
How to Manage SERT TRAC Courses in TRAIN Florida 
 
 

 
It's a New Day in Public Health 

 

 

 
 
What is SERT TRAC? 
 
The State Emergency Response Team (SERT) Training Resource and Activity Center (TRAC) 
Learning Management System is managed by the Florida Division of Emergency Management 
(FDEM).  SERT TRAC provides a course catalog complete with Emergency Management and 
Preparedness and Response online and classroom trainings. 
 
How does SERT TRAC help me? 
 
The Bureau of Preparedness and Response strives to ensure that Florida's public health and health 
care system along with our supporting partners are properly trained, practice their response roles, 
perform response duties, and are prepared to respond to any and all hazards. 
 
This guide will explain how to create a SERT TRAC account, manage SERT TRAC courses, and 
upload course information and course certificates from SERT TRAC into TRAIN. 
 
NOTE: Do not contact your TRAIN Florida Administrator for issues with the SERT TRAC LMS. 
Contact the FDEM Training and Exercise team to addresses all questions and concerns with SERT 
TRAC. 
 
 
Creating a SERT TRAC User Account 
The following steps will instruct you on how to register as a user on SERT TRAC. If you are 
new to the system, we recommend that you view the Orientation to SERT TRAC. 
 
Step 1:  Open your internet browser and navigate to http://trac.floridadisaster.org 
 
Step 2:  On the SERT TRAC home page click on the red Create Profile icon (Fig. 1). 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3:  Complete the registration form. Required fields are marked by red asterisks (*). You will need to     

complete both the Personal Information and Login Information tabs of the form (Fig. 2). 
 
 
 

Figure 1 
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Personal Information Tab 
 
 
 
 
 
 
 
 
 
 
 
 
 
Login Information Tab 
 
 
 
 
 
 
 
 
 
 
 
 
Step 4:  After completing the registration form a confirmation email will be sent to the address you 

provided. You must follow the link in that email to confirm your registration. Please make sure 
to check your Junk or Spam folders, as your spam filters may catch this message. The 
message will be from FDEM.STO@em.myflorida.com. 

 
 Should you not receive the confirmation email shortly after registering, please contact the 

FDEM Training and Exercise team to have your profile activated. You will not be able to log in 
until your profile is activated. 

 
 After following the confirmation link you will receive another email containing your username 

and an EM number. Save this EM number! It is required in order to reset your password.  
 
Logging in to SERT TRAC and Managing Courses 
After your SERT TRAC account is activated you may log in to the system and begin to manage your 
courses. The SERT TRAC user may browse the course calendar, apply and register for courses, and 
manage certificates. 
 
Please check the SERT TRAC – TRAIN Florida courses crosswalk. If the course is listed in 
SERT TRAC and TRAIN Florida, please register and complete the course in TRAIN Florida. 
 

Figure 2 

Figure 2 

How to Manage SERT TRAC Courses in TRAIN Florida 
Powered by DOH Office of Performance and Quality Improvement 

 

2

mailto:FDEM.STO@em.myflorida.com
http://www.floridadisaster.org/Preparedness/TrainingandExercise/index.htm#Contacts
http://www.floridahealth.gov/provider-and-partner-resources/training/train-florida/_documents/sttfcrosswalk.xls


How to Manage SERT TRAC Courses in TRAIN Florida 
 
 

 
It's a New Day in Public Health 

 

 

 
 
The following steps will instruct you on how to enroll in courses through the SERT TRAC 
Student Dashboard: 
 
Step 1:  Open your internet browser and navigate to http://trac.floridadisaster.org 
 
Step 2:  Provide your username and password to log on and access SERT TRAC (Fig. 3). 
 
 
 
 
 
 
 
 
 
 
Step 3:  Select either Browse Calendar or Course Catalog to locate available courses statewide (Fig. 
4). 
 
 
 
 
 
 
 
 
Step 4:  When selecting a course using the Browse Calendar function courses are sorted by month and 
year offered (Fig. 5).  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Figure 4 

Figure 3 
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The Course Catalog lists all courses available in SERT TRAC and can be sorted by name, type or 
category (Fig. 6). 
 

 
 
 
Step 5:  Once you locate the course you would like to register for click the course name and it will bring 
you to the Event Information page. On this page you will find a description, prerequisites for the course 
and other helpful information. To register for the course, click on the blue Apply icon (Fig. 7).  
 

 
 
 
Step 6:  You will be prompted to confirm that you would like to apply for the event (Fig. 8). Either confirm 
to complete the enrollment process or cancel to return to the course details page. 
 

 
 
 
Step 7:  Allow the page a few seconds to refresh, the screen will show that you are now indicated as 
registered for this class. You can scroll down and see that your name also appears on the Pending for 
Supervisor or County/Tribe Emergency Management Approval. 
 
 

Figure 7 

Figure 8 

Figure 6 
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SERT TRAC will send emails to keep you informed as your registration moves through the required 
approval process. You can also visit the Event Information page to view your approval status. From this 
page, you can view a map of the event location, obtain driving directions, download the event to your 
Outlook calendar (many other calendars are supported as well), and find any documents that may have 
been posted for attendees. Note: Direct questions specific to the course to the point of contact listed on 
the Event Information page. 
 
Add a SERT TRAC Course to your TRAIN Florida Transcript 
Once you have completed your training course offered through SERT TRAC you will need to upload 
course information and your certificate as a Non-TRAIN course to your TRAIN Florida transcript. 
 
Basic instructions on how to do so can be found below. For detailed instruction on how to complete 
this process please consult the How to Manage Non-TRAIN Courses Learners Question and Answer 
job aid. 
 
The following steps will instruct you on how to complete the Non-TRAIN Course Details form: 
 
Step 1:  Log in to TRAIN Florida. 
 
Step 2:  On your TRAIN Florida home page - go to your personal Dashboard, locate and click on the My 

Learning tile (Fig. 9).  
 

 
 
 
 
 
 
 
 
 
 
 
Step 3:  When the tile expands, locate and click on the TRAIN Transcript button (Fig. 10). 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 9 
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How to Manage SERT TRAC Courses in TRAIN Florida 
Powered by DOH Office of Performance and Quality Improvement 

 

5

http://www.floridahealth.gov/provider-and-partner-resources/training/train-florida/_documents/qalhowtomanagenon-traincourses.pdf


How to Manage SERT TRAC Courses in TRAIN Florida 
 
 

 
It's a New Day in Public Health 

 

 

 
 
Step 4:  You will be directed to the Transcript screen.  
             Locate the Non-TRAIN Courses section, then locate and click on the Add button (Fig. 11). 
 
 
 
 
 
 
 
 
 
 
Step 5:  The Non-TRAIN Course Details screen will open. This screen is the Non-TRAIN Course 

Details form (Fig. 12). It is important that you accurately complete the form and complete the 
required fields marked with the red asterisks (*). We highly recommend you provide all of the 
requested information, as well as the required information when completing this form.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 6: Submit the Non-TRAIN Course Details form 
 

Click the Save button, located on the bottom of the screen to submit the form. 
 
 
 
 
 
 

Figure 11 
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Step 7: Notify your TRAIN Florida Local Administrator 
 

To assure the efficient processing of the Non-TRAIN Course Details form and verification of 
the course you would like added to your TRAIN Florida transcript you must notify your TRAIN  
Florida Local Administrator via e-mail of your submission.  
 
Use the Local Contact List to locate your TRAIN Florida Local Administrator.   
Once you have located your Local Administrator, click on their e-mail address. 
An e-mail will open, addressed to the Administrator.  
 
Enter the Subject Line: Non-TRAIN Course Details form - {your full name} and send the 
e-mail. Please be sure to put your full name in the subject line. 
You may choose to include information in the body of the e-mail, but it is not necessary.  

 
The steps below will instruct you on how to add a training certificate to a Non-TRAIN Course. 
NOTE: Be sure to save an electronic copy of your certificate in an easy to find location on your 
computer before you try to add it to the Non-TRAIN Course.  
 
To begin you must log in to TRAIN Florida.  
 
Step 1:  On your TRAIN Florida home Page - go to your personal dashboard, locate and click on the  
             My Learning tile (Fig. 13). 
 
 
 
 
 
 
 
 
 
 
Step 2:  When the tile expands, locate and click on the TRAIN Transcript button (Fig. 14). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 13 
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Step 3:  You will be directed to the Transcript screen. Locate the Non-TRAIN Courses section. Make 

a note of, or right click and copy the course title, you will need to enter the exact course title 
on the next screen. Click on the Upload External Certificate button (Fig. 15). 
 

 
 
 

Step 4:  The Upload Certificate screen (Fig. 16).  
 
 
 
 
 
 
 
 
 

To upload the Non-TRAIN course certificate to your transcript: 
 

• Enter or Paste the exact course name into the Title field. This is a required field 
• Click the Browse button and locate your certificate on your computer 
• Click on the certificate file, and follow the browse window directions 
• When the file is loaded the file name will be shown in the Please select certificate file: 

field next to the Browse button 
• To add your certificate, click the Upload button 

 
For additional guidance on how to manage Non-TRAIN Courses in TRAIN Florida please consult the 
Learners Question and Answer job aid on How to Manage Non-TRAIN Courses. If you have additional 
questions or need assistance regarding the management of your Non-TRAIN Courses in TRAIN 
Florida, please contact your TRAIN Florida Local Administrator. To locate your Local Administrator’s 
contact information please use the Local Contact List. 
 
Please remember that all SERT TRAC related questions must be directed to the FDEM Training and 
Exercise team. 

Figure 15 
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