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INTRODUCTION
Welcome to the Law Enforcement Training Management (LETM, formerly
known as Whistlestop) system. This system allows Mobile Team Units (MTUS)

to electronically manage police training classes, student enroliments for those
courses, and more.

LOGGING IN TO THE LETM SYSTEM

You can reach the LETM home page by going to the following address:
http://letm.ptb.illinois.gov/.

Law Enforcement Training Management

Only individuals authorized by the lllinois Law Enforcement Training and
Standards Board are permitted access. Unauthorized individuals attempting
access will be prosecuted to the full extent of the law.

Username

Password

Log in

© 2015- ILETSB

LETM Login Page

To log in to the LETM system, enter your username and password, then
click the “Log In” button, or press the Enter key.


http://letm.ptb.illinois.gov/
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THE LETM RIBBON AND MENU

;‘:L LETM S— E Hello Keith! Log Off

Courses

cations

The LETM Ribbon and Menu

At the top of every LETM page, there is a blue section, called the Ribbon.
This has several features, which are available to users on every page of the
system. From left to right, these are:

0 Home Button: Located in the upper-left, clicking the “LETM” link takes you
to the site’s Classes page, the home page for LETM.

0 MTU Selector: Using this drop-down menu allows the user to select which
MTU to view at a given time.

0 Manage Account: Clicking the “Hello [Your Name]!” button takes you to
the account management page, where you can update your password.

0 Log Off: To the left of the Manage Account, clicking here allows you to
safely log off from the LETM system.

0 Menu Button: Located in the upper-right of the LETM Ribbon, clicking this
button shows the menu in LETM (shown above, below the Ribbon). For
basic users, the LETM menu contains the following links (all explained in
greater detail later):

e Courses: For viewing, editing, and adding training courses
Instructors: For viewing and editing instructor information and history
about training instructors

e Organizations: For viewing and editing information about hiring
agencies
Students: For viewing officer information and history

e Training Locations: For viewing and editing information and history for
training academies
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Manage Account

f';"; LETM MU Hello Keith!  Log Off

Change Password.

Change Password Form
Password Requirements

» Password must be a minimum of 6 characters

» Password must contain 1 uppsercase letter

+ Password must contain 1 lowercase letter

» Password must contain 1 number

+ Password must contain 1 non-alphanumeric character

Current password
New password

Confirm new password

Change password

© 2015 - ILETSB
Change Password

To access this page, click your name in the upper-left of any LETM page.
Here, you are able to update your account’s password. To do this, click the
“Change Password” button, then follow the on-screen instructions. Remember
that a password must contain AT LEAST one of each of the following: an
uppercase letter, a lowercase letter, a number, and a non-alphanumeric
character ($, *, etc.).



COURSES

;?,‘.}LETM Hellokeith!  Log OFF

Courses
Show entries Search: ‘
a Course Catalog LHI owning
Name Number Description Certified MTU History Delete
No MTU 5 [x]
"know Your Money" Training Seminar No MTU 5 E
"mind Set" No MTU 5 [x]
“operation Kids" Child Passenger Safety Training No MTU 5 E
"warriors Within” - Motivational Leadership Seminar No MTU 5 El
13th Jud Fam Viol Prev: When Injuries Speak No MTU 5 E
1st Responder No MTU 5 [x]
360 Degree Leadership No MTU 5 E
911 Homicide Calls And Statement Analysis Yes MTU 5 El
A Child Is Missing.Org No MTU 5 E
A Psychological Classification Of Crime: Law Enforc No MTU 5 El
Response
Acting Patrol Officer In Charge No MTU 5 E
Active Shooter Incident Preparation No MTU 5 El
Active Shooter Response For Dispatcher No MTU 5 E
Active Shooter Scenario Based Training No MTU 5 E
Showing 1 to 15 of 417 entries Previous 1 2 3 4 5 .. 28 Next

© 2015 - ILETSB

Courses

Courses are the parent of classes. Each class is a specific copy of the
course by the same name. From the Courses page, you can view course listing
(as shown above), view the history of a course (its specific class listings), or
delete the course. To update the information of a course, click its name, edit the
on-screen options as necessary, then click the “Save” button.

If you wish to view a course’s history, click on the button under the column
“History” next to the desired course. You will then be able to view the past class
listings for the course. Within this page, you can filter the results by desired start
and end dates in the labeled boxes and clicking the “Generate Report” button or
using the Search box. Additional uses of this page include printing the class
listing (blue printer icon in the upper-right), entering Print View, saving the listings
as either an Excel or PDF file, and copying the table to be pasted elsewhere
(such as an Excel file) by using the buttons right of the Search box.

You can also delete a course from the Courses list. As with the Classes
page, simply click the “X” in the Delete column for the course you wish to
remove. A pop-up will ask you to confirm the deletion, and clicking “Yes”
finalizes the deletion.
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CLASSES

P -
M MTU 4 Hello Keith ! Log Off

Classes B
Show entries Search: Start Date: |10/24/2015 End Date: [12/23/2015 |
Training owning Start End Enrollment
Name Location MTU " Date Date Count Delete Copy

First Line Supervision East Moline MTU 4 12/8/2015 12/10/2015 17 E El
Tactical Field Interviewing Galesburg MTU 4 12/7/2015 12/8/2015 0 E E
40-hour Mandatory Firearms Training Galesburg MTU 4 12/5/2015 12113/2015 0O E E
ALILCE. - Alert. Lockdown, Inform, Counter, Escape Monmouth MTU 4 12/3/2015 12/4/2015 33 lzl E
ALLCE. - Alert, Lockdown, Inform, Counter, Escape East Moline MTU 4 12172015 12/2/2015 32 E @
Jail Prison Suicide: A Criminal Justic Response & The East Moline MTU 4 11/19/2015 11/19/2015 10 E E
Games Cons Play
High Tech Investigation Techniques - Advanced East Moline MTU 4 11/18/2015 117182015 39 E El
Low Light 2 Officer Building Search Tactics Lincoln Il. MTU 4 11/18/2015 11/18/2015 0 E @
Medical Marijuana Macomb MTU 4 11/17/2015 11/17/2015 23 E E
High Tech Investigation Techniques - Basic East Moline MTU 4 111772015 11M17/2015 40 E E
Heroes Path to Excellence in Law Enforcement Galesburg MTU 4 11/12/2015 11/122015 23 E @
Human Trafficking A Threat To National Security East Moline MTU 4 11/12/2015 11/12/2015 11 E @
Domestic Violence Carthage MTU 4 111272015 11/12/2015 0 E E
Below 100 Canton | MTU 4 11/10/2015 1110/2015 20 lzl E
Below 100 Canton Il MTU 4 11/10/2015 11/10/2015 33 lzl E

Showing 1 to 15 of 24 entries Previous 1 2 Next

Classes

Serving as the LETM home page, the “Classes” page is accessed by
clicking the “LETM” icon in the upper-right of the LETM Ribbon. Here, you can
add (the blue “+” button in the upper-right), delete (the button in the Delete
column), and copy (the button in the Copy column) classes to your MTU'’s current
class offerings.

Click the title of a specific class, if you wish to view or edit information
about that class, using the buttons in the upper-right, including:

¢ Printing the class details (printer button)

¢ Editing the course information (pencil button)

e Opening/Closing the course (folder button)

e Marking students as attended (checkbox button)
e Adding a student to the class roster (plus button)

You can additionally use the buttons in the middle of the page (next to the
search box) to save the class roster as CSV, Excel, or PDF files, as well as open
a Print View for the roster.
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Adding and Deleting a Class

Class Information

Start 11/24/2015

En 1172412015

Name
Training
Location

Hours

Tuition

NM
Tuition

owning
MTU

MTU 3

©

Status

K

Open

Facility
Fee

Instructor
Fee

Instructors

Expenses
Date Description Amount

Total Expenses :

Add New Expense

B I | & := || = ?

Add a Class Pop-Up

To add a class to your MTU's list of offerings, click the “+” button in the
upper-right of the page. A pop-up like the one above will be displayed. Fill out
the form with the class’s information in the appropriate sections of the pop-up.
Additional class expenses can be added by clicking the “Add New Expense”
button and entering the related information (date, description, and amount). To
finalize the class, scroll down and press the “Save” button. The page will then
refresh with the new class added to the list.

Alternatively, you can click the aforementioned “Copy” button to begin
creating a new class from the template of a similar one. This will automatically fill
the above form with the information of the class you wish to copy. You can then
make any necessary changes to the course information, as well as choose to
copy the student roster by clicking the “Copy Students” checkbox near the top.
Once done, click the “Save” button at the bottom to finish adding the class.

Finally, to remove a class from the list, click the gray “X” in the Delete
column. You will then be asked to add a reason for deleting a class. Fill out that
text box, click the “Yes” button to confirm you wish to delete the class, and the
page will again refresh with the updated class list.
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Open and Closed Classes
Each class in the LETM system has a status of opened or closed,
indicating whether it is still available for adding Students, among other tasks. On
the page of these classes, the available options to the user will be determined by
the status of the class. Actions available to the user will appear as blue buttons
in the upper-right of the page for the class.
For OPEN Classes, the available actions are:
Return to Course List (double-arrow button)
Print Course Details (printer button)
Edit Course (pencil button)
Open Course (folder button)
Update All Students as Attended (checkbox button)
e Add Student (plus button)
For CLOSED Classes, the available actions are:
¢ Return to Course List (double-arrow button)
Print Course Details (printer button)
Edit Course (pencil button)
Open Course (folder button)
Print All MTU Certificates (sun button)
Print All State Certificates (star button)

REPORTS

ﬁi‘LLETM HelloKeith!  Log OFF

Report Center

Report
epo Annual Hour Report [

Year 2015

Year Type

Fiscal [v]

Generate Report

Annual Hour Report for MTU 8 - 2015 Fiscal - Dec 14 2015

Illinois Law Enforcement Training and Standards Board
4500 South 6th St Road, RM 173
springfield, IL 62703-6617
Telephone: (217) 782-4540

Search: I Copy H sV || Excel H PDF ” Print |

Report Center

Report Center
Within the LETM system’s Report Center, you are able to generate
numerous reports. These include, but are not limited to: Annual Hour Reports,
Quarterly Training Reports, and Gratis Reports. These are separated by year,
and can be chosen by calendar OR fiscal year. To generate a report, choose the
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desired options from the three drop-down lists (above, labeled “Report,” “Year,”
and “Year Type”), then click the “Generate Report” button.

Once a report has been generated, it can be exported for use outside of
the LETM system. The buttons on the right are used to complete this task. A
report you have displayed can be converted to an Excel, CSV, or PDF file by
clicking those buttons. Additionally, you can copy the content to paste elsewhere
or bring up a Print View with the “Copy” and “Print” buttons, respectively. All of
these function as described in the previous sections of the manual.

STUDENTS

{32 LETM HelloKeth!  LogOff

Students

“show Inactives

show entries Search: | Copy H csv H Excel H PDF H Print |
A Address Address Hourly Owning
Name PTBID Line 1 Line 2 City State Zip Rate Organization Position MTU History Delete

Aams, IL 105 Girard Police Law MTU 10 [x]
Dillon Dept Enforcement -

Part Time
Aaron, 22 south Nokomis  IL 62075 11.48 Nokomis Police  Law MTU 9 x]
Sean A, Cedar Dept Enforcement -

Full Time
Abbott, 521 Quincy L 62301 0 Adams County Correctional MTU 9 E
Judy Vermont States Attorney  Officer

Office
Abbott, 65116276 14.68 Adams County  Correctional
Andrew Sheriff's Office Officer
Michael
Achas, Jon 0 lllinois State Other/Unknown  MTU 2 E
Palice
Achelpohl, 1105 Quincy L 62301 0 Quincy Police Other/Unknown  MTU 9 E
Jan Eighth Dept
Street

Adams, 5 Panama Police  Law MTU 9 E
Fredrick F. Dept Enforcement -

Part Time
Adams, 65116131 111 W. Girard IL 62640 105 Girard Police Law
Dillon A. Madison Dept Enforcement -

Part Time
Adams, 12 Franklin County  Law MTU 9 E
Nelson sheriff's Office Enforcement -

Full Time
Adams, 65000354 0 Jersey Co Deputy Coroner
Jim Coroner's Office
Adams, PO Box Kincaid IL 62540 225 Virden Fire Law MTU 9 [x]
Richard 615 Department Enforcement -

Full Time

Students

On the Students page, you will find the list of officers who can be sent to
training for the MTU selected from the LETM Ribbon’s drop-down list. If a
student is employed at multiple agencies, he will show up on LETM once for
each agency where he is employed. These duplications are expected and
intentional. A Student’s history can be viewed by clicking the corresponding
button in the History column. There, you can enter the desired date range, click
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the “Generate Report” button, and view, copy, print, and download (as a CSV,
Excel, or PDF file) the student’s training information as needed.

Adding a Student
To add a student, the process is very similar to adding a Course. Begin

by clicking the “+” button in the upper-right. You will then fill in all relevant
information in the fields under “Student Details” on the following page. Once the
information is entered, click the “Save” button to finalize the addition. If a student
is created on the LETM system, and he has a record within the PTB system, you
are encouraged to merge these two listings (explained later). This helps to keep
records consistent and accurate across all systems.

ADDITIONAL FEATURES
Organizations

SLLETM MU 12 (V] Hello Keith!  Log OFf

Organizations
Show entries Search: |
Address Address owning
Name Line 1 Line 2 City State Zip Type Notes MTU History Delete
Other/Unknown MTU 12 IZ|

16th Gircuit Court Services Other/Unknown MTU 12 IZ|
AWoman's Fund Other/Unknown MTU 12 IZ|
AWoman's Place Other/Unknown MTU 12 E
Adams County 5d County MTU 12 E
Addison Pd Municipal MTU 12 IZ|
Adv & Sas Other/Unknown MTU 12 E
Albion {mi) Pd Municipal MTU 12 IZ|
Algonquin Pd Municipa MTU 12 [x]
Allegan County (mi) Sd County MTU 12 E
Alsip Pd Municipa MTU 12 [x]
Altamont Pd Municipal MTU 12 IZ|
Alton Pd Municipal MTU 12 lzl
Alvin Police Department P.O. Box 71 Ahvin IL 81865  Municipa
Amateur Radio Emergency Other/Unknown MTU 12 IZ|
Services

Showing 1 to 15 of 934 entries Previous 1 2 3 4 5 .. 67 Next

© 2015 - ILETSB

Organizations

Organizations are the hiring agencies for students/officers. The
Organizations page is visually very similar to the Students one just covered. As
with Students, you can view an Organization’s history by clicking its
corresponding button in the History column. You are then able to select the
desired date range and click “Generate Report” to view, copy, print, and
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download (as a CSV, Excel, or PDF file) the Organization’s history for that time
period.

Adding an Organization to the list functions like it does for Courses and
Students. Click the “+” button in the upper-right to start adding the Organization,
fill out the necessary details on the next page, then click the “Save” button to
finalize the addition. As with Students, if you create an Organization with an
entry on PTB, you are encouraged to merge the two listings for consistency
(explained later).
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Training Locations
g‘;?;l,LETM HelloKeith!  Log Off

Training Locations
Show entries Search: | |
Name *  Address Line 1 Address Line 2 City State Zip Owning MTU History Delete
Altamont MTU 13 [x]
Arcola MTU 13 [x]
Batavia MTU 13 =]
Belleville MTU 13 [%]
Bethany MTU 13 [%]
Carbondale MTU 13 [x]
Casey MTU 13 [=]
Champaign MTU 13 |Z|
Charleston MTU 13 [x]
Chicago MTU 13 [%]
clinton MTU 13 [x]
Coles County MTU 13 [x]
Collinsville MTU 13 =]
Cowden MTU 13 [%]
Decatur MTU 13 %]
Showing 1 to 15 of 65 entries Previous 1 2 3 4 5 Next
© 2015 - ILETSB

Training Locations

The Training Locations page shows where an MTU is able to send
students to attend training classes. It is very similar to the aforementioned
Organizations page, both visually and functionally. A “History” button for each
Training Location allows you to view, copy, print, and save (Excel and PDF
formats) a listing of classes for that location. Deletion is a matter of clicking the
“X” and confirming the action. Adding a Training Location, as on other pages,
mean clicking the “+” button in the upper-right, filling out the following page, then
clicking the “Save” button to save that location to the list of those available.

Softmatch
Softmatch allows some officers’ class totals to be automatically on their

class rosters’ pages, under the “Non-Operational Match” column. This number is
the product of multiplying the officer's “Hourly Rate” and “Hours Attended”
columns. If the “Non-Operational Match” total is $0.00, there are three primary
reasons for this to happen:

1. The Hourly Rate is set to 0.00.

2. The Student is not set to a Softmatch-eligible position (listed

below).
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3. The Student’s Organization is not a Softmatch-eligible type (listed
below).

Only some positions are eligible for Softmatch. All positions which are
come from Municipal, County, or University LETM positions. Any positions falling
under State, Government Agency, or Other/Unknown types are not eligible.
Among the LETM positions which are Softmatch-eligible, some do not apply to all
three Softmatch-eligible LETM types.

Any Corrections or Communicator positions that are eligible for Softmatch
are non-University positions, meaning they only apply to the Municipal and
County types. Positions of this type, listed by PTB Rank and LETM position, are:
Assistant Warden, CO
Correctional Officer, CO
Lieutenant, CO
Telecommunicator, T
Deputy Jail Administrator, CO

The following positions, by PTB Rank and LETM Position, are County-only
Softmatch positions:

e Coroner, C
e Assistant Coroner, C

Lastly, these Law-Enforcement, Full-Time (LEFT) positions, by PTB Rank,

are Softmatch-eligible at the Municipal, County, AND University levels

(continued on the next page):

e Assistant Deputy Commander
Assistant Commander
Assistant Chief
Captain
Chief
Chief Deputy
Colonel
Commander
Corporal
Deputy Marshal
Deputy Chief
Deputy
Director
Inspector
Investigator
Jail Administrator
Lieutenant Colonel
Major
Police Officer
Sergeant
Sheriff
Superintendent
Chief Investigator




m lllinois Law Enforcement Training and Standards Board

(continued Softmatch-eligible positions for Municipal, County, and
University agencies):
Assistant Deputy Chief
Special Agent
Detective
Lieutenant Commander
Deputy Superintendent
Acting Chief
Assistant Superintendent
Assistant Director
Special Agent in Charge
Deputy Director
Intern
Officer in Charge
Senior Investigator
Inspector General
Probation Officer



LEDI User’s Manual i

MTU ADMINISTRATORS ONLY
Adding a New User

#!'f"“l P J 0
‘?,.:-’LETM HelloKeitht Loz OFf

User Details n

First Name

Last Name

Username

Password

Email

Email Confirmed Yes©O No®

Phone Number

Phone Number yes©O No®
Confirmed

LockedOut Yes©O No®

Role

@

MTU User

Owning MTU

[

MTU 14

Save

Back to List

© 2015 - ILETSB

MTU Administrators have the ability to add new users for their own MTUS.
If you wish to add a user, make sure that your MTU is selected from the drop-
down list in the upper-left (show as MTU 14 here), then click the “+” button in the
upper-right of the page. You will then be brought to a page, as shown above.
One thing you will have to enter is the new user’s Role. To help determine which
Role to assign, these are the differences in each LETM Role:
e MTU Administrator: Full MTU capabilities, including Student Data
Merge, adding users, updating MTU information, and adding/editing
courses, classes, training locations, and organizations
e MTU User: Can add and edit information for the MTU; no adding of
users or organization/student data merge
e MTU Viewer: Can only view information within LETM; no
editing/adding ability

Fill out the rest of the information on-screen (remember the password
requirements), then click the “Save” button to add the user to your MTU.
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Organization Data Merge

If an Organization or Student has an entry from both PTB and the LETM
system, MTU Administrators are encouraged to merge the records to keep both
records updated and consistent. The Organization Data Merge can be started
from the LETM Report Center. To begin, select the “Non-matching Organization
Data” report. Click the “Generate Report” button to search and return a list of
Organizations without a PTB match on the left, with the right side of each entry
being suggested matches (if applicable). If a match is found, select it from the list
on the right. You will see a new page with information comparisons for the two
entries. Below that information, you will see a list of Students who are affected
by the merge. To finish the merge, click the “Submit” button at the bottom.

Student Data Merge

et i
&# LETM Hello Keith!  Log Off

Student Data Merge

Search Your Data PTB Search

Name Name

active True

Address1

Address2

City

Created 7M4/2015 4:24:02 PM
CreatedBy Sys 635724878400529448
Address2 LETM.Models.Organization
FirstName Hampton Cindy
HourlyRate 0.00

Id 238601

LastName

Note null

Organizationld 9825

owningMTU null

True

7/14/2015 4:24:02 PM

Sys 635724878400529448
LETM.Models.Organization
Hampton Cindy

0.00

238601

null
19825
null

owningMTUId4 4
Phone 309 309
PhoneExt

Position LEFT LEFT
State IL IL

Updated 7/14/2015 4:24:02 PM
UpdatedBy  Sys 635724878400529448
Zip null

7/14/2015 4:24:02 PM
Sys 635724878400529448
null

RRAARAARARAARAAAAXARRRAR@

The following courses will be have altered attendance.

Date - Title
3/13/1995 12:00:00 AM - Leads Recertification
3/17/1997 12:00:00 AM - Leads Recertification

© 2015 - ILETSB

Student Data Merge

The “Non-matching Student Data” report in the Report Center returns a list
of unmatched Student names and possible matches. The Student Data Merge
itself is started from the LETM Ribbon, using the “Student Data Merge” link (only
visible to MTU Administrators). To perform a merge, type the desired hame(s)
into each of the two text boxes shown above. Next, Click the “Preview” button to
see the related information for the users, as well as the course information
affected by the merge. Click the “Submit” button to finish the action.
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MTU Administration

The LETM system also allows administrative users to update their MTUS’
location and certificate information. Your Location information includes street
address, city, and ZIP code. Certificate information includes wording for your
MTU’s certificates, as well as a series of images. These images include the MTU
logo and signatures for the Chairmen and Directors for both your MTU and the
ILETSB. Updating the MTU information requires typing in the new information
into the appropriate text box(es). Updating the signature images requires clicking
the “Browse” button directly under the image you wish to change, then selecting
a new file location from your computer. After you have made your necessary
MTU/certificate changes, click the “Save” button at the bottom of the page to
keep those changes.

IMPORTANT REMINDERS

These topics have been covered throughout this manual, but please keep
these in mind when using the LETM system:

1) LETM functionality for a user varies by the role assigned by the
creator of the account. MTU Viewers cannot make any additions
or edits to LETM data. Only MTU Administrators can do the
Data Merge and create accounts.

2) Many actions (such as adding accounts and generating reports)
require you to select your MTU from the drop-down list in the
LETM Ribbon. If another MTU (or All MTUS) is selected, you will
not be able to make the desired changes on the LETM System.
If this occurs, simply change the active MTU in the upper-right to
your MTU, and you will be able to make changes.

3) When possible, MTU Administrators are encouraged to use the
Student and Organization Merge functions to keep LETM and
PTB records updated and consistent.

4) The LETM system is designed to support most modern browsers
(Microsoft Internet Explorer, Mozilla Firefox, Google Chrome,
Apple Safari, and Microsoft Edge) should handle the site without
issue. If the site is having issues on your computer, try switching
browsers before contacting us.

ILETSB CONTACT INFORMATION

e Please contact ILETSB at 217-782-4540 with any problems you
have.

e The Board’s IT Staff can be reached most easily and quickly at
ptb.edi@illinois.gov.

e The Board’s website is at located at www.ptb.state.il.us.
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