
 

TRAINING VIA BRIEFING INSTRUCTIONS 
 

The Training via Briefing feature in ECATTS has been updated in order to make it simpler for training 

managers to use. Keep in mind, this feature is designed to record training delivered in a briefing setting to 

people who do not have accounts in ECATTS and most likely will not have them in the future. For folks 

with ECATTS accounts, we recommend using the External Training feature in the administrator area. 

The Training via Briefing menu is available to individuals with ECATTS accounts who have the Training 

Manager designation applied to their accounts. This is done by either a supervisor or by request to 

support@ecatts.com.  

 

1. Start by logging into your ECATTS account: 

  

mailto:support@ecatts.com


2. Next, locate the link at the bottom left hand side of the page that says 

Training Manager.  

The title of this link may vary depending upon the level of Training Manger who have been designated. 

   

Clicking on the link above will take 

you to the Training Manager Menu 

(right).  

The Training via Briefing menu can 

be accessed by clicking on the link at 

the bottom of the page. Please note, 

you will want to click on Briefing 

Menu rather than the Pre-2017 

Briefings. The latter is an archive of 

previous Training via Briefing 

reports. 

 

 

 

  



3. Add a new briefing or edit an existing briefing. 

From the menu below, you can add a new briefing or edit an existing briefing. To add a new briefing, 

click Add New Briefing link.  

   

 

From there, you will see the 

ADD BRIEFING page 

(right). 

Your base will be auto-filled 

into the base field. Fill in the 

remaining fields with the 

requested information and 

click SAVE. 

  



Once you have added the briefing, you can add briefing attendees by locating the briefing you added from 

the List/Edit Existing Briefings menu. 

 

 

Select the ADD ATTENDEES link under the briefing you are editing.  

 

  



The form below will open: 

 

 

Type in the names of each attendee as well as any other information you wish to collect such as building, 

office, rank, email address, etc. The columns labeled “Extra 1,” “Extra 2,” and “Extra 3” are editable. You 

will be able to rename those columns to make them more pertinent to you. After filling up the form, you 

can either click SAVE (if you are finished adding attendees) or Save and Add More, which will enable 

you to add additional attendees to your briefing. 

Once your briefing has been created and you have added the appropriate attendees, the records will be 

saved in ECATTS. If you click PRINT BRIEFING ROSTER and that will prompt you to open up a PDF 

of the roster. 

 

Print it or save to your files as needed. 


