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Simply Personnel Training Manager

This document provides step-by-step guide for administrators to give an easy
understanding on set up your training manager.

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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System Setup

To access your training manager select the icon from the main dashboard

Training Manager

Then select the system setup

System Setup

A further dashboard will open up. Firstly you will need to set up the grades,
and qualification that can be awarded to employees when they pass a training
course. Click on the qualification tab to open up a further dashboard.

} Grade

Qualifications

Subject

Grade: click on the add button to add all the grades in, i.e. pass, merit, A,B,C
Qualification: click on add to add all the qualifications, i.e. NVQ

Subject: click on add to add all the subjects i.e. first aid
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Training Provider.

Training Provider

L=

This is were you can add all of your different training providers details

Training Provider, Maintenance

Main | Address

Provider Nare: |EHcellence in Training

Contact Mame: | Robert \Winfrey

Telephone: | 0113 567 4865

Fai 0113 567 £263
Email |Fiob Win®EIT co.k =
InlUse

[ 0K ] ’ Cancel ] ’ Help

Click on add and fill in the fields.

Courses

Courses

2L LD UNe QiTieres LUNses dvallairE

Click on courses to input details of all of the training courses you run or
provide to your employees.
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kain |m|

Course Code:  |ADVDRY
D escription: Advanced Driving
Administration: () External
(®) Internal
Provider: The Industrial Society M
Trainer Hame: | Migel Manzel
Duration: 2 [RET L

Start Time: 0c:0a Etd Timne: 000

CPD Hours: __ oo CPD Aceredited

Expires In: 0 Vears M

Course

Document:
It Usze

[ QK. ][ Cancel ” Help ]

Click on add and the window shown above will appear, enter the details and
add any qualification that are awarded when completing this course.

Tasks

Course Level Tasks
Define automatic tasks for co

Delegate Level Tasks

Standard Task

el up wich course have automalic tasks

Course Level Tasks: this is were you add what types of tasks you need to be
reminded of, i.e. book a training room, send out course invites. Click on add
and fill in the field.
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+:l —

Mame InUse ) Add...
Book Projector pdate...
Book Provider

Book, Training Room 1 Delete

Book Training Foom 2 Cloze
Boak. Training Foom 3
Boak. Training Foomm ¢
Ensure Course Posted to Inktranet

Line Manaager Evaluations Returned

El| El| El| &l | El | El || El|E

[v]

Crder Refreshments

Delegate Level Tasks: this is were you add task that are related to the
delegate i.e. you may need to make sure that they wear suitable clothing, to
add complete the same process as you did when adding course level tasks.

Standard Tasks: this is were you add the task that you have created above

to a course and you can state how many days before or after you want these
to show in your task list.

Course Level Tasks | Delegate Level T asks

Task. Days Added

Book Projeckor 0 Before

Book, Training Foom 0 Before

Crder Refreshments 0 Before
r Line Manager Evaluations Re... 10 After - =X
Marne date. . I
ADVDRY =
Building
ZMM
5
ELEC - N | &dd. || Update.. || Delete |
ELEZ - M
Excel 07 [ ] ] [ Cancel ] [ Help ] M

Training Status

Training Status
dainta raining status de
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Click on this to open up the next window

P, Training Status Maintenance -8 “’]
Skatus Stakus Tvpe In Use Add...
Cancelled Course Cancelled %) Update...
Completed Course Concluded =)

Scheduled =

Cloze

There are three options but you can add more if needed, this will state that if a
course is cancelled it will not award any qualification and delete costs

Training Status Maintenance

Training Sktatus

Status: | |

Status Type: | &I

Status Options: [ ] Award Qualifications
[ oelete Gualifications

[] set linked needs as 'Completed'
[]=5et linked needs as ‘Oukstanding’
[ ]Delete Costs

[ ]Delete Tasks

In Use

[ (] 4 ][ Zancel ][ Help

You can select the option you require.
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