
Managing Training Sessions in ALTIMS 

Learn how to efficiently navigate and manage training sessions within 
the Alabama Department of Transportation system. This guide provides 
step-by-step instructions for updating enrollments, viewing session 
statuses, and inviting trainers to streamline your administrative 
workflow. 
 

1. Navigate to saltims.dot.state.al.us 

 

https://saltims.dot.state.al.us/


2. After logging in, click the "Operations" tab. 

 

 

3. Under the Operations tab, click the "Sessions" link. 

 



4. On the 'Browse Training Sessions' page, you can view a complete list of training 
sessions or you can filter based on the desired session status. You also have the ability 
to filter sessions via search and via date. 

 

 

5. The "Active" tab displays all sessions that have an 'active' status. Here you can select 
the desired session to make any nessecary changes as shown below. 

 



6. Clicking the "Edit" button allows you to update the session's details as shown in step 
7. 

 

 

7. This screen is displayed when clicking the Edit button. 

 



8. Clicking "Update Enrollments" allows you to update the responders' enrollment 
status as shown in step 9. 

 

 

9. Clicking "Enroll Additional Responders" on the 'Session Enrollment Maintenance' 
page shown below allows you to add additional responder(s) to the class via the 
"Bulk Enrollment" dialogue shown in step 10. 

 



10. This page allows you to add additional Responder(s) to the class by entering his/her 
email in the text box. 

 

 

11. You can also CLOSE or CANCEL the session from the 'Training Session Details' 
page along with the option to ENROLL AS A TRAINER. 

 



12. The "Complete" tab displays all sessions that have a 'complete' status. Here you can 
'view' the desired session to reference the list of Responders for that session and 
generate any available certificates as shown in step 13. 

 

 

13. The 'Training History' page displays a list of responders who attended the class as well as 
their attendance status. The option to print certificates is only available for responders who 
successfully completed the class. You can also add additional responders to the class from 
this page if the class has not been closed for more than 30 days. 

 



14. The "Cancelled by Trainer" tab displays all sessions that have a 'cancelled by 
trainer' status. Here you can 'view' the desired session's details as shown in step 15. 

 

 

15. This screen is displayed when selecting a session that has been CANCELLED. 

 



16. The "Needs Assistant" tab displays all sessions needing additonal trainers. Here you 
can 'enroll as (a) trainer' if desired as shown below. 

 



17. If you are enrolled in a session as a trainer, you will see the "Drop as Trainer" 
button on the 'Training Session Details' which will allow you to withdraw from 
training the class. 

 

18. The "Pending " tab displays all sessions with a 'pending' status. This status is used to 
ensure that a session is not left to be taught by a single trainer. Once an additonal 
trainer has been added/ accepted the status chnges from "Pending" to "Active". Here 



you can 'invite trainer(s)' by selecting from the 'Trainers by County' list displayed in 
step 19. 

 

 

19. Clicking the "Invite" link next to a Trainer's name will send them an email which 
includes the session details and an offer to sign up for the class as an aditional trainer. 
You can also filter trainers via the County dropdown list. 
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