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Overview 

The mission of the Bureau of Drug and Alcohol Program’s Training Section is to 
provide quality workforce development and continuing education opportunities to 
the Substance Abuse field as well as provide information and educational 
materials to the citizens of the Commonwealth. 
 
We accomplish this through a combination of Regional Training Institutes, Mini-
Regional Trainings, Specialized Training events and On-site Trainings. 
 

Regional Training Institutes are 3-day events which include skill building 
courses as well as knowledge sharing.   
 
The Mini-Regional Trainings are designed to help the field meet their 
continuing education requirements.  These 1-day courses cover topics 
such as Confidentiality, Basic HIV, Addiction 101 and other courses.   
 
Specialized Training Events are trainings that the Bureau of Drug & 
Alcohol Programs deems mandatory.  This includes, but is not limited to 
courses such as Performance Based Prevention System and Clinical 
Supervision.   
 
On-site trainings are designed to meet local needs that could not be 
addressed through the other trainings.  The On-site system is to 
augment other methods and sources of training.  Requests for training 
must be coordinated through the respective Single County Authority to 
ensure that participation is maximized at these events. 
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General 

Logon 
 

1.  To log on to the BDAP Training Management System application, please go to 

http://bdap.health.state.pa.us/BTMS .  You will see the following screen (see figure1) 

 

 
Figure 1 

 
 

 

2.  Enter your username and password and click the Logon button.  If you do not have a 

username and password yet then click on the link below the Logon button to create a new 

account.  You will be taken to the Add User Information page (see figure 3).   

 

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

taken to the Forgot Password page (see figure 2).  There you will enter your username 

and click the Submit button.  Your password will be emailed to you. 

 

 

 

 

 

 
Figure 2 
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4.  If your username and password are valid you will go to the home page (see figure 4).   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Add New User Information 

This page allows you to create a new user.  You are asked to fill out questions on basic 

demographics, contact information for home and work, current employment, education 

and certifications, as well as selecting a username and password (see figure 3).  Once you 

fill out all the required fields, marked with an asterisk, you can click on the “Save” 

button.  If the entered username is not already in use, the new user is saved and you are 

taken to the home page. 

 
Figure 3 
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Figure 3 (continued) 
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Figure 3 (continued) 
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Home Page 

 
On this page you will see an explanation of all course types that are available.  If you 

click on the link regarding the course type you will see a listing of all courses that are 

scheduled (see figure 9). 
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Figure 4 
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Figure 4 continued 
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Navigation Bar 
Down the left side of the screen you will see a navigation bar, use the links to navigate 

through the site. (See Figure 5)  Clicking a link will display the page to the right of the 

navigation bar.  You can click on the “Home” link to return to the Home page at any 

time.  Click the “Contact” Link to send an email to BDAP.  Make sure to use the 

“LogOff” link when you are ready to leave the site. 

 
 

 

 

 

 

 

 

 

 

 

 

 

Figure 5 
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User Accounts 

 
Update User Information 
On this page you are able to update any of your user information that was provided when 

the user was created.  Once you have completed updating the user information click on 

the save button to save your changes.  (See figure 6) 

 
 
1. Click on the “Update Your Information” link on the navigation bar.  This will open 

the Update User Information page with your information pre-populated in the fields. 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Figure 6 
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Figure 6 (continued) 
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Figure 6 (continued) 
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Courses 

 

 

Course Search & Registration 

 
1. To search for a course to register for click on the “Course Search” link on the 

navigation bar.  You will be taken to the Course Information Search page where you 

will be asked to select a search category. (See figure 7) 

 
 

Figure 7 

 
 

 

2. Once you select a search category you are asked to select your specific search criteria. 

(See figure 8)  NOTE: This step will vary slightly depending upon the selected search 

category.  Example in figure 8 is with Course Title as the selected search category. 

 
Figure 8 

 
 

 

3. After making your selection, click the “Search” button.  You see a listing of all the 

courses scheduled that match your search criteria. (See Figure 9)  To return to the 

previous page click the “Return to Search Values “ button 

 

NOTE:  Clicking on the course type links on the home page is the same as selecting 

Course Type in the search category dropdown. 
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Figure 9 

 
 

4. Clicking on a course title will take you to the Course Location / Date listing page.  

Here you will see a listing of the all the locations and dates for the selected course 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Figure 10 
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5. If the type of the course location you selected is an Onsite course you will need to 

contact the person that requested the course to register.  The requester’s contact 

information will appear at the bottom of the screen when you click on the course title. 

(See Figure 11) To return to the previous page click on the “Return to Search Value” 

button. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 11 
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6. For courses that are open for registration you can click on the location name.  This 

will take you to the Registration Confirmation page where you will be asked to 

confirm your intention to register for the course. (See figure 12) To return to the 

previous page click the “Return to Course Listing” button. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 12 
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7. Clicking on the “Confirm Registration” button will register you for the course and 

give you a confirmation number.  In addition, you will receive an email that has the 

course information and confirmation number on it. To return to the previous page 

click the “Return to Course Dates” button. 

 

 

Event Course Search  

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

Course Dates 

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

click the “Search” button (see Figure 13 ) 

 
 
 
 
 
Figure 13 
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3. You are taken to the select an event name page  (see figure 14 ) 

 
Figure 14 

 
 
 

4. When searching by course title you select a course title (that is connected to an 

event) from the drop down list and click the “Search” button (see figure 15 ) 

 
Figure 15 

 

 
 
 
 
 
 
 
 
 
 

5. You are taken to a selection grid that will display all course type (MRTR, 

Event…) with the course title selected above.  Click on  the course title link  (see 

figure 16 ) 

 
Figure 16 
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6. You are taken to the Event brochure listing  (see figure 17 ) 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Figure 17 
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7. When searching by course trainer you select a course trainer (that is connected 

to an event) from the drop down list and click the “Search” button (see figure 18 ) 

 
Figure 18 

 
 
 
 
 

8. You are taken to a selection grid that will display all course type (MRTR, 

Event…) with the course trainer selected above is schedule to train.  Click on  the 

course title link  (see figure 19 ) 
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Figure 19 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

 
 
Figure 20 
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10. When searching by course dates you enter that course start date and end date and 

click the “Search” button (see figure 21 ) 

 
Figure 21 

 
11. You are taken to a selection grid that will display all course type (MRTR, 

Event…) that fall in the entered dates above.  Click on  the course title link  (see 

figure 22 ) 
 

Figure 22 
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Figure 22 continued 

 

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

figure 23 ) 
 
Figure 23 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

 
Figure 24 
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3. There are three different selection methods to select courses to register for by: 

“Display All” button, selecting course name from brochure listing or Selecting 

track letter from brochure listing.   Click “Display All” button   (see figure 24 ) 

 
 
 
 
 
 

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

 
 
Figure 25 
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Figure 25 continued 
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5. Click Course name link.  You are shown the selected course information   (see 

figure 26 ) 
 

 

 

Figure 26 

 

 
 
 
 
 

6. Click Track link.  You are shown the selected course information within the 

selected track   (see figure 27 ) 

 
 
 
 
 
 
 
 
 
 
 
Figure 27 
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Event Single course registration 

 
1. Select one course from the list b clicking the checkbox beside the course 

information.  Click the “Register for Course” button   (see figure 28 ) 

 
 
Figure 28 
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Figure 28 continued 
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Figure 28 continued 
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2. Takes you to the Event Confirmation Page   (see figure 29 ) 

 
 
Figure 29 

 

 
 

3. If you do not indicate that you have read the Event Policy Manual then a message 

will appear “Please click on the check box to indicate you have read the Event 

Policy Manual”   (see figure 30 ) 
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Figure 30 

 

 
 
 
 

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

“Confirm Registration” button   (see figure 31 ) 

 
 
 
 
 
 
 
 
 
 
Figure 31 
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5. You are registered for the course and have been assigned a Registration number.  

From here you can perform the following: Print Registration Statement, Apply for 

a scholarship (see Scholarship area for process).  Click “Print registration 

Statement” button  (see figure 32 ) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Figure 32 
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6. Once  you have clicked the registration statement button a dialog box will appear 

(see figure 33 ) 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Figure 33 
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7. Click the open button and the Registration Statement will generate (see figure 34 ) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Figure 34 
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Figure 34 continued 
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Event multiple course registration 

 
 

1. Use the same method above to select multiple courses to register for by: 

Displaying all courses, selecting single course, or select track. Click the “Register 

for Course(s)” button   
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2. Takes you to the Event Confirmation page (see figure 35 ) 

 
Figure 35 

 

 
 

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

“Confirm Registration” button   (see figure 36 ) 

 
 
 
 
 

 

Figure 36 
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4. You are registered for the course and have been assigned a Registration number.  

From here you can perform the following: Print Registration Statement, Apply for 

a scholarship (see Scholarship area for process).  Click “Print registration 

Statement” button  (see figure 37) 

 
 
 
 
 
 
 
 
 
 
 
 
Figure 37 
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5. Once you have clicked the registration statement button a dialog box will appear 

(see figure 38 ) 
 
 
 
 
 
 
 
 
 
 
 
Figure 38 
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6. Click the open button and the Registration Statement will generate (see figure 39 ) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Figure 39 
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Figure 39 continued 
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Cancel Registration 

 
1. To cancel your registration for a class, click on the “Cancel Registration” link on the 

navigation bar.  This will you take you to a listing of the courses you are currently 

registered for. (See Figure 40) 
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Figure 40 

 
 

2. Find the course for which you would like to cancel your registration and click on the 

confirmation number.  This will take you to a screen to confirm your intention to 

cancel your registration for the selected course. (See Figure 41) 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 40 
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3. Clicking on the cancel registration button will cancel your registration for the course.  

You will also receive an email confirming your registration was cancelled. To return 

to the previous page click the “Return to Registration Listing” button. 
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Scholarships 

 
Applying for a Scholarship 

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

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

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

 
Figure 41 

 

 
 

2. After making your selection, click the “Submit” button.  You see the scholarship 

application of event that you selected. (See Figure 42)  If for some reason you are 

ineligible a message will appear.  

a. Reasons for being ineligible 

i. The Event does not offer Scholarships 

ii. It is past the last date to submit a scholarship application 

iii. All the scholarships have been award the event 

iv. You have not registered for a course at that event 

v. You have already registered for a scholarship at that event 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 42 
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Figure 42 continued 
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3. Once you fill out all the required fields, marked with an asterisk, you can click on the 

“Submit” button. If your scholarship application is saved you will then see a 

confirmation screen. (See Figure 43)     The “Cancel” button takes you back to the 

previous page 

a. Notes: 

i. If you answer “Yes” to the “Received little drug/alcohol training in 

past?” question you must supply the number of hours. 

ii. If you check that you are self employed, you do not need to provider 

supervisor information.    

iii. You must check that you agree to both of the acknowledgments before 

it will accept your scholarship application 

 
Figure 43 

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

page. 
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Registrant Accounts 

View registrant payments 

 
1. To view payments received by BDAP click on  “Registrant Accounts” link on the 

navigation bar.  You will be taken to the view account page where you will be asked 

to select and event name(See Figure 44) 

 

 

 
Figure 44 
 

 
 
2. After making a selection and clicking the submit button you are taken to the payment 

information page where you can view your payments that have been received by 

BDAP. (See Figure 45) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Figure 45 
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3. On the Payment Information grid if a check has been disbursed between multiple 

registrants then the check number will be a link.  By clicking on the check link you 

will be able to see all other registrants that are linked to the check and the amount of 

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

 

 
Figure 46 
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Registration Statement 

View and Print Registration Statement 

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

navigation bar.  You will be taken to the selection  page where you will be asked to 

select and event name(See Figure 47) 

 
Figure 47 

 
 
 
2. Once you have selected an event name and clicked the “Submit” button a dialog box 

will appear(See Figure 48) 

 

 
Figure 48 

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

 
 

Figure 49 
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Figure 49 continued 
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Evaluation Form 

Users have the capability of entering in an evaluation for themselves or editing their 

evaluation that a BDAP Training staff has released for edit.  Once you have completed an 

evaluation you may then print a certificate (See Reports Section). 

 

 

 

1. Click on Evaluation Form link on left navigation bar. (See Figure 50) 

 

 
Figure 50 

 

 

 
 

 

2. Click on Complete evaluation for yourself. (See Figure 51) 

 
Figure 51  

 

 
 

3. Select a course from the drop down list and click the “Submit” button (See 

Figure 52) 

4. Clicking the “Back” button will take the user to Figure 50 
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Figure 52 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Figure 52 continued 
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5. Answer all questions by clicking on the circle next to the appropriate number 

Note: all questions must be answered to be able to submit the evaluation.  If 

any questions are not answered then a message will appear to please answer 

all questions  

 

Note: Overall Comments is not required 

 
6. Click “Submit” button (See Figure 53) 

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

Note: if no courses exist then message will display in drop down list “there are 

no course evaluations to complete” 

 

 

8. An evaluation must be released for Edit by BDAP Training Coordinator 

before a user can edit an evaluation. 
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9. Select Edit a Released Evaluation Figure 50 

 

 

10. Select an evaluation form the drop down list (See figure 53) 

11. Click “Submit” button (See Figure 54) 

 

 

 
Figure 53 

 

 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
Figure 54 
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Figure 54 continued 
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12. Change any answers that need to be updated and click the “ReSubmit” button 

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

 
 

 

 



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

BDAP Training Management System - User Manual 

 

65 

Reports 

  This page allows the user to print a variety of reports.   You are asked to 

select a report type, Select the report and then select the report parameters.  Below is the 

current list of reports available to the user. 

 

NOTE: All reports are produced in PDF form, so be sure to have a version of Adobe 

Acrobat installed on your machine. A current version can be downloaded from: 

http://www.adobe.com/ 

 

Report Description Report Section 

Course Attendance Listing of participants at a 

training session 

Attendance 

Course Catalog List of all courses with 

descriptions, categories, 

levels, and certifications 

Course  

Course Participant Contact 

Information 

Lists the contact 

information for the 

participants of a specific 

course. 

Attendance 

Course Roster Creates a roster for a 

specific course. 

Attendance 

No Show By User Report List of a user’s “No Shows”  

No Shows By Course 

Report 

List of “No Shows” by 

course 

Attendance 

No Shows By Course Type 

Report 

List of “No Shows” by 

Course Type 

Attendance 

Onsite Trainings Report List of onsite trainings by 

SCA and course. 

Course 

Primary Contact Listing List of Primary Contacts Attendance 

Print Course Certificate Print a Certificate from a 

completed Course.   

NOTE: User must complete 

an Evaluation Form and 

BDAP must have entered 

the attendance for the 

course for it to be available 

to print the certificate. 

Attendance 

Print List of Attended 

Courses 

List of a user’s completed 

courses. 

Attendance 

 

 

Scheduled Courses List of all scheduled courses 

organized by date. 

Course 

Scheduled Courses By List of all scheduled courses Course 
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Location organized by location and 

date. 

Scheduled Courses By 

Trainer 

List of all scheduled courses 

organized by trainer and 

date. 

Course 

Scheduled Courses By Type List of all scheduled courses 

organized by course type 

and date. 

Course 

Trainings By Type Report List of trainings by type Course 

 

 
Figure 55 

 

 
 

1. Select Report Section type (See Figure 55) 

 

 

 

 

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

 
 

 

 

 

 

 

 

 

Figure 56 
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3. Clicking the “Return to Menu” button returns you to Figure 55. 

 
 

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

Figure 57 

 
 

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

button returns you to Figure 57. 

 

 

 

 

 

 

 


