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Objectives

® Schedule, manage, monitor and maintain courses

® Book delegates onto courses

® Track qualifications

® Analyse budgets and cost breakdowns

® Track costs

® Set tasks to keep track of courses, delegates and qualification expiry dates
® Run, create and save reports

® (Create mail merged document templates and merge with employee and
course data

® (Create email templates to send to delegates

® Upload certificates
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Introduction to Simply Personnel Training Manager

The Training Manager Module allows a user to carry out several training related tasks such as

scheduling courses and booking employees onto those courses as delegates. A user can also define

the training needs for the company which will then automatically update an employee’s training

record according to their job title and any needs linked to it. Employees can also be awarded

‘Qualifications’ automatically, the system will then alert a user if the qualification is about to expire.

Finally the system allows a user to track and report on their training budget and expenditure

throughout their budget year.

&

Dashboard

Simply Personnel

@ Personnel Manager

@ Training Manager

n” Recruitment Manager

@é“@ Employee Self Service

Your Support Expires on; 31/12/2999

% Knowledge Base & Helpdesk

& Guides & Tutorials

Contact Us:
0844 6593 1247
Calls cost 7 pence per minute
plus your telephone company's access charge
Licence Queries:
simply.personnel@croner.co.uk

Technical Support:
support@simplypersonnel.zendesk.com

Task Summary

! 34 URGENT TASKS
! 1UPCOMING TASK

(@ 99 FUTURE TASKS

Follow Us:

OO0 06
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System Setup

The System setup section allows a user to configure the module to meet their company’s
requirement i.e. defining the qualifications employees may be awarded, creating budget years or

setting up courses employees may attend.

e Select system setup

3 Schedule Training Course

Training Manager

I System Setup ,
@

‘@ Course Maintenance

‘@ Course Diary

‘@ Manage Delegates

Task Summary
! OURGENT TASKS

1 0 UPCOMING TASKS
® 0FUTURE TASKS

e The system will take the user to the system setup configuration table.

Training System Setup

Qualifications

D

—

[lll Budgeting

)

Training Provider

lhe |

Courses

& Standard Training Need

¢

@ Training Needs Profiles

EEE
LS SN

Course Level Tasks

A SN

Delegate Level Tasks

u Standard Task

g Training Status

ﬁ Training Documents

e Select qualifications
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Qualification Maintenance

This area allows a user to define the Grades, Subjects and Qualifications that employees will be
awarded when a course has been completed or alternatively qualifications that employees may have
previously achieved.

Qualifications Setup

< Grade >

= Qualifications

EH subject

Grade: Allow a user to create grades and link qualifications employees have been awarded i.e. Pass,
Fail, Merit etc.

[ |
C ) Qualification Grade Maintenance
In Use
Name In Use {
Certificate of Attendance M
Fail %
Pass
N
CoD
—

e To create a new grade, click on ‘Add’
e Enter grade
e Click ‘ok’
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Qualifications allow users to define the type of qualification employees may be awarded i.e

Certificate of attendance etc.

Qualification Maintenance: This option allows a user to create the level of qualifications employees

may be awarded i.e. A Level; BTEC; GNVQ etc

To create a new qualification, click on ‘Add’, enter the name of the qualification and a description

then click ‘ok’.

Main

Name: || |

Desciption: | | @ Qualification Maintenance
In Use
MName Description
A Level A Level
BA BA
Degree Degree
Diploma Diploma
HND HMD
Masters Masters

To create a new qualification;

e click on ‘Add’

e enter the name of the qualification description

e Select ‘ok’.

Subject Maintenance: This option allows a user to define the subjects of qualifications that

employees may be awarded l.e. First Aid at Work; Food Hygiene; Manual Handling etc

e Select Add
e Ok to save.

Subject Maintenance

Main
Name: || |
Description: | |
In Use g
Version 1

Training Manager

Administration

Administration

Business Planning

Business Planning

Customer Care

Customer Care

Effective Sales Techniques

Effective Sales Techniques

First Aid

First Aid

Fork Lift Truck Driving

Fork Lift Truck Driving

Health and Safety

Health and Safety

Management Skills
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e To create a new subject, click ‘Add’
e Enter the name of the subject and a description
e C(lick ‘OK’.

Budgeting

This area allows users to track and report on any costs that may have been incurred as a result of
any training organised or completed. In order to track costs first define various aspects of the
training budget. It allows the user to specify budge holders per department

Q Dashboard - x

Training System Setup

v
¥ Course Level Tasks

EEE

Bl Qualifications

L4

Delegate Level Tasks

-~

111 Training Provider u Standard Task

- i H—

&= Courses é Training Status

& Standard Training Need Iﬁ Training Documents
'3& Training Needs Profiles

e Select budgeting

e The system will now present the budgeting table
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Budget Holder Maintenance

Budget Holder Maintenance is where a user may specify which employees have training budgets
allocated to them.

Training Budgets
@get Holder MaintenaD ? Training Budget Maintenance

ﬂ Budget Type Maintenance

& Budget Holder Maintenance - x

ﬂé Cost Type Maintenance

Karren Jones

E Analysis Code 1 Maintenance

E Analysis Code 2 Maintenance

@ Budget Year Maintenance

e Select ‘Budget Holder Maintenance’
e Select ‘Add’

e C(Click the button to the right of the ‘Budget Holder’ field and select the relevant employee.

e Click select

fr———

Budget Holder Maintenance

Main Employse Search  Employes Tree
Karren Jones | Search Resuts
Employee ID: OtherNames » |Department |Location
n Use STIFIE 1 Abbett Albert London
= 2 Adems Matthew Sales Londen
3 Ainsworth Julie Sales Londen
% Alcock Vicky Sales London
Payroll ID: 3 Bathley Catherine Man. London =
i - 1 Beasley James Management London
2 Bown James Production  London
e 32 Buton Domonic Production  Leeds
7 Eutler Adam Production  London
B Simon Production  London
10 Cockill Loyd Production  London
0 Colins Sam Administration Birmingham
5 Cooke Jenny Accounts  London
15 Cooper Rodger Production  Leeds
Main 17 Eden John Preduction Leeds
1 Emmerson Kieth Sales London
e 18 Empson Phillip Production  Leeds
Work 13 Falkner Sam Production  London
31 Glover Jane Sales London
Dept/Loc 19 Graham Jane Administration Leeds I
Course - frmmme

This process may be repeated to capture all budget holders.
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Budget Type Maintenance

This option allows users to name their various training budgets i.e Marketing’s training budget or it

could be you require just one budget type called Training Budget.

@ Dashboard

E Budget Holder Maintenance

—

>

/ \

Training Budgets

? Training Budget Maintenance

—
iy ;
wget Type Malntenance/

Budget Type Maintenance

Mame

“é Cost Type Maintenance

Travel

Training Facilities

lz Analysis Code 1 Maintenance

lz Analysis Code 2 Maintenance

@ Budget Year Maintenance

e Select ‘Budget Type Maintenance’
e Select ‘Add’
e Enter the name of the budget and click ok.

Main

Mame: || |
2 In Use
———
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Cost Type Maintenance

This section allows you to determine the different types of costs that can be incurred as a result of

arranging or undertaking training.

Dashboard

Training Budgets

= Budget Holder Maintenance

& Budget Type Maintenance

<~5 Cost Type Maintenance

—

E Analysis Code 1 Maintenance

B Analysis Code 2 Maintenance

@ Budget Year Maintenance

.?" Training Budget Maintenance

) Cost Type Maintenance

Course Cost
Delegate Cost

e Select Cost Type Maintenance.

e ‘Add’

e Enter the name of the cost type ok.

Main
Mame: | |
2 In Use
Version 1

Training Manager
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Analysis Code 1 Maintenance & Analysis Code 2 Maintenance

This section allows you to further ‘drill down’ into the Cost types and provide 2 extra levels in
describing costs.

Q Dashboard
Training Budgets
E Budget Holder Maintenance ? Training Budget Maintenance

& Budget Type Maintenance

@ Analysis Code 1 Maintenance

“é Cost Type Maintenance

P v :
i i am Co!
k@nalysm Code 1 Maintenance > -
™ E
Room Hire B
i i Subsit >
lz Analysis Code 2 Maintenance T‘:a::”ce 2

@ Budget Year Maintenance

e Select Analysis Code 1

o Select Add to enter another level of detail for the cost types
E.g cost type = Delegate cost
Analysis code 1 = Travel

Do the same for Analysis code 2
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@ Analysis Code 2 Maintenance - b 4

Name InUse =

Breakfast

Dinner
Drinks

Fuel

Lunch
NA
Taxi

Train

R | R R R RD| R R R

Budget Year Maintenance

This section will allow the user to define the budget year, when the budget is received how many
periods of budget there are.

Q Dashboard
Training Budgets
= Budget Holder Maintenance ?" Training Budget Maintenance
Budget Year Maint - x
& Budget Type Maintenance L ucget Tear Mamtenance
Name Start Date  |End Date Periods

2014 01/01/2014 31/12/2014 1
01/01/2015 31/12/2015 1

u@ Cost Type Maintenance

lz Analysis Code 1 Maintenance

E Analysis Code 2 Maintenance

@ Budget Year Maintenance

e Select Budget Year Maintenance.
o Select ‘Add’ and name the budget year i.e 2015.
e Enter the ‘Start Date’

e Define how many periods of budget (12 may mean a sum each month)

Version 1
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In the ‘Periods’ field the user is are able to specify whether the training budget is awarded in
tranches e.g quarterly or whether it is one lump sum i.e if the budget is awarded as a lump
sum the Periods would be 1, if quarterly the periods would be 4 etc

Finally select ‘Add’ to define the end date of the budget year.

Training Budget Maintenance

This section will allow you to combine the previous elements and assign budget holders to Budget
Types and Budget Years.

‘ Dashboard

Training Budgets

€8 Budget Holder Maint B Training Budget Maintenance 1)
&P Budget Holder Maintenance e raining Budget Maintenance p
iy . Training Budget Maint
§2§ Budget Type Maintenance o faining Budget viaintenance
. Karren Jones Training Facilit... 2014 25000.00
“é Cost Type Maintenance
lz Analysis Code 1 Maintenance _
Budget Year: 20014
l! Analysis Code 2 Maintenance Budgst Holder. | Kanen Jones -]
Budget Type: |Training Facilities '|
@ Budget Year Maintenance pe—

Select Training Budget Maintenance, click ‘Add’ then select the desired budget year, budget holder
and budget type. Define the amount and click ok

Version 1
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Training Budget Maintenance

Main

Budget Year: |2£|15

Budaet Holder: | Kamn Jores

Budget Type: |T|E|ining Facilties

Total Budget:  |£0.00

Training Budget Maintenance Period Start Date End Date Amount

1 01/01/2015  31/712/2015  0.00

Budget Holder = Budget Year Training Budget
Karren Jones Training Facilit... 2014 25000,00
Karren Jones Training Facilit... 2015 0.00

o o | e

Enter the new amount far this period.

Training Providers

This section allows users to record details of all the company’s training providers which can then be
linked to a standard course.

‘ Dashboard - x
Training System Setup

R
¥ Course Level Tasks

= Qualifications

=6
(XY

llll Budgeting Delegate Level Tasks

fﬁ_l Training Provider > u Standard Task

=  1rain

&= Courses e Training Status

& Standard Training Need ﬁ Training Documents
<

@ Training Needs Profiles

e Select Training Providers

Version 1
Training Manager Page | 15 Build 12.7



‘ Croner-

HR - Tax +H&S - Reward
e C(lick add

e Enter the details

e Select ok

Main  Address

Provider Name “

Telephone |

|
Contact Name: | |
|
|

Fane: |

In Use

Training Provider Maintenance

Excellence in Training

Open College

TimeZTrain

Train with Ease

Version 1
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Standard Course Maintenance

This section allows the user to define details of standard courses available to employees and

standardize the information to allow the user to reschedule the course.

‘ Dashboard - »

Training System Setup

Qualifications gé Course Level Tasks
. s«/
Budgeting #) - Delegate Level Tasks
N
1l Training Provider u Standard Task
= 5 © 1raini
= Courses > = Training Status

& Standard Training Need ﬁ Training Documents

=
a

Training Needs Profiles

e Select ‘Courses’
o Select ‘Add’
e Enter the details of the course. The expiry date on this section relates to the expiry date of

the course itself.

Main  Qualfications

Course Code: | GIK e SgISiilS

Description: |a‘\d\ranced Driving |

Administration: @) Extemal

O Intemal ‘ Standard Course Maintenance
Provider: |Open College - | MName Description
Trainer Name: |Jim Tumer | ADVANCED DRIVE Advanced Driving
Duration: 1 |Da)'5 v| (85 Customer Service Skills B
—— FAID First Aid =
Start Time: End Time: L1 Fork lift =
CPD Hours: 9 CPD Accredited FL2 Fork Lift Refresher 7
Bores . |0 Years ] H&s Health & Safety 7
Course 0 — = = HH Hard Hats W
Document: | IND Induction 7 :
Colour: i | T n oo B
In Use
e
. 4
Version 1
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The tab entitled ‘Qualifications’ contains data input in the previous qualification set-up. This will allow

the user to input the expiry date of the qualification. In applying an employee to this course a

qualification will be awarded upon completion and then a task based on the expiry date will be created

to alert the qualification requires renewal.

Standard Course Maintenance X

Main  Qualfications

Qualification Subject

There are no items to show.

m| Update || Delte |

Version 1
Training Manager

Details:

Qualification:

Subject:

Grade:

Establishment: | |

Notes: -

Expires In:

TS

HH Hard Hats M

MDD Induction W

Page | 18 Build 12.7



‘ Croner-

HR - Tax +H&S - Rewar

Standard Training Need

Here the user can define an employee’s standard training needs and combine them into a profile that
can then be linked to their specific job role. Any employee currently assigned to the post with a linked
Training Needs Profile will automatically have their Personnel Manager record updated with the
appropriate need.

e Select ‘Standard Training Need’
e Select ‘Add’ then provide details of the training need.

The user can also at this stage link a need to a course so if the employee is scheduled onto the standard
course and they complete it will also complete the linked need. This will allow the user to determine
if a training need is a high, medium or low priority.

The course type ‘None’ should be used if the training need is going to be met by any other method
apart from attending a course i.e shadowing or mentoring.

Non-standard Course may be used if it can be met with an ad-hoc course.

‘ Dashboard - x

Training System Setup

B Qualifications 3 Course Level Tasks
. 3\/

““ Budgeting i) Delegate Level Tasks

i

1l Training Provider u Standard Task

é Courses é Training Status

@dard Training Need> E Training Documents

@ Training Needs Profiles

)

Version 1
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‘ Standard Training Need Maintenance
Main
Course Code Usi ) |

Computer Skills MS M Training Need: || |
Customer Service Skills Css M Course Type: ) None
Driving skills ADVAMCED DRIVE W =
Factory safety T, = ® Standard Course
First Aid FAID 7 0 MNon-standard Course
Fork Lift Refresher FL2 M Course Code:  |FAID -
Fork Lift Truck Skills FL1 M o

- Description: |F|r51 Aid '|
Health & Safety Training HE&S ¥ | e —
= e = Priority: | v|

In Use

The priorities for Standard Training Needs are setup by clicking on the ‘System Setup’ tab at the top

of the screen and then selecting the ‘Training’ icon, from the menu. Select ‘Training Need Priority
Maintenance’.

‘ FEHQ~B@® - Simply Personnel - Dashboard -8 %
HOME SYSTEM SETUP [EL TRAINING RECRUITMENT REPORTS UPDATES. DOCUMENTS HELP 0 i”

A O O A BEERNLak

Company Work Employee Time cruitment Company  System  Screen  Business secyrity Documents
- - . Attendance . Detsils Parameters Designer Processes -

walifications »
Budgeting »
Courses (Personnel Only)

Standard Course Maintenance

Training Provider Maintenance

Course Level Task Maintenance Dashboard - X

|
|

|
|

|

|

Delegate Level Task Maintenance

Standard Task Maintenance

Training Need Priority Maintenance
Standard Training Need
TNA Profile Maintenance

Training Status

‘@ Schedule Training Course

‘@ Course Maintenance

‘ Course Diary

‘ @ Manage Delegates

‘ﬁ{i Reports
=

Version 1
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Training Needs Profiles

This section is where the user will group together the previously set-up training needs into a training
need profile.

e Select ‘Training Needs Profiles’ to open the section

@ Dashboard - x

Training System Setup

Qualifications gé Course Level Tasks
. G«/
Illl Budgeting i) 2 Delegate Level Tasks
i,
11l Training Provider u Standard Task
é Courses g; Training Status
& Standard Training Need ﬁ Training Documents

Training Needs Profiles >

Version 1
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Step 2

Input a name of

Step 1 the profile and

Select Add click update

' TNA Profile Maintenance

Name

Administration Profile: |Warehouse

Factory Operative In Use

Training Needs:

M
Managers =
M

Sales

Select the entries from the Standard Training Meeds

table to add to this Profie. Step 3

After thiz, any Employee to whom the profile is added

will be subject to the Training Meeds.

[ Computer Skills Click update

Customer Service Skillz

Diriving skills - =

Factary safety

First Aid

Fork. Lift Refresher

Fark Lift Truck Skills

Health & Safety Training

linduction to Company

Praject M anagement

Telephane Skills /‘

Step 4

Step 5

In the Add Training Need
dialog box check each
relevant training need

Click ok

Version 1
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Once the Training Needs Profile has been created and assigned relevant training needs the next
thing is to link them to a job post. To do this go back in the Personnel system setup>Business

Rules>Posts

@ Dashboard
Personnel System Setup
@ Posts

Company Details
TMA Profile sitions | InUse [l

<£ B Accounts Manager  Managers 999 [
Business Rules D S
—

Post Maintenance

a Workflow Processes

Post: |Factory Operative |
Reports to: |Factor)' Manager v|
g System Parameters N
Screen Designer 2 in Use
TNA Profile: | -
Description

Administration
Factory Operative
Managers
Sales
Warehouse

Document:

Once you have linked a Training Need Profile to the relevant job post, this will apply all the training
needs to the employee’s record on the Training Needs/Profiles tab.

Do you wish to add or update the training profile for all employees
currently on this post?

Yes Mo

Version 1
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Employee Maintenance - 29 - Brown,James

Training / Qualifications ~ Training Needs/Profiles  CPD

Training Needs:
Course Code -
Driving skills ADVAMNCED DRIVE Cutstanding  F
Factory safety HH Cutstanding  F
[T T First Aid FAID Outstanding F—
Factory Operative Fork Lift Refresher FL2 Cutstanding  F
. Fork Lift Truck Skills FL1 Outstanding  F
Production — :
Health & Safety Training  H&S Cutstanding  F
London P —- e Par— -
Reports To: d W
B Show completed needs ( Update... ' Delete
——
Training Profiles:

THA Profil
Personal L

Factory Operative 0

Warehouse

Work

Completed N.

Attendance
Training / Qualifications

Docs / Contracts

To mark the need as completed:

e Select the training need
e C(Click update

e Change the status

o Click ok

! URGENT TASKS

Absences

=
=1
Ed
o
-
7]

Employment Calculator
Book Holiday
Record Absence
Attendance Record

Holiday Card

Click the charts for more
information

This will then detail a percentage of the Training Needs Profile completed. If the need is linked to a
course and the employee completes the course this will automatically complete the need.
Alternatively as below the user can manually completed the need .

Emplayee Maintenance - 29 - Brown,James

Training / Qualfications ~ Training Needs/Profiles  CPD
Trairing Needs:

Training Need Course Code
Driving skills ADVANCED DRIVE

Target Date |Status =
Outstanding

Factory safety HH
James Brown First Aid FAID
Detal
e Fork Lift Refresher 2 Main  Detals
. Fork Lift Truck Skills FLL
Production Target Date ]

Health & Safety Training  H&S
London B - Status [Ousiandng -]

Compltod

« S

9 Show completed nesds

Training Profes:

Repe

Personal

Factory Operative 7 0
Work Warehouse 6 0

Attendance

Docs / Contracts

Other [t | i ] e | Do

1 URGENT TASKS

Absences

Version 1
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Course Level Tasks and Delegate Level Tasks
This section will allow you to define automatic tasks for courses.

e Select ‘Course Level Tasks’ then select ‘Add’.
e Provide a name of the task you would like to be reminded about in association with Courses.
e C(Click ok

o Dashboard - x
Training System Setup
— ape s v o
Qualifications @urse Level Tasks /l)
N 6\/
Budgeting i) Delegate Level Tasks
i,
11l Training Provider u Standard Task
= | ..
&= Courses é Training Status
& Standard Training Need ﬁ Training Documents
'3& Training Needs Profiles

=) Dashboard
Trainin System Setu
g 2! P ) Course Level Task Maintenance - x

‘ Qualifications

|
B¢ Course Level Tasks

B Book Training Room
)% Delegate Level Tasks | order Refreshments

‘[Ill Budgeting

Receive Delegates Evaluation Forms

R R| R R

Send Evaluation Forms

‘u Standard Task

-
‘ Il Training Provider

= © Traini
‘= Courses ‘@ Training Status

‘&g Standard Training Need ‘ ﬁ Training Documents

‘% Training Needs Profiles

Repeat this procedure for adding automatic tasks for delegates.

Version 1
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] Dashboard

Training System Setup

— e e av

Qualifications Bv Course Level Tasks

.
llll Budgetin « Delegate Level Tasks
geting Q Deleg
i Tralnlng Provider ‘ Delegate Level Task Maintenance
MName

! Bring Appropriate Equipment

_— Courses Wear Suitable Clothing ¥
& Standard Training Need

‘s Training Needs Profiles

o Select ‘Delegate Level Tasks’ then select ‘Add’

e Provide a name of the task needed to be reminded about in association with Delegates on

the course.
e Click ok
Version 1
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Standard Task

This area will allow as user to group course level tasks and delegate level tasks to a standard course.

The section will list the standard courses you have set-up.

Dashboard

Training System Setup

Standard Task Maintenance

Qualifications

av
@7 Course Level Tasks

Name
ADVANCED DRIVE

Description

Advanced Driving

css

s
‘n

‘[lll Budgeting

v
¢ Delegate Level Tasks

Customer Service Skills
First Aid
Fork lift

-~
‘ 11l Training Provider u Standard Task

Fork Lift Refresher
Health & Safety

1
-
‘é Courses g Training Status

‘& Standard Training Need ‘ ﬁ Training Documents

"& Training Needs Profiles

Stepl: Select ‘Standard Task'.

Standard Task Maintenance

Course Level Tasks

Delegate Level Tasks

Step2: Select the course you wish to
combine your previously set-up tasks with
and select ‘Update’.

s Days e ) Standard Task Maintenance

Book Equipment 14 Before Description Us
Book Trainer a Before ADVANCED DRIVE Advanced Driving %

Book Training Room 14 Before 55 Customer Service Skills %

Order Refreshments 7 Before FAID First Aid M

Send Evaluation Forms 7 Before FL1 Fork lift W

Receive Delegates Evaluati.., 7 After Lz Fork Lift Refresher (%

Health & Safety M Add to Al

Courge Code:
Description:
Tazk:

ToBe Added:
Step3: ‘Add’ you will then be

prompted to select the task.

HCED DRIVE

|Advanced Dirivitg

| B ook, Equipment

Dayls] Step4: You can
@ Before Course then state how
) After Course

many days before

Version 1
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Then do the same on the Delegate Level Tasks.

Q Standard Task Maintenance

Course Level Tasks  Delegate Level Tasks

Task Added ADVAMNCED DRIVE Advanced Driving
Bring Appropriate Equipm... 7 Before S5 Customer Service Skills (v,
Wear Suitable Clothing 7 Before FAID First Aid %
FL1 Fork lift (%
FL2 Fork Lift Refresher ¥
M

Health & Safety

- -
«» - | -
=D

There is also the option to ‘Add to All" which will allow you to set standard delegate/course tasks to
all standard courses.

Version 1
Training Manager Page | 28 Build 12.7



‘ Croner-

HR - Tax +H&S - Reward

Training Status
This section allows a user to apply a status to a course or delegate.

e Select ‘Training Status’

The Training Status dialogue box will appear allowing the user to define a status and the outcome of
that status.

‘ Dashboard - x

Training System Setup

Qualifications

llll Budgeting

Course Level Tasks

Delegate Level Tasks

=9 |  =EE
44 [ | 488

11l Training Provider Standard Task

= T~

&= Courses Training Status )
/

& Standard Training Need ﬁ Training Documents

9

@ Training Needs Profiles

e Selectadd

Training Status

Status: Did not attend |

Status Type: Course Cancelled ‘

Training Status Maintenance

Status Options:

Delete Qualifications SEiE e
Cancelled Course Cancelled =
Completed Course Concluded M
7 ) ) -
2 set linked needs as 'Outstanding ccheduled =
B Delete Costs
B Delete Tasks
In Use

< - | -

e Select ok
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Training Documents

This area will allow a user upload our training documents which you can then use to mail merge

against an employee record.

<@ Dashboard - x

Training System Setup

& Qualifications g; Course Level Tasks
llll Budgeting a; Delegate Level Tasks
.
11l Training Provider u Standard Task
= ] i
&= Courses é Training Status
- - y - - \
& Standard Training Need Training Documents />
‘6 Training Needs Profiles

e Select ‘Training Documents’
e Select ‘Add’ and provide the template with a name.

‘ Training Documents

~ N\
Document Group: |LM_L>> B '|
Edit

DN
Training Day Invite Training
_|_||:|II

Delete

Pleaze enter the name below yau would like to give ta the
gtandard document you are creating. Thig is the name that will
be zhown in the list of standard documents to use when
creating new documents againzt an employes.

Standard Document M ane: |F|:|rklift Cert

Group: | Training
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A new dialog box will open. Here the user can create a new document or browse to the location the
documents is saved.

& Training Documents

Docurment Group: |<<.-’-‘-.LL>> "| E Add ;

Training Day Invite Training

Ohject Type:

&) Create Ne Adobe Acrobat Document

Microsoft Equation 3.0
Microsoft Graph Chart

O Createfrom Fle | oeoft Offioe Excel Chart
Microsoft Cffice Bucel Workshest
Microsoft PowerPoint Presentation @ Display As |
Microsoft PowerPaint Slide S LR UL
Microsoft Visio Drawing [

Result

Inserts a new Adobe Acrobat Document object

irto your document.

Now we will look at scheduling a course select the back button from the dashboard
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Q Dashboard - *
Training System Setup
— av
Qualifications Bv Course Level Tasks
fill eocer
geting @), Delegate Level Tasks
-
11l Training Provider u Standard Task
é Courses g Training Status
& Standard Training Need Iﬁ Training Documents
‘6 Training Needs Profiles
: Back >

Scheduling a Training Course
This is an area where a user will book and schedule your employees onto their courses.

Select Schedule Training Course to view the options to select. A Standard Course will pull through
from the system setup; alternatively if it is a Non-standard course select the Non- Standard Course
Section.
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System Setup

/ \

Schedule Training Course
g /)

———

@ Course Maintenance

@ Course Diary

@ Manage Delegates

ﬁ Reports

' Dashboard - x

Training Manager

Task Summary

12 URGENT TASKS
! 0UPCOMING TASKS

(@ 210 FUTURE TASKS

e Select schedule a training course

Diary Training Course

(® Standard Course:

() Non-Standard Course:

Standard Course:

Course Code: |ADVANCED DRIVE =

Description: | Advanced Driving

Mon-5Standard Course

Course Code: |

Description: |

e Select next
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‘ Diary Training Course - ®

Details: Location:

Start Date: 0s07/2015 | -
Durston: A b
End Date: 05/07/2015 I Administration: ) Extemal

Start Time: 00:00 @& Intemal
End Time: B show on Web
) Madmum Places: 10 -
Trainer Name: -
|Jim Tumer | Minimum Places: 3 :
Provider Mame: CPD Hours:
| Open College | @ CPD Accredited
comvsr
Status: | Scheduled -

Select next to go to the ‘Details’ tab to then enter the location, date and maximum/minimum

number of places for the course etc

e Finish
o Afurther option will appear

@ Diary Training Course

Course has been diarised successfully, do you wish to enter additional
details for this course?

Jim Tumer | Mirimum Places: 9 -
Provider Name: CPD Hours:
|Open College - B CPD Accredited

onve | B
Status: Scheduled hd

e Select yes the course maintenance section will now open
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Course Maintenance

The user can now detail various aspects of the course and maintain the location, dates, time etc. The
status of the course can be changed or re-scheduled delegates can be added to the course or
perhaps the waiting list costs can also be recorded.

e Utilise the tabs on the side to navigate

Main

This tab will allow a user to reschedule a course, change the status of a course or delete a course.

The change status will also allow you to mass update delegates as completed, cancelled etc.

<@ Course Maintenance, ADVANCED DRIVE - 09/07/2015 - x
M @ 2l I URGENT TASKS
Course: Timing:
Course Code ADVANCED DRIVE Start Date / Time:  |03/07/2015 Booking Details
Description: Duration: 1 Max Pla
Max Plac
Advanced Driving End Date / Time: |09/07/2015 Min P
Course Details .
Status Scheduled Reschedule Booked:

Course:

’ _ Change Status
SEANEEL IO The Course can be rescheduled using the Cost Summary
Start Da 09/07/2015 button above. If the Start Date is changed
then the date on all outstanding tasks will be Delegates:
End Date: 09/07/2015 similarly changed

Duration: 1.00

G > |

Delegates

Administration
Documents
Other View Delegates
Add Delegate

Training Diary

Holiday Planner

The user can change the status on this page for all delegates at once, highlight single lines to change
to another status.
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Course Maintenance, ADVANCED DRIVE - 09/07/2015

Mein  Details Provider

URGENT TASKS
Course Timing

Course Code ADVANCED DRIVE Start Date / Time: | 09/07/2015 Booking Details
Description

Advanced Diiving
Course Details

Status Scheduied
Course: o
Advanced Driving Ezie e ! " ed Drwving s |
09/07/2015 Brown,James

Butler,Adam
F o Cockrill Loyd Ted
L 40 Colins,Sam Completed

09/07/2015
1.00

Delegates
Administration
Documents

Other

Details

This section allows a user to change the number of places available on the course enter notes or
specify CPD hours

Course Maintenance, ADVANCED DRIVE - 09/07,/2015

Main Provider

Location: Details:
| - Trainer Name:
- Jim Tumer I
Administration: ) Bdemal Type: Standard
Course Details =re ¥pe ane
@ Intemal Booked:
MNotes:
B Show on Web
FY
Advanced Driving Maximum Places: 10 . Cost Summary
S 09/07/2015 Minimum Places: 9 : -

End Dat 09/07/2015
1.00

CPD Hours:

Expiry Date: I

) CFD Accredited Colour: e |

Delegates

Administration
Documents

Other

Add Delegate
Holiday Planner
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%
Huits and Tipt

~ Show on web will display this course on the Self Service system to allow
employees to request to go onto the course.

Provider

This section will detail the Training providers contact name, address etc.

Course Maintenance, ADVANCED DRIVE - 09/07/2015 - x

Main DﬂE“S 1 URGENT TASKS
Provider: Address:

Provider Name: Address:

Booking Details

Max Places:

Cortact Name: May Fiersly Min Pla
Course Details
Telephone: 07864 675 3564 Booked:
Course: Fax:
Advanced Driving Email MayP @opencalle| 5 Postcode: Cost Summary

Start Date: 09/07/2015
End Date: 09/07/2015
Duration: 1.00

Delegates

Administration
Documents
Other View Delegates
Add Delegate
Training Diary

Holiday Planner
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Delegates

It is here where the user will begin to enter delegates onto the course. Selecting ‘Add’ at the bottom

of the page to open the employee search function allowing you to filter down by department

position of even their training needs.

e Select the delegates tab from the side bar

‘ Course Maintenance, ADVANCED DRIVE - 09/07/2015

' aiting List
Delegates:
EmployeeID |Employee Name Status Location Depart

There are no items to show.

Course Details

Course:

Advanced Driving

Start Date: 09/07/2015
End Date: 09/07/2015
Duration: 1.00

Course

=N

Administration

Documents

Other

1 URGENT TASKS

4 [} 3

e Selectadd

e Search for the delegates for the course, searching by training needs can also be used
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&

Employee Search  Employee Tree

Training Need:

Status:

Target Date Between:

Training Neads

Search Results:
(] Surname A Other Mames & Department  |Lecation
1 Abbott Albert Management Lendon
2 Adams Matthew Sales Lendon
25 Ainswarth Julie Sales Lendon
26 Alcock Vicky Sales Lendon
3 Bathley Catherine Management Lendon
4 Beasley James Management Loendon
29 Brown James Production Lendon
32 Burton Domonic Production Leeds
27 Butler Adam Production London
30 Clark Simen Production Lendon
10 Cockrill Loyd Production Lendon
40 Calins Sam Administratiocn Birmingham
5 Cooke Jenny Accounts Lendon
15 Cooper Rodger Production Leeds
17 Eden John Production Leeds
11 Emmerson Kieth Sales London
18 Empson Phillip Production Leeds
13 Falkner Sam Production Lendon
3 Glover Jane Sales London
19 Graham Jane Administration Leeds
an [ . M dtoteoato_ 1 o—a__
Search Select

Either double click on the employee record or press select to book an employee onto the course.
Multiple delegates can be added by pressing CTRL on your keyboard and selecting the other

delegates.

To change the status of a delegate double click into their delegate account you will see a status drop

down this will be covered in the delegate maintenance section of the document.
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Course Maintenance, ADVANCED DRIVE - 09/07/2015

Delegates  Wating List ! URGENT TASKS
Delegates: :

EmployeeID |Employee Name Status Location Departs Booking Details
29 Brown, James Scheduled London Product
27 Butler, Adam Scheduled London Product Raliia
Course Details 40 Colins, Sam Scheduled Birmingham Adminis Min Plai
17 Eden, John Scheduled Leeds Product Bool
Course:
Advanced Driving Cost Summary
Start Da 09/07/2015
End Date: 09/07/2015
Duration: 1.00
Course
Delegates
Administration
Documents
Other
4 ] »

- roce

Waiting List

Although you may have specified there is a maximum number of places on a course you can enter
employees who have requested to go onto the course into a ‘Waiting List’

If an employee from the ‘Delegates’ list cannot attend the course simply select the employee from
the waiting list and ‘Move ‘ them to the delegate list.

Course Maintenance, ADVANCED DRIVE - 09/07/2015

Delegates ! URGENT TASKS
Delegates:

Status: | Waiting - Booking Details

Employee ID |Employee Name Date Added Status
1 Abbott, Albert 03/07/201515:30:48  Waiting

Max Plac
Min
Booked:

Course Details

Col

Advanced Driving
Start Date: 09/07/2015

_ e - &% Are you sure you wish to move the selected employees from the
(sl et /e @ waiting list to the delegates list?

Cost Summary

Duration: 1.00

Course 0 No
Delegates

Administration

Documents

Other View Delegates

4 1l
Add Delegate

»
Move ¢ Add. D Details...

Training Diary

Holiday Planner

o Select ‘Add’ and select the employee’s name from the employee search as before
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o Ascreen will appear to allow you to confirm you wish to move them to the delegates list
from the waiting list.
e C(Click yes

Hudts aud Tips
“ 0On both the delegate tab and the waiting list tab you will see a delete function this
will delete the employee completely from the course

Costs

This section will allow you to detail costs incurred by the course the user will have previously set this
within the system setup. The system will then provide with a cost summary on the right hand side

e Select the administration tab from the side bar.

‘ Course Maintenance, ADVANCED DRIVE - 09/07,/2015

! URGENT TASKS

Booking Details

Main  Notes

03/07/2015 Date: 03/07/2015 . 300.00
| Max P
Description: Course Min Pla
Course Details
Cost Type: Course Cost - Book
Course: Cost: 300
Advanced Drivin Cost Si
8 Budget Holder: | Kamen Jones - 0t summary
Start Date: 09/07/2015 o
: — - elegates:
End Date: 09/07/2015 Budget Type: | Training Faciities "
Duration: 1.00 Analysis Code 1: | Equipment T ) |
Total:
Analysis Code 2: |[{I} -
Course
Delegates
s
| S—

Documents

Other TotlCouse-Level Coss: (300,00 View Delegates
Total Delegate-Level Costs: | 0.00 Add Delegate
Total Costs: 300.00

Holiday Planner

e Select Add
e Enter the details of the cost

e Select ok
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Course Maintenance, ADVANCED DRIVE - 09/07/2015

Course Details

Advanced Driving
09/07/2015
09/07/2015

Duration: 1.00

Course

Delegates

Administration

Documents

Other

Costs  Tasks Qualfications

Costs:
Date Cost Type
03/07/2015 Delegate Cost

Description Cost

Course

Total Course-Level Costs: 300.00
Total Delegate-Level Costs: ~ 0.00

Total Costs 300.00

Delste

v N

! URGENT TASKS

Booking Details

Cost Summary

Delegates:

View Delegates
Add Delegate

Holiday Planner

Tasks

This section may already list tasks if you have linked them via the system setup however you can add

tasks to the course at this stage

e Select ‘Add’ and enter the date for the task to appear and the tasks type.

9

Course Details
Course:
Advanced Driving
Start Date:
End Date:

Course Maintenance, ADVANCED DRIVE - 09/07/2015

Costs
Tasks:

Tasks|Date
)...A 10/06/2015

Qualifications

Task

Book Trainer

Notes

19/06/2015

Book Training Room

19/06/2015

Book Equipment

30/06,/2015

Send Evaluation Forms

30,/06/2015

Order Refreshments

A
A
A
A
©

20/07/2015

Receive Delegates Evaluation Forms

09/07/2015
09/07/2015

Duration: 1.00

Course

Delegates

Administration

Documents

Other

e To close double click

e Tick close
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e Click ok
Main  Notes
Details:
Task Date: 13/06/2015 !
Task: | Book Eguipmert -
Date Closed: !

Qualifications

This section may already detail a qualification if they have been linked to the course within the

system set-up, if not the can be entered on at this stage.

e Select add
e Enter the qualification details

e Select ok
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‘ Course Maintenance, ADVANCED DRIVE - 09/07/2015

 Coaificat
Costs TE'Sk | URGENT TASKS
Qualfications:

Qualification Subject Grade
MNA Fork Lift Truck Driving Pass

Booking Details

Max Pl:
Min
Booked:

Course D
Details:

Course:

Advanced

Qualification: | MA - |
Cost Summary

Start Date [

End Date: Grade:

Duration: Establishment: | |
MNotes: =

Expires In: a |Years - |

Cancel

Add Delegate

Update... Delete
GO EEa —

Holiday Planner
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Documents

A user can browse to their machine and save a document using the ‘Insert’ link from, alternatively if
you have already set a template within the System Setup utilise ‘Std Doc’ link to select your

template.

e Select the documents tab form the side menu.

Course Details

Course:
Advanced Driving
Start Date:
End Date:

Duration:

Course
Delegates

Administration

ther

09/07/2015
09/07/2015
1.00

E-;W

Course Maintenance, AD Please Select A Document
Eocumema) El- Training

Documents: B Training Day Invite

Document Group: | <<ALL>>

Date Created Description

There
To add a document, select the desired template from
above then specify a new name for the document and
click on the Save button
New Document Name Preview
Training Day Invite -
- ...
4 »
Add Delegate
Insert Delete

Holiday Planner

e Select browse to locate a document from another location

9

Course Maintenance, ADVANCED DRIVE - 09/07/2015

Course Details

Course:

Advanced Driving

Start Date: 09/07/2015
End D 09/07/2015
Duration: 1.00

Course

Delegates

Administration

Documents
! URGENT TASKS
Documents:
Document Group |<<ALL>> - Booking Details
scripti G i
Date Created Description Group Linked May Places:
03/07/2015 Training Day Invite Training

B

(@ Create from File C:“Program Files («86)\Simply Personnel*

O Create New

Result
Inserts the contents of the file as an object into
your document so that you may activate it using
the program which created it
View Delegates
4 L] »

Add Delegate

Insert

Holiday Planner
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Quick Links

A user can view the training diary from here by selecting ‘Training Diary’ this will open a month view
of booked courses.

Delegates can also be added to the course or look at a monthly breakdown of holidays with the
holiday planner

Q Course Maintenance, ADVANCED DRIVE - 09/07/2015

Main  Details Provider

! URGENT TASKS
Course: Timing:

Course Code: ADVANCED DRIVE Start Date / Time: | 09/07/2015 Booking Details
Description: Duration: 1
Advanced Driving End Date / Time:  |09/07/2015
Course Details
Status: Scheduled Reschedule ...
Co
S 2 e Change Status
AT AP The Course can be rescheduled using the
Start Date:  09/07/2015 button above. ffthe Start Date is changed
then the date on all outstanding tasks will be
End Date: 09/07/2015 similary changed.
Duration: 1.00
Delegates
Administration
Documents
Other View Delegates
Add Delegate
Training Dial
N e
‘ Course Diary - 0 x
Show Course: Show Courses Within Date Range: ~ Go to Date: Show Weeks: — o
Course Code:  [<callon 7] sertoae: [pzozon v ] [T viewvetais | | pgrrne
Desaription: [ <<alL>> <] EndDate:  [ozjpr/is v 2 opios. lwt —
<« »  June- August 2015
MONDAY TUESDAY 'WEDNESDAY THURSDAY FRIDAY SAT/SUN H
29 June 30 1 July 2 4
5
6 7 8 9 10 11
ADVANCED DRIVE;
12
13 14 15 16 17 18
19
20 21 22 23 24 25
26
27 28 29 30 31 1 August
2
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Delegate Maintenance

The Delegates tab allows a user to open a separate record that relates to the delegates themselves.
Simply double click the delegate record from the course delegate tab to open.

The ‘Main’ tab will detail their Employee ID, name and the course they are scheduled on.

The status selection allows the stage to be stated i.e. scheduled, did not attend completed.

‘ Delegate Place Maintenance, 29 - Brown James - 09/07/2015 - ADVANCED DRIVE
Costs Tasks @ FUTURE TASKS
Delegate: Course:
Employee 1D: 25 Course Code: ADVANCED DRIVE
Employes Name: Diescription: DEIegate Details
Brown, James Advanced Driving Status:
James Brovn Status: Scheduled M CPD Hours: Scheduled
Factory Operative
Notes: MNotes:
Production
- - Course Summary
London
Reports To: Course:
| | | | ADVANCED DRIVE

Start Date: 09/07/2015
End Date: 09/07/2015
Duration: 1.00

Delegate

Documents

Other

Holiday Planner

| e —
Course Details

This will take the user back to the
course maintenance
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Costs

The Costs tab allows a user to detail any costs the delegate may incur, this will provide a course cost
and delegate expenses breakdown.

Select ‘Add’ and complete the necessary fields.

‘ Delegate Place Maintenance, 29 - Brown,JJames - 09/07/2015 - ADVANCED DRIVE

in  Cost
Main ® [Tosks ® FUTURE TASKS
Costs:

Date Cost Type Description

- Delegate Details
There are no items to show,

Status:
James Brown Scheduled
Factory Operative

Production
Course Summary

London
Reports To:

Course:

ADVANCED DRIVE

Start Date: 09/07/2015
09/07/2015

aezate_O |

Documents

Other

Total Delegate-Level Costs: | 0.00 @ pdate Delete

ot e T
A cost summary will appear in delegate expenses and course expenses.

Cost Summary

Delegates:

Course:

Total:
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Tasks

If tasks have previously been linked via the system setup they will appear here. Otherwise you can
add tasks to the delegate at this stage.

‘ Delegate Place Maintenance, 29 - Brown,James - 09/07/2015 - ADVANCED DRIVE

i Task
Main Codts | fass ® FUTURE TASKS
Tasks:

Tasks|Date
A 30/06/2015 Wear Suitable Clothing
A 30/06/2015 Bring Appropriate Equipment Status:

Delegate Details

James Brown Scheduled
Factory Operative
Production

Course Summary
London

Reports To:

09/07/2015
09/07/2015
Duration: 1.00

Delegate

Documents

Other

4 1il b

Add. % Update..

These will also appear within the task list when the user logs in.

Task List
(© Personnel | fi Training | fi Recruitment
-~
o =
© Training Need Target Date ADVANCED DRIVE Driving skills Burton, Domonic -
© Training Need Target Date ADVANCED DRIVE Driving skills Butler, Adam
© Training Need Target Date ADVANCED DRIVE Driving skills Clark, Simon
© Training Need Target Date ADVANCED DRIVE Driving skills Cockrill, Loyd
© Training Need Target Date ADVANCED DRIVE Driving skills Cooper, Rodger
© Training Need Target Date ADVANCED DRIVE Driving skills Eden, John
© Training Need Target Date ADVANCED DRIVE Driving skills Empson, Phillip
© Training Need Target Date ADVANCED DRIVE Driving skills Falkner, Sam
© Training Need Target Date ADVANCED DRIVE Driving skills Idle, Mike
© Training Need Target Date ADVANCED DRIVE Driving skills Jackson, Simon
© Training Need Target Date ADVANCED DRIVE Driving skills Jagger, Roy
© Training Need Target Date ADVANCED DRIVE Driving skills Kelly, Jeremy
© Training Need Target Date ADVANCED DRIVE Driving skills Knox, Jeff
© Training Need Target Date ADVANCED DRIVE Driving skills Leason, Ralph
© Training Need Target Date ADVANCED DRIVE Driving skills Moss, Gareth
© Training Need Target Date ADVANCED DRIVE Driving skills Part, Edward
© Training Need Target Date ADVANCED DRIVE Driving skills Porter, Percy
© Training Need Target Date ADVANCED DRIVE Driving skills Roper, Ben
© Training Need Target Date ADVANCED DRIVE Driving skills Simpson, Daniel
© Training Need Target Date ADVANCED DRIVE Driving skills Smith, John
© Training Need Target Date css Customer Service Skills Adams, Matthew
© Training Need Target Date css Customer Service Skills Ainsworth, Julie
© Training Need Target Date css Customer Service Skills Alcack, Vicky
© Training Need Target Date css Customer Service Skills Colins, Sam
© Training Need Target Date css Customer Service Skills Cooke, Jenny L
[ _Fin | [ _enil | D |
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Documents

Within the delegate Documents tab a user can attach documents. Alternatively select ‘Std Doc’ to
allow you to select an already set template.

There is also an ‘email’ function where a user can select an existing email template previously
created from Personnel Manager.

To open documents select Activate.

‘ Delegate Place Maintenance, 29 - Brown James - 09/07/2015 - ADVANCED DRIVE

Documents
@ FUTURE TASKS
Documents:

Document Group: | <ZALLz= -

Delegate Details

Date Created Description Group Linked
03/07/2015 Training Day Invite Training Status:
James Brown Scheduled
Factory Operative
Production
Course Summary
London
Reports To: Course:
ADVANCED DRIVE
Start Date: 09/07/2015
Delegate End Date: 09/07/2015
Duration: 1.00
‘ i N Training Diary

T Activate Holiday Planner

Course Details

Inserting a document:

To delete the
e Select Insert document

e Browse to the document

e Click ok

. To open the document.
e Enter a description for the document

Existing template

View the properties of

e Select Std Doc the document

e Select the template
o Click ok
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Reports & Simply Answers

This section of the software allows users to report on courses scheduled already passed, delegates
attending etc. There are cost summary reports and budget analysis reports.

e Select reports from the Main Dashboard.

& Dashboard - x

Training Manager

System Setup S P S—
@ Schedule Training Course

1 0 UPCOMING TASKS

@ Course Maintenance

(® 7 FUTURE TASKS

@ Course Diary

@ Manage Delegates

| Back |

e Select the areport

‘ Dashboard

Training Reports

Employee Training Administration Reports
Training Details tandard Courses
Training Needs Ccm
Qualifications Training Budget

Skills Matching Cost Analysis Summary
CPD Cost Details

Course Delegates

Standard Training Needs

m E Simply Answers
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e Select print to display as below

e Select export to extract to a CSV file

‘ Standard Courses Report

Selection Criteria:

B Include courzes not in use

Simply Personnel Demo
Standard Courses Report
[Course Code Description

[ADVAMNCED DRIVE Advanced Driving

CSS ‘Customer Service Skils

FAD First Aid

FL1 Fork lift

FL2 Fork Lift Refresher

H&S Heslth & Safety

HH Hard Hats

IND Indudtion

M5 Morosoft Office Skills

P Project Management

TELSKIL Telephone Skills

[Psge 1 of 1

03072015

Version 1

Training Manager

Administration  Provider

External
External
External
External
External
External
External
Internal

External
External
External

Tminer Hame

Duration CPD Hours CPD Accredited

Open College
Excellence in Training
Excellence in Training
Train with Ease

Train with Ease
Time2Train

Train with Ease

Open College

Train with Ease
TimeZTrain
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AJim Turner
Linda Hardy
Jenny Amginsaw
Gary Sanderson
Gary Sanderson
Craig Slain
Mark Dupy
Amands Lekeland
Julie Sanderson
Harmiot Jesson
Jade Brigg

0:00 No
000 No
0:00 No
0:00 No
000 No
0:00 No
0:00 No
0:00 Mo
0:00 No
0:00 No
0:00 No
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Simply Answers
If you cannot locate a report that you require select Simply Answers. Users can define what fields to

report on.

e Aseparate page will open select

e New Query top proceed to building your report.

e Expand the Employee Section to allow you to double click fields from their employee record:

e Simply double click the field you would like to extract data from and the system will place a
green tick next to the field to show it has been included.

New Query (@ Load Query FromDB &3 Print [ ExportTo Excel M Chart @ Load Query FromWeb [ Save Query u Delete Existing Query Query Options™

El Employee =

F1- Absence Details Drag a column header here to group by that column

[ Absence Entitlement De
[ Appraisal Details

[ Bank Details

[ Benefit Details

- Centact Details

[ CPD Details

[ Disciplinary Details
- Documents

- Emergency Centact Det
[ Grievance Detsils

[ Helidays Year Details
- Employee Holiday Years
[ Employee Jobs

- Employee Notes

- Pay Details

- Employee Qualifications

[ Vehicle Details

[ User Defined Details ~ —
[
k
[

- User Defined List Detail
- User Defined List Detail
- User Defined List Detail
- Sumname
Firstname
- Middle Name(s)
- Title
Date of Birth
- Status
Gender
- National Insurance Num
Number of Dependants
- Registered Disabled
Nationality
- Ethnic Origin
Religious Background
- Home Type
Date of Employment
- Left Employment
Last Day of Employment
- Reason For Leaving
Leaving Notes
- Re Employ
Employment Type
- Heliday Allowance SQL to be used for this query:
Hew Recruited
. Recruitment Cast |SELECT Employse Empid, Employee.Firstname as "Firstname ", Employee sumame as "Sumame” FROM EMPLOYEE

Internal Extension Numb

e ‘Run Query’ to generate the report.

Version 1
Training Manager Page | 53 Build 12.7



Q Croner-

HR - Tax -H&S - Reward

e, SImply Answers

File Query Help
p Run Query E] New Query

4 Load Query FromDB & Print [ §

Export To Bxcel % Chart

Employee
Recruitment

Drag a column header here to group by that column.

Load Query FromWeb | Save Query ,? Delete Existing Query  Query Options~

Lo Tarnat Nate

E--Eaining empid X 78| Course Code ¥ 74 Description ¥ V+4|Start Datle X Y 8|Sumame X 7 H|Firstname X 75| Department ¥ 74| Location ETH
=l Diarised Co
T s 999 70680 Windows 7 29102014 Benton Donald Customer Services | Head Office
[ Costs 999 ILM ILM 051172014 Benton Donald Customer Services | Head Office
- Documents -
68 70-680 ‘windows 7 111172014 Blalock Katie Development Head Office
[ Qualifications
[#- User Defined Details 68 70-680 Windows 7 171202014 Elzlock Katie Development Head Office
[#- User Defined List Detail
B Uner Dot tiot Dot | [l [ [ 051172014 Boswell Marguerite Administration QA Office
[ User Defined List Detail 86 70-680 ‘windows 7 291002014 Bowles Karen Quality Assurance | QA Office
- Course Code -
o Do 1 70-680 ‘windows 7 171212014 Briggs Albert Sales Hezd Office
- Start Date 34 ILM ILM 05/11/2014 Buchanan Hilda Administration Head Office
-- Start Ti
- End Da“lr:e 34 70-680 ‘windows 7 17N212014 Buchanan Hilda Administration Head Office
- End Time 33 70-680 ‘windows 7 111172014 Cannon George Administration Head Office
. Durati
B B 70-680 Windows 7 770872014 Cannon George Administration Hesd Office
- Provider 93 70-680 ‘Windows 7 2911002014 Cannen Melvin Marketing Head Office
- Treinertlame 3 70-630 Windows T Z70EI2014 Cannon Melvin Warketing Hesd Office
Maximum Places
- Minimum Places 28 ILM ILM 05/11/2014 Carter Terri Customer Services | Head Office
Locati
e a9 70-680 Windows 7 270872014 Chan Tracey Development Hezd Office
Notes 43 70-680 ‘windows 7 270812014 Chappell Billy Sales Head Office
o TR
ot 20 Excel 2013 Excel 2013 28112014 Coble Jane Administration Hezad Office
Expiry Date
--CPD Hours 7 70-680 ‘windows 7 2710812014 Connolly Dolores Quality Assurance | QA Office
CPD
... Show On Web 18 70-680 ‘Windows 7 27/08/2014 Crabtree Allison Administration Head Office
El- Delegates 18 Excel 2013 Excel 2013 281112014 Crabtree Allison Administration Head Office
- Tasks
C:Zts 8 Excel 2013 Excel 2013 28M11/2014 Davis Sherry Ldministration Head Office
Documents 45 Excel 2012 Excel 2013 281112014 Drake Charlie Administration Head Office
e Defined Defails = Exccel 2013 Excel 2013 81172014 H E Ad Hezd Offi
User Defined List Detail cel cel unter usan ministration =]
User Defined List Detail
User Defined List Detail
+ EmployeelD
- Maotes
... Status
[#- \iaiting List
- THA Profile 5QL to be used for this query:
i L. TNA Profile
=I- Training Need SELECT Employee empid,DiaiedCourse CourseCode as "Course Code",DiariedCourse. [Description] as "Description”,
Training Need DizriedCourse StartDate as "Start Date”,
e Employee.sumame as "Sumame” Employee.Firstname as "“Firstname”,
+-- Course Code Empl Iab: " " Empl

it as . Jobs Location as "Location”
ERAM iiEmnlasa | FET 10N REL FRATERT ACF (N Emnk Errnird — Mal, Pi

To export the report to Excel, select export to excel. To create charts ensure you have first run the

qguery and then select Chart. Users can save the report template using the Save query function.

Selecting Load Qu

Version 1
Training Manager

ery from web will take you to a list of additional reports.

Page | 54

Build 12.7



‘ Croner-

HR - Tax+H&S - Reward

Employee Training Maintenance

From the employee’s record there are 3 tabs relating to the training module.

e Training/Qualifications
e Training Needs/Profiles
e CPD.

Training/Qualifications

View an employee’s scheduled and completed courses and any qualifications.

Select details to bring up the details of the course. Delete will delete the course from the employee’s
record and remove them from the course.

Create a new course by Add an employee to a scheduled
selecting ‘New’ course by selecting ‘Add’
\
‘ \Employee Maintenance - 29} Brown,James

Training / Qualficatlons  Training Needs/Profiles  CPD

! URGENT TASKS

Training:
Duratiorr |CPD Hours |Internal |Status Absences

09/07/2015 \ADVAMNCED DRIVE 1.00 Scheduled

James Brown

Factory Operative

Production

4 I 3
London ‘A X
FarreTs Status: | <<ALL>> - New... Add... Details

Qualfications:

Tasks | Qualification

Personal Click the charts for more
There are no items to show. information

Work
Employment Calculator
Attendance

— — Book Holiday
QU Training / Qualifications [ )

Record Absence

Docs / Contracts
4 1l b

Attendance Record
Other @ pdate Delete
Holiday Card

/

To add new qualifications go to the qualifications section and select add. If an Expiry date is entered

it will generate a task when the expiry date arrives.
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Employee Mainterance - 25 G

James Brown
Factory Operative
Production
London

Reports To:

Personal

Work

Attendance

Training / Qualifications
Docs / Contracts

Other

Training / Qualfications  Training Needs/Profles  CPD

Training:

09/07/2015 ADVAMNCED DRIVE 1.00

1 Il
Status: |<<ALLs> - o
Qualfications:

Qualification Subject

There are no iterm)

(@ Standard Course:

) Non-Standard Course:

Standard Course
Course Code: \DVANCED DRIVE

Description: |Advanced Driving

Mon-Standard Course

Description: ‘

4 1l

‘New’ will allow the user to schedule
the individual’s record you are on

onto a course

Standard course will allow the user to pick from the standard list from system setup

Non-standard course will allow you to set a non-standard course the user may have already

scheduled previously.

Course Search

Course Code:

Description:

& internal

[ External

Main

Version 1
Training Manager

Click the charts for more
information

! URGENT TASKS

Employment Calculator

Book Holiday
Record Absence
Attendance Record

Holiday Card

Build 12.7

Search Results: 29 - Brown,James
Course Code &
26/08/2008  H&S Health & Safety Completed e
09/07/2015  ADVANCED DRIVE Advanced Driving Scheduled
tion |CPD Hours |Internal |Status Absences
0:00 = Scheduled
i »
- pece
items to show.
»
o <R TN
[
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My Notes
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