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Simply Personnel Training Manager  
 
This document provides step-by-step guide for administrators to give an easy 
understanding on setting up your standard training needs and training need profiles..  
 
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. 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.simplypersonnel.co.uk/
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Set up: 
 
To set up your standard training needs and training needs profile you will 
need to go Into the training manager and then to the system set up. 
 

                            
   
You will then see the two tabs on the left of the dash board (5th and 6th ones 
down). 
 

                            
 
Standard Training Needs: 
 
Before you enter your standard training need in to the system, put together a 
list of all the ones you will need to enter and whether they are linked to any 
standard training courses that you have already put into the system. 
 
Click on Standard Training Need and a further window will appear. 
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Click on Add… and fill in the relevant details. Put in the name/description of 
the training need, select the course type, (if it is to be linked to a standard 
course select that option) and then select the course from the drop down list.. 
 

                              
 
Click on Ok to save. 
 
 
 
 
Training Needs Profiles:. 
 
Once you have entered all of your standard training needs you can start to 
group them together in to training needs profiles (for different job roles). To 
create these click on training needs profiles. 
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Click on Add… and a further window will appear. 
 

                                  
 
Give your profile a name and then to link the training needs click on Update. 
 

                                
 
Select from the list of standard training needs then click on OK. 
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Adding to an Employee: 
 
There are several way to add standard training needs an training needs 
profile to and employee. 
 
You can add training needs profile to a job post in the Personnel Manager. 
system setup > Business rules > Posts  
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You can also go in to the employee record and select the Training 
Needs/Profiles tab. 
 
           

 
 
 
 
You can now get to this by either personnel manager: 

                             
 
Or training manager: 
 

                           
 
In the top half of the box you can add Standard training needs. Click on add.. 
and select from the drop down box, this will then show as an outstanding 
training need. 
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You can also add training needs profiles by clicking on add at the bottom half 
of the tab. 
 

                
 
 
It will then be show as below. 
 

              
 
You can add these in bulk via the Update at the top of the screen. 
 
To get the standard training needs to show as completed you will need the 
employee to attend a specific training course, If the delegate/employee 
passes the training course the standard training need link to that course will 
then show as completed. 
 
 
 
 
 


