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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 enrollments 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/. 
 

 
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 

 
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: 
 

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

 
o MTU Selector: Using this drop-down menu allows the user to select which 

MTU to view at a given time. 
 

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

 
o Log Off: To the left of the Manage Account, clicking here allows you to 

safely log off from the LETM system. 
 

o 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): 

 
• Courses: For viewing, editing, and adding training courses 
• Instructors: For viewing and editing instructor information and history 

about training instructors 
• Organizations: For viewing and editing information about hiring 

agencies 
• Students: For viewing officer information and history 
• Training Locations: For viewing and editing information and history for 

training academies 
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Manage Account 
 

 
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.). 
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COURSES 

 
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 

 
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) 
• Opening/Closing the course (folder button) 
• Marking students as attended (checkbox button) 
• 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 

 
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) 
• 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 

 
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 

 
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 

 
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 

 
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: 

• Coroner, C 
• 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): 

• 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 
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(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 
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MTU ADMINISTRATORS ONLY 
Adding a New User 

 
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: 

• MTU Administrator: Full MTU capabilities, including Student Data 
Merge, adding users, updating MTU information, and adding/editing 
courses, classes, training locations, and organizations 

• MTU User: Can add and edit information for the MTU; no adding of 
users or organization/student data merge 

• 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 

 
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 name(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 
 

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

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

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

mailto:ptb.edi@illinois.gov
http://www.ptb.state.il.us/

	INTRODUCTION
	LOGGING IN TO THE LETM SYSTEM
	THE LETM RIBBON AND MENU
	Manage Account

	COURSES
	CLASSES
	Adding and Deleting a Class
	Open and Closed Classes

	REPORTS
	Report Center

	STUDENTS
	Adding a Student

	ADDITIONAL FEATURES
	Organizations
	Training Locations
	Softmatch

	MTU ADMINISTRATORS ONLY
	Adding a New User
	Student Data Merge

	IMPORTANT REMINDERS
	ILETSB CONTACT INFORMATION

