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Simply Personnel

Getting Started with Training Manager

About This Document

This document provides an overview on how to get started with 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 you will find comprehensive articles and an option to open a support ticket.

Thank you

The Simply Personnel Team

Introduction

This document should be used after Training Manager has been installed. If you have not yet installed Training Manager then please refer to the installation guide you received with Training Manager or contact the helpdesk.

Use the web page below to get access to documents/articles referenced in this document:

The Getting Started Resource Page on the Web
Use the web page below to get access to documents/articles referenced in this document:

http://www.simplypersonnel.co.uk/gettingstartedresources.htm
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> Getting Started

> Setting up Mail Merge Document (Microsoft Word XP)

> Setting up Mail Merge Document (Microsoft Word 2000)
> Using the Traffic Light Warning System (Task List)

> Using Simply Answers

> Personnel Manager User Guide (Full

> Yellowpad Business Processes





The Steps

These steps are designed to get you started using Training Manager quickly:

	Tick when complete
	Task
	How?
	Estimated Time

	(
	Set-up drop-downs (Mandatory)
	Using the Training >  system set up option on the main dashboard
	30 minutes

	(
	Set-up standard document templates (Optional)
	Using the Training >  system set up option on the main dashboard
	5 minutes per document

	(
	Set-up training workflow
	Using the Training >  system set up option on the main dashboard
	1 hour

	(
	Schedule Courses
	Using Dashboard
	5 minutes per course

	(
	Add delegates to courses
	Using Dashboard or employee record
	1 minute per delegate

	(
	Specify training profiles and needs for an employee
	Employee record
	-


You can now continue with the additional set-up if required:

	Tick when complete
	Task
	How?
	Estimated Time

	(
	Learn how to use the main areas of the system
	Manuals, Knowledge base
	2 hours

	(
	Learn how to get more help
	Helpdesk
	10 minutes


Adding Your Data using the System Set up option
Training Manager uses the System Setup almost on every screen, this makes sure you enter the correct information and also saves time.
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All the set up options are accessed through the Training > System setup option on the main dashboard and then by choosing the relevant sub-category option.
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The following should be set up first:

	(
(
	Qualifications > Grades – Qualifications 


	(
	If you have external training providers then create the training provider details using Tables > Training > Training Provider 



	   (
	Set-up your standard training courses,                      
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Each course has a course code, description, an indicator as to whether it is an internal or external course, an optional course provider, an optional default training, the duration the number of continuous professional development (CPD) points this course will reward and when the course expires – which will be shown on the dashboard using the traffic light system.

If you need to, you can also specify the qualifications that are awarded on successful completion of this course.



	(
	Set-up details of your standard training needs, 
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This option allows you to specify training needs that you can give to an employee – each need also specifies how it should be fulfilled, i.e. by a training course or some other means such as watching a self development video.



	(
	Set-up standard training profiles. 
TNA Profiles. Training profiles allow you to group together a set of training needs.
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You can then give a training profile to a specific job role (Personnel Manager) or attach a training profile directly to an employee. Attaching a training profile to an employee will automatically add those training needs to the employee record.



	(
	Assign Training Profiles To Jobs. You can assign training profile to Posts so any new employee starting will have that training profile created and the relevant training needs. System setup > Company Rules> Posts.




Setting-up standard document templates

Training Manager is fully integrated with Microsoft Office and this will allow you to hold standard documents in the database.

Standard documents can be used against the diarised training course and the delegate on the training course, use the documents tab folder.

Access detailed instructions on how to do this from the getting started resources web page.

Setting-up Training Workflow

Within the Training Manager system you have the ability to define the workflow that will be used before, during and after a course, for the course and the delegates on the course.

The first step is to define the course and delegate level actions, Training > System Setup > Course Level/Delegate Level tasks
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Note: Always specify the course task as in-use this means it is available to use within the training system – setting it to no will stop it from appearing within the training system.

The next step is to specify what tasks should take place when a course is diarised or a delegate is booked against a course - Training > System Setup > Standard Tasks.
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You can add in the task and specify if it should take place before or after the task. 

Any tasks due or overdue will be shown on the training diary screen.
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Scheduling Courses

You can create standard courses that will take place in the future using the diary training course on the Training option on the dashboard.

A training course can be diarised for any period in the future, effectively helping you create a training course diary.

When you add a training course you will be prompted to specify the course to diarise, this can be an existing standard course that has been created using the table option or a non-standard course.

                                           [image: image10.png]P\ Course Maintenance

Course Search

Main | Date | Advanced!

CouseCoe
Desrpion

Euend
e oot
e Corseco =
24/06/2009  ADVDRY Advanced Driving
27j10f2009  C5 Computer Studies
19/06/2009  Excel 07 Mirosoft Excel 2007
07/09/2009  EXCEL97 M5 Excel 97
13/08/2009  IND Induction
25/06/2009  IPD Institute of Personnel Develo.
14/10j2009  PM Project Management
01/10/2009  SA Sales training
28j07/2009  TELSK Telephone Skills
05/06/2009  Word 07 Microsoft Word 2007
21j01/2008  ACCESS97 MS Access 97
28j01/2008  ADVDRY Advanced Driving

Select

Close.

Status
Schedued
Schedued
Schedued
Schedued
Schedued
Schedued
Schedued
Schedued
Schedued
Schedued
Completed
Completed





Add Delegates to Courses

Once a training course has been diarised then delegates (employees) can be added to it.

An existing course that has been diarised can be accessed by selecting the training course maintenance option from the dashboard.

Employee Training Needs

Employees can have the training profiles you have created assigned to them, this will results in training needs automatically being added to the employee record. You can also add training needs on an ad-hoc basis.
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The training and qualifications tab shows the training courses an employee has attended or has been booked to attend and the qualifications gained. An employee can be booked on to a new course as a delegate from this screen.
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Learn How to Get More Help
You can use the getting started resources page on the website:

http://www.simplypersonnel.co.uk/gettingstartedresources.htm
Or use the helpdesk available at http://www.simplypersonnel.co.uk and then by selecting the support option on the menu.

You can search the knowledge base, submit a support ticket or look at popular articles.

You can also contact the helpdesk by emailing support@simplypersonnel.co.uk or by phoning 0870 145 8270 and selecting the support option.
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Learn How to Use the Main Areas of the System
Training Manager is a comprehensive system that contains significant functionality; the following steps are only a suggestion on what you should do next and where help is available for those steps:

1. Learn how to use the task list, this will warn you proactively of tasks and activities and also allow you to plan important dates. Available on the getting started resources page on the web and knowledgebase.

2. Run the reports. Available in the manual and knowledge base.

3. Learn how to use Simply Answers. Available on the getting started resources page on the web and knowledgebase.
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