
On Wednesday, January 16, 2019 you will notice a new look to the SEMA Training and Exercise Management System 

(STEMS) Log In page as we roll out the Exercise portion of STEMS.  As a result of rolling out this last phase, it was realized 

a quick tutorial of the system was overdue. 

In order to participate in SEMA sponsored training and exercises, attendees will have to register for a User Profile in 

STEMS. To do this, please go to the STEMS webpage (https://sematraining.com). This can also be found on the SEMA 

webpage under Programs, Training and Exercise then click the Register button.  If you have registered for a training 

course since April 1, 2018, you already have a STEMS User Profile and can proceed to use the system by clicking the Log 

In button.  

 

This will open the Account Registration page. Please note, you will need to have a FEMA Student Identification Number 

to register (see below), as that is what the system uses to track course offerings and exercise participation. All fields with 

an asterisk must be filled in to complete registration. 

 

FEMA SID: If you forgot your FEMA 

SID or do not have one, click the 

What’s this? link and you will be 

directed to FEMA’s page. 

If you have more than one 

Discipline, select the most 

active/relevant for training & 

exercises. 

County is a required field if you are 

a Missouri resident even though it 

is not marked with an asterisk. 

Email: This will be utilized for 

course offering and exercise 

updates; please keep it up-to-date. 

Password: Must contain 1 

uppercase, 1 lowercase, and 1 

number; minimum of 8 characters. 

Personal Details are used to cross-

match data from the old system 

(i.e. training already taken).  

 

 

Phone Number: please keep this 

up-to-date in the event SEMA 

would need to reach out. 

Click the Register Account button 

to finish. 

https://sematraining.com/


Upon a successful registration, you will be directed to your Dashboard. The Dashboard consists of four separate ‘blocks’ 

of information:  Course Registrations, Exercise Registrations, Available Upcoming Courses and Available Upcoming 

Exercises. 

 

Course Registrations: Trainings that you registered to participate in.  The View Full Training History link in the bottom 

right corner of this section takes you to your Training History. If there is a history, all courses and dates taken will be 

listed; otherwise, No Course History Yet will be displayed. 

Exercise Registrations: Exercises that you are registered to participate in.  The View Full Exercise History link in the 

bottom right corner of this section takes you to your Exercise History. If there is a history, all exercises and dates 

participated in will be listed; otherwise No Exercise History Yet will be displayed. 

Available Upcoming Courses: Trainings available for you to attend. Clicking the link at the bottom See More Courses… 

takes you to the Training Calendar. 

Available Upcoming Exercises:  Exercises available for you to attend. Clicking the link at the bottom takes you to the 

Exercise Calendar. 

  



Training Tab 

The Training tab is a listing of all training scheduled to date.  

 

Some of the features of this screen include: 

 Filter available training by course offering; 

 Filter available training by region 

 View course offerings in a monthly calendar; 

 View the course catalog; and 

 View details of a specific Course Offering.  

Filter Trainings 

 

Clicking on the Filter Trainings bar, opens options for narrowing down the search of available courses by Title and/or 

Region.   

 

  



The exact title name is not required to utilize this search function as partial information is accepted (i.e. “300” instead of 

“ICS300 Intermediate Incident Command System”).   

 

If you want to know what is being offered in a specific Region, only complete the Region portion and search.  

 

To be even more precise you can enter Title and Region information to see if a course offering is scheduled for a specific 

Region. 

 

To clear any filters, simply click the Clear Filters link. 



An alternate way to view available course offerings is by the calendar view. To do this, click the View Calendar button. 

 

To view other months, click the Jump to Month filter or use the arrows. 

 

The Jump To Month filter allows you to select a single Month and Year to view what courses are available. 

 



Please note, clicking on any of the course offering titles on the calendar will open the course specific information for that 

offering. 

To get back to “Today”, click the Today button 

 

To register for a training you must be in the Course Offering you would like to attend. In this example, we are going to 

register for the Intelligence Liaison Officer (ILO) course scheduled for January 17, 2019 at University of Missouri-MU 

Healthcare.  Begin by clicking on the Course Title link. 

 

 

 



The details of the Course Offering will be listed and are mostly self-explanatory. All Users will be able to see the number 

of seats available, whether the offering is POST approved, who the Target Audience is (Preference is given), Course 

Availability (Open to the Public, Local Offering Only or Invitation Only), any Pre-requisite courses required to attend this 

offering, and a button to Register for Course. 

Course Availability 

Definitions: 

Open to the Public: Anyone 

can register to attend. 

Mileage to be eligible for 

lodging is 75 miles or more 

from the course location or 

as notated in the course 

offering details. 

Local Offering Only: 

Students whose domicile is 

within 75 miles are eligible 

to attend. Students whose 

domicile is beyond the 75 

mile radius may register to 

attend; however, there will 

be no hotel 

accommodations or other 

reimbursement. 

Invitation Only: These 

courses are set up for a 

specific audience and an 

invitation list is on file with 

the SEMA Training Unit. 

Pre-Requisites: STEMS 

reviews the training 

transcript for the pre-

requisite courses prior to 

approving. If a student is 

denied a course because 

of pre-requisites, contact 

the SEMA Training Unit 

for additional details. 

 

  



Selecting the Register for Course button opens an additional screen: 

 

All questions must be answered in order to continue the Course Registration process. Upon successful registration, 

STEMS will take the user back to Course Offering and their name will be listed on the Course Roster. 

 

Course Roster information is listed below the 

Offering information. If for some reason you need 

to cancel your registration, simply click the Cancel 

Registration button and your registration will be 

cancelled. You should receive an email notification 

from support@sematraining.com if you cancel your 

registration. 

 

 

 

 

 

 

  

mailto:support@sematraining.com


Exercises Tab 

The Exercise tab is a listing of all exercises scheduled to date.  

 

Some of the features of this screen include: 

 Filter upcoming exercises by name and/or 

 Filter upcoming exercises by type and/or 

 Filter upcoming exercises by region and/or 

 Filter upcoming exercises by facility. 

Filter Exercises 

 

Clicking on the Filter Exercises bar, opens options for narrowing down the search of upcoming exercises by Name, Type, 

Region, and/or Facility. 

 

 

  



Just like the Training Calendar, the exact exercise name is not required to utilize this search function as partial 

information is accepted (i.e. “VTTX” instead of “VTTX: Active Threat (Shooter-Office)”).   

 

If you want to filter by Exercise Type, make a selection from the Type dropdown.  

 

If you want to know what is being offered in a specific Region, only complete the Region portion and search.  

To clear all filters, click the Clear Filters link in the lower right corner of the Filter Exercise section. 

 



To register for an exercise you must be in the specific exercise you would like to participate in. In this example, we are 

going to register for the VTTX – Active Threat (Shooter-Office) Tabletop exercise scheduled for February 28, 2019 in 

Region F.  Begin by clicking on the Exercise Title Link. 

 

The Exercise Summary will be listed and most fields are self-explanatory. All Users will be able to see the exercise Point 

of Contact, number of seats available, Mission Area, Scenario, Objective(s) and associated Core Capabilities, 

Threat/Hazard, whether or not the exercise is eligible as EMPG credit and a button to Register for the Exercise. 

 



Selecting the Register for Exercise button registers you for the exercise as a Participant and your name will be added to 

the Exercise Roster at the bottom of the page. NOTE: If your role is something other than as a participant, the Point of 

Contact will update it prior to the exercise. 

To cancel your registration, click the Cancel Registration button listed on the Exercise Summary page. 

 

  



Viewing/Updating User Profile (User Data has been manipulated for training purposes.) 

This is your user profile. It 

includes information that 

should be kept up-to-date to 

ensure you receive Training and 

Exercise credit, notifications 

and cancellations. 

Definitions: 

Fiscal Years: This is for EMPG 

purposes only, and allows SEMA to 

track EMPG requirements as they 

relate to training and exercises. 

APS Courses: Effective January 1, 

2019, the responsibility to issue an 

Advanced Professional Series 

certificate upon meeting the 

guidelines in the brochure falls to 

each state. This section 

automatically tracks the APS 

courses: which ones you have 

completed, which are needed and 

if all requirements have been met, 

a certificate will be available for 

you to print. 

 

If you need to change your password, please click the Change Password button located at the top of this page. A new 

window will open that will allow you to change your password.  NOTE: SEMA no longer stores User Profile passwords. In 

order to change your password prior to logging in, your email address must be up-to-date. If you have any issues, please 

contact the SEMA Training and Exercise Unit.  

 

 

STEMS does not require a new password after so many days; 

however, it is suggested you change your password regularly for 

security purposes.  

The Password criteria is listed on Change Password page and will 

only update after you click the Save Password button. 

  



If you need to update your User Profile, select the Update Profile button (top, right of page). This may need to be done if 

there is a name change, employment change, etc.  

 

All fields marked with an asterisk must be completed prior to saving. The updates will not save unless the Update 

Account button is selected. 

 

  



STEMS provides the opportunity for Users to print a training transcript. These transcripts are the official record of the 

courses that SEMA has on file. To review your training transcript, click the View Training History button at the bottom of 

your profile. 

 

 

A screen similar to the one below will open; everyone has a different amount of courses they have completed. If you 

would like a printout of your Training History (aka Training Transcript), click the Export button located in the upper right 

corner. 

 

  



A new screen will open that will allow you to export your transcript in a PDF format.  To create your PDF Training 

Transcript, click the PDF Format button. You may also elect to have the PDF document emailed to the email on file by 

selecting the checkbox Email Files Once Exported. NOTE: This screen also lists a history of all exports.   

 

Once you select the PDF Format button, you will know STEMS is working to create the list by the Exporting Transcript… 

motion under Saved Exports. 

 

A clickable link will appear when the export is complete. 

 



Clicking on the link will open the PDF transcript allowing you the opportunity to print it out.  Please note, this is 

technically an “Unofficial Copy” of your Training Transcript. If an “Official Copy” is needed, please contact the State 

Training Officer and they will provide a signed copy of your transcript. 

 

If you review your training transcript and believe it is incorrect, please contact the SEMA Training Unit. 

 

To review/print a copy of your Exercise Transcript, select the View Exercise History button at the bottom of your Profile 

page. 

 



Your exercise history will be displayed.  

 

The Exercise Transcript follows the same process for downloading, printing and making corrections as the Training 

Transcript. Please contact the State Exercise Officer if there are discrepancies. 

 


