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Presentation Notes
Welcome to PreparingNewMexico.org  This is a full tour of using the Department of Homeland Security and Emergency Management Training Management System for the State of New Mexico



PreparingNewMexico.org 

Homepage 
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This is PreparingNewMexico.org’s Homepage: https://www.preparingnewmexico.org/index.aspx



PreparingNewMexico.org 

Homepage 
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What you see without having to log-in, to get back here you can always click “Home”.



Schedule 
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When You click Schedule, “Any Preparedness Area” and --by Month this is the page. There may be changes but you can always view by calendar month. For this presentation we will follow a Floodplain Manger.Why look here…. Dam Owners EAP , that’s a  class a Floodplain Manger might be interested in taking. Let’s take a closer look.



Schedule 
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Placing your curser over a class will show you basic information on the class. If you click on the class….



Schedule 
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You get to the Class Detail page; at this time you have committed to nothing you are still just looking around. You can confirm this by the notice that say “Click here to log in and then register for this class”. This page you could print out and show to your supervisor as you get permission to attend. In this situation we are ready to register; click the blue link
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“Log In” pop up; if you already have an account with PreparingNewMexico.org please log in and read on



Presenter
Presentation Notes
Review you information on the right  of the page and make any additions /changes. This help keeps your information current and accurate. Please note however you input your first and last name that is how they will appear on class certificates.
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To complete registration you must click the “Registration' "button. You should receive an email showing your status as pending. This will change once the course manage look at your transcript and information and accepts you into the class. Once you are accepted into the class you will receive another email on the change of status; accepted, waitlisted. 
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Anytime you login to PreparingNewMexco.org you will be also be able to see your status on the Home page. If at anytime you need to withdraw from a class go to the ‘trash can’ at the far right of the screen it will show when you place your cursor over it “Cancel registration”
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Click ok; most computer programs will always have a 2nd step before you delete
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The course manager will get an email that you have withdrawn from the class and the course will no longer show up on your ‘page’ when you are logged in



My Account 
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Let us look at what is available when you log into your accountTwo (2) “Log In” buttons



My Account 
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A “Pop Up” window for you sign in occurs



My Account 
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First thing you see is:This time you get a look into my accountShows status: Pending, Waitlist, Confirmed, Denied, WithdrawnI want to check my status of my May class “Flood Flight” 



My Account 
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It shows me…..Registered; I can print this out for travel request etc….It shows the Class date, times and location; it will also reflect if there is a change to any of this information and an email will be sent to all registered studentsA Point of Contact is listed  if you have additional questions



Creating an Account 
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Creating A New AccountIf you don’t have an account yet on Preparing New Mexico https://www.preparingnewmexico.org.; not a problem- click button “Create Account” and follow the steps 



Creating an Account 

Presenter
Presentation Notes
First “Pop up” Window” each step has a “cancel” buttonIntro page: please read most people will qualify for an account questions welcomed – First responders, folks who have to be NIMS compliant, people involved in the Emergency Management Cycle” Preparedness, Response, Recovery and even Mitigation folks like Floodplain Management- people who want to take a class with us.



Creating an Account 
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Step 1/5Basic info- all can be updated as needed“password must be 6 characters long and they can be as long as  2000 characters” most symbols are also allowed



Creating an Account 
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Please be a complete as possible, this is your profile and once created it will stay. After this you will just have to make changes/ corrections and in a very few instances additions; your registration is already been filled out when you log in.



Creating an Account 
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A Primary Discipline is required and there is a pull down menu for you to use.



Creating an Account 
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Choose the Discipline that most closely describes your position- Public Works or Government Administration is appropriate. You must choose one go with what is the closest.



Creating an Account 
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Now lets click next



Creating an Account 
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We don’t advance and if we look we are told in red we need to include a Position/Title. If at anytime something is not working in the website look for instructions in red.



Creating an Account 
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As we type in our job title the site will begin to auto fill what others has put in. If one of these titles works go ahead and select it, if not continue to type and finish your titleNow we can go to the next step



Creating an Account 
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“This step is optional” you do not have to get training emails from us you can just check the website from time to time….Click next



Creating an Account 
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Click “Request Account” we give you another chance to change your mind about creating an account with us.



Creating an Account 
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Click “close” there is no “X” to close the “Pop up window”



Creating an Account 
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This is the ‘almost’ final step to creating your account. You will receive an email at the email address you gave us in you application. It will arrive within 24 hours. Check your spam mail and there have been issues with some agencies spam filters blocking this email. If you do not get it within a reasonable time. Call Felecia Schreier [me] (505) 476-9633  or email at  Felecia.Schreier@state.nm.us and she assist you.



Creating an Account 
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Now you have an “Account’ however you have not yet registered for any classes, if there was a class you wanted to register for you now need to get back to that class and register for it.
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Remember the “register” button? Now you can register for that class you wanted.



Transcript Upload 

After logging In From the Home page  
You can click 
…”View My Transcripts” 
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After logging In From the Home page You can click…”View My Transcripts”We do look for certificates before allowing you into classes. The most basic certificates we require are IS 100 Introduction to ICS and IS 700 NIMS, An Introduction.



Transcript Upload 

And here is how you can put you 
additional certificates in 
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And here is how you can put you additional certificates in



This is the window that opens up 
Step 1: Take the name directly from the certificate.  
The Start Date and End Date are the ones on the certificate and they can be the 
same date (it may be a one day class) 

Transcript Upload 
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This is the window that opens upStep 1: Take the name directly from the certificate. The Start Date and End Date are the ones on the certificate and they can be the same date (it may be a one day class)



Step 2: Provider is who gave the class, it is a 
Pull down menu 

Transcript Upload 

Presenter
Presentation Notes
Step 2: Provider is who gave the class, it is a Pull down menuNot the class you are providing the certificates as pre-requisites.



Here are the choices if it is not listed choose other, and type 
in the Providers Name in the Lower Box 

Transcript Upload 
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Here are the choices if it is not listed choose other, and type in the Providers Name in the Lower BoxFor IS classes please choose FEMA- EMI



Attach your scanned copy  of the single certificate by using the 
“Browse” button.   
 
The certificate is one that you have saved on your computer and 
are now uploading to our website. 
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Attach your scanned copy  of the single certificate by using the “Browse” button.  The certificate is one that you have saved on your computer and are now uploading to our website.You do not have to provide an explanation of the certificate most times, but you may if you feel if it needs clarification.



Transcript Upload 
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When you have competed adding your one certificate to your Training Certificate click the Upload button and you will return to “My Account” page. At that time your certificate will not appear, it will go to a file where an administrator will have to view and approve it.Our goal is to have a course to match it to. For courses that are have prerequisites we monitor and approve on a regular basis. For a course we do not offer they will be a delay. Please Note if there more than one certificate attached it will be denied. 
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Thank you for reviewing this information about PreparingNewMexico.org. If you have addition questions are any comments please contact us.Felecia Schreier		Training SpecialistFelecia.Schreier@state.nm.us       	505-476-9633Joyce Purley  		Training & Exercise Program Managerjoyce.purley@state.nm.us 		505-476-9607
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