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Simply Personnel

Training Manager
Scheduling a Training Course
& Course Maintenance

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.

To diarise a training course, you will need to access the training manager:
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And then from the main dashboard select schedule a training course:
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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.
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Select the course from the drop down list and click on next. This will take you to another window.
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Enter in you start date (if you have set up the duration and training name in the set up this will automatically enter the details), enter the location and state the maximum and minimum number of places. You can also credit CPD hours.
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Once you have entered this information click on Finish. You will then be prompted the window above.

If you select Yes you will be take to the Course maintenance section.
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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 i.e to completed or cancelled.

The detail page will also show information that you may have already entered.
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The provider page will have all of the contact information. 
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The delegate page is where you can add and also keep a list of you delegate that are book for the training course, click on Add to select the delegates.
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When you click on add.. the employee lookup window will open up, you can then  select you employee/ delegates. An option you may search by delegate is via the outstanding training needs.
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You can also do the same process via Manage Delegates from the main dashboard.
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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 the cost and what it relates to, also link to the budget.

The task will show you a list or all course level tasks linked to the training course (done via system set up) or you can also add new one by clicking add at the bottom of the window.
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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.
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You can link Qualification to the training course  select from the drop down menus (generated in system setup)
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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.
[image: image16.png]) Course Maintenance, Excel 07 - 19/06/2009

[ Man | Detsis | Provider | Delegates | Watinglit | Costs | Tasks |

Quaifcations | Documents H BlrkPage | Blank Page

Documents

Document G

baacrested | Doscrition = ked

Thers e s 0 s

] m I L]

Fopeis | (Actae ) (o

@ e reenrriss

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

Woviegate Costs:
5000

M course costs:
160.00

Total: 210.00

Quick Links





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.
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All of you courses are accessible via the course maintenance tab situated on the main dashboard.
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This will open up a new window where you can search for the course needed.
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You can also view a course diary, this will show all of the diarised training courses.
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You can print this screen off, choose the dates you wish to look at and also filter via department and location.
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