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Simply Training: Diarising a training course and
course maintenance.

This document provides step-by-step guide for users to give an easy understanding
on how to diarise a training course and maintaining the information.

If at any time you need help or just need some questions answered please use our
on-line helpdesk at www.simplypersonnel.co.uk where you will find comprehensive
articles and an option to open a support ticket.

Thank you

The Simply Personnel Team.
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To diarise a training course, you will need to access the training manager:

Training Manager

And then from the main dashboard select schedule a training course:

Schedule Training Course

This will open up a new window, you have the option to select a standard course (set
up in the system set up) or you can type in a non standard course.

Standard Course:

Course Code v

Description: Health and Safety hd

(*) Standard Course;

) Mon-Standard Course: Haolisndzre Bolie

[ Mext > l[ Cancel ] l Help ]

Select the course from the drop down list and click on next. This will take you to
another window.
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Dretails: Locatiar:

Start Date: E]

Diuration: E]

End Drate: E]

Trainer Mame: adrniriztration: () External

|.t'-‘-.lan Jones | @ Internal

Provider Mame: b aximum Places: 4 —

| - | Minirmum Places:

Expiry D ate: I:I E] CPD Hours:

Status: | Scheduled w | CPD Agcredited
[ < Back ]l Finizh ] [ Cancel ] [ Help ]

Enter in your start date (if you have set up the duration and training name in the set
up, then this will automatically enter the details). Enter the location and state the
maximum and minimum number of places. You can also credit CPD hours.

Simply Personnel

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

[ Yes l [ Mo

Once you have entered this information click on Finish. You will then be prompted
the window above.

If you select Yes you will be taken to the Course maintenance section.
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4P, Course Maintenance, Excel 07 - 19/06/2009 - = X
Qualifications || D ocuments || Elank Page || Elank Page | B
[GET] | D etails || Provider || Celegates || Wi aiting List || Costs " Tasks | e URGENT TASKS
Courze: Tirning:

Course Details

Course Code: Excel 07 Start D ate: 194062003 Course:
Description: Diuration: _ Mirosoft Excel 2007
Mirozoft Excel 2007 Erd Date: 194062003 Start Date: 19/06/2008
Status: Scheduled Reschedule End Date: 19/06/2009
Duration: 1.00
The Course can be rescheduled using the Max Places: 5
buttar abowve. |f the Start Date is changed Min Places: 3

then the date on all outstanding tasks will be N
zimilarly changed. Booked: 5

Cost Summary

-Delegale Costs:
50.00

M course costs:
160.00

Total: 210.00

Quick Links
»\iew

That main page will show the initial information that you entered when diarising the
course but this is where you can re-schedule the date and also change the status to
scheduled, completed or cancelled.

The detail page will also show information that you may have already entered.

4P, Course Maintenance, Excel 07 - 19,/06/2009 - =2 X
| Qualifications | Docurnents || Blank Page || Blank Page |
Main Details | Provider | Delegates | ‘waltingList | Costs | Tasks | @ URGENT TASKS
Location: Details:
meEEn Fa Course Details
T rianing room 1 Trainer Mame: Course:
| |E] Mirosoft Excel 2007
Administration; ) External Tuype: Start Date: 19/06/2009
@) Intemal End Date: 19/06/2009
M ates: -
Shaw on 'web Duration: 1.00
b aimurn Places: 5 — Max Places: 5
Minimum Places: Min Places:3
Booked: 5

CPD Hours: Expiry Date: I:IE]
] CPD Accredited BalvE Cost Summary

.Delegale Costs:
50.00

B course Costs:
160.00

Total: 210.00

Quick Links
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The provider page will have all of the contact information.

¥, Course Maintenance, Excel 07 - 19,/08,/2009

| GQualfications D ocuments || Blank Page || Elank Page |
| Main | Details | Proeider | Delegates | ‘WaitingList | Costs | Tasks | @ URGENT TASKS
Fravider: Address:
ro\r? = ees Course Details
Pravider Mame: Address: 33 The Broadway Course:
Financial Times Management Mirosoft Excel 2007
e i Start Date: 19/06/2009
Telephone: 0200 555 6589 [ ] End Date: 19/06/2009
Ernail: smapfai@FTH. o q Postcode: W3 42 Max Places: 5
Min Places: 3
Booked: 5

Cost Summary

.Delegate Costs:
50.00

.Course Costs:
160.00

Total: 210.00

Quick Links
pView O !

The delegate page is where you can add and also keep a list of your delegates that
are book for the training course, click on Add to select the delegates.

P, Course Maintenance, Excel 07 - 19,/06,2009 - =2 X
| Qualifications || D ocuments Blank Page || Elank Fage |
| Main | Details || Provider | Delegates | WaitingList | Costs | Tasks | @ URGENT TASKS
Delegates:
S Course Details
Employee I0 Employee Mame Status Course:
3 agard, Christine ‘Waiting Mirosoft Excel 2007
& Ellison, Alison Scheduled
7 Garner, David Scheduled Start Date: 19/06/2009
11 Klima, Karen Scheduled End Date: 19/06/2009
15 Roberts, Andrea Scheduled Dwration: 1.00
Max Places: 5
Min Places: 3
Booked: 5
Cost Summary
.Delegme Costs:
50.00
.Course Costs:
160.00
Total: 210.00
Quick Links
b ates
add. | [ Detais. |[ Delete
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When you click on add.. the employee lookup window will open up, you can then
select your employee/ delegates. An option you may search by delegate is via the
outstanding training needs.

Employee Lookup &l
Emplayes Search | Emplapes Tree |
| kd ain || Date || wWAdork || Dept/Loc || Course | Training Needs

Search Criteria:
|Health and 5 afety

Training Meed:

Cl
Status: | Outstanding BT |
Taget Dot beweer: | |0 wa | |0

Search Results:

1D Surnare Other Hames Department Location #

2 : 3 Developrent

3 Chiniztine Jayne Sales Leeds

4 B airstow Janine Michelle M ark.eting Leeds

26 Bloggs Joe t arketing Leeds

E Ellizon Aligon Kate Developrnent

7 Garner D avid weilliarn Developrient

=] Halliday Timothy Robert Developrent

24 Hunt Jon

10 Ibbetzan Sarah Jemima Sales

20 John James Frederick Fayroll

21 Johrnzon Frances K.ap Finance B

11 Klirna k.aren Janet Sales

12 Laking Mark Steven Sales

14 Falmer Mick James Sales

15 Roberts Andrea Stacey Sales

1 Sindhar kA anijit K.aur -
£ |

Clear all

You can also do the same process via Manage Delegates from the main dashboard.

Manage Delegate

Manage the delegates on a course

The next tab COSTS will keep track of all costs related to a specific training course,
click on add.. and a new window will appear.
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Enter Details E|

Main | Motes |

Date: 110542009 B

Dezcription: | |
Coszt Type: | Course Docurmnenta |
Cost: |2Ij |

Budget Holder: | Charles Abbey w |

Budget Type: | Adriniztration ~ |

Analysiz Code 1; | Employes Reguest  » |

Analysis Code 2 | i, - |

[ Ok, ] [ Cancel ] [ Help ]

Enter the cost and what it relates to. You can also link this to the budget.

The task will show you a list of all course level tasks linked to the training course
(done via system set up) or you can also add new ones by clicking add at the bottom
of the window.

+, Course Maintenance, Excel 07 - 19,/06,2009 - B X
| ualifications || Documents || Blark Page || Blank Page N
| Man | Detsls | Provider | Delegates | ‘watinglit | Costs | Tasks ) URGENT TASKS
Tazks:
A Course Detalls
Tasks Dat " Task - Mokes Course:
50 09 Mirosoft Excel 2007
J 05/06/2009  Book Training Room 1
@ zzfo6f2009  Send Delegate Evaluations Start Date: 19/06/2009
End Date: 19/06/2009
Duration: 1.00
Max Places: 5
Min Places: 3
Booked: 5
Cost Summary
.Delegale Costs:
50.00
.Course Costs:
160.00
Total: 210.00
Quick Link
< | >
add.. | [ Update. | [ Delete
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These tasks will also be shown along with the task relating to other courses in the
task list shown at the top of you dash board.

@ Task Summary

28 URGENT TASKS

@ 53 FUTURE TASKS
Click here to review and action

You can link Qualification to the training course. To do this, select from the drop
down menus (generated in system setup).

Qualification Details

Details:

Cualificakion: |N|:| Qualification bl |
Subject: Health & Safety v |
Grade: |Pass e |

Establishirment: | |

MNates:

Expires In: | 1| | |‘r’ears V|

There is also a documents page where you can insert document relating to the
training course, you can also send out standard document from you templates. And
there are blank pages so you can use the screen designer to develop a screen with
information that has not been captured by the other training manager tabs.
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4P, Course Maintenance, Excel 07 - 19,/06/2009 - = X

| Main || Detals | Provider Delegates | ‘WatingList | Costs | Tasks | .
@i_ ) URGENT TASKS

| Gualifications | Documents | Blank Page I Blank Page |

Dacurnents: .
Course Details

Docurnent Group: Course:

Date Created Description Group Linked Mirosoft Excel 2007

There are no ikems ka shaw,
Start Date: 19/06/2009

End Date: 19/06/2009
Duration: 1.00

Max Places: 5
Min Places: 3
Booked: 5

Cost Summary

.Delegale Costs:
50.00

B course Costs:
160.00

Total: 210.00

Quick Links
»View Delegates

[~
|

Std Doc ] [ Izt ] Froperties Activate Delete » Holiday Plannar

Over on the left hand side of the course maintenance there is a summary, You can
quickly go to the task list from here, view and add delegate and review the holiday

planner.
@ @ URGENT TASKS

Course Details
Course:
Mirosoft Excel 2007

Start Date: 19/06/2009
End Date: 19/06/2009
Duration: 1.00

Max Places: 5
Min Places: 3
Booked: 5

Cost Summary

- Delegate Costs:

50.00
Course Costs:
160.00
Total: 210.00
Quick Links
¢ Wiew Delegates
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All of you courses are accessible via the course maintenance tab situated on the

main dashboard.
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Course Maintenance

This will open up a new window where you can search for the course needed.

P, Course Maintenance

Courze Search

Deszcription:

Date

24042008
03/03/2009
04/03/2009
14/04/2009
05052009
18/05/2009
01062009
05/06/2009
19/06/2009
28/07/2009
13/08/2009
07/09/2009

M ondannn

Courze Code:

Main | Date | Advanced

Internal

Search Results:

Course Code
GEnl

EXCELS7

COMM

Training in Excellence
PM
PCWERPOINTS?
HS

YWord 07

Excel 07

TELSK

IMND

EXCELSY

(=3

External

Descripkion

arow assert 1

M5 Excel 97
Communications Skills
Training in Excellence
Project Management
M5 Powerpoint 97
Health and Safety
Microsoft Waord 2007
Mirosoft Excel 2007
Telephone Skills
Induction

M3 Excel 97

T alme ke mimiee

Status "‘
Scheduled
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Cancelled

Completed
Completed
Completed

Teraelebe A
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You can also view the course diary, this will show all of the diarised training courses.

Course Diary

View the course diary

You can print this screen off, choose the dates you wish to look at and also filter via
department and location.

(9 Course Diary
Shaw Caurse; Shiow Courses Within Date Range: a0 ko Date;
Course Code: ‘ <<AlLz> v ‘ Start Date: 01/01f2009  w iew Details % Print
11j05/2009 v
Description: ‘<<ALL>> V‘ EndDate: | 31/12/2008 '+ %E Optiors... & Prink Preview
Monday Tuesday Wednesday Thursday Friday SaturdayfSunday sl
27 Apr | 30 1May 2
3 —
o
- 3
5
4 8 9
i
= 10
E.
11 ] 12 13 14 15 16
) El
=
b 17
18 19 20 21 22 23
in 153 Heath and Safety Lo |
-
b 24
el
25 26 27 28 29 30
o
® 31
w
&
v
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