dates
Students can register for this event From: 01/03/2016 To: 02/03/2016

This is a Public event

this is event test
Special Instructions

Updated By: JACOB SCOTT ~| Last Modified Date: 01/14/2016 10:31 AM

***Event's Dates & Times= 2 Day(s)*** ***Event's Instructors= 1 Instructor(s)***
Action Event Date |From Time | To Time Action Instructor Name |Instructor Email Primary/ Assistant
Delete || Edit 02/03/2016 01:00 PM 02:00 PM Delete | | Edit JACOB SCOTT jscott@test.gov  |*Primary*
Delete || Edit 02/04/2016 08:00 AM 10:00 AM Insert || Clear - [N/A >
Insert || Clear =] /ADD New Instructor-->|
|ADD New Date-->|Mn/oo/vyvy [59:99 AM/PM [99:99 AM/PM First Previous || Next || Last
First || Previous | | Next | Last
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» To enter the results for the event click on the Results button:

*** Results ***

Back to Events

Send Results for Approval
Event Information: Incomplete

Hunter Education Classroom Course Event [D: 1633 Event Status: Active

Location: ACADEMY SPORTS AND OUTDOORS
5929 Hwy 153, HIXSON, TN 37343

*Required field

Class Start Date®:[ | This Field is Required! Class EndDate®:[ | This Field is Required! During School Hours™ This Field is Required!
oYY oYY

Total Class Hours®:[ | This Field is Required! + Total Range Hours®:[ | This Field is Required! = Total Hours Taught*:

Comments:

Instructors Information: Incomplete Students Results: Incomplete
*Required field *Required field

. Date* Pre In-Class| Field | Admin - Written | Firin Final No
Instructor Name | TWRAID Primary?l W90 2 M o | Student Name|Date of Birth| T =1 | DTG | T | how
pkpk, kpkp 06/06/1996 [ v [m}
ZAINABLATIF | 007574452 | Yes I e

*Required xx, 22 01/01/2001 0
RANDY HUSKEY | 482530490 Nao I Dot e 07/07/1997 O

|ALLEN YORK 696410232 No ‘ Delete: Save Students Results Clear Students Results

- ‘ "ADD New Record {current page only) (current page only)
Insert Clear First Page Previous Page | 1| NextPage Last Page

Save Instructors Info. Clear Instructors Hours
(current page only) (current page only)

FirstPage || Previous Page |1| NextPage || LastPage

+ You should complete all three sections before you send the results to administrators
for approval.

» Event Information section: Fill out the fields in the event information section (all fields are
required except the Comments field), then click on Save Event Info button. If you have
filled all required fields, the status will be changed to Complete!

Send Results for Approval
Event Information: Incomplete

Trapper Education Classroom Course EventID-26 Event Status: Active

Location: Sec Test
123 tst, Chattanooga, TN 37416

*Required field

Class Start Date*: [12/15/2015 Class End Date*:[12/20/2015 | During School Hours*

ABDDYYYY MMDDYYYY

Total Class Hours*: + Total Range Hours*: = Total Hours Taught*: 10

This is test|

Comments:

Save Event Info.

Instructors Information: Incomplete
*Required field

Students Results: Incomplete
*Required field

. Prep |In-Class| Field | Admin q Written | Firing Final No
Instructor Name| TWRAID |Primary?| . o |5 "o o |5 Student Name|Date of Birth Exam* | Exam* | Grade* | Show

Page 39 of 104



After you click on Save Event Info button:

*%*% Results ***

Send Results for Approval
Event Information: Complete!
The event information has been saved successfully.
Trapper Education Classroom Course EventID: 26 Event Status: Active

Location: Sec Test
123 tst, Chattanooga, TN 37416

*Required field

Class Start Date*: Class End Date*: During School Hours*

MMDDYYYY MMDDYYYY
Total Class Hours*: + Total Range Hours*: = Total Hours Taught*: 10.00
This is test
Comments:
| Save Event Info. | | Cancel |
Instructors Information: Incomplete Students Results: Incomplete
*Required field *Required field

| |lnstn|r.fnr Name| TWRA ID |Prirnarv?| Pl'e]? |Il’l-Clﬂ_SS| Fie}.‘fl | Admi.n | |.‘;I‘III'|PI‘II‘ NamP|naI'P nf Ril’l’h| written

Page 40 of 104



> Instructor Information Section: enter the Date and the number of hours that the instructor
spent in that day for all instructors in the current page (maximum 10 instructor), then click
on Save Instructor Info button. If there are more than 10 instructors click on Next Page
button, enter the dates with instructors’ hours and click on Save Instructors Info button
again and so on.
- You can add a new record for another date in the last record. Just enter the instructor
information and then click on the Insert button at the left.
Note: you have to enter and save the information for the listed instructors first before you
insert a new record.
- If all hours were zeroes for any instructor, you have to delete that instructor by clicking
on the Delete button, then click OK to the confirmation message.
If you have filled all required fields, the status will be changed to Complete!

Instructors Information: Incomplete

*Regquired field
Please Delete records highlighted in pink since all the hours are zeros!
. Date* Prep |In-Class| Field | Admin
7
Instructor Name| TWRAID |Primary? MM/DD/ Hrs* Hrs* Hrs* Hrs*

JACOB SCOTT | 675198253 | Yes |12/152015 | Delete |

BILL BOB 553653924 | No [12/15/2015 | Delete |

JACOB SCOTT | 675198253 | Yes |12/16/2015 | Delete |

BILL BOB 553653924 | No [12/16/2015 5 0 1 0 | Delete |
| | I N I s
|
Save Instructors Info. Clear Instructors Hours
(current page only) (current page cnly)

First Page Previous Page | 1| MexiPage Last Page

After you Delete records highlighted in pink or change their hours that section will be complete!
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Instructors Information: Complete!

*Required field

Instructor Name

TWRAID |Primary?

Date*®
MM/DD/YYYY

JACOB SCOTT

675198253

Yes

121152015

| Delete |

JACOB SCOTT

675198253

Yes

1211612015

| Delate |

BILL BOB

553653924

No

1211612015

| Delete |

=-ADD New Record

| Insert || Clear |

Save Instructors Info.
{current page only)

Clear Instructors Hours

(current page only)

First Page

Previous Page

1| NextPage

Last Page

Students Results Section: either enter the Written and Firing Exams grades or check

the No Show checkbox if the student has not showed up to the class. The Final Grade will
be populated by the system, it will be S only if both grades were S. when you complete
the current page (maximum 20 students) click on Save Students Results. If there are
more than 20 students click on Next Page button at the bottom, enter the students’

results and click on Save Students Results button again and so on.

Students Results: Complete!

*Required field
Students Results have been saved successfully.
Student Name Date of Birth ?;;t;f,:] EF;:;% Gi:::l?al-* S::I {?w
Smith, John 05/05/1975 |s ~| U ~| U V| [
James, Mary  [08/02/1966 | v | v | v| i
hh, kk 02/02/2001 |s v| s wv| |8 V| L

Save Students Results Clear Students Results

(current page only) (current page only)
First Page || Previous Page |1| MextPage || LastPage
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- When the three section status become Complete! Click on Send Results for Approval
button, and then click OK to the confirmation message. The system will send an email to
all regional administrators to ask them approve the results for that event.

*%%* Results ***

Send Results for Approval

Event Information: Complete!
Trapper Education Classroom Course EventID:26 Event Status: Active

Location: Sec Test
123 tst, Chattanooga, TN 37416

*Required field

Class Start Date*: [12/15/2015_| Class End Date*: [12/20/2015 | During School Hf Message from webpage [

MMDDYYYY MMDDYYYY
Total Class Hours*: + Total Range Hours*: = Total Hours Tay| (@) Are You Sure You Want to Send the Results for Approval?
A
This is test
Comments:
[ OK ] [ Cancel ]
l Save Event Info. l l Cancel |
Instructors Information: Complete! Students Results: Complete!
*Required field *Required field
Date* Prep |In-Class| Field | Admin - ey -
Instructor Name, TWRA ID Prlmnry?l wupoprey | mese | mese | mese | neee Student Name|Date of Birth ertte;l Flrm% Fu:iala= No
JACOBSCOTT | 675198253 | Yes [1211622015 I B 12 1 [ Dowote | Exam Exam Grade* | Show
JACOBSCOTT | 675198253 | Yes |12/162015 2 1 2 3 “Doiete | Smith, John 05/05/1975 (s v] [U  v] [u V] O
BILL BOB 553653924 | N, 211612015 s 1o i o
2 :’ — ‘ eI - James, Mary  (08/02/1966 | | ] v | &
~ ) ' insert || Ciear
_ L | Cox | hh, kk 02/02/2001 [§ V] [ v [ v | O
First Page Previous Page | 1| NextPage Last Page

Save Students Results
(current page only)

Clear Students Results
(current page only)

First Page Previous Page | 1| NextPage Last Page
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After you click on OK:

**%* Results ***

Event Sent
Event Information: Complete!
An email has been sent to system administrators!
Trapper Education Classroom Course Event ID: 26 Event Status: Results Waiting Approval

Location: Sec Test
123 tst, Chattanooga, TN 37416

*Required field

Class Start Date*:[12/15/2015 Class End Date*: [12/20/2015 | During School Hours*

MMDDYYYY MMDDYYYY

Total Class Hours*: + Total Range Hours*: = Total Hours Taught*: 10.00

This is test
Comments:
| Save Event Info. 1 | Cancel |
Instructors Information: Complete! Students Results: Complete!
*Required field *Required field
Name Twia D [retmary] e ooy Rl I R .. | Written | Firing | Final | No
B B l::::::;‘::t; R T (- Student Name Date of Birth) gyam* | Exam* | Grade* | Show
BiLL BOB véss;nszoza No |12n1e2015 ‘ o i B 1_::.“.21“”“"‘ Smith, John 05/05/1975 |5 v [u v [u vl 0
| insert || Ctoar
Save Instructors Info. Clear Instrcturs Hours James, Mary  |08/02/1966 | v M| v| ¥}
(current page only) (current page only) hh. kk 02/62/2001 O
S v S v S v
First Page Previous Page | 1| NextPage Last Page 2 el [ I [ 1 r ]
Save Students Results Clear Students Results
(current page only) (current page only)
First Page Previous Page | 1| Next Page Last Page
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The email the will be sent to administrators:

Event Results are Waiting for Your Approval

jscott@test.gov
Tue 2/23/2016 3:41 PM
BH TWRAPROGRAMMERS; Zainab Latif
All Folders (90 days) 5/23/2016

The event results is waiting for your approval to be completed
Event ID: 26

Program Title: Trapper Education Classroom Course
LOCATION & SCHEDULE

Meeting On:

12/15/2015 08:00 AM - 10:00 AM

Located at: Sec Test

Address: 123 tst, Chattanooga, TN 37416.

County: Hamilton- Region: 3

Special Instructions for All Students: test

Instructed by: JACOB SCOTT

Cancellation Policies: You must cancel your registration before ,12/15/2015 at 08:00 AM.

Minimum-Age Policy: All registrants for this event must be 9 years of age by 12/15/2015. The course is offered free of
charge to anyone interested regardless of age; however, you must be nine years of age or older in order to become a

certified hunter education graduate.

Thank you and have a nice day!

- Once the event’s results are approved, the Event’s Status will be changed to Complete!
You can still view the event information and the results of the completed events from the
Manage Events page when you query on Status “Completed”, however, you will not be

able to make any changes to complete events.

- To go back to the Manage Events page, click on Back to Events button.

Page 45 of 104



age Events ***
Back to The M

*** Schdule a New Event =

* Search Event(s): To query for a specific Event(s), enter the creteria in the fields below then click on the Query button. To cancel the query click on the Clear button.
e — Progrem:| v Loemion| ] Coumy[
L — Y — e — St T

* Sort Events: Please click on the column header to sort by that column in ascending orde:

click again for descending order.

Event ID Date and Time Primary Instructor
55 Hunter Education Classroom Course NsCC Davidson V1| 12/06/2015 06:00 PM To 07:00 PM 10f1 JACOB SCOTT Completed
56 Hunter Education Classroom Course NsCC Davidson v1|11/25/2015 01:00 PM To 02:00 PM 10f2 JACOB SCOTT Completed
61 Hunter Education Classroom Course my loc 308 Davidson V1102/04/2016 10:00 AM To 11:00 AM 00f5 JACOB SCOTT Completed
33 Trapper Education Classroom Course | TWRA-Classes Davidson ™| 07/09/2015 08:00 AM To 11:00 AM 20f50  |Rami Ayash Completed
26 Trapper Education Classroom Course Sec Test Hamilton W | 12/15/2015 08:00 AM To 10:00 AM 30f20 JACOB SCOTT Completed

*** Total Events=5 ***

If you click the View button:

*** Manage Event ***
*+*Event's Information*** |

EventID:26 Event Status: Completed

Program Title: Trapper Educabion Classroom Course v

Sex Tezt ~
Location Info. |Addresz: 123 est, ™ 37416. v
Event Capacity: 20 Studants

Wait List Capacity: 20 Students
‘This event will be visibla to students From: 1118/2018 To: 12/18/2018

OlLock Dates
Students can ragister for this event From: 117182018 To: 12/18/2018

This is 2 Public evest

Spacial Instrustions:

Updated By: [Adam Andy /| LastModified Date; 02/24/2016 08:21 AN

+++Event's Dates & Times=1 Day(s)*** #+*Event's Instruetors= 1 Instructor(s) =+

[ Action Event Date | From Time| To Time Action Instructor Name [Instructor EmailPrimary/ Assistant

[[Deite [[Esit | [12/15/2015 [08:00 AM__[10:00 AM Deeie 1AC0B scoTT *Primary*

nsert ]| Glear nsen | | Glear —{wia .

/ADD New Date-—»|uwzere EEP L ey /ADD New Instructor--»|

Fist || Previous || Nea || Last Fist || Prevous || Nt || Last
*+*Registered Students=3 of 20 Student(s) istration Status: Closed.
*Required Field | Date of Birth* (Social Security Number*| First Name* | MI | LastName® |Suffid Gender™|  Ethnicity™ Street Address™ 2ip Code™ city* State*| Phone No.* Email Address®

Gancel regivaton || Edt |05/05/1975 780965454 [1hn Smith Male |African American [123 test dr [37221 Nashvill TN [6152012121 [zainab.Iatif@tn.gov

Cances regivaton || Edt[02/02/2001 l52012321 ke hh Female |ASIAN 252 S [37221 ashville TN [6152020121 [zainab.Iatif@tn.gov.

Cancal regievaton | | &4 |08/02/1966 l963021213 Mary 1ames Female |astan la56 test pike [37200 nashville TN |s15-203-1252 b.latif@t

nsert | | lear Al Fiekds 2 i 7| i

ADD New Student—-> MM /DD/YY¥Y 599999955 (3 gz, no saenes) 09905 999-999-9999 |Confirm Email Address*

Confirm SSN*
First || pravious || Nt || Last

*++Wait List=00f 20 ***  Wait List Status: Open.

“Required Ficld|_First Name* | Last Name* Phone No.* Email Address™ City* [Joined Date|

nsert || Clear

ADD 3 Person to 999-999-0909

he Wait List-> |
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If you click the Results button:

*** Results ***

Send Results for Approval
Event Information:

Trapper Education Classroom Course Event ID: 26 Event Status: Completed

Location: Sec Test
123 tst, Chattanooga, TN 37416

*Required field
Class Start Date*: | 12/15/2015 Class End Date*: 12/20/2015 During School Hours* Yes v
MMDDYYYY MMDDYYYY
Total Class Hours*: 7.00 + Total Range Hours*: 3.00 = Total Hours Taught*: 10.00
This is test
Comments:
Save Event Info Cancel
Instructors Information: Students Results:
*Required field *Required field
. Prep |In-Class| Field | Admin 5 Written | Firing Final No
2
Instructor Name| TWRAID Primary?| . o Hre® Hrs* | Hrs* Student Name|Date of Birth Exam* | Exam* | Grade* | Show
Delete ([JACOB SCOTT 675198253 Yes |1 3 1 1 Smith, John 05/05/1975 |s v u v u v
Save Instructors Info. Clear Instrcturs Hours James, Mary  |08/02/1966 L R ~ I
(current page only) (current page only)
= = hh, kk 02/02/2001 |s v S v S v
First Page Previous Page |1| NextPage Last Page
Save Students Results Clear Students Results
(current page only) (current page only)

First Page || Previous Page |1| NextPage || LastPage
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» To run the reports of an event click on the Reports button...

g Tennessee Wildlife Resources Agency
Ed Carter, Executive Director

(1]

ol |

“

LOGOUT USER GUIDE

*** Event's Reports ***

Event Roster Report
Certifications For All Registered Students
Students Results Report

List of Students Who Passed the Class

Event Info. & Instructors Hours Report

Every event has five reports: To print any report, please follow the steps at the top of the
report’s page...

1. Event Roster Report: this report displays the registered students and their information.

If you want to export the report to excel spreadsheet, click on the export button “the disk
icon“(second button from the right) and then select Excel...

= Tennessee Wildlife Resources Agency
S Ed Carter, Executive Director

[

<y

-

LOGOUT USER GUIDE

*** Event Roster Report ***
Back to Reports Main Menu
o4 of1 b D

Student Name S Street Address City Email Address Phone No. ‘Will Attend?
kpkp pkpk 06/06/1996 African 111 hhh Nashville ™ 37211 zainab latif@m gov 6152020202  |No
American
pp mm 07/07/1997 Male African 2914 KELL RD Nashville TN 37221 Zainab Latif @tn gov|202-020-2020 (No
American
fz253 01/01/2001 Female ASIAN 110 Edmondson Pike Nashville N 37221 Zainab Latif @tn.gov|555-555-5555 |No

A small window will appear at the end of the screen to ask whether you want to just Open the
report without saving, Save the report and then open it, or Cancel the export to excel
operation.
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*** Event Roster Report ***

Back to Reports Main Menu

Modifs Jott bl e Find Nt e &

Student Name S Date of Birth Gender Ethnicity Street Address Zip Code Email Address Phone No. Will Attend?

kpkp pkpk 06/06/1996  [Male African 111 hbh Nashville N 32 zainab latif @tn.gov |6152020202 |No
American

pp mm 07/07/1997  [Male African 2914 KELL RD Nashville N 37221 Zainab Latif @tn.gov|202-020-2020 |No
American

2zZxx 01/01/2001  |Female ASIAN 110 Edmondson Pike Nashville ™ 37221 Zainab Latif @tn gov | 555-555-5555 |No

Do you want to open or save EventRosterReport.xisx from localhost? Open swe |v|[ Cancel | x

2. Certifications For All Registered Students: this report displays the information
needed for the orange certifications for all students who registered to the class.

*%* Certifications For All Registered Students ***

Back to Reports Main Menu

*Please Note: To Print the certifications, click on the Export drop down menu (the blue disk icon, third button from right ) --> Select Word —> Open the file or save it to your computer —> From MS Word go to File —> Print -
Select Landscape Orientation —= Click on the Print button.

WO e b b6 [ o] e B © &

ZACHARY A AUNCHMAN

3. Students Results Report: this report includes two sections, the first section displays
the students’ results, and the second section displays the event’s totals.

= Tennessee Wildlife Resources Agency
Ed Carter, Executive Director

(1]

3

L

LOGOUT USER GUIDE

*** Students Results Report ***

Back to Reports Main Menu
41 Joka b P ¢ [ rndinec B- @

Student Name Date of Birth Gender Ethnicity  Written Exam Firing Exam Final Grade No Show
kpkp pkpk 06/06/1996 Male African B B s

American
pp mm 07/07/1997 Male African u s u

American
22 XX 01/01/2001 Female ASIAN Yes

*** Event Totals ***

Enrolled Passed il No Show Females Males Unknown Caucasian African American Hispanic Asian Native American  Other
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4. List of Students Who Passed the Class: this report displays the information of
students who passed the class.

g Tennessee Wildlife Resources Agency

Ed Carter, Executive Director
(-]

ok |
-

LOGOUT USER GUIDE

**% Certifications Report ***

Back to Reports Main Menu
M4 Joka b bl @ [ rndinec B- @

Student Name Date of Birth Class End Date Primary Inst Name

kpkp pkpk 06/06/1996 06/03/2016|ZAINAB LATIF

57

5. Event Info. & Instructors Hours Report: this report includes three sections. The first
section displays the event’s hours information (from the results page), the second
section displays the instructors hours, and the third section displays the event’s totals.

= Tennessee Wildlife Resources Agency
S Ed Carter, Executive Director

[

Xy

S

LOGOUT USER GUIDE

Back to Reports Main Menu
41 Jefa > bl @ [ rndinec H- @&

nt Information ***

Program Title Class Start Class End During School Total Class Total Ranger Total Comments
Date Date Hours? Hours Hours Hours
Hunter Education Classroom Course ACADEMY SPORTS AND OUTDOORS: 5929 06/01/2016 06/03/2016 Yes 7.00 4.00 11.00 |testing..
Hwy 153, HIXSON, TN 37343

*** Instructors Hours ***

Instructor Name Primary? Date Admin Hours Prep Hours In Class Hours Field Hours
ZAINAB LATIF Yes 06/01/2016 2 1 2 1
ZAINAB LATIF Yes 06/02/2016 2 3 2 1
RANDY HUSKEY No 06/01/2016 2 0 0 4

*=* Event Totals ***

Enrolled Passed Failed 01 ‘emales Jnkno 5 i African American Hispanic Asian

» To open the user guide, click on USER GUIDE link at the top left of the page.

» To log out of the system, click on Log Out button at the top left of the page.
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C. If you are an Administrator: you can do everything instructors can do, plus you can:
- Add new instructors to the system.

- Edit any instructor profile and reset their passwords.

- Approve new locations, new events, and events results.

; Tennessee Wildlife Resources Agency

Ed Carter, Executive Director

b |

Hi, Adam
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Manage Instructor Profile: from this page you can see all instructors exist in the system
(10 instructors per page). You can go to the next page or the last page by clicking on the
Next or Last links at the bottom.

*%*%* List of Instructors ***

*** Add New Instructor *** I

*** Reports *** ]

*** Manage Awards Gifts *** ]

TWRA ID Instructor Name (First, Last) County Region Status
Adam Andy Davidson 2 Approved
BILL BOB OUT OF STATE 1 Approved
BOBBY JOE Davidson 1 Approved
View BRIAN JOHNS Davidson 2 Approved
View Dany Green Davidson 2 Approved
DAVID MARKS Davidson 1 Approved
FRANK MARKS Davidson 2 Approved
JACOB SCOTT Davidson 2 Approved
View JAMES DORAN Davidson 2 Approved
View Jana Scott Hamilton 0 Approved
Next —Last —
*** Total Instructors= 15 ***

* To query for an instructor, enter the creteria in the fields below then click on the Query button.
* To cancel the query click on the Clear button.

Search || I[ I[ V|| I[ v

Clear Enter Full TWRA Number  Enter part or full name
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» To add a new instructor to the system, click on Add New Instructor button.

*** Manage Profile ***

* Note: You can only add instructors who have an account in REAL system.
e

* Required Field

TWRAID*: | T

Date of Bir* o lawomr

TWRAInsmuctorNo=:[ | seowmramn)

Please enter TWRA ID, Date of Birth, and Instructor No, then click on:
10 populate the nstructor’s profile.

First Name®:

Middle Initial

Lest Name*.

Suffix

Gender® ~

Address*

Zip Code* 53990 )

City*

State*: v

Couny* v

Region® ]

€ell Phone: [ —

Home Phone: [ r— P

Work Phone. csscansess

Tnstructor Type® v

User Role® ~

TWRA Employee?*

stanse

Email Address: [ ]
UerNems. [ [ caremetmaiems |
Pa— —

Confim Password® [ |

Comments: ‘

« The instructor must have an account in Real in order to be added to this system. If the
instructor does not have a Real account, they have to create an account in Real first then
you add them to this system.
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» To add a new instructor, enter the instructor’'s TWRA D, Date of Birth, and TWRA
Instructor No. “SSN” then click on the Get Profile From Real button.

= If the system did not find the instructor’s profile in Real, the Save New Instructor
button will remain disabled, so you cannot add the instructor to the system.

*%%* Manage Profile ***

Record is not found in Real. Please check (TWRA ID, Date of Birth, and Instructor No.) values, or add the instructor in Real first and try again later.
* Note: You can only add instructors who have an account in REAL system.

Save New Instructor Cancel

* Required Field

TWRA ID* 000005550 9900000 izits)
Date of Birth*: 05/05/1975 MMDDYYYY
TWERA Instructor No_*:| 123550123 009999099 (3 digits)

Please enter TWRA ID, Date of Birth, and Instructor No., then click on:

Get Profile From REAL | to populate the instructor's profile.

First Name*:
Middle Initial:
Last Name*:
Suffix:
Gender*:
Address*:

Zip Code*:
City*:

State™

90000 (5 digits)

County*:
Region*:
Cell Phone: 999-609-0099
Home Phone: 900-900-0000

Work Phone: 999-509-0000

UPE <
<
<

Instructor Type* v
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= |If the system found the instructor’s profile in Real, the instructor personal information
will be populate it. You can make any necessary changes to the instructor information and
fill out the other required fields before you save. When you complete click on Save New
Instructor button or click Cancel to discard your changes.

*** Manage Profile ***

Please check the information below and make any necessary changes before you save!

I Save New Instructor I [ Cancel ]
* Required Field
TWRA ID*: 069999990 (9 digits)
Date of Birth*: AMDDYYYY
TWRA Instructor No.*: :l 200000000 (9digitsy  If you entered TWRA ID, Date of Birth, and Instructor No., click on:
First Name':
Middle Initial: M
Last Name*:
Suffix:
Gender™:
Address*:
Zip Code™: 9999 6 g
city*
State*:
County™:
Region*:
Cell Phone: 969-906.0909
Home Phone: 2099000000
Work Phone: £09-000-0920
Instructor Type*: [ v|
User Role*:
TWRA Employee?*
Status™
Email Address: [ |
User Name*: [sJoHNo129 || Generate User Name I
Password™*: :
ConfimPassword*: [ |
Comments:
= Notes:
- Ifthe Instructor Type was Uncertified Instructor, you can only select Assistant for the
User Role.

Instructor Type™: TOR W
User Role*:
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- Email address is required for administrators.

Instructor Type™: |CERTIFIED INSTRUCTOR v|

User Role™: [ADMINISTRATOR  w|

TWRA Employee?*  |EMPLOYEE v|

Status*: |aPPROVED ~|

Email Address: || | This Field is Required for Admins!

- The system will generate a User Name for the instructor; however, you can change it if
you want. The default user name format is: first letter of the instructor’s first name+ Last
name + 2 digits DOB month + 2 digits DOB day. You can always let the system generate
the default user name by clicking on Generate User Name button.

User Name*: [SJOHND128 || Generate User Name |

After you finish, click on Save New Instructor button:

*** Manage Profile ***

| Save New Instructor I | Cancel |

* Required Field

TWRA ID*: 900000000 (9 digits)

Date of Birth*: MMDDYYYY

TWRA InstructorNo*:[[ |  |eoosoomooaizis) If you entered TWRA ID, Date of Birth, and Instructor No., click on:
First Name*:

Middle Initial: M ]

LastName:

Suffix:

Gender™:

Address*:

Zip Code™ T

city*:

State*:

County™:

Region*:

Cell Phone: 699-009-9999

Home Phone: 9909996999

Work Phone: 969-000-6900

Instructor Type™: [CERTIFIED INSTRUCTOR v|

User Role*:

TWRA Employee?*

Status*:

Email Address: Izainab latif@tn.gov |
User Name*: |SJ OHNO0129 | | Generate User Name ]
Password™: IC]

Confirm Password*: D

Comments:
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Once the instructor is saved the system will display their record and the certifications section to
enter their certifications.

TWRA ID:

Date of Birth: 01/29/1984
TWRA Instructor No.; #*****%%

First Name: SCOTT

Middle Initial: M

Last Name: JOHN

Suffix:

Gender: Male

Address: 123 Hamilton St
Zip Code: 37402

City: CHATTANOOGA
State: N

County: Hamilton v
Region: 3

Cell Phone: 423-123-5201
Home Phone: pomme e
Work Phone:

Instructor Type: Certified Instructor
TWRA Employee? Employee

User Role: Instructor
Status: Approved
Email Address: zainab.latif @tn.gov
User Name: SJOHNO0129
paSS\’-"ode FhEkFTEEE
Comments:
* Required Field |Certification Status*|Certification Original Date*|Last Certification Date*|Certification Type*
ohent) Lo [ = /A
ADD New Certificate-->

First Previous Next Last
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» To add new certification for the instructor, enter the new certification information in the
last record of the certification section and click on Insert button to save your changes or

Clear to discard them.

* Required Field |Certification Status*|Certification Original Date*|Last Certification Date*|Certification Type*

Insert Clear =
[ Insert || Ciear | D2/2472016 = N/A Hunter Saiety

ADD New Certificate-->

First Previous Mext Last

After you click Insert:

* Required Field |Certification Status*|Certification Original Date*|Last Certification Date* |Certification Type*

Delete: || Edit | Active ~ 02/24/2016 02/24/2016 Hunter Safety "
imer || clor | = /A —
ADD New Certificate-—->

First Previous Mext Last

+ Notes:
- You can only enter the Certification Original Date when you insert new certificate, you

will not be able to update that field in the future.

- You can only enter one record for each certifications, the system doesn’t allow two
records with the same certification type. If you want to change the date or the status of
the certification, you can edit these fields.

» To go back to the list of instructors’ page, click on Back to Previous Page button at the
top right of the page.
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» To sort the list of instructors by any column in ascending order, click on the column
header once. To sort in descending order click on the column header again.

*%*%* List of Instructors ***

[ *** Add New Instructor *** I

*** Reports *** ] I *** Manage Awards Gifts *** ]

* Please click on the column header to sort instructors by that column in ascending order,
click again for descending order.

Instructor Name (First, Last)

| Adam Andy Davidson 2 Approved
BILL BOB OUT OF STATE 1 Approved
BOBBY JOE Davidson 1 Approved
View BRIAN JOHNS Davidson 2 Approved
Dany Green Davidson 2 Approved
DAVID MARKS Davidson 1 Approved
FRANK MARKS Davidson 2 Approved
View JACOB SCOTT Davidson 2 Approved
View JAMES DORAN Davidson 2 Approved
View Jana Scott Hamilton 0 Approved

Next —Last —

*** Total Instructors= 15 ***
* To query for an instructor, enter the creteria in the fields below then click on the Query button.
* To cancel the query click on the Clear button.

Search l ” H v]l H v

Clear Enter Full TWRA Number Enter part or full name
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» To send group emails to instructors, click on “Send Group Email” button at the bottom of
the page.

**%* List of Instructors ***

* Please click on the column header to sort instructors by that column in ascending order,
click again for descending order.

Instructor Name (Last, First)
View 230325359 ABBOTT, PETER Blount 4 Approved
View 206798530 ABSHER_ JIMMY Sullivan 4 Approved
272595968 | ACTON. RICHARD Marion 3 Approved
560896862 | ADAMS, BILLY Lawrence 2 Approved
View 177529948 | ADAMS, JAMES Davidson 2 Approved
View 63026884 ADEN, DALE Carroll 1 Approved
753277888 | ADKINS. DAVID Montgomery 2 Approved
7737604  |ADKINS, GEORGE Maury 2 Approved
View 355846138 ADKINS, IUDY Hamblen 4 Approved
View 291240760 | ADKISSON, JACK McMinn 3 Approved
Next —Last —

*** Total Instructors= 1848 **=
* To query for an instructor, enter the criteria in the fields below then click on the Query button.
* To cancel the query click on the Clear button.

Search
[ | |

Clear

]

Enter the email subject, and enter your message. When you finish, click on one of the send
buttons based on the region, or click on “Send the email to ALL Instructors” if you want to
send the email to all regions.

**% Send Group Emails to Instructors ***

Back to Instructors List

Enter Email Subject:
[Testing |

Enter Your Message:

Hello everyone,
This is Test|

Tharks,
Zainah

[ Send The Email to Region 1 Instructors | | Send The Email to Region 2 Instructors |
| Send The Email to Region 3 Instructors | | Send The Email ta Region 4 Instructors |
I Send The Email to ALL Instructors | | Clear Al Fields |
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If you want to start a new email, click on “Clear All Fields”. When you finish, click on “Back to
Instructors List”.

» To query for any instructor or list of instructors, enter your search criteria in the pink
box at the bottom of the page, then click on Search button. To cancel your query and
display all instructors again click on the Clear button.

*** List of Instructors ***

*** Add New Instructor ***

I *** Reports *** l

*** Manage Awards Gifts *** |

¥ Please click on the column header to sort instructors by that column in ascending order,
tlick again for descending order.

TWRA ID Instructor Name (First, Last) County Region Status
JACOB SCOTT Davidson 2 Approved
B Jana Scott Hamilton 0 Approved
W SCOTT JOHN Hamilton 3 Approved
= Total Instructors=3 =~

* To query for an instructor, enter the creteria in the fields below then click on the Query button.
* To cancel the query click on the Clear button.

Search “ |[sc Il V| |[Approved v
Clear | Eeter Pull TWRA Number  Enterpert orfull ame
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» To view any instructor profile click on the View button on the left side of the instructor
record.

TWRA ID:

Date of Birth: 01/29/1984

TWRA Instructor No.; *¥****x&x

First Name: SCOIT

Middle Initial: M

Last Name: JOHN

Suffix:

Gender: Male

Address: 123 Hamilton St

Zip Code: 37402

City: CHATTANOOGA

State: N

County: Hamilton v

Region: 3

Cell Phone: 423-123-5201

Home Phone: - -

Work Phone: - -

Instructor Type: Certified Instructor

TWRA Employee? Employee

User Role: Instructor

Status: Approved

Email Address: zainab.latif @tn.gov

User Name: SJOHNO0129

Password: AR R

Comments:
* Required Field |Certification Status*|Certification Original Date*|Last Certification Date*|Certification Type*
Delete | [ Edit | Active v 02/24/2016 02/24/2016 Hunter Safety v

Losert || Gl | I N/A

ADD New Certificate-->

» To make any changes to the instructor profile or to reset the password, click on Edit
Instructors Info button.

= Change any field you want except TWRA ID.

» If you want the system to generate the user name (first letter of first name + last name +
MMDD of birthdate), click on Generate User Name button.

= If you want to reset the password, click on the Reset Password button, and then enter
the new password in both New Password, and Confirm New Password fields.

= When you finish, Click on the Save Changes button to save your changes, or click Cancel
to discard them.
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| Save Changes | I Cancel |

* Required Field

TWRA ID*: } | 009900000 (9 digis)
Date of Birth*: [01/29/1984 | aaeDDYYYY
TWRA Instructor No.*:| | sssssonss (9 dign)
First Name™*: [scotT ]

Middle Initial: (M |

Last Name*: [JOHN |

Suffix: I v

Gender™:

Address*: [123 Hamilton St |

Zip Code*: (37402 | 85989 (3 dizity
City*: [CHATTANOOGA ]

State*:

County™: [Hamilton v|

Region*: 3 |

Cell Phone: |423-123-5201 | 990-900-5000
Home Phone: |423-852-0121 | sos-005-0000
Work Phone: |423-202-1212 | e00-000-0000
Instructor Type™: [Certified Instructor v/

User Role™:

TWRA Employee?*

Status™

Email Address: Izainab.latif@tn.gov I
User Name™: [SJoHND129 || Generate User Name | | ResetPassword
Comments:
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After you click on Save Changes:

TWRA ID:

Date of Birth: 01/29/1984
TWRA Instructor No.; ¥***#* &%

First Name: SCOTT

Middle Initial: M

Last Name: JOHN

Suffix: o

Gender: Male

Address: 123 Hamilton St
Zip Code: 37402

City: CHATTANOOGA
State: N

County: Hamilton v
Region: 3

Cell Phone: 423-123-5201
Home Phone: 423-852-0121
Work Phone: 423-202-1212

Instructor Type: Certified Instructor
TWRA Employee? Employee

User Role: Instructor
Status: Approved
Email Address: zainab.latif @tn.gov
User Name: SJOHNO0129
Pass“‘-ord: FEEEkETEEE
Comments:
* Required Field |Certification Status*|Certification Original Date*|Last Certification Date*|Certification Type*
Delete | [ Edit | Active v 02/24/2016 02/24/2016 Hunter Safety v
et it = N/A
ADD New Certificate-->

First Previous Next Last

= To edit a certification, click on the Edit button at the left of the certification, make your
changes then click on Update to save your changes or click Cancel to discard them.

* Required Field

Certification Status®|Certification Original Date*|Last Certification Date*|Certification Type®

[TUpazte Exempt ] 02/25/2016 02/25/2016 |
Delete || Edit Active ~ 02/24/2016 02/24/2016 Hunter Safety v

et | G | —

ADD Mew Certificate—=

First Previous MNext Last
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» To run the Instructors’ Reports, click on the Reports button.
To print any report, please follow the steps at the top of the report’s page...

= Tennessee Wildlife Resources Agency
Ed Carter, Executive Director

ol |

Tennessee Hunter Education Event Management System

LOGOUT USER GUIDE

*** Event's Reports ***

Back to Instructors List

Suspended Instructors Report
Instructors Service Award Report

Cards for All Active Hunter Safety Instructors

e

1. Suspended Instructors Report: this report displays all instructors who have a
certificate that has been suspended because the instructor didn’t teach a class of that
certification for the past two years.

= Tennessee Wildlife Resources Agency
Ed Carter, Executive Director

Tennessee Hunter Education Event Management System

*** Suspended Instructors Report ***

LOGOUT USER GUIDE

Back to Reports Main Menu
B Em.m 2- @

[ER] -nn > bl
us on Type Certification Date Last Class Taught Date

Name
ZAINAB LATIF Bow Hunter Safety 04/01/2013

If you want to export the report to excel spreadsheet, click on the export button “the disk
icon“(second button from the right) and then select Excel...

= Tennessee Wildlife Resources Agency
Ed Carter, Executive Director

uspended Instructors Repo

Back to Reports Main Menu

Certification Date Last Class Taught Date

Word

Suspension Date Instructor Name

06/06/2016 ZAINAB LATIF B
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A small window will appear at the end of the screen to ask whether you want to just Open the
report without saving, Save the report and then open it, or Cancel the export to excel
operation.

*** Suspended Instructors Report ***

Back to Reports Main Menu

WA of1 b b | Find [ Net W~ @
Suspension Date  Instructor Name Certification Type Certification Date Last Class Taught Date

06/062016 | ZAINAB LATIF Bow Hunter Safety 04/01/2013

L)

Do you want to open or save SuspendedinsRep.xisx from localhost? Open Save | v|| Cancel | x ‘

2. Cards for All Active Hunter Safety Instructors: this report is used to print and send
all instructors who have Active Hunter Safety certification a renewal card. You can send
a renewal card for an individual instructor from the Instructor Profile Page.

**%* Active Hunter Safety Instructors Cards ***

Back to Reports Main Menu

“Please Note: To Print the card(s), click on the Export drop down menu (the blue disk icon, third button from right ) = Select PDF > save the file to your computer —= Attach the pdf file to an email and send it to
T'WRA_ITPrint_Request@tn.gov to print and send the card(s) to the instructor(s).

M 41 Jofzz b M @ [100%  ~][ |Findinec - @& &

PETER ABBOTT

I

3. Service Awards Report: this report displays all instructors who should receive an
award this year. If you want to filter the report by region, enter the region number and
then click on Run Report button. To pull all records click on Clear Parameters.
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#*%* Event Information and Instructors Hours Report ***

Search by Regionih | ‘ Run Report | | Clear Parameters ‘

I:lF nd | Next u!Lv ":,.

4 4 1 Jofr b bl &

Certification Type Certification Orginal Date = Award Year Gift
BRANDON § GAVROCK 1 HUNTER SAFETY 10/23/2011 5 TESTS
JAMES M CANADA 1 HUNTER SAFETY 10/23/2011 5 TESTS
JAY P CORBITT 1 HUNTER SAFETY 10/26/2011 5 TESTS
RICHARD OLYLE 1 HUNTER SAFETY 10/26/2011 5 TESTS
TIM A WARD 1 HUNTER SAFETY 10/26/2011 5 TESTS
JEFFREY W PEACH 1 HUNTER SAFETY 11/01/2008 8 TESTS
MATTHEW C PARKER 1 HUNTER SAFETY 05/03/2008 8 TESTS
BRADLEY R DAVIDSON 1 HUNTER SAFETY 03/19/2006 10 TEST10
CHAD E WHITLOCK 1 HUNTER SAFETY 03/19/2006 10 TEST10
DONALD MDILL 1 HUNTER SAFETY 03/19/2006 10 TEST10
FRANK P PHILLIPS 1 HUNTER SAFETY 03/25/2006 10 TEST10
FRANKLIN A STWIK 1 BOW HUNTER SAFETY 03/18/2006 10 TEST10
KEVIN R HOOFMAN 1 HUNTER SAFETY 07/14/2006 10 TEST10
MICHAEL A KILLION 1 HUNTER SAFETY 03/19/2006 10 TEST10
MICHAEL L BATES 1 BOW HUNTER SAFETY 03/18/2006 10 TEST10
WILLIAM D BRASHER 1 HUNTER SAFETY 03/15/2006 10 TEST10
WOODROW W 1 HUNTER SAFETY 03/19/2006 10 TEST10
HARTSFIELD
Total: 17 Instructor(s)
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> To setup the Instructor’s Awards Gifts click on Manage Awards Gifts

Tennessee Hunter Education Event Management System

| LOGOUT | USER GUIDE
*** 4 Records Found ***
AwardYear Gift Action

5 gifts Edit Delete
7 gift7 Edit Delete
8 test8 Edit Delete
10 test10 Edit Delete

| || | Insert | ‘ Clear |

First

Pre

EVIDUS

To insert a new record, enter the Award Year and the Gift at the last record and then click on
the Insert button.

*** Manage Awards Gifts ***

*** 4 Records Found ***
AwardYear Gift Action
5 gifts Edit Delete
7 gift7 Edit Delete
8 test8 Edit Delete
10 test10 Edit Delete
20 |[gift 20] x| Insert | | Clear |
First || Previous Jext || Last

To edit a record, click on the Edit button to make your changes and then click on the
Update button.

#%% Manage Awards Gifts ***

*** 5 Records Found ***
AwardYear Gift Action

5 gift5 Edit Delete

7 gift7 Edit Delete

8 update gift B x| Update .?nc?l
10 test10Q Edit Delete

20 gift 20 Edit Delete

| || || Insertl | Clear |

First Previous Next § Last

To delete arecord, just click on the Delete button and then click on OK for the confirmation
message.

To go back to the Instructors list page, click on Back to Instructors List button at the
upper right of the page.
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II. Manage Locations: administrators can search for locations, enter new locations, and edit
locations as in (Certified Instructors Section). Plus admins can approve new locations and
delete locations.

After the instructor created a new location, all regional administrators will receive an
email asking them to approve the new location. Instructors cannot see the location or
assign it to events until is approved.

New Location is Waiting Approval

jscott@test.gov
Fri 2/19/2016 11:30 AM
BH TWRAPROGRAMMERS; Zainab Latif
All Folders (90 days) 5/19/2018

The Location below is waiting for your approval to be activated:
Location Name: This is Test
Address: 123 test

Zip code: 37221

City: Mashville

State: TN

County: Davidson

Region: 2

Location Capacity: 80 Students.
Room: 101

Phone No.: 615-202-0202

Special Instructions: this is test
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» To approve new locations:
1. Select Waiting Approval for Location Status in the pink box at the top of the page
then click on the Search button.
*** Manage Locations ***

Back to The Main Menu

##*Find Location(s)***

Location Name: | | Location Status
Address:| \ Lpeote|  Jomoam
Gy [ ] swe[ V] Covary V] Region | \

Room: | | Phone No.:[____- ] s02.000.0000 Location Capacity:| | Students

Special Instructions: | |

Display All Locations

*** 2 Records Found ***
First || Previous |1| Next || Last

Location Name: This is Test Approve Location

Address: 123 test Zip code: 37221
City: Nashville State: TN County: Davidson 2 Region: 2
Room: 101 Phone No.: 615-202-0202 Location Capacity: 80 Students

this is test

Special Instructions:

Updated By: | JACOB SCOTT v Last Modified Date: 02/19/2016
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2. To approve the location click on Approve Location button. Once the location is
approved, the system will send an email to all administrators and instructors to let them
know that the location has been approved.

Note: you can edit the location before you approve it if you want to.

***Find Location(s)***

Location Name: | | Location Status: | Waiting Approval v
Address: | | Zip code: |:| 00000 (5 digits)
iy | | sme[ v Comy[ 9] Remew[

Room: | | Phone No.: 009-000-0000 Location Capacity: l:l Students

Special Instructions:

| Search | | Display All Locations. |

*** 2 Records Found ***
The activated Location has been sent to all instructors and system administrators!
First || Previous |1| Next || Last

Location Name: This is Test Approved

Address: 123 test Zip code: 37221

City: Nashville State: TN  County: Davidson v Region: 2

Room: 101 Phone No.: 615-202-0202 Location Capacity: 80 Students

c . this i=s test
Special Instructions:

Updated By: |JACOB SCOTT W Last Modified Date: 02/19/2016
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The email that all instructors and administrators will receive after the location is approved:

New Location Has Been Approved

zainab latif@tn.gov
Tue 2/23/2016 10:25 AR
BH TWRAPROGRAMMERS; dany.green@tn.gov; jscott@test.gov; Fainab Latif
All Folders (90 days) 5/23/2016

The Location below has been approved and activated:
Location Name: This is Test
Address: 123 test

Zip code: 37221

City: Nashville

State: TN

County: Davidson

Region: 2

Room: 101

Phone No.: 615-202-0202
Location Capacity: 80 Students

Special Instructions: this is test
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» To delete a location, click on the Delete button at the bottom of the location then click OK
to the confirmation message.

Location Name: This is Test

Address: 123 test Zip code: 37221 Message from webpage =
City: Nashville State: TN  County: Davidson ~ Region: 2 P

\el Are You Certain You Want to Delete?
Room: 101 Phone No.: 615-202-0202 Location Capacity: 80 Students -

5 this is test
Special Instructions:

Cancd

Updated By: Adam Andy % Last Modified Date: 02/23/2016

Note: if you try to delete a location that’s already been used for any event, you will get an error
message and the location will not be deleted.

*** 18 Records Found ***

ERROR: You Cannot Delete this Location Because It has been Used by Some Events.

First || Previous 123

Location Name: Academy Sports and Outdoors

Address: 2220 Hamilton Place Blvd Zip code: 37421
City: Chattanooga State: TN  County: Hamilton v Region: 3
Room: classroom  Phone No.: 423-852-1214 Location Capacity: 20 Students

Special Instructions: ‘

Updated By: |JACOB SCOTT W Last Modified Date: 12/03/2015
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» Manage Events: administrators can schedule new events, edit events, cancel events, and
enter event’s results as in (Certified Instructors Section).

»> To approve/ reject new events:
1. Select Event Waiting Approval for the Status field in the pink box at the top of the page,
and click on the Search button.

*%% Manage Events ***

Back to The Main Menu

*** 8chedule a New Event ***

‘ ***Vfiew All Events Report *** ‘ ‘ *** REAL Exception Report ***

* Search Event(s): To query for a specific Event(s), enter the criteria in the fields below then click on the Search button. To cancel the query click on the Clear button.
Event ID: Program: | Location: | County: |
Dates From iz} To: = Instructor Name @an o Full Nama): Status:

Event Region:

* Sort Events: Please click on the column header to sort by that column in ascending order, click again for descending order.

Program Title Location Name Dateand Time  Enrollment Primary Instructor
07/31/2016 02:00 PM Event Waiting
Results 1656 | Hunter Education Field Day BARTLETT RANGE Shelby DR 00f90 | DAVID ANDERSON pprosal
08/02/2016 06-30 PM Event Waiti
Results 1647 |Hunter Education Classroom Course | BURLISON COMMUNITY CENTER | Tipten TRy 00f100 |JUDY ADKINS ‘;‘;proffa;“g
Bowhunter Education Classroom y = 03/04/2017 07:00 Event Waiting
Results 1662 [con 4TH AVE. CHURCH OF CHRIST Williamson e ey 00f10 |RANDY HUSKEY Approval

*** Total Events=3 ***

2. Click on the View button at the left side of the event that you want to approve.

*** Manage Event ***

***Event's Information*** Exit to Events.

| send it Back to the Instructor |

Approve the Event ‘

To Edit or Cancel this Event click on| Edit Event |OR | Cancel Event

EventID: 1662  Event Status: Event Waiting Approval

Program Title: Bowhunter Education Classroom Course v
5 [4TH AVE. CHURCH OF CERIST A

Location Info.: |Address: 112 4th Ave. No., FRANKLIN, TN 37064. V|

Event Capacity: 10 Students

Wait List Capacity: 20 Students

This event will be visible to students From: 04/04/2017 To: 05/04/2017
OLock Dates
Students can register for this event From:  04/04/2017 To: 05/04/2017

This is a Public event

Special Instructions: | >°
Share Link:
Updated By: |RANDY HUSKEY | Last Modified Date: 06/05/2017 10:55 AM

***Event's Dates & Times= 2 Day(s)*** ***Event's Instructors (Sorted by Last Name)= 1 Instructor(s)***

First || Previous || Next || Last
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= <-ADD New Date 1 A0
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3. If you want to send the event back to the instructor, click on Send It Back to The
Instructor button and enter your notes to the instructor in the Notes to the Instructor
field, and then click on the Send the Event Back to the Instructor button. The system
will send an email to the primary instructor and the regional administrators with the
event’s information and your notes. The event status is going to be changed to New in
order for the instructor to be able to edit the event and send it again for approval.

4. Click on the Approve the Event button to approve the event. After the event is approved,
the system will send an email to all administrators and the primary instructor to let them
know that the event has been approved and activated.

Note:

= You can edit the event information, event’s dates and times, or event’s
instructors before you approve the event.

=  When administrators schedule a new event, they can approve the event
directly.

*** Manage Event ***
***Event's Information*** Back to Events

An email has been sent to the primary instructor and system administrators!

Edit Event |OR | Cancel Event e T (0
Instructors & Students

Event Approved
To Edit er Cancel this Event click on.

EventID: 1633  Event Status: A

Program Title Hunter E Classroom Course v
L e [ACADEMY SPORTS AND OUTDOORS A
ocation Info. |Address: 5929 Hwy 153, HIXSON, TN 37343. W

Event Capacity: 30 Students
Wait List Capacity: 20 Students

This event will be visible to students From: 06/01/2016 To: 07/01/2016

ALock Dates
Students can register for this event From: 06/01/2016 To: 07/01/2016
This is 2 Public event
Special Instructions:| % 2% test
Updated By: | ZAINAB LATIF ~ Last Modified Date: 06/07/2016 09:29
AM
==<Event's Dates & Times= 1 Day(s)™** =*+Event's Instructors= 2 Instructor(s)**
Event Date |From Time| To Time Action Instructor Name | Instructor Email Primary/ i Action
07/01/2016  [02:00 PM__ [03:00 PM ZAINAB LATIF zainab.latif@tn.gov| *Primary* Dekete
] <-ADD New Date ALLEN YORK |Assistant Deete
MDD R <-ADD New Instructor|
: —
First Previous Next Last
First Previous Next Last
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The email that the primary instructor and the regional administrators will receive after the event
is approved:

An Event Has Been Approved

zainab.latif@tn.gov
Tue 6/7/2016 9:13 AM
Zainab Latif; Zainab Latif
All Folders (90 days) 9/5,/2016

Event ID: 1633

Program Title: Hunter Education Classroom Course

LOCATION & SCHEDULE

Meeting On:

07/01/2016 02:00 PM - 03:00 PM

Located at: ACADEMY SPORTS AND OUTDOORS

Address: 5929 Hwy 153, HIXSON, TN 37343,

County: Hamilton- Region: 3.

Room# classroom.

Special Instructions for All Students: this is test

Instructed by: ZAINAB LATIF

Cancellation Palicies: You must cancel your registration before ,07/01/2016 at 02:00 PM.

Minimum-Age Policy: All registrants for this event must be 3 years of age by 07/01/2016. The course is offered free of
charge to anyone interested regardless of age; however, you must be nine years of age or older in order to become a

certified hunter education graduate.

Thank you and have a nice day!
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> To approve/ reject the results for an event:

1. Select Results Waiting Approval for the Status field in the pink box at the top of the
page, and click on the Search button.

*%% Manage Events **%

Back to The Main Menu
*** Schdule a New Event ***
* Search Event(s): To query for a specific Event(s), enter the creteria in the fields below then click on the Query button. To cancel the query click on the Clear button.

Eem D | Program: | < Location ] Comry[ ]
DaesFrom [ |3 S —— e E— T

* Sort Events: Please click on the column header to sort by that column in ascending order, click again for descending order.

Action Event ID Program Title Location Name Date and Time Enrollment  Primary Instructor

26 | Trapper Education Classroom Course | Sec Test Hamilton 1| 12/15/2015 08:00 AM To 10:00 AM 30f20 |JACOB SCOTT R“}‘{g;r\;f‘;l‘“‘g
*** Total Events=1 ***

2. Click on the Results button at the left side of the event.

*%% Results ***

Exit to Events

| Approve Results | [ send it Back to the Instructor |

Event Information: Complete!
Trapper Education Classroom Course EventID: 1638 Event Status: Results Waiting Approval

Location: CLEVELAND STATE COMMUNITY COLLEGE
3535 Adkisson Drive, CLEVELAND, TN 37312

*Required field

Class Start Date™: [06/01/2017 Class End Date™: [06/052017 | During School Hours*

MMDDYYYY MMDDYYYY

Total Class Hours™: + Total Range Hours™ = Total Hours Taught*: 25.00

zest
Comments:

Save Event Info.

First Page | | Previous Page | 1| NextPage || Last Page

Instructors Information: Complete! Students Results: Complete!
(Sorted by Last Name) *Required field (Sorted by Last Name) *Required field

[ Date* Prep |In-Class| Field | Admin . Written | Firing Final No

Instructor Name | TWRAID |Primary MM/DD Hrs* Hrs* Hrs* Hrs* Student Name|Date of Birth Exam* | Exam* | Grade* | Show
HUSKEY, RANDY | 482530490 | Yes [0D6/01/2017 [[1:20 [2:20 [[o.50 [020 [ petete oo, Il 09/09/1929 [§_~| [~ | & [m]
LATIF, ZAINAB 007574452 | No  [06/01/2017 [[1.00 (200 [0 [0.50 [ Delete Save Students Results Clear Students Resuits
(current page only) (current page only)

IANTCZAK, PAUL | 604197186 | No  [[D6/01/2017 50 J3oo Jj2o0 [1.00 [ Delete |

ADD New Record
‘ ‘ | Insert || Clear

Save Instructors Info. ‘Clear Instructors Hours
(current page only) (current page only)

]

First Page || Previous Page | 1| NextPage || LastPage

3. If you want to send the results to the instructor, click on Send It Back to The
Instructor button and enter your notes to the instructor in the Notes to the Instructor
field, and then click on the Send the Event Back to the Instructor button. The system
will send an email to the primary instructor and the regional administrators with the
event’s information and your notes. The event status is going to be changed to Active
in order for the instructor to be able to edit the event and send it again for approval.
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4. Click on the Approve Results button and then click OK to the confirmation message
to approve the results. Once the results are approved the system is going to do the
following based on the program type:

I. If the program is Bowhunter Education or Trapper Safety, the system is going to
change the event’s status to Completed, and the system will send an email to the primary
instructor and all administrators to let them know that the results have been approved and
the event is completed.

II. If the program is Hunter Education Classroom Course or Field Day, the system will:

a. Display the following confirmation message “(Number of students) student(s)
have been sent to REAL. An email has been sent to the primary instructor and
system administrators!”

b. Change the event status to “Sent To REAL”.

c. Send the records of the students who passed the event to REAL system in
order to update the Hunter Ed Certification Date in their real customer account if it's
already exists, if not a new customer account will be created for the student.

d. Send an email to the primary instructor and all administrators to let them know that
the results have been approved and the number of students sent to REAL.

The Administrators have to do the following steps in order to mark the event as
“Completed”:

a. Run the REAL Exception Report the following day. Usually Brandt processes the
transferred data at 8:00 pm.

b. When you run the REAL Exception Report, the system is going to change the
status of the events that have been sent to Brandt as “Completed” if all students in
the event are processed successfully by Brandt. Otherwise the event status will
remain as “Sent To REAL”. Note: once the event’s status is changed to Complete,
the event will be available for read only and nothing can be changed.

c. If one or more students failed to be updated in REAL, check the error message in
the Notes column if it says:

% “The student has more than one record in REAL. Please merge the student
records in REAL...”, then:
» Open the student’s account in REAL - Merge the accounts into one
account.
» Open the Event Manager - Go to the Manage Events Page -
Search for the event - Click View - Click on the “Just Updated
Real!” button on the left of the student record.
% “Either the Birth Date or the SSN is not correct...”, then contact the student
and confirm his/ her information.
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> If the student’s information needs to be corrected in REAL - then
correct the student’s REAL account. And then Open the Event
Manager - Go to the Manage Events Page - Search for the event >
Click on the “Just Updated Real!” button on the left of the student
record.

> If the student’s information needs to be corrected in Event Manager
then: Go to the Manage Events Page - Search for the event - Click
View > Click on Edit button - correct the student’s information >
then click on Save Changes button.

d. After you complete correcting the failed records, go to the Manage Events Page -
Search for the event = Click View = and then click on “Click Here to Re-Transfer
Updated Students to REAL” button. Now all records that you edited in our system
or REAL have been re-transferred to Brandt. Please remember, if you update the
student’s account in REAL, you have to click on Just Updated Real!” button in
order to re-transfer the student record to Brandt.

Note: you can also change the score of a student to ‘S’ and click on “Re-transfer
Updated Students to REAL” button in the Results page.

After you click on the Approve Results button:

++% Results ***

Exit to Events

‘ Approve Results | ‘ Send It Back to the Instructor ‘

Event Information: Complete!
Trapper Education Classroom Course Event ID: 1638 Event Status: Results Waiting Approval

Location: CLEVELAND STATE COMMUNITY COLLEGE
3535 Adkisson Drive, CLEVELAND, TN 37312

*Required field

Class Start Date™: [06/01/2017 Class End Date*: [06/05/2017 | During School Hours* =R

MMDBYYYY MMDDYYYY

Total Class Hours®: [13.00 | +Total Range Hours*:[7.00 | — Total Hours Taught*: 25.00 e Are You Sure Vou Want to Approve the Results?

test
Comments:

Save Event Info.

Instructors Information: Complete! Students Results: Complete!
‘Sorted by Last Name) *Required field (Sorted by Last Name) *Required field
— Date* Prep |In-Class| Field | Admin . Written | Firing Final No
Instructor Name | TWRAID |Primary? MM/DD/ Hrs* Hrs* | Hrs* | Hrs* Student Name(Date of Birth Exam* | Exam* | Grade* | Show
HUSKEY, RANDY | 482530490 | Yes [08/01/2017 120 220 ’EIED [0:30 [ Dekete | oo, I 09/05/1999 |5 v = ~] (]
LATIF, ZAINAB 007574452 | No (08012017 1.00 200|150 (050 Delote Save Students Results Clear Students Resuits
{(current page only) (current page only)

IANTCZAK, PAUL | 604197186 | No  [06/01/2017 1.50 3.00 [2.00 [100 [ Detete el e W o

- ‘ ‘ ‘ DD New Record|
[ ] [ insert || Clear |

Save Instructors Info
(current page only)

Clear Instructors Hours
(current page only)

First Page || Previous Page |1[ NextPage || LastPage
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After you click OK:

Results

| Re-Transfer Updated Students to REAL |

Event Information: Complete!

1 student(s) have been moved to REAL. An email has been sent to the primary instructor and system administrators!
Trapper Education Classroom Course EventID: 1638 FEvent Status: Sent To REAL

Location: CLEVELAND STATE COMMUNITY COLLEGE
3535 Adkisson Drive, CLEVELAND, TN 37312

“Required field

Class Start Date™: |06/01/2017 Class End Date™: |06/05/2017 | During Schoel Hours

MMDDYYYY MDY
Total Class Hours™: [18.00 -+ Total Range Hours™ = Total Hours Taught*: 25.00
cest
Comments:
Save Event Info.

Instructors Information: Complete!

Students Results: Complete!
Sorted by Last Name) *Required field

(Sorted by Last Name) *Required field

. Date* Prep |In-Class| Field | Admin . | written Final No

Instructor Name | TWRAID |Primary?l 1 Hre* | Hess | Hrs* | Hrs* Student Name Date of Birth| £~ 1| | dex | Show
HUSKEY,RANDY | 482530490 | Yes [D6/01/2017 120 220 J[o-50 [0:30 Delete oo, Il 09/09/1929 [§ ~] [5 v [ ¥] a
LATIF, ZAINAB 007574452 | No [06/01/2017 1.00 200 |[150 (050 [ Detete Save Students Results Clear Students Results

(current page only) (current page only)
|ANTCZAK, PAUL | 604197186 | No  [06/01/2017 1.50 300|200 [1.00 [ Detete |
First Page || Previous Page | 1| NextPage || LastPage
- h ‘ ‘ DD New Record|
| [ insert || clear
Save Instructors Info Clear Instructors Hours
(current page only) (current page only)

First Page || Previous Page | 1| Mext Page || LastPage
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The email that the system will send:

From: zainab.latif@tn.gov Sent: Mon 6/5/2017 12:02 PM
To: Zainab Latif; Zainab Latif

Cc

Subject: The Event Results Have Been Approved

» &

The students who passed the event below have been sent to REAL in order to update their Hunter Certification Date.
Number of students transferred to REAL system=1

Administrators, Please run the REAL Exception Report in order for the system to mark the event as Complete if all students of that event have been processed successfully by Brandt. Otherwise, please correct the failed records and send the class to REAL
againEvent ID: 1638

Program Title: Trapper Education Classroom Course

LOCATION & SCHEDULE

Meeting On:

08/01/2016 06:00 PM - 09:00 PM,
08/02/2016 06:00 PM - 09:00 PM,
08/03/2016 06:00 PM - 09:00 PM,
08/04/2016 06:00 PM - 09:00 PM,
08/06/2016 08:30 AM - 02:00 PM

Located at: CLEVELAND STATE COMMUNITY COLLEGE
Address: 3535 Adkisson Drive, CLEVELAND, TN 37312,
County: Bradley- Region: 3

Event Capacity: 75

Wait List Capacity: 20

This event is visible to students From: 7/1/2016 12:00:00 AM To: 8/6/2017 12:00:00 AM
Students can register for this event From: 7/1/2016 12:00:00 AM To: 8/6/2017 12:00:00 AM

This is a Public event

» Torun the REAL Exception Report, go to the Manage Events page and then click on “***
REAL Exception Report ***” button.
Once you click on the “*** REAL Exception Report ***” button, the system is going to
check all events Sent to REAL. If all students in the event are processed successfully
by Brandt, the event status will be changed in the system from “Sent To REAL” to
‘Completed”. Otherwise, the event status will remain as “Sent To REAL”.
Note: Only Completed events can be viewed by the event’s primary and assistant
instructors. The “Sent to REAL” events are only visible to administrators.

#¥*% REAL Exception Report ***
Exit Report

Report Search Parameters:
Transfer Date From: | B 1o = Processed Date From: | B Tof & Processed Record Status? v] EventID: Region:

[ RunReport | [ Clear Search Parameters |

*Please Note: To Print the report, click on the Export drop down menu (the blue disk icon, third button from right ) - Select Excel — Open the file or save it to your computer > From MS Excel go to File - Print > Select
Landscape Orientation —> And change the No Scaling option (the last option) to Fit All Columns on One Page —> Click on the Print button.

*Note: By default the report is sorted by Processed Date (descendant), Region, Event ID, Last Name, First Name. However, if you want to change the sorting, just click on the little arrows of any column once for ascendant order, a1
twice for descendant order

WA Jebze b M & [ Jrndiwes - @

EventIDS  Last Name & First Name 5 Middle Name = Suffix & Date of Birth & E Transfer Date S
4 1643 Burton Wilson v juis 05/03/1982 06/05/2017 10:15 AM Either the Birth Date or the SSN is not correct. Please check 06/02/2017 02:44 PM 05/03/20:
with the student, correct the student record, and re-transfer
to REAL.
4 1643 oc v Sr. 05/05/2006 06/05/2017 10:15 AM Successful Update to customer: 1000585711 06/02/2017 10:54 AM 05/03/20
4 1643 aa lolo c 02/02/1990 06/03/2017 10:15 AM Successful Update to customer: 1000585711 06/02/2017 10:15 AM 05/03/20
4 1643 cc wva Sr. 05/05/2006 06/03/2017 10:15 AM | Either the Birth Date or the SN is not correct. Please check 06/02/2017 10:15 AM 05/03/20.
‘with the student, correct the student record, and re-transfer
to REAL.
1804 Underwood Tett Dwayne 08/16/2006 06/01/2017 05:38 PM Either the Birth Date or the SSN is not correct. Please check 05/19/2017 11:28 AM 08/14/20:
with the student, correct the student record, and re-transfer
to REAL.
1804 Clemons Colton Garrett 06/27/2001 06/01/2017 05:38 PM Either the Birth Date or the SSN is not correct. Please check 05/19/2017 11:28 AM 08/14/20
with the student, correct the student record, and re-transfer
to REAL.
2267 Sullivan Jacob 10/05/1998 06/01/2017 05:38 PM Either the Birth Date or the SSN is not correct. Please check 05/19/2017 11:28 AM 05/17/20
‘with the student, correct the student record, and re-transfer
to REAL.
1804 carter lucas 08/20/2002 06/01/2017 05:38 PM | Either the Birth Date or the SN is not correct. Please check 05/19/2017 11:28 AM 08/14/20.
‘with the student, correct the student record, and re-transfer
o REAL.
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By default the report is sorted by Processed Date (descendant), Region, Event ID, Last
Name, and First Name. However, you can click on the little arrows on the column headers to
sort by any column you like. Click once for ascending order, twice for descending order.

3¢ Important Notes:

- Processed Date: is the date when Brandt processed the student record.

- Notes: notes from Brandt on whether the record have been processed successfully or
failed.

- Transferred Date: is the date that you transferred the student record to REAL.

- You can filter the report data using the search parameters at the top of the report page.
You can search by Transfer Date (from, to), Processed Date (from, to), Status
(Successful, Failures, or Not Processed), Event ID, and Region.

» To print the report, follow the highlighted steps above the report in order to export the
report to Excel and print it from there.

» To Exist the report, click on the Exit Report button at the top right of the page.

» To log out of the system, click on Log Out button at the top right of the page.
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D. If you are a Chief Administrator: you can do everything administrators do, the only
difference is that Chief administrators have access to the Manage Programs page.

= Tennessee Wildlife Resources Agency
S Ed Carter, Executive Director

(1]

ok

-

Hi, BRIAN

Manage Instructor Profile

« Manage Programs: this page is used to setup a new program. Edit or delete existing
programs.

*** Manage Programs ***

*** 5 Records Found ***
Action Program Title \Certification Type

Delete || Edit Bowhunter Education Classroom Course Bow Hunter Safety Vv
Delete || Edit | Bowhunter Education Field Day Bow Hunter Safety v
Delete || Edit Hunter Education Classroom Course Hunter Safety v
Delete || Edit | Hunter Education Field Day Hunter Safety v
Delete || Edit | Trapper Education Classroom Course Trapper Safety v
Insert | [ Clear

ADD New Program--> ‘ v
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» To inset a new program, enter the new program title and the certification type that
instructors must have to teach that class. When you finish click on the Insert button to save
the new program or click on Cancel to discard your changes.

T 2 Records rouna vt

Action Program Title Certification Type
Delete || Edit Bowhunter Education Classroom Course Bow Hunter Safety
Delete || Edit Bowhunter Education Field Day Bow Hunter Safety v
Delete || Edit Hunter Education Classroom Course Hunter Safety W
Delete || Edit Hunter Education Field Day Hunter Safety ~
Delete ’ﬁ' Trapper Education Classroom Course Trapper Safety W
insert | | -~ | |This is a New Progarm |
ADD New Program--=>

First Previous Next Last

» To edit a program, click on the Edit button and after you make your changes click on
Update to save your changes or Cancel to discard them.

*** § Records Found ***
Action Program Title Certification Type
Delete || Edit Bowhunter Education Classroom Course Bow Hunter Safety
Delete || Edit Bowhunter Education Field Day Bow Hunter Safety v
Delete || Edit Hunter Education Classroom Course Hunter Safety v
Delete || Edit Hunter Education Field Day Hunter Safety W
W-lmis is the Updated Progarm| % || Bow Hunter Safety v
Delete || Edit | Trapper Education Classroom Course Trapper Safety v
Insert H Clear | “ Vl
ADD New Program--=>

First Previous MNext Last
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» To delete a program, click on the Delete button and then click OK for the confirmation
message.

*%* Manage Programs ***

*** 6 Records Found ***
Action Program Title Certiﬁd’ Message from webpage =
Delete || Edit Bowhunter Education Classroom Course Bow Hung
Delete || Edit Bowhunter Education Field Day Bow Hunq ,o} Are You Certain You Want to Delete?
Delete || Edit Hunter Education Classroom Course Hunter 53 o
Delete || Edit Hunter Education Field Day Hunter Saﬂ
Delete || Edit This is the Updated Progarm Bow Hun [ o J[ cnce ]
Delete || Edit Trapper Education Classroom Course Trapper S >
Insert Clear ,ﬁ
ADD New Program-->| | hd

First Previous Next Last

Note: you cannot delete a program that has already been used in events, if you tried to do so
you will get the following error:

*** 5 Records Found ***
ERROR: You Cannot Delete this Program Because There are Events Assigned for that Program.
Action Program Title Certification Type

Delete || Edit Bowhunter Education Classroom Course Bow Hunter Safety
Delete || Edit Bowhunter Education Field Day Bow Hunter Safety v
Delete Edit Hunter Education Classroom Course Hunter Safety W
Delete || Edit Hunter Education Field Day Hunter Safety hd
Delete Edit Trapper Education Classroom Course Trapper Safety '

Insert Clear

ADD New Program-->

First Previous MNext Last

» To go back to the main menu click on Back to Main Menu button at the top right of the
page.

» To log out of the system, click on Log Out button at the top right of the page.
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3¢ Automatic tasks that run every day at 8:00 am by the system:

1. Check Instructors Certifications: this task checks if there is an instructor who didn’t
teach a class for any certificate they have for more than two years to change the
Certification Status to Probationary. The system will send an email to the instructor
and to the regional administrators to let them know about the change.

Email sent by the system...

Hunter Education System - Certification Status Changed!
TWRA HunterEducation-NOREPLY <TWRA.HunterEducation-NOREPLY@tn.gov>

@ Extra line breaks in this message were removed,
‘Wed 6/8/2016 7:00 AM
Zainab Latif; Zainab Latif; Zainab Latif; Randy Huskey; Melinda Raymaond
All Folders (90 days) 96,2016

Dear ZAINAB LATIF,

OUR REVIEW OF INSTRUCTOR RECORDS INDICATES THAT YOU HAVE NOT BEEMN ACTIVELY INVOLVED IN A BOW HUNTER
SAFETY CLASSES OVER THE PAST TWO YEARS.

LAST CERTIFICATION DATE 15:04/01/2013, AND THE LAST TIME ¥OU TAUGHT A BOW HUNTER SAFETY CLASS WAS ON
MNA

MINIMUM STANDARDS REQUIRE THAT YOU INSTRUCT OR ASSIST WITH AT LEAST ONE BOW HUNTER SAFETY CLASS
EACH 24 MONTH PERIOD IN ORDER TO OBTAIN RE-CERTIFICATIOM. AS 15 SOMETIMES THE CASE, OUR RECORDS MAYBE
IN ERROR. IF 50, WE WOULD APPRECIATE IT IF YOU WOULD CONTACT YOUR REGINAL COORDINATOR OR THE
MASHVILLE OFFICE CAN MAKE THE NECESSARY CORRECTIONS.

IFWE DO NOT HEAR FROM YOU WITHIN 14 DAYS, WE WILL REMOVE YOUR NAME FROM QUR LIST OF ACTIVE BOW
HUNTER SAFETY INSTRUCTORS.

THANK YOU FOR YOUR HELP AND INTEREST IN THE HUNTER SAFETY EDUCATION PROGRAM AND PLEASE LET US KNOW
IF WE CAN EVER BE OF SERVICE TO YOU.

RANDY HUSKEY, ADMINISTRATOR
HUMNTER SAFETY PROGRAM

Page 86 of 104



2. Send Registration Confirmation Requests: this task sends an email to all students
five days prior to the first day of class, and ask them to confirm their registration. It
also asks them to cancel their registration if they know they are not going to attend
the class. Once a student confirms his/her registration the Will Attend? Checkbox (in
the Manage Events page - View Event > Registered Students section) will be
checked.

Email sent by the system to all registered students...

Hunter Education Event-Confirm Your Registration ASAP!
TWRA HunterEducation-NOREPLY <TWRA.HunterEducation-NOREPLY@tn.gov>

@ Extra line breaks in this message were removed.
Wed ©,/5/2016 7:00 AM
Zainab Latif
All Folders (20 days) 9/6/2016
Dear John,

Your class: Trapper Education Classroom Course is going to start in five days on:06/13/2016 Please login to your
account to confirm your registration, or if you are unable to attend the class please login to your account to cancel your
registration.

Please click on the following link to login to your account:
https://twra.state.tn.us/HunterEdEventRegistration/StudentLogin.aspx

Event LOCATION & SCHEDULE
Meeting On:
Monday, Jun 13, 2016 03:00 PM - 04:00 PM

Saturday, Jul 02, 2016 10:00 AM - 11:00 AM
Located at: WOODWARD AVE CHURCH OF GOD
507 Woodward Av,

ATHENS, TN 37303

Phone#: 423-745-1618

Thank you and see you soon!
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3. Waiting List: this task checks all events (till the first day of class) to see if there is any
available seat in the event and there is people in the waiting list. If it finds any, an email
will be sent to the first person joined the waiting list and give them 24 hours to register.
If the person didn’t register within 24 hours, he/she will be removed from the waiting list
and an email will be sent to the next person in the waiting list and so on.

The email that will be send to the person in the waiting list:

Hunter Education Event Registration
TWRA HunterEducation-NOREPLY <TWRA HunterEducation-NOREPLY @tn.gov=

© Extra line breaks in this message were removed,
Thu 6/9/2016 9:00 AM
Zainab Latif
All Folders (90 days) a9/7/2016
Dear aa,

You placed yourself on a WAITLIST for Trapper Education Classroom Course .
An open seat is now available and you must take action within 24 howurs. If you fail to take action within 24 hours, you
will be removed from the WAITLIST.

LOCATION & SCHEDULE
Meeting On:
Saturday, Jul 02, 2016 10:00 AM - 11:00 AM

Wednesday, Jul 13, 2016 03:00 PM - 04:00 PM

Located at: WOODWARD AVE CHURCH OF GOD
507 Woodward Av,

ATHENS, TN 37303

Phoned#: 423-745-1618

Please click on the following link to login to your account and Register:
https://twra.state.tn.us/HunterEdEventRegistration/WaitListLogin.aspx

Thank you and have a nice day!

When the person click on the link in the email to register for the event, a login page will be
displayed.
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To login, the person has to put their email address and phone no. that they used when they
joined the waiting list and then click on the Verify button...

= Tennessee Wildlife Resources Agency
S Ed Carter, Executive Director

(-}

ol |

L

Go to Events.
Identity Verification

Email Address: [zainab latif@tn.gov

Phone Number: [f20-2126212 X] ss0.905.0500

Verify

The system will verify that their login is correct and that they got an email from the system to
register to the event in order to let them in...

= Tennessee Wildlife Resources Agency
P4 Ed Carter, Executive Director

bk
.

Log Out
Manage Registration

Welcome aa bb

You joined the waiting list for:
Trapper Education Classroom Course

Class Started on: Saturday, Jul 02,2016 10:00 AM - 11:00 AM

Located at: WOODWARD AVE CHURCH OF GOD
507 Woodward Av
ATHENS, TN 37303

Cancellation Policies: Changes or cancellations must be made before Saturday, Jul 02, 2016.

| First || Previous || Next || Last

When the person clicks on View Event Details & Register button, the event details page will
be displayed. Then when they click on the Click Here to Register Now button, the registration
page will be displayed. When they complete their registration, they will receive a registration
confirmation email (same steps as in the student’s website).
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Tennessee Hunter Education Student Registration

You're registring for:

Trapper Education Classroom Course
Registration Open

LOCATION & SCHEDULE

Meeting on: *2 Days * Located at:
Saturday, Jul 02, 2016 10:00 AM - 1 ‘WOODWARD AVE CHURCH OF GOD

Wednesday, Jul 13, 2016 03:00 PM - 04: SUT Woodward Av
Phones: 423.745.1618

Special Instructions for All Students
test]

DETAILS
Instructed by:

Cancellation Policies
Youmust cancel your registration before ,Saturday, Jul 02, 2016 at 10:00 AML

Minimum-Age Policy
Al zegistrants for this event nxust be  years of age by Saturday, Jul 02, 2016, The course is offered free of charge to anyone interested regardless of age; however,

you must be nine years of age or older in order to become a centified hunter education graduate

ABOUT THE PROGRAM

Overview
Per state and federal statutes, your Social Security Number is required. If you wish to register for this course, but have never been issued a Social Security Number, please call 615-781.6538 for assistance.

Click Here to Register Now

After they click on the Click Here to Register Now button...

ennessee Hunter Education Student Registration

rents Detais
Please fill all required fields below, then elick on Review & Confirm to complete your registration..
* Required Field
Date of Birth [
Confirm Date of Birta*: sezmvry

Social Securitys*:

202999800 dign an )
Ty have pever been ssigned 2 85N, pleass call 615-781-6538

Confirm Social Security#*: T
yonbve s REAL o G s v o

Furst Name™:
Middle Name:
Last Name*:
Suffix:
Gender®:

Ethnicity*:

Street Address®

Zip Code™
City*:
State*:

Phone Number*:

Emeil Address™: [ ]

Confirm Email Address*: [ ]

o ginin
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4. Event Results Reminder: if the event was over and the instructor didn’t submit the
results in two weeks the system will send a reminder email to the primary instructor and
regional administrators.

Email sent by the system...

Reminder to submit the events results!

TWRA HunterEducation-NOREPLY <TWRA.HunterEducation-NOREPLY@tn.gov >
Wed 6/3/2016 10:16 AM

. Zainab Latif

ent All Folders (90 days) Expires: 9/6/2016

Dear ZAINAB LATIF

The results for the event below have not yet been submitted. The class has been over for 14 days, the last day of class
was on 05/25/2016.

Please complete the results for the event below and submit it ASAP!

Hunter Education Classroom Course

LOCATION & SCHEDULE

Meeting On:

Monday, May 23, 2016 02:00 PM - 03:00 PM
Tuesday, May 24, 2016 01:00 PM - 02:00 PM
Wednesday, May 25, 2016 04:00 PM - 06:00 PM
Located at: ACADEMY SPORTS AND OUTDOORS
5929 Hwy 153, Room#: classroom,

HIXSON, TN 37343

If you have any questions about this please contact your administrator.

5. Recertifying Hunter Safety Instructors: this task changes the last certification date to
the last day of the latest, completed Hunter safety class (classroom or field day) that
they participated in as a primary or assistant instructor.
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3¢ PART 2: The Event Registration System is opened for public where students can register
for opened events, login to their account to update their information, and confirm or cancel
their registration.

= Tennessee Wildlife Resources Agency
S Ed Carter, Executive Director

(X}

<y

-

Already Registered? | Update Or Cancel Registration

Find Events Near You
Zip Code: | Miles Away: [within 10 miles ~| ~Program: [All Programs ] [ [Find Events |
Event Started on Program Title
Hunter Education Classroom Course
2016 Registration Open: 24 Of 25 seats remaining
August LOCATION & SCHEDULE
[ View Event |
17 STUART HEIGHTS BAPTIST CHURCH - SODDY CAMPUS  SODDY DAISY, TN 37379 ==
Wednesday Wednesday, Aug 17, 2016  06:00 PM - 07:00 PM
Plus, 8 additional days
Hunter Education Field Day
2016 i Gaes b
September Registration Open: 28 Of 50 seats remaining
01 LOCATION & SCHEDULE
Thursday ZION BAPTIST CHURCH  BROWNSVILLE, TN 38012
Thursday, Sep 01, 2016 ~ 05:30 PM - 09:30 PM

The first page lists all opened events sorted by the event start date (oldest to newest). The
registration status (under the program name) is either:

- Registration Open with number of remaining seats.

- Full with wait list with number of remaining seats in the waiting list.

- Registration Closed, if the event registration dates older than today’s date and today’s
date falls between event visibility dates. (the event’s visibility and registrations dates are
set in the Manage Events page - View Event)

» Students can search events within (10, 25, 50, 75, 100, 200) miles from the zip code
entered in the Zip Code field, for the selected program. If no program is selected and
the zip code field was empty all events will be displayed.

Tennessee Hunter Education Student Registration

Already Registered? | Update Or Cancel Registration

Find Events Near You
Zip Code: [37377 | Miles Away: [within 25 miles | Program: [Trapper Education Classroom Course | | Find Events |
Event Started on Program Title
Trapper Education Classroom Course
2017 Registration Open: 40 Of 40 seats remaining
January LOCATION & SCHEDULE
26 MOUNT CARMEL BAPTIST CHURCH  SIGNAL MOUNTAIN, TN 37377
Thursday Thursday, Jan 26, 2017 06:00 PM - 09:00 PM
Plus, 2 additional days

Agency Login
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» To view the event details either click on the View Event button or the number of
additional day’s link.

Tennessee Wildlife Resources Agency
Ed Carter, Executive Director

Tennessee Hunter Education Student Registration

Registration Open: 50 OF 50 seats remaining

LOCATION & SCHEDULE

Meeting on: *2Days * Located at:
Monday, Mar 07, 2016 06:22 AM - 12:00 PM L‘E“;—‘\‘?"ﬁ“ i
5 e 0an Rd, Rooms: 104
Sunday, Mar 06, 2016 05:45 AM - 08:55 AM ek le o
Phones: 615-852-6364

About the Location
this s test... Edit

Special Instructions for All Students
Testing

DETAILS
Instructed by: Adam A Andy

Cancellation Policies
“You must cancel your registration before ,Monday, Mar 07, 2016 at 06:22 AM.

Minimum-Age Policy

All registrants for this event must be § years of age by Monday, Mar 07, 2016. The course is offered free of charge fo anyone interested regardless of age; however, you must be nine years of age or older in order to become 2 certified hunter education sraduate.

ABOUT THE PROGRAM

Overview
Per state and federal statutes, your Social Security Number is required. If you wish to register for this course, but have never been issued 2 Social Security Number, please call 615-781-6538 for assistance.

Click Here to Register Now

The event’s details page contains the event’s schedule, location, notes, primary instructor, and
polices. If the person wants to register for that event (if registration opened), they can click on
the Register Now button at the bottom right of the page.

» To register for an event, the person should enter his/her information. If the person has an
account in Real, after they confirm their social security number they can click on “Click
Here to Populate your Information”. When all required fields are filled, click on Review &
Confirm button to complete the registration. The Review & Confirm is used to give a
chance to the person to review their information, make sure their email is right (since they
are going to receive the registration confirmation on their email plus they will need their
email to login to the system), and finally to remind them of the last day when they can
cancel their registration (which is the first day of class). If the person doesn’t want to
proceed, they can cancel their registration by clicking on Cancel Registration button. Or if
they want to complete their registration, they have to check the “I understand the polices
listed above” checkbox then click on the Complete Registration button.
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Back to Event's Details

Please fill all required fields below, then click on Review & Confirm to complete your registration...

* Reguired Field
Date of Binth*: o T
Confirm Date of Birth*: oYY
Social Security=*: 989999985 (9 digi, no dackin)
1y Have never besn ssigred s SN, plsese call 6157516538
Confirm Sccial Secusity#* [ — S
If you have a REAL account
First Name
Middle Name: | |
Lt N
Suffix:
Gender®
Ethicity
Street Address®: [101 BellRd
2ip Coder CE—
iy
State™
Phone Number™ 592999990
Email Address*: [zainab stit@tn gov ]
Confirm Email Address*: [zainan istitgin go =]

Review & Confirm | [ Cancel Registration
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After you click on Review & Confirm:

City*: |Nashvi|le |

State®: TN W

Phone Number*: |615-963-8520 | sos-002-0000

Email Address*: |zainab.|atif@tn.gov |
Confirm Email Address™: |zainab.|atif@tn gov |

To complete your registration, please review and accept the course policies

below then click on the "Complete Registration” button...

+ All the information above is correct.

* Once registration is confirmed, an email will be sent to
zainab.latif @ tn.gov
You will need access to this email address in order to make changes
to registrant details or cancel.

« Cancellations must be made prior to Monday, May 23, 2016

VT understand the polices listed above.
| Complete Registration | or| Cancel This Registration

After you click on Complete Registration:

cioy —

State™:

Phone Number*: 999-999-9000

Email Address™: | |
Confirm Email Address*: | |
| Review & Confirm | | Cancel Registration |

Congr'atulations, You are now registered. A confirmation email has been sent to your email address. Thank you and have a nice day
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The registration confirmation email the student will get:

Event Registration Confirmation

TWRA.HunterEducation-NOREPLY@tn.gov
Wed 6/8/2016 11:25 AM
Zainab Latif
All Folders (90 days) 9/6/2016

Congratulations, you are now registered for: Hunter Education Classroom Course

LOCATION & SCHEDULE

Meeting On:

Monday, May 23, 2016 02:00 PM - 03:00 PM,
Tuesday, May 24, 2016 01:00 PM - 02:00 PM,
Wednesday, May 25, 2016 04:00 PM - 06:00 PM

Located at: ACADEMY SPORTS AND OUTDOORS

5929 Hwy 153, Room#: classroom

HIXSOM, TN 37343

Special Instructions for All Students: this is test

Instructed by:

Cancellation Policies: You must cancel your registration before ,Monday, May 23, 2016 at 02:00 PM.

Minimum-Age PolicyAll registrants for this event must be 9 years of age by Monday, May 23, 2016. The course is
offered free of charge to anyone interested regardless of age; however, you must be nine years of age or older in

order to become a certified hunter education graduate.

Please login to your account to confirm your registration
https://twra.state.tn.us/HunterEdEventRegistration/Studentlogin.aspx

Thank you and have a nice day!

» To go back to the event details page, click on the Back to Event’s Details button.

» To go back to the list of events page, click on the Back to Events button.
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> If the student already registered to one or more events, he/she can login to their account
to confirm/cancel registration, or update their information. To go to the login page, click on
the Update or Cancel Registration button at the top right of the page.

Tennessee Hun
Already Registered? | Update Or Cancel Registration
Event Started on Program Title

Bowhunter Education Field Day

2015 Registration Open: 15 Of 20 seats remaining

April LOCATION & SCHEDULE View Event

25 First Test  Nashville, TN 37211
Saturday Saturday, Apr 25, 2015  06:00 PM - 07:00 PM

Plus, 2 additional days

» To login, the student has to enter his/her Email Address with the Date of Birth then click
on the Verify button.

Tennessee Wildlife Resources Agency

Ed Carter, Executive Director

Identity Verification

Email Address: |zainab.latif@ln.gov

Date of Birth: |01/01/1991 | asuDDiyyYY)

Verify
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Note: the page displays up to five registrations. If the student has more than five registrations,
they can go to the next page when they click on the Next button at the bottom left of the page.

They can also navigate to the first, previous, and last pages by clicking on the First, Previous,
and Last buttons.

== Tennessee Wildlife Resources Agency
g Ed Carter, Executive Director

xx
-

Log Out

Manage Registration

Registered Student Name: Zainab Latif ~ Date of Birth: 01/01/1991

You're registred for:
Bowhunter Education Classroom Course

Confirm This Registration
——— T

Class Started on: Friday, Sep 09,2016 05:00 PM - 07:00 PM

Located at: TWRA-Classes
440 Hogan Rd
Nashville, TN 37211

Cancellation Policies: Changes or cancellations must be made before Friday, Sep 09, 2016.

First|[ Previous |[Next “Last‘
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On the Manage Registration page, if students want to:

> Edit their personal information; they can click on Edit Student Information yellow
button (at the top beside the student’s name and date of birth). Make the changes they
want then click on the Save Changes button at the top to save their changes or click on
Cancel to discard them.

Please fill all required fields below, then click on Review & Confirm to complete your registration...
Your Information has been updated successfully.

Save Changes | Cancel

* Required Field

First Name*: |Zainzb |

Wddle MName: | |

Last Name®: |Latif |

Suffix:

Date of Birth*: [D1/01/1285 | sumorvyy
Confirm Date of Birth*:  [0101/1205 | seunvryy
Gender®:

Ethnicity™: [CAUTASIAN |

. _—
Social Security=*: [181830080 [ pE—

**If you have never been aszipped 2 55N, pleaze call 613-TB1-6338

Confirm Social Secunity=*: (21530080 | 590355903 (2 g, mo i)

Street Addresz*: [123 Hogan Rd

Zip Code*: [27211 | soms

City*: [Mashville |

State®: TH

Phone Number®: [ro7-202-3300 x | 5990005008

Email Addrezs*: |za nab.latifi@tn.gov |

Confirm Email Address®: |zs| nab.|atif@tn. gov |

- To go back to the manage registration page, click on the Back to Previous page
button at the top right of the page.
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» Confirm their registration for an event; they can click on the Confirm Your Registration
blue button at the right of that event.

== Tennessee Wildlife Resources Agency
Ed Carter, Executive Director

xx
.

Log Out
Manage Registration

Registered Student Name: Zainab Latif ~ Date of Birth: 01/01/1991

You're registred for:
B Education Cl Course

Class Started on: Friday, Sep 09,2016 05:00 PM - 07:00 PM
SE———. |

Located at: TWRA-Classes
440 Hogan Rd
Nashville, TN 37211

Cancellation Policies: Changes or cancellations must be made before Friday, Sep 09, 2016.

[First] [ Previous | [Next] [Last]

= Tennessee Wildlife Resources Agency
Ed Carter, Executive Director

Tennessce Hunter Education Student Registration

Log Out
Manage Registration Your Registration for B Education Cl Course has been Confirmed. Thank you!
Registered Student Name: Zainab Latif =~ Date of Birth: 01/01/1991 m
You're registred for:

Bowhunter Education Classroom Course
Registration Confirmed

Class Started on: Friday, Sep 09,2016 05:00 PM - 07:00 PM

B [

Located at: TWRA-Classes

440 Hogan Rd

Nashville, TN 37211

Cancellation Policies: Changes or cancellations must be made before Friday, Sep 09, 2016.

[ Previous | [Next] [Czst
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> View an event’s details; they can click on the View Event Details green button at the
right of that event.

Tennessee Hunter Education Student Registration

Back to Previous Page

You're registring for:
Bowhunter Education Classroom Course
Registration Open: 5 Of 10 seats remaining

LOCATION & SCHEDULE

Meeting on: *2 Days * Located at:
Friday, Sep 09, 2016 05:00 PM - 07:00 PM TWRA-Classes
sunday, Sep 11, 2016 09:00 AM - 10:00 AM 440 Hogan Rd . Rooms: 104-EE

= Nashville, TN 37211
Firs Previous Next Last Phone#: 615-852-6564

About the Location
this is test... Edit

DETAILS

Instructed by: BRIAN S JOHNS

Cancellation Policies
You must cancel your registration before Friday, Sep 09, 2016 at 05:00 PM

Minimum-Age Policy
All registrants for this event must be O years of age by Friday, Sep 09, 2016. The course is offered free of charge to anyone interested regardless of age; however, you must be nine years of age or older in order to become a certified hunter education graduate.

ABOUT THE PROGRAM

Overview
Per state and federal statutes, your Social Security Number is required. If you wish to register for this course, but have never been issued a Social Security Number, please call 615-781-6338 for assistance.

- To go back to the manage registration page, click on the Back to Previous page
button at the top left of the page
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» Cancel their registration for an event; they can click on the Cancel Registration red
button at the right of that event then click OK to the confirmation message.

= Tennessee Wildlife Resources Agency
s Ed Carter, Executive Director

(1]

ok

<

Manage Registration

Log Out

Registered Student Name: Zainab Latif ~ Date of Birth: 01/01/1991
@ Are You Certain You Want to Cancel This Registration?
You're registred for:

Bowhunter Education Classroom Course

Class Started on: Friday, Sep 09,2016 05:00 PM - 07:00 PM
Plus, 1 additional day

Located at: TWRA-Classes
Dioats oo

Nashville, TN 37211

Cancellation Policies: Changes or cancellations must be made before Friday, Sep 09, 2016.

First | [ Previous H Next | [Last|

If you click OK:

== Tennessee Wildlife Resources Agency

g Ed Carter, Executive Director

X
.

Manage Registration Your Registration has been Cancelled. A Cancellation Confirmation email has been sent to your email address

Registered Student Name: Zainab Latif Date of Birth: 01/01/1991
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The email that the student will receive:

Event Cancellation Confirmation

Randy.Huskey@tn.gov

Sent: Thu 3/3/2016 11:06 AM

To Zainab Latif

Retention Policy:  All Folders (90 days) Expires: 6/1/2016

¥ou Registration has been Cancelled for: Bowhunter Education Classroom Course
Class Started on: Friday, Sep 09, 2016

Located at: TWRA-Classes

440 Hogan Rd

Mashville, TN 37211

Thank you and have a nice day!

» To logout, click on the Log Out button at the top right of the page.

» To access the administrative site, click on the Agency Login at the bottom right of the
page.

Hunter Education Classroom Course
2016 Registration Open: 28 Of 30 seats remaining

January LOCATION & SCHEDULE View Event
24 Academy Sports and Outdoors  Chattanooga, TN 37421
Sunday Sunday, Jan 24, 2016  06:00 PM - 09:00 PM

Plus, 1 additional day

Agency Login
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» Production Links to Access The System:
Link to Hunter Education Event Manger System (For Administrators and Instructors):

https://twra.state.tn.us/HunterEdEventManaqger/

Links to Hunter Education Event Registration System (For Students — accessed by public):
Hunter Education Programs:

https://twra.state.tn.us/HunterEdEventReqistration/?progid1=1&proqid2=2

Bowhunter Education Programs:

https://twra.state.tn.us/HunterEdEventReqistration/?proqid1=3&progid2=4

Trapper Education:

https://twra.state.tn.us/HunterEdEventRegistration/?progid1=5&progid2=5

Link to Wait List Login Page to Register for Events (when a person receives an email about an
available seat from the system):

https://twra.state.tn.us/HunterEdEventReqistration/WaitListLogin.aspx

Thank Youl!!!

Zainab Latif
06/15/2017
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https://twra.state.tn.us/HunterEdEventRegistration/WaitListLogin.aspx

