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For technical assistance with the Online Part-Time Basic Law Enforcement Program, please contact the Center for the
Application of Information Technologies (CAIT) – toll-free (866) 250-5494 or e-mail at ptpsupport@cait.org.
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OVERVIEw

Coordinators are provided access to 
this site to administer their instructors 
and courses, track student progress, 
and communicate . A username and 
password is required and must be 
obtained before entering the site . 
Contact the Illinois Law Enforcement 
Training and Standards Board to 
request access to the site if you do not 
have a login and password . 

note: Provider Coordinators’ login 
and password information will be sent 
via email from ptpsupport@cait .org . 
Be aware that these emails could be 
labeled as “SPAM”,  so please check your 
“Junk” folder . 

The login screen is displayed upon 
entry to the site . To get to the login, 
type in www.ptbblea.org . 

TEChnICAL SuPPORT 
If you need technical assistance, contact the support center toll free at (866) 250-5494 
or email ptpsupport@cait.org .

help Desk hours
Monday - Thursday (8:00 am to 8:00 pm)
Friday (8:00 am to 6:00 pm)
Saturday and Sunday (12:00 pm to 4:00 pm)
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	 •	

	 •	

GETTInG STARTED

This program requires certain technical 
requirements to run properly . Because 
the program is available over the Internet, 
access to a computer with an Internet 
connection is mandatory .

The Internet connection speed will impact 
how long it takes to load screens of 
information and transmit your responses 
to questions and activities .

Optimal:	High-speed	Internet	(ethernet	
connection, DSL, cable modem, or high- 
speed wireless connection–typically 
256 kbps or greater)
Minimal:	56K	dial-up	(will	be	
considerably slow with download 
times)

TEChnICAL REquIREMEnTS 
You	can	participate	in	the	Online	Part-
Time Basic Law Enforcement Academy 
regardless of your operating system (Mac® 
or Windows®), but there are some basic 
system requirements .

The recommended browsers for this 
system are:
	 •	 I
	 •	
	 •	
	 •	
 

nternet	Explorer	8+
Firefox	3.6+
Safari	5+
Chrome	11+			

There are browser plug-in software that 
must be loaded on your computer for 
the system to run properly, but are free . 
Macromedia Flash is part of most browsers, 
and the Adobe Acrobat Reader download 
can	be	downloaded	from	the	Help	section.
	 •	
	 •	

Macromedia	Flash	Player	10
Adobe	Acrobat	Reader	9	or	higher			

Some of the activities do have sound, so 
speakers or headphones will be needed .
Your display (or monitor) will determine 
how the images are displayed on your 
screen .
	 •	
	 •	

Optimal:	1024	x	768
Minimal:		800	x	600

The system is designed for easy use 
but is ideal for people who have some 
basic Internet and email experience . 
As a user, you will need to have a basic 
understanding of email, be able to connect 
to the Internet, understand how to use 
a web browser, and be familiar with a 
keyboard and its functions .

TEChnICAL SuPPORT 
If you need technical assistance, contact 
the support center toll free at (866) 250-
5495 or email ptpsupport@cait.org .
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	 •	

	 •	

	 •	

LOGIn

Enter the username and password that 
you have been provided via email, and 
click the Enter button to proceed .

The password provided to you initially 
can only be used once . You will be 
presented with a password change 
screen to enter a new password that 
will be easy for you to remember .

Enter your newly assigned password 
as the current password . Enter a new 
password of your choosing; then retype 
the new password and click Save . Click 
Cancel if you do not wish to save your 
changes .

There are a few rules to follow when 
creating your password:

Passwords	must	be	at	least	6	
characters long and no longer than 
12 characters .
Any	combination	of	letters	and	
numbers can be used, including 
only letters or only numbers .
If	uppercase	letters	are	used	when	
the password is changed, they must 
also be entered when the password 
is used to login .

note: Once	your	password	has	been	
reset, it will be the password you use 
until you choose to change it again . 
Your username will always remain the 
same . Write your password down, but 
keep it in a secure place . Do not share 
your password .

Login  ________________________

Password  _____________________



Provider Coordinator Manual (June 2011)                  http://www.ptbblea.org 6

LOGIn

fORGOTTEn PASSwORD
If you forget your password, click on 
the Forgot Password link in the login 
screen . A screen will be displayed 
that will allow you to enter your email 
address and click Send to request a new 
password .

 

The new password will be sent to the 
email address that is on your profile in 
the system from ptpsupport@cait.org .

You will be required to reset your 
password .

Check your email inbox for a message 
from the support team .

The email will contain a new password . 
The password can be used one time to 
enter the system . 

Once	you	enter	the	new	password	into	
the system, you will be prompted to 
change the password to one that you 
can remember again . 
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	 •	
	 •	

	 •	

	 •	

	 •	

	 •	
 •	

PROVIDER COORDInATOR

The Main Menu has a left navigation 
bar with each of the online units listed . 
Clicking on the unit number will display 
the modules for that unit . Selecting 
the Main Menu from anywhere in the 
system will return you to this screen .

The sections of the main menu screen 
are as follows:

welcome – This is a read-only area . 
Profile – This section is used to edit 
and maintain personal information 
such as your name, email address, 
and phone numbers or password 
changes .
Classes – From here, you can view 
current classes, create new classes, 
and rest Unit Exams .
Provider Management –  This 
section will allow Coordinators 
the ability to search for students 
and instructors, post events to 
the class and provider calendars, 
post announcements, facilitate 
discussions, and rest exam logs .
Communication – This section 
is used to communicate with the 
different levels of users through 
email, view previously sent email, 
and share documents with other 
providers .

Click on a unit for additional resources .
Glossary
Resources
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PROfILE

The profile section provides links 
to View/Edit Profile and Change 
Password .

VIEw/EDIT PROfILE
Click on the View/Edit Profile link to 
access your personal information . The 
profile screen will be displayed .

Any of the information displayed in the 
entry area can be edited . Make changes 
as necessary, and click on Save to store 
the information and return to the Main 
Menu . To leave the page without saving 
changes, select the Main Menu link 
from the navigation area on the left .

e 

 

ChAnGE PASSwORD
To change your password, click on th
Change Password link . The change 
password screen will be displayed .

Enter your newly assigned password 
as the current password . Enter a new 
password of your choosing, and then 
retype the new password and click 
Save . Click Cancel if you do not wish to
save your changes .

note:	Once	your	password	has	been	
reset, it will be the password you use 
until you choose to change it again .



Provider Coordinator Manual (June 2011)                  http://www.ptbblea.org 9

LIST Of CLASSES

The Classes section of the main menu 
allows access to the class management 
portion of the administration site .

CREATE nEw CLASS
Coordinators have the ability to create 
a new class . Click on the New Class 
button, fill out the information, and click 
Submit to have the new class created .
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A.  Class Title

A

LIST Of CLASSES

VIEw/EDIT COuRSE
Coordinators may edit the information 
of your course by clicking on the Edit 
link . To view your class and access the 
class tools, communication tools and 
class reports click on the class title .
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The Class Menu provides you with the 
tools, resources and communication 
needed to manage the class . Use the 
left navigation to go back to your list of 
classes or return to the Main Menu .

The sections of the class menu screen 
are as follows:
	 •	
	 •	

	 •	

	 •	

welcome – This is a read-only area . 
Communication – This section 
is used to communicate with the 
different levels of users through 
email, view previously sent email, 
post announcements, participate in 
class discussions, and keep a class 
schedule .
Class Tools – From here, you 
can view the class roster, assign 
instructors to the class, and enable 
specific modules or exams for the 
class .
Class Reports –  This section allows 
you to run reports on the class data 
collected from this system .

CLASS MEnu
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CLASS TOOLS - CLASS ROSTER

The Class Roster provides a list of all the 
active students in the class and tools to 
manage each student within the class .  
There also is the ability to create a new 
student account or transfer one of your 
students in the class to a different class 
of yours .



Provider Coordinator Manual (June 2011)                  http://www.ptbblea.org 13

	 •	

	 •	

	 •	

	 •	

	 •	

A.  Email Icon
B.  Portfolio Icon
C.  Edit Link
D.  Reset Password Link
E.  Logs Icon

D
E

C

A
B

CLASS TOOLS - CLASS ROSTER

Student Management - The following 
tools are provided in each class to assist 
in management of your students in the 
class .

Email icon links you to the 
individuals email screen
Portfolio icon links you to the 
students’ portfolio to view their 
progress in the class
Logs icon displays a list of access 
dates/times by module and by unit 
exam
Reset link resets the password 
and emails the information to the 
account on file
Edit links to the students’  
information to change if needed
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CLASS TOOLS - CLASS ROSTER

Adding Students - To add a new 
student, click on Create New Student . 

Each of the fields on the form is 
required except for the middle initial . 
Once	all	the	information	is	entered,	click	
on the Create button .

Next you will be asked to select an 
Agency this student belongs to .  Click 
on the Select button, which brings up a 
search box with different search options 
to locate the student’s Agency .  When 
you have located the correct Agency, 
click on the FEIN number link to assign 
the student to that Agency .

The student will fill out the Student 
Information when they log into the site 
for the first time . The Associated Class 
confirms the class you are placing this 
student into . 
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CLASS TOOLS - CLASS ROSTER

When the Agency is selected and all the 
information in the form is filled out, click 
on the Save button to complete the 
student registration . 

Once	you	have	added	students,	an	
email confirming registration in the 
program will be sent to the student . 

note:  Please notify students to look for 
this from ptpsupport@cait.org .

The email provides the link to the 
site and username and password for 
the student . It also explains that the 
student will be prompted to change the 
password upon entry into the site .

Editing Student Information	-	Once	a	
student enters the site and provides the 
necessary profile information, the status 
on the site is Active .

To archive a student, you must click 
the Edit link of the student in the class 
roster . In the Student Information 
screen, next to Status you can change 
from Active to Archive using the pull 
down option .
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CLASS TOOLS - CLASS ROSTER

Other	information	like	email	or	Chief	
Administrator can be changed on this 
screen . Please be aware the Provider 
Coordinator must perform changes to a 
student’s email address .

To confirm and apply any of the 
changes to the student information, you 
must click the Save button .  If you have 
made a mistake, click Cancel and return 
to the Class Roster screen .
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CLASS TOOLS - CLASS ROSTER

Provider Coordinators have the ability 
to transfer a student from one class in 
your provider to another within your 
provider . 

note:  The students’ progress in the 
class is not lost in the transfer .

To transfer a student, first you must 
select the class the student will be 
transferring	to.		Once	you	have	selected	
the class in the Class List, click View 
Class Roster link under Class Tools .  
Next click on the Transfer Existing 
Student button to view a list of all your 
students in your provider .  You can 
search by last name to find the student 
for transfer, click on the Add checkbox 
next to their name .

To complete this process and transfer 
the student to this class, click on the 
Add to Roster button .  You will now see 
that student is listed in the class roster 
for the class you have selected .
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CLASS TOOLS - ASSIGn InSTRuCTORS

VIEw/EDIT InSTRuCTORS
Instructors can be assigned to the class 
by clicking on Assign Instructors on the 
Class Menu screen . This will display the 
following screen .

note: Instructors are not mandatory 
but recommended to assist in 
monitoring student progress and 
answering questions . Instructors can be 
assigned to specific modules or units .

Adding Instructors - Instructors can 
be added by clicking the Register New 
Instructor link .

Enter the appropriate information for 
the instructor, and click Create . Similar 
to the student registration, Agency 
information has to be set once you click 
the Create button . When an Agency is 
selected the instructor registration is 
complete .

note:  All information except middle 
initial and agency address 2 are 
required .

An email is sent to the instructor with 
information to login to the site .

note:  Please notify Instructors to look 
for this email from ptpsupport@cait.org
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CLASS TOOLS - ASSIGn InSTRuCTORS

To edit an instructor’s information, 
simply click on the link of their name, 
and make the necessary changes .

Instructor Assignment -	Once	an	
instructor has been added to the 
system he can then be assigned to a 
class .  When you are viewing the Assign 
Instructor screen, you will see all active 
instructors in the system, and be able 
to select one or more to assign to this 
class .

There is a search option if needed to 
find the instructor you are looking 
for.		Once	the	instructor(s)	have	been	
located in the list, click on the check box 
on the right then click Assign button .

When the Instructor has been assigned 
to the class, their name will appear 
in the Assigned Instructors list at top 
of the screen .  Now you may assign 
the content within the class to the 
instructor .
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CLASS TOOLS - ASSIGn InSTRuCTORS

Assigning Content - Instructors can be 
assigned specific content within the 
course .  Locate the instructor under the 
Assigned Instructor list and click on the 
Modules link in the list .

You are provided a list of all modules 
and all lessons in each module .  
Select the checkbox of the units or 
modules you would like to assign the 
instructor to .  Click Save when you have 
completed the content assignment for 
this instructor .

Unassign Instructor - To unassign an 
instructor from the class, click on the 
unassign check box next to the name, 
and click the Unassign button . 
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CLASS TOOLS - EnABLE MODuLES AnD ExAMS

Enable Modules and Exams
Modules must be enabled before 
they are visible on the website to the 
students . Click on the Enable Modules 
and Exams link, and the list of available 
units, modules and unit exams will be 
displayed . Selecting the box next to a 
unit title will allow access to the unit 
and all of the modules listed under 
it . Each module can also be selected 
individually by clicking on the box next 
to the module . Unit Exams should be 
selected when you want students to 
take the exam .

If a unit, module or exam is already 
selected, a check mark will be displayed 
in the box . To deselect it, click on the 
box .

Click on Save when all of the changes 
have been made .

note: Turning modules and exams 
on and off is the responsibility of the 
coordinator .

note: Students will not be able to 
access unit exams you have enabled if 
they have not completed all modules 
within the unit .
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CLASS REPORTS

STuDEnT COnTACT InfORMATIOn
This report displays the information of 
each student in the class .  A search by 
last name, first name, email, last four 
SSN, and FEIN is provided .

InSTRuCTOR COnTACT 
InfORMATIOn
This report displays the information of 
each instructor assigned the class .  A 
search by last name, first name, email, 
and FEIN is provided .

ExAM quESTIOn EVALuATIOn 
The data in this report provides a list of 
all exam questions, the amount of times 
each question was asked, the amount of 
times it was answered correctly, and the 
overall correct percentage of each exam 
question .  A search by unit and module 
is provided .

MODuLE EVALuATIOnS 
This report provides the student 
evaluation information by unit and 
module .

ExPORT CLASS DATA
Student data for the class can be 
exported for use with other software 
programs .

CLASS PROGRESS AVERAGES
This report displays the average score 
for each Module and Unit Exam .

CLASS unIT ExAM SCORES
Search by units and view a report that 
shows all Unit Exam scores for each 
student in the class .
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CLASS REPORTS

DETAILED CLASS PROGRESS
This report shows the scores of lesson 
reviews, module exams and unit exams 
for each student in class .

SATuRDAy ATTEnDAnCE ShEET
This form is provided to assist in taking 
attendance .

InSTRuCTORS By MODuLE
This report displays a list of modules ad 
which instructors are assigned to each .

MODuLES By InSTRuCTOR
This report shows instructors listed with 
each of the modules they are assigned 
with .
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PROVIDER MAnAGEMEnT

The Provider Management area of the 
main menu is a collection of tools that 
helps manage students and instructors 
in your provider .

Student Search provides you a full list 
of the students found in your provider .  
With this tool you have the ability to 
email the student, check their progress 
in their Portfolio, view their logs, and 
reset their password if requested .  There 
is a search of last name to help locate 
a student, and you have the ability 
to search both active and archived 
students .
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PROVIDER MAnAGEMEnT

Instructor Search allows you to search 
for any Instructor that is assigned to 
a class in our provider .  For instructors 
you can send them an email, view their 
logs and reset their password from this 
screen . Similar to the student search, 
there is a last name search and you 
can search both active and archived 
instructors .
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PROVIDER CALEnDAR

The Provider calendar can be used to 
post an event for all classes in your 
provider, or a specific class found in your 
provider .  The view for this calendar is a 
list view showing the date of the event, 
which classes this event was for, and 
the title of the event .  Click on the title 
of the event to see the date, time and a 
brief description of the event .

To search for an event, select the 
year and month, then the screen will 
automatically refresh to show the 
events of the month and year you 
selected . When selecting the month for 
your search there is an option to select 
Entire Year .

To create a new event, click on the New 
Event button on the right side above 
the event calendar list .  Fill out the 
information and make a decision if you 
would like to post this event to students 
for all classes in your provider or for a 
specific class .

The Students view of the calendar will 
be similar to your view of the calendar, 
but will not have the ability to add a 
new event .
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PROVIDER AnnOunCEMEnTS

The Provider Coordinator has the ability 
to post announcements to all classes 
in your provider or a specific class in 
your provider .  Select Announcements 
from the Provider Management area 
of the main menu .  You will see a list 
of announcements, which have been 
posted .

To add an announcement, click on the 
New Announcement button .  Select 
which class the announcement is 
for, and fill out the title and message 
of the announcement .  To post the 
announcement to the class click the 
Submit button .

The Students view of the 
announcements will be similar to your 
view, but will not have the ability to add 
a new announcement .
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DISCuSSIOn BOARD

As Provider Coordinator you have 
to first set up topics before classes 
can engage in online discussions .  
On	the	Main	Menu	under	Provider	
Management you click on the 
Discussion Board Topics link .

This screen will show you the current 
topics already created, and a button to 
create a New Topic .

When you click on that button you fill 
out the title of your topic, select if this 
is to be a discussion for all classes or 
a specific class, and click Save to post 
your topic .
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DISCuSSIOn BOARD

For a Provider Coordinator to monitor 
or participate in a class discussion, 
they must first enter the Class Menu 
for the class they wish to join a 
discussion.	Once	in	the	class,	select	the	
Discussion Board link found under the 
Communication section of the Class 
Menu .

Select a topic by clicking on the link, 
which will take you to a screen to 
display of all the discussion posts for 
this topic . Each discussion post has a 
link you click on to view .  To reply to 
the discussion post, click the Reply to 
Thread button .  Click Post New Thread 
to create a new message .

When posting a new message or 
replying to a posted message, fill in the 
subject and message, and then select 
Save to post this message . Your new 
message will be placed at the bottom 
of the discussion list .  Your reply will 
be placed below the message you are 
replying to .
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In the Communication area, you 
have the ability to email ILETSB 
Administrators, other Provider 
Coordinators, Instructors and Students .  
All email within this system functions 
the same .

When you first select a group to email, 
a list of all individuals in that list is 
provided . In that list is three email 
options .
	 •	

	 •	

	 •	

To - Direct email to the individual 
selected .
CC - A copy of the email is sent to 
the individual selected, but it is not 
directed to the individual .
BCC - A copy of the email is sent to 
the individual, but it is not directed 
to the individual and no other 
recipients can see this persons email 
address .

To select one of those options for 
everyone in the list, click the underline 
link of To, CC, or BCC . There is also an 
option to send a copy of the email to 
yourself .

Click the Send Email button when you 
have filled out the subject and message, 
and include any attachments you would 
like included .

COMMunICATIOn - EMAIL



Provider Coordinator Manual (June 2011)                  http://www.ptbblea.org 31

COMMunICATIOn - VIEw SEnT EMAIL

This feature in the Communication area 
provides you with a record of the emails 
you have sent through the system .   
Click on the View Sent Email link in the 
main menu to access these records .

A list of sent emails with date sent, 
subject, and if there was an attachment 
is found on this page .  Click on the 
subject from the list to view the full 
email message .
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COMMunICATIOn - DOCuMEnT ShARE

Provider Coordinators and ILETSB 
Administrators are able to share 
documents with each other by posting 
to the Document Share area under 
Communications .

In the Document Share area there 
are two categories listed for you to 
post your documents under .  Select a 
category by clicking on the link to view 
a list of all the users who have posted .  
The list displays how many documents 
they have posted, and when was the 
last document posted .

Select a name to see the full list of 
documents they have posted .  To 
download a file, click on the link of that 
file .

To post or upload a document, click on 
the Upload Document button on the 
category list screen of Document Share .  
When uploading a document first you 
must select the category it is to be 
posted	in.		Once	a	category	is	selected,	
browse for the file you want to upload, 
create a title for the file, and click on the 
Submit button to upload your file to the 
Document Share .
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LOGOuT

When you are ready to exit the system, 
click the Logout button found in the 
upper right corner of the screen . You 
will be logged out of the system and 
taken back to the Login screen . You can 
then close your browser window and 
exit the system .

A.  Logout Button

A
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CuRRICuLuM OuTLInE AnD DEfInITIOnS

note:  The remaining pages are pages from 
the student manual and are being provided 
for you to reference .

There are nine units and 32 modules in 
this system . Some of the materials will 
be presented online through this system, 
and some materials will be delivered in 
the classroom . Below is the list of units 
and corresponding modules . For Saturday 
classroom schedule and curriculum, see your 
Provider coordinator .

unit One
	 •	 Module	1:		Laws	of	Arrest,	Search,	and	

Seizure
	 •	 Module	2:		Criminal	Offenses	in	Illinois

unit Two
	 •	 Module	1:		Supplemental	Law	

Components
	 •	 Module	2:		Drug	Enforcement
	 •	 Module	3:		Patrol	Procedures
	 •	 Module	4:		Case	Preparation	and	

Courtroom Testimony

unit Three
	 •	 Module	1:		Crimes	in	Progress	
	 •	 Module	2:		Fundamentals	of	Report	

Writing
	 •	 Module	3:		Vehicle	Stops	and	Occupant	

Control
	 •	 Module	4:		Police/Citizens	Relations

unit four
	 •	 Module	1:		Juvenile	Law	and	Processing
	 •	 Module	2:		Ethics
	 •	 Module	3:		Fundamentals	of	Investigation
	 •	 Module	4:		Interview	and	Interrogation

unit five
	 •	 Module	1:		Motor	Vehicle	Theft
	 •	 Module	2:		Crimes	Against	Persons	and	

Property
	 •	 Module	3:		Crime	Scene	Identification
	 •	 Module	4:		Booking	Process	and	

Procedures
	 •	 Module	5:		Service	Calls

unit Six
	 •	 Module	1:		Communication	in	the	Police	

Environment
	 •	 Module	2:		Domestic	Violence
	 •	 Module	3:		Child	Abuse
	 •	 Module	4:		Crisis	Intervention/

Disturbance Calls
	 •	 Module	5:		Dealing	with	Variant	

Behavior

unit Seven
	 •	 Module	1:		Illinois	Vehicle	Code
	 •	 Module	2:		Traffic	Crash	Investigation

unit Eight
	 •	 Module	1:		Initial	Medical	Response
	 •	 Module	2:		Crowd	Behavior

unit nine
	 •	 Module	1:		Law	Enforcement	Driving
	 •	 Module	2:		Tactical	Communication	

Exercise
	 •	 Module	3:		Gangs
	 •	 Module	4:		Homeland	Security	

Orientation

DEfInITIOnS
The materials for this program have been 
divided into units . Each of the units is 
made up of modules . The modules contain 
lessons and activities . Your Provider will 
assign the modules you are to complete . 

Remember, the units in bold type are the 
ones that are available to you . The same 
thing applies to the modules; the ones in 
bold are the ones that you must complete . 
Modules are considered completed when 
all of the lessons and activities in them 
have been completed . 

Some lessons will have a review or quiz; 
some will not .  The same is true for modules 
and units . When reviews are included, 
they must be completed before a unit or 
module is completed .
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	 •	

	 •	

	 •	

	 •	

	 •	

MODuLE nAVIGATIOn

When users click on the Curriculum 
Outline, all of the units for the course 
are displayed in a pop-up window as a 
PDF file . 

Clicking on a specific Unit number will 
display the first module available on 
the screen . In the example to the right, 
Module 1 is not available, so Module 2 is 
the	first	one	to	display.	Other	modules	
in the unit are displayed on the left 
side	of	the	screen.	Only	the	modules	
available per your Provider will be 
highlighted in bold .

The Menu located on the left of the 
screen will be visible throughout 
the course . This allows you to select 
available modules at all times . You also 
have the option to leave a module and 
return to it in the same place . (A link 
to resume training at the last module 
will be presented to you on the main 
screen .)   

The first screen of each module 
provides an overview of the topic and 
an outline for lessons and activities that 
are assigned .

The module overview will generally 
include the following:

Module	description	–	explains	what	
the module will cover and what 
exercises will be included
Module	goals	–	explains	the	learning	
goals of the module
Module	objectives	–	lists	the	
objectives for the module
Module	topics,	lengths,	and	
methods– lists the topics by lesson 
and includes the estimated time it 
will take to complete it
Module	content	origin	–	lists	the	
reference materials that were used 
to develop the module and the 
author .
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Scroll down the page and review the 
reference materials . When you are 
finished, click on the link provided to 
start the lessons .

LESSOn nAVIGATIOn
There are buttons at the top right 
corner and bottom right corner of 
each screen that allow you to proceed 
(Next) in the lesson as well as to return 
to a previous page (Back) .  The lessons 
have also been numbered so that 
you will always know where you are 
within a lesson . You are required to 
complete each lesson in sequence in a 
module, completing all activities and 
assessments as you go .

A.  Back and Next Arrows

A

MODuLE nAVIGATIOn
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MODuLE nAVIGATIOn

REVIEwS
In all modules, when the instruction is 
completed for each lesson, you will be 
given a lesson review . To the right is 
a	sample	of	a	Lesson	Review.	Keep	in	
mind that some Lessons may not have 
reviews . You will select the best answer 
by clicking on the bubble associated 
with your choice and then click the 
Submit button located at the bottom of 
the review .

Submitted Review
Once	the	Submit button has been 
clicked, a summary of your responses 
will be displayed .  

The score is displayed, and comments 
are included for your review . If your 
answer was correct on a question, you 
will see a reference to the material . If 
you did not select the correct answer, 
you will be referred to a location within 
the site to find the correct answer . The 
results are stored in your Portfolio .   
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MODuLE nAVIGATIOn

Multiple Submissions
Once	the	lesson	review	has	been	
submitted and graded by the system, 
you cannot retake the same lesson 
review again . You will receive a message 
indicating that an additional attempt to 
submit a review is not allowed .
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MODuLE COnSISTEnT ELEMEnTS

AnIMATIOnS
Throughout each module, interactive 
activities or animations are provided to 
assist learners in better understanding 
the materials . These consist of drag and 
drops, definitions, videos, audio, and 
match . Flash, a free software used to 
run these animations, is required . (See 
hardware and software requirements) .

DVD
In some modules, Recommended 
Videos are suggested to expand on 
and/or reinforce the module material . To 
check out a video, learners can contact 
the Illinois Law Enforcement Media 
Resource Center at (800) 843-2690 .

B.  DVD Icon

B

A.  Animation

A
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MODuLE COnSISTEnT ELEMEnTS

SCALES Of juSTICE
Throughout the modules, Illinois laws 
are referenced . Learners are instructed 
to go the Illinois General Assembly 
website and read the definition for each 
term being discussed . 

ACTIVITIES
Throughout the modules, activities 
are required . These activities involve 
downloading a document in which 
you will be instructed to read an article 
or complete a real-world activity . 
Assignments should be emailed to 
your course facilitator once they are 
completed .

D.  Activity Icon

D

C.  Scales of Justice

C
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ExAMS
Exams are also a critical part of this 
online curriculum for review and 
practice .  Mini quizzes are given after 
each lesson within the module, and 
module reviews are given at the end 
of each module . Upon submitting your 
answers, immediate feedback is given 
on whether your answer is correct or 
incorrect and where you can find the 
information . Each exam/review must be 
completed before the user can proceed .

note:  All tests are randomized; 
therefore, no two tests are alike .

MODuLE COnSISTEnT ELEMEnTS
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ExAMS

STuDy GuIDE
The study guide will be available in PDF 
format for you to download in your 
portfolio . There is a link for each study 
guide found with each module listing in 
the portfolio .

unIT ExAMS
You will be prompted to take the online 
unit exam upon completing all modules 
within a unit . These will appear on the 
left navigation menu when all modules 
are completed and your Provider 
Coordinator has turned them on . Unit 
exams will use randomized questions 
from a test question bank and each 
test will be different . The number of 
questions on a unit exam will vary, but 
the amount of questions listed on each 
page will be limited to ten .  

Students will be allowed to navigate 
back and forth within the unit exam if 
they would like to change an answer on 
a previous page . 

Once	a	student	begins	a	unit	exam,	
they are locked into that exam until 
it is finished .  Students leaving and 
coming back will be taken right back 
to the section in the Unit Exam they 
left .  Students will not be able to go to a 
previous content page or navigate from 
a bookmarked page, each time they will 
be taken back to the unit exam . 

A.  Study Guide Link

A
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ExAMS

If	you	do	not	achieve	70%	or	higher,	
your coordinator will be notified, and 
you will be required to retake the unit 
exam online . Provider coordinators will 
be alerted via email when any students 
fail unit exams . Coordinators should 
also check student portfolios for all 
exam scores .

If the students fail the retake, the 
coordinator must notify the State Board . 

note: If you leave the system and return 
prior to starting the unit exam, there 
will be a button in the navigation below 
the list of modules for each unit titled 
“Unit Exam” to return to the unit exam 
screen . This button will only be lit up (or 
activated) once all module exams for 
that unit have been completed .

note: Your Provider Coordinator will 
notify students when unit exams are 
available to take .  Unit Exams will be 
available in the left navigation when 
they are enabled by the coordinator . 
Remember students will not be able 
to access any unit exams until they 
complete all modules in that unit .

B.  Unit Exam Button

B
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GLOSSARy

Below the course menu on the left side 
of the screen is a button for the course 
glossary .  Like the course content, you 
can access this feature anytime .

The default display of the glossary starts 
with all words that begin with ‘A’ .  The 
glossary allows you to select any letter 
of the alphabet to view the collection of 
terms for that letter .

There is also a keyword search that 
allows you to not only search the 
different terms in the glossary, but 
search keywords within the definitions .
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RESOuRCES

The Resource section of this course 
is located on the left side navigation 
below the glossary, and can be accessed 
at any time .  This page is a collection of 
all the PDF resources used throughout 
the course content .  The resources 
are organized by units, and can be 
downloaded by clicking the resource 
title .

At the bottom of the list of resources is 
contact information for the Illinois Law 
Enforcement Media Center if you wish 
to view one of the videos mentioned in 
the course .


