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About this guide

This guide is an overview and gives detailed help when using SafetyLink® to maintain employee and
worker training records. Internal and external training records are recorded, as well as certificates
and licences, NZQA units and qualifications. Contractors may be included with employee training if
added as workers under the Staff section, or maintained separately under Suppliers (covered in the
Suppliers and contractors user guide).

User guide availability from www.csInz.co.nz support page. The guide is called SafetyLink® User
Guide - Employee Training. This is the 2" version of the guide and feedback or corrections would be
appreciated to support@csinz.co.nz or call Compliance Solutions Ltd on 0800 438 674.

Help is also available from within the SafetyLink® software and covers much of this content, but
without the diagrams and discussions. http://safetylink.co.nz/hsehelp/hsehelp.htm

Software products mentioned include:
SafetyLink® is the registered trademark of Compliance Solutions Ltd;
Microsoft Internet Explorer® and Microsoft Excel® trademarks of Microsoft Inc.
Adobe Reader® is a trademark of Adobe.

This user guide is copyright 1996-2017 by Compliance Solutions Ltd. All rights are reserved.
Any recommendations or special notes are marked like this.

Employee and worker training introduction

Employees and workers get imported into SafetyLink® from a payroll import or they are may be
manually added. Each employee or worker has information including their start date, optionally HR
information, job type which may be used to automatically schedule training required.

Before looking at the process of recording employee training, it is useful to look at the types of
training that will be recorded.

Training is recorded for:
e Training topics conducted internally in your organisation
e Training topics conducted externally by a tertiary or other training provider
e Licences and certificates
e NZQA units and qualifications.

Note the terms: employees and workers are used identical in this document. .

When to use training topics?

Recommendation: Set up nearly all training using training topics. It keeps everything together
and once learnt is easy to use. The exception is when training has endorsements — such as a
driver’s licence, which uses licences and certificates.


http://www.cslnz.co.nz/
mailto:support@cslnz.co.nz
http://safetylink.co.nz/hsehelp/hsehelp.htm
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Training may be internally provided within your organisation or externally provided by an outside
training provider. Both internal and external training are implemented in SafetyLink® is using
training topics.

A training topic holds information about a particular type of training that can be performed, which
may be a competency in acquiring a level of a skill, or it may be the completion of external training
unit such as a fork lift training course.

The process of recording training uses training topics. This involves assigning training topic
requirements to workers and a date for the training requirement to be completed. The completion
of the requirement is then recorded and, If further training will be required due to a retraining
frequency specified in the training topic, a new training requirement will be be scheduled.

Workers may be also placed as participants on new or existing training courses to be provided by a
training provider. They may be added or removed from the course before completing the course,
which completes the training requirement for all outstanding participants on the course. The
training provider may be changed when the course is competed.

After training has completed a training competency level may be assigned. Optionally a training
provider’s student ID for the worker may also be added at this point and will be used for all future
training of that person by the same provider. An example id a Provider’s student ID is a Site Safe
number for construction sites. Provider Student IDs are shown in training reports.

Attachments may be also added to a completed training record. For example a scanned copy of the
certificate or some other proof of training performed. When attachments are added, a copy of the
attachment is held by SafetyLink in the database and becomes part of the historical record of the
training event.

Training topics may include a list of NZQA units that the student achieves after training has been
completed. These will automatically be recorded when the training requirement is completed. NZQA
units and NZQA Qualifications may also be added manually if required.

Training topics may be set up as a job type training topic requirement, and automatically assigned
when a worker is assigned that job type. Job types may be assigned manually or automatically when
a new worker is imported from a payroll with that job type specified. A job type training topic may
have a set time after the assigning of the job type when it will become due, which is called an
induction training topic requirement. These are set up from Edit / Job Type Training and induction.

All training requirements appear in the SafetyLink calendar in the month in which they are due.
Option email notifications may also be sent to the student, supervisor or others responsible for
training if the notification rules have been set up for this. Notification rules are set up under the
Company toolbar icon.

Training history reports provide an audit, and history of when training was completed along with
costs and times. Reports also include: employee training required and completed matrix to Excel,
outstanding training report, department reports, individual employee training history and many
others. Most of these reports may be found from the Training menu item at the top of the
application window.
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When to use licences and certificates?

Some types of licences/certificates have endorsements and this is when the Licence/Certificates
section should be used. The section is specifically designed so that licence/certificate types may
include a list of all possible endorsements and, when an employee acquires the licence/certificate,
applicable endorsements may be chosen from the list. Endorsements may be added or removed
from the employee licence at any time. Renewal, suspension and expiry dates may be kept and
licences have an ID.

An example of a licence/certificate is a driver licence with endorsements 1-Light, 2-Medium,
3-Medium combo, 4-Heavy ridged, 5 Heavy combo, 6-Motorcycle, D-Dangerous goods, F-
Forklift, I-Driving instructor, O-Testing officer, RTW-Rollers tracks and wheels and V-Vehicle
recovery. Other examples of licences with endorsements are for electrical workers.

The Licence/Certificates section is only used if the licence or certificate has to have
endorsements.

How are NZQA qualifications and units handled?

NZQA units and qualifications gained for employees are also recorded. An employee may be enrolled
as a student with a tertiary training organisation and be studying for an NZQA Qualification from the
NZQA framework. As part of the qualification, they will complete NZQA units, each with a level and
credits towards the qualification.

Also, an external provider may provide training that includes NZQA units without the employee
being enrolled to gain a NZQA Qualification at the time. When this is the case the NZQA units may be
included with a training topic and handled automatically under training by topic.

In both cases NZQA units and Qualifications are recorded in SafetyLink® either when new employees
are taken on, or on completion of a training topic if the NZQA units are specified in the training topic,
or manually using NZQA units and Qualifications.

Training Window - the starting point for recording all training

o

[tavirg] From the toolbar Training, or from menu Training / Training by topic.
This window brings training of all types together.

I Edit Topic I HEOA Training

I Contractor Training Lic'.umu#l:uﬂiuht

The activities that may be performed from the window are:
e Training by topic for employees — press Select a training topic button
e Changing the selected training topic — press Select a training topic then Edit topic
e Licences and certificate for employees — press Licences/Certificates
e NZQA training for employees — press NZQA Training
e Contractor training — press Contractor Training

Each of these is covered in the following sections.
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Recording worker training by selected topic

From the toolbar Training, from the menu Training / Training by topic

Selecting the training topic

Press the button Select a training topic. This opens a window with a list of training topics, one of
which may be selected either by pressing the Select topic button or double clicking in the training
topic.

Training topic selection window
|’ By Topic Hame ['ay Procedure D |By Poivider/Topic |

Topi: Freq Proceedue D Ver Preferred Provider Delvene Method
Comect Liting Technique B First Aad Trairng Co Ltd| Demonstration
Employes Induction In-Hous= Traine
Fachoy & - Confrachor Sibe Induction 12 SOPOO0E i In-House Traines
Firat Aad Trairng Co Lbd Clagsoom

FMIII Advanced Cebfcale 3k Farklft Traines Lid External Course
Indschion InHouze Traines
Site Induction - Workshoop 12 SO0PO0DS 1 InHous= Traine

e To sort the list - pressing one of the tabs: By topic name, by procedure ID and by provider
allows the table to be sorted in different ways to make choosing the topic easier.

e Locating an entry — depending on the tab selected, key in the first few characters of the
training topic name, procedure ID or provider and the highlight bar will move to the choice.

e To select a training topic — press the Select button or mouse double-click on the entry.

Select
)f Tupq::

Description of the training by topic window

I Edit Topic I HZ0A Traming

First Aid _ - I Contractor Training I_.itantat![!arlificatat

By Last Name By First Mame | By Dopartment By Job Title =0 RepeatMihsLocked  [T] Show AN Staff
Employes Detalz Last Traming Fepest Mest Aequrement  Detals of Course Scheduled

Last Mame Fist Mame Depatment Job Procedure I er Provided Levlaps Mthe Due  Dapstc Coursa o Date Timee: Priv
Black. Mary Dffice Secretany 250132 244 24 2541015 4BE 4 AJOEA4 O17PM Fis
Erinig Fobeit Factory Enginesrin 251013 244 24 25M0AE  4BE 4 30/0EM4 DS1TPM Fisl
Martiz Sam Factory Lathe Ope 251013 244 24| 251045 4BE

Flowsse: Lillizn Factory Agzemblar 2510M3 244 24 25M0A5  4BS

Tapdor David Factory Asgs 251013 244 24| 251045 4BE

Yorke Sally Factory 251013 244 24 25

kEmpIn:-,rees on course area

( Employees training status )

Tagged employees E:urrentempluyea}

mployee tagging Tagged gmpluy&es action buttons actions buttons
buttons detail area 1_|, / '
é"f T I ¥
For All Tagged People Current Person
() k) ) Dute = | 7|Days 30-Days Dverdue i .
| — ol 05 My
ah Add o Mew Add o Ex ol
Tagal - Same Couse Time: Sed Competency Level = o Course | Cox ) .
. = Budd/ Chany
B Pt Tooic Fenat | Rebvery: | Classioam Complete | IE' Remanve fram ‘ t Trmrg *
r LI opic hep . S - J Traning Course
S — Byowider:  First Aid Traning Co Lid
I = E:}:F!}fg:sl-m l Haurs: 16.00 Cost/Person 430,00 | Enann lni s o ot ings ‘# Close
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Employee training status area
e Employee details - name, department and job title
e last training
o Procedure ID - from training topic when last completed
o Version number - from training topic when last completed. If there has been a version
change in the training topic since the entry is highlighted in yellow.
o Last date provided
o Competency level
o Days since provided

Note: The Last training history button in the current employee actions allows this
information to be changed for a highlighted entry.

e Next requirement
o Repeat months — this is the repeat frequency in the training topic, unless it has been
overridden for this particular employee.
o Date due —the expected date for next training requirement to be met. Set either when a
training requirement was scheduled or when a repeat training was rescheduled.
o Days till due

Note: The Add/change training requirement button in the current employee actions allows
this information to be changed for a highlighted entry.

Employee on course area
An employee with a training requirement may have been placed as a participant on a course, either
by themselves or with other participants. This area has details of the course.
e Details of course scheduled
o [ Indicates the employee had been added as a participant on a scheduled training
course for this training topic.
o Course No - the number that has been sequentially allocated automatically for the
course. Many participants may be on the same course.
o Course date - the expected start date for the course.
o Course time - the expected start time for the course.
o Provider - the name of the training provider.

Note: The Course details plus notifications button provides further course related
information for a highlighted participant if they are on a training course.

Tagging buttons
This area provides buttons for tagging employees who will have an action performed for them at one
time.

Lazt Mama First Mame Depatment Job H ; Pl
e T T Teeaios When an entry is tagged, a tick is placed to the left of the
EDE riniz Eint-ert 'EEi:tI:('.' Fnll:me:_hsm entry.

Tag or un-tag a single entry
Tagging buttons [ Tagall entries
L) k) B i Un-tag all entries
Showing Al | 2 Inverse tags (tagged to un-tagged & vice versa)

TagAll - Sama Cowsze |

To tag all participants on a particular course

indicates that all 1. Highlight one participant on the course
entries are shown, tagged and not. 2. Press [ T2a4l-Sane Couse | \which will tag all the
Pressing the button again moves to others on the course.

shevng T2a05d | entries, pressing Using this method an action may be performed for all
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again to [ShewngUnTageed] onq again participants tagged on a course e.g. completing their
returns the display to showing all. training.

Tagged employees detail area
This area is used to hold common details for actions for tagged employees. When a training topic is
selected, the following information is copied from the training topic and may be modified before an
action is performed for tagged employees.

e Delivery method — drop down selection

e Training provider — lookup selection

e Hours —from training topic

e (Cost per person —from training topic

Actions that may be performed on tagged employees
e Complete training for all tagged employees, either on a course or not
e Add tagged employees to a new training course
e Remove tagged employees from a training course, for example, if they did not attend
e Addtagged employees to an existing course as additional participants

Current employee action buttons

e Last training history — View or change the employee’s last training history record for the
training topic. Here corrections may be made, certificate details entered and certificates
added to the training history as attachments or comments entered.

e Add/Change training requirement — either to add a requirement for a person who has not
previously been trained for the training topic or modify details of a current training
requirement, such as, their individual training frequency for this training topic if it is
different from the training topics frequency, or even the date of the next training
requirement.

How to show all staff rather than those just with training

By default when the window is opened, only employees who have previously been trained in this
topic or have a training requirement are shown. All staff may be shown by checking on the Show All
Staff toggle.

Contractor Training | | Licenses/Centifi Show All Staff check box
Check on —to show all staff

Check off — to only show staff training or with a
training requirement for this training topic

ppeat Mihe Locked

Meut Reguirement  Deatail: of Cowze 5chaduled
Due  Day: b Course No Date Time

When Show all staff is checked on, employees without history or a requirement are shown dimmed.
They may be tagged along with other staff and actions performed. If there is a last training, the
button allowing it to be changed will be disabled.

Completing training for tagged workers

1. Tag employees to have training completed.
2. Enter details in For all tagged People box
e Date Key in a date or press the [L] calendar button to select a date or press
to set the current date.
e Time —enter the time training was completed.
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e Competency level — either leave blank or select a competency level from the drop
down.

e Delivery, Provider, Hours and Cost/person — these were copied from the training
topic when it was chosen but may be changed. The training provider is changed by
pressing the lookup button. &

LComplete

3. Press Trairing

Note: This completes training for all tagged employees, whether they are participants on a
course or not.

Actions performed when training is completed for an employee’s training topic:

e The last training provided history is updated.

e The training requirement is removed.

e The calendar is updated and any outstanding notifications removed.

o If there is a repeat frequency for the training topic or the employee has a locked
override training frequency, a new training requirement is set up for them.

o If the employee was a participant on a course, their course participant entry is marked
as completed and the number of outstanding participants on the course decremented.
When all participants on the course have either been removed or have completed
training, the course is marked as being complete, and no new participants will be able to
be added to the course, i.e., a course is finished when the last uncompleted participant
has finished or is removed.

e |[f the training topic has a repeat frequency or if the employee has a locked override
training frequency for this training topic, a new training requirement is created for the
employee and this training topic. The calendar is updated and any notifications created
according to the rules for ‘training requirement’.

Changing the last training history for a worker

After a training topic requirement has been completed for an employee, a record of this history was
created. This may be changed, for example, if an incorrect completion date was used. This is also
where attachments such as scanned certificates may be added to the training history.

From In the Employee training by topic window, select the training topic if it is has not already been
selected.
1. Highlight the worker whose last training history is to be changed.

Cument Perzon

i Lazt Traking

2. Presstheli = " button in the current employee area. This shows a window with
all the details of the last training history.

3. Change any history necessary

4. Press OK to save the changed history.
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[ update Training Histery ==l =

Employes Mame: David Taylor

Training Topice First Aad

Diate Prowided: 23/06/2014 Course ID:

Time Provided:  10:394M Lranng Lompleted

Procedue (D: | \er

FProvides and Method
Provides:  First Aad Trainng Co Lid

Dieliveny Method:  Clazsoom

[ 4] [«

Cost 43000
Dot ation Hrs: 1600

1D% & Compelency
[Training Provider Student 1D - for &l

Eoszonal |1k ramning tor thiz shudent [0 and prowider)
Ceshhicate [D: [Prosvided by trairng providar|
Level Achieved ;I
Comments

I hudes units: G400 [updabed]. 26557 [updated)]. 26552 (updabed)]

Doate stamp comments |
[ Add Attachments " OF K Lancel |

Last employee training history - Fields that may be changed
e Procedure ID — optional name of the procedure from the training topic.

Version — of procedure when training was completed.

Provider — select from drop down.

Delivery Method — select from drop down.

Cost - of training.

e Duration Hrs - of training.

e Personal ID — This is the training provider’s employee ID. If changed here, it will be
populated into all future training by the provider for this employee.

e (Certificate ID — some certificates will have a unique ID number (this is not an NZQA unit
number)

o lLevel achieved — use drop down to select a competency level achieved, if this has been set
up (see Adding competency level in Training setup)

e Comments —any comments required. If NZQA unit standards were specified in the training
topic at the time of completion, they will be listed here, as well as added to NZQA units
passed. Date stamp button updates the comments with the current date.

Adding attachments to the last training

From the last training history window

1. Press to display the Attachments window. Multiple attachments may be

added to the training history.
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|fi'-l'a|:"rnc"*s lll:leleled.&lt,achn'-enle]

Adtzchnert Added
Subject Type Dale Time By

4 L

||3, r[ﬁ';t":z‘:f“ | |4 AddAttachment | [ & Change Subject | | mm Delete Attachment. | | Cioze |

Attachments window with one attachment already added.

2. Press in the attachments window.

Attachment Type
@ ffig © URL  FieName [im]
[|Ophiona] Subject

| % Save Attachment lx Cancel

e Attachment type — Select the type of attachment to be added

o File - Use the button to navigate to where the file to be attached is located.
Normally, this will be a PDF file on a computer. Select the file and press Open to
place it into the file name field.

o URL—this will link to a URL on your intranet or another web site. Key in the URL
link, which may be copied from a browser URL address using Ctrl-C to copy and
Ctrl-V to paste into the URL field.

e Subject — Optionally, enter a description to help identify what this attachment is. If left
blank, it will be filled in with the file name or URL when the attachment is saved.

3. Press | Save Attachment lto save the attachment.

4. Press Close - when all attachments have been added to return to the previous window.
An attachments button (yellow folder icon) indicates attachments present.

Recommendations and notes about attachments.

- Scanned PDF files are better than Word documents because they display and print consistently.

- Attached files, by default, are copied from the source computer to special folder which is set up by
SafetyLink. This means that the source may be changed or deleted and the attachment will remain
exactly like it was at the time it was attached.

- When viewing attachments, PDFs are displayed using the Adobe PDF reader installed with Internet
Explorer. If your computer has a different PDF reader this may be changed in your SafetyLink login by
an administrator. All other file types, including Word docs and URLs are displayed in the Microsoft
Internet Explorer that is installed on your computer, and will be subject to the setting in your own
Internet Explorer.
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About training courses

A training course is a method of handling a group of employees who are expected to be trained at
the same time, by the same trainer, who may be an external training provider or an internal trainer.

A Training course is very flexible. Individual participants may be added or removed before the course
is completed and participants may even have their training completed before others on the same
course. Normally, after these exceptions, the rest of the participants on the course will be tagged
and all completed at once. After completion, individual training history records may be changed to
update competency levels or attach documents such as scanned certificates.

Actions which may be performed for employees on training courses are:
e Adding tagged employees to a new training course
e Removing tagged employees from a training course
e Adding tagged employees to an existing training course

Also see

- Tagging all employees on the same training course

- Completing training for all tagged employees — training is completed the same way whether
they are on a course or not.

Adding tagged workers to a new training course

1. Tag employees to be added.
2. Enter detadils for the new Training course in For all tagged People box

e Date —The date the new course is expected to start. Key in a date or press the ]
calendar button to select a date or press to set the current date.

e Time —-The time the course is expected to start.

e Competency level —Not used when adding a participant to a course - leave blank.

e Delivery, Provider — The default delivery provider was copied from the training topic
when it was chosen. This may be changed by pressing the lookup button E] and
selecting a new training provider.

e Hours and Cost/person —these were copied from the training topic when it was

chosen but may be changed. They will be placed into the course details.

= Addl o New
3. Press the Course button.

Notes: If the Add to New course button is disabled, check the following: 1. Date — A training
course must be specified and be today or in the future. 2. Participants to be added must be
tagged.

Actions performed when participants are added to a new training course.

e A new training course is created for the date, time and training provider.

e The start date, time, provider, hours and cost per person are copied from the ‘for all tagged
people’ to the course.

e The Training provider’s location for training (from the supplier record) is placed into the
course.

e Text for the Notification memorandum to participants is generated from details known and
placed into the training course.

o Acheckis made to ensure the employee is not already on a course for this training topic and
if so will not be added to this course unless they are removed from the other course.
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e Acheck is made to ensure each tagged employee has a training topic requirement and, if
not, one is created for them for the date and time of the course and added to the event
calendar and any ‘training requirement’ notifications created for them.

e A participant entry is created for each tagged employee and set to not yet complete.

e Each employee’s entry in the training list is updated to show details of them as a participant
in the course.

e The course is added to the event calendar and any ‘training scheduled’ notifications are
generated for the training course.

Note: Details of the course may be changed by highlighting any participant on the course and
pressing the Course details plus notifications button. Memorandums for participants and a list of
participants for the training provide may also be printed.

Removing tagged workers from a training course

1. Tag workers to be removed from the course.

| B emone fram
2. Press the Loaee button.

Note: If the Remove from course button is disabled, check the following:
- Participants to be removed must be tagged
- The tagged participants are on a course

Actions performed when a participant is removed from a course
e The participant entry is removed from the course and the course update to reflect the
current number of participants.
e NOTE: The requirement for the employee to be trained for the training topic on a date and
time is not changed.

Adding tagged workers to an existing training course

1. Tag workers to be added to an existing training course.

Add to Exist.
4 Crourse

2. Pressthe button.

Note: If the Add to Exist button is disabled, check the following:
- Participants to be added must be tagged.
- There must an uncompleted course with a future date for the training topic.

This will open a window of existing courses that will be run for this training topic in the
future. Each course due to be run is shown with the date and time of the course, the
provider and address and number of participants.
rTlénrgEmu'?e: |

First Aid

CourgelD Diate Tiene Paticipants Provider Location

3. Highlight the course the tagged employees should be added to

F
:'\_."-'-"r 5 | t
4. Pressthe E button.

Actions performed when tagged employees are added to an existing course.
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e Acheck is made to ensure each tagged employee has a training topic requirement and, if
not, one is created for them for the date and time of the course and added to the event
calendar and any ‘training requirement’ notifications created for them.

e A participant entry is created for each tagged employee and set to not yet complete.

e Each employee’s entry in the training list is updated to show details of them as a participant
in the course.

Printing training course notifications for participants and a roster for the provider

From the Employee training by topic window
1. Highlight a worker on training course indicated with a E in the course area.
Press I € Course Detals + Motiicabons ] button

2.
3. Change any details required (changes will only be saved if the OK button is pressed)
4

Press = Fint Nobiicaiions o ol Patieinants | 4 yiew or print notifications for each participant. These
may be printed and given to participants on the Course.

5. Press = Frrt oster of Pabsipants | to view or print a roster of all participants on a course. This
may be useful for the training provider.

Changing a training topic requirement for a worker

From the Employee training by topic window
1. Highlight an worker.
fudd/Change

i Trsinmg

2. Pressthel = Aegaement | button.

3. Ifthis is a new training requirement for this topic, a message asks ‘New training
requirement?’ Answer Yes to create a new Requirement or No to cancel.

4. Make changes to the training requirement

5. Press OK to save.

|’ Traming Fiequrement Fields in training requirement

Phil Finch e Training topic — may not be
changed
Tranirg Topic: First Aid .
e Frequency in months — LEAVE
Frequercy In Marths: | [Far iecwing raning) BLANK to use the default for this
Lock Frequency (Frevents automalic training topic. If an override is
re-scheduling if topec ) A A
fequency changes) placed in here, it will be used
) instead of the Training topic value.
i o) L [Lhanges wa
Date Last Provided: Tast histony] However, see below.
Date Mext Due,  23/06/2014 ] e Lock Frequency — should always be

checked if the Frequency in months

override above is used, in order to

(v 0K | | Cancel prevent a change to the Training

topic frequency altering the

override above.

e Date last provided —information,
read only field.

e Date next due — may be changed or
cleared if no further training is
required.

Changing a training requirement

If an employee no longer needs to be training in
this training topic do the following:

1. Frequency - set to 0 (blank)

2. Lock Frequency — check on

3. Date next due - clear

4. Press OK to save the settings
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Recommendation: If the date next due is cleared, the frequency should always be set to zero and
lock the frequency always checked on (see above). Otherwise, if the training topic’s frequency is
changed, training may again be scheduled for this employee.

Training Reports

Printing a training topic report with a list of workers

From the Employee training window
1. Select the training topic,

2. Press /= P Tore Aesar

|for a list workers and their status for the training topic.

o vt Topic List
3. Or Press |____with Photos for a list as above but including the worker’s photos (useful for
topics such as first aid) so it may be posted in appropriate places.

Exporting a training required matrix to Excel

This report shows a snapshot of current employees and workers training required in an Excel spread
sheet which may edited, saved or printed. It is very useful for training providers as it shows when
training is next required and the current level achieved.

From Menu / Export training required matrix to Excel.

1. Press the menu selection - extracts the information from the data base then shows a
window with the number of rows and columns that will be need in the Excel spread sheet (as
older versions of Excel could only handle 256 columns).
= Print Employee Training Regist..| — | =) [widm|

Step 1, Anslysng Training

Flow: 10 Cak 10
Mote: Ewcel wil accepl & maximum of 258 columng

B PintoEcel 1 | Clos= |

2. Press B Printto Execel to populate the spread sheet and display it in Excel.
3. Print or save the spread sheet from within Excel.
4. Press Close

Those responsible for the provisioning of training usually work one to two months ahead. Email
notifications may also be set up as reminders when training is required for employees and
supervisors. An example of a simplified training required matrix is shown below.
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A B C D E F G H
1 Compliance Solutions Ltd - Training Required Matrix
o CorrectUfing| Firstad |
t HName Phone Position Induction . Site Safe ID
" i Tedwigue (6)| (29 [V= ~ -
3 Demo Employese |0800 438 674 |Assembler 07-Jun-15 23-May-15 \i SPT:_IOJEIﬁ?[DS
4 |Factory |David Taylor 022 134999 |Assembler [2]30-0CT-16 |01May=16 |1651718 S heane
5 |Factory |Lilian Rowe 022 134 235 |Assembler [3)30-0CT-16 |01May=16 | 141515 - = -
— (from training
6 |Factory |Philo Finch 022 134 777 |Factory Manager [4]30-0CT-16 pmvidefs
I Factory |Robert Enrs 022 134954 |Engneering Apprentice 0 1-Mov-15 13-May-17 |12345 SLIDFI”EF reco rd]
B Factory [Sally Yorke 022 134 594 |Assembler O1May=16 |202122 5,
9 |Factory |Sam Noms 022 134 123 |Lathe Operator [1)30-0CT-16 [OlMay=16 |111213
10 Office |MaryBlack  |022 134875 |Secetary M N
— — % = Provider's
11 Office |Paul Dawson 022 333 444 |Manager ,.5'” ,5_30{201' '15 i student ID
12 | e
13 Levelkey IFl:q' a",&l IO'-".TDUC \ \\'Iﬂn.ﬂt I <=6 days I
14 [1] Requires Training, Supervison ”,. \
15 [ w T c teni” v - - =
[2] Working Towards Compenten Last competency  / Mext training

16 [3] Competent To Wark Independ F'_ ¥ ! = t dat

level achieved . requirement date |
17 [4] Fully Competent, Able To Tral ) - - —
18 [5] Fully Competent Train /Supery ) "

Training required matrix to Excel

At the top of the spread sheet is your organisations name and the report name. Rows show all
workers requiring training, sorted by their department then first and last names.

Columns show the workers department, name, work mobile or work phone if no mobile is defined in
their employment record and job type/position. The next set of columns training topics, first
induction topics which always show as with a grey background indicating they are required for their
job type, followed by the other training topics in topic name order. If training is not required for any
person in the report the topic column is not shown. Training topic column also show any retraining
frequency in months e.g. (24).

Each cell in a training topic column, unless it is blank and not coloured, represents a worker’s
training that is required. It will also show the date that training is required to be completed.
e Grey background — represents training that is a requirement for the worker’s job type.
e Yellow background — an overdue training requirement
e Blue background — a training requirement for which the worker has been scheduled on a
training course
e Red date on any background — training that is due within the 60 days of the date the report
was run.

If an employee is already been trained for a topic, and has no further training requirement then no
entry will be shown for them. For completed training use the Training completed matrix to Excel.

Last competency levels achieved are shown in square brackets e.g. [1] just before the date that the
next training is required. These were optionally recorded when the last training was completed. If
any competency levels are shown in the report a key of all competency levels is shown at the end of
the report.

Also see:
%+ Training topics are set up from Edit / Training topics
+»+ Job types are set up from Edit / Job type training and induction — see Training setup.
%+ Training topic induction is set up from Edit / Job type training and induction — see Training

setup.
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«+ Training provider requirements for student ID and the column header are set up from
Suppliers / Change supplier / Training provider tab. Note: a supplier who is a training
provider must have ‘Training provider’ checked in Supplier Options.

%+ Training competency levels are set up from Edit / Training competency levels

How to show a training provider’s student ID in reports?

Every student in New Zealand has a single national student index number which follows them
through primary, secondary and tertiary education. This may be entered in the employee’s record
under the units and qualification tab.

Other training providers may also have their own Training provider student ID for workers. This may
be recorded when a training topic is completed and is entered into the training history record. From
that point onwards all training for the employee that is performed by the provider will have the
student ID automatically record the in the training record.

The provider’s student ID may be shown on training reports to Excel if the option is selected in the
provider’s supplier record under the training provider tab. The column heading defaults to the
provider’s organisation name but this may be changed.

Uptions for Training Heports
| Show Student 1De in training reports

Colurm Header:  Sig Safe 1D

Chech to show student |0ia for this traning prowider in Boce
regeaits. You may ovemde the default column header

Training provider tab in supplier record

Exporting a training completed matrix to Excel

From menu / Export training completed matrix to Excel.

1. Press the menu selection - extracts the information from the database then shows a window
with the number of rows and columns that will be needed in the Excel spread sheet (as older
versions of Excel could only handle 256 columns).
= Prink Employee Training Regist..| — | =) [wkdm|

Step 1. Anslusrg Tisinng

R 10 Cols: 10
Mote: Excel wil accepl & masimum of 258 columng

B PittoEwcel | Close |

2. Press R Printto E-vcel to populate the spread sheet and display it in Excel.
3. Print or save the spread sheet from within Excel.
4. Press Close

This training matrix is similar to the training required matrix, except that it shows completed worker
training. It is a very useful tool when sub-contracting or needing to provide a list of training
completed for employees. An example follows.
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A B [ D E F G H
1 |Compliance Solutions Ltd - Training Completed Matrix
2 Dept Name Phone Sasition Induction 'E:;E:;LJ':"I"E"? Fir{s;q?id Site Safe ID
3 Demo Employes |0B00 433 674 |Assembler
4 |Factory [David Tayler  |022 139999 |Assembler 14 Dec-11 [30-aPR-15 [7] [D1Mey-14 |161718
5 |Factory [Lilkian Rowe 022 134285 |Assembler 14Dec-11 [30-aPR-15 [3] [D1Mey-14 |141516
6 |Factory |Phila Finch 022 134 777 |Factory Manager 14Dec-11 |30-AFR-16 [4]
7 |Factory |Robert Ennis 022 134954 |Engneering Apprentice |19-Dec-11  |01-May-15 13-May-15 | 12345
& |Factory |Sally Yorke 022 134534 |Assembler 14-Dec-11 01-May-14 |202122
9 | Factory |Sam Noeris 022 134123 |Lathe Operator 14Dec-11 [30-APR-16 [1] [01May-14 |121213
10 |Office |Mary Bladk 022 134876 |Secretary 14-Dec-11 -Apr-16  |54321
11 Office |Paul Dawson  |022 333 444 |Manager 14Dec-11 |30-APR-14 [5]
12
13 |Level key [kev-  |espred  |Emok Joue<-sod |

14 |[1] Requires Training, Supervision

15 |[2] Warking Towards Compentency
16 |[3] Competent To Work Independenty
17 [4] Fuly Competent, Able To Train

18 |[5] Fuly Competent Train/Supery

Training complete matrix to Excel

In the spread sheet topic titles have the retraining frequency but only completed training is shown. It
also shows where training is expired but no longer required [Exp.OK — graybackground]; expired but
still required [Expired! — yellow background]; and employees with completed training due within the
next 60 days. Competency levels achieved are also shown if used along with a competency level key.
Like the Training required matrix to Excel, it will also show any provider student ID’s if the option is
set in the supplier’s training provider tab.

Note that as these are ordinary Excel spread sheets, they may be modified in any way before printing
or saving.

Exporting training costs and times history to Excel

From menu / Export training completed matrix to Excel.
1. Press the menu selection - this opens a window to enter a date period for the extraction.
2. Select a date period

Training Cost/Time summary Date Aange e From date — if not specified, starts at
the beginning date of training.

Fiom Date Ta 23/0814 7o Date2@406/14 - 1/06/1¢
e Todate — defaults to current date. May

| [) /0672015 | be changed by using calendar lookup
button or keying a date.
o O (%€ Cancel e Press OK to accept period selection.

e Cancel to quit.

3. This extracts the information from the database then shows a window with the number of
rows and columns that will be needed in the Excel spread sheet (as older versions of Excel
could only handle 256 columns).
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E= Print Emiployee Training Regist.. | — | =

g

Step 1. Ansluzng Training

Rz 1o Ckz: 10
Mote: Excel wil accepl & magimum of 256 columnz,

B Fiiri to Eveel | [w Clese |

4. Press [ Print to Execel to populate the spread sheet and display it in Excel.
5. Print or save the spread sheet from within Excel.
6. Press Close

The Cost and times training summary spread sheet shows two summaries which are very useful for
period training costs and times reporting as well as training budgets for future periods.

The first summary is by month in the date period selected and period totals.

A B C D E F G
3 Manth | Trained | Hrs | Cost | To Train | Hrs | Cost
4 Jun-14 12 50.00 1,410.00
5 Dec-14 9 16.00 430.00
6 |PERIOD TOTALS | | [ | 21 66.00]  1,840.00

The other is a summary of costs and times by training topic with totals.

Training cost and tmes by training topic

Trairirg Topic | Trained I Hrs I Cest | To Train I Hrs I Cast
Correct Lifong Techreque 2 9

Employes Induchon 4

First Aid 9 54,00 1,720.00
Forkdift Advanced Certificate 2

Site Induction - Workshoop i 1.00 50.00
Site Induction Office And Surrounds 1 1.00 §0.00

Recommendation — It is a good idea to keep these costs and times up to date in Training topics so
they reflect actual costs. The costs and times recorded come from those recorded in training history
and these were those at the completion of training, which in turn came from the Training topic
record or a manual override.

Printing courses for participants with un completed training

From Menu / Training / Uncompleted training course report in date range
1. Press the menu selection
2. Select Preview or Print report
3. Select date range for the report
e  From date — defaults to from any time

4. To date — defaults to today i.e. training is uncompleted if it should have been completed by
today.

Department training reports

From menu / Training / Department training reports
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Restrict to Deptattments  Department Training Repoits 1. Tag the departments to be

Departments included in the report.

%M | Dept. Stafl Trainngopic Summaty 2. Select one of the training
gﬁ;’d | = Degt, Dverdus Training Ony reports by pressing a button.
Store : 3. Press close when done.

E Degt. Trainmg Matis bo Excal

2] ) k) ey '
" stont ]

Department Staff training summary shows all training completed and required for employees in
each tagged department with each new department on a new page.

. #= Required for job type
Training By Department Overdue traning
Due within 14 days
or scheduled on course
Comp. Last Days Days
Training Topic Erocedurg Var Lev Provided Simce faxt Die Until Cumant Coursa
| Factory |
Robert Ennis Engincering Apprentice
Employes Indoction - 14122011 928
First Aid - 290672004 2062016 731
Correct Lifting Technigquoe 25102013 247 25042014 65
Phil Finch Factory Manager
Employee Induction - 14122001 928
First Aid 20052014 204042014 ©:32

The report shows the procedure ID and version, the training competency level, date last provided
and, if there is a future training requirement, the date next due and whether the employee has been
placed as a participant on a training course. The icon in the report indicates that this training
topic is a requirement for their job type. Entries highlighted in red are overdue.

Department overdue training summary is similar except that it only shows employees in the
department for which there is any overdue training overdue.

. & Required for ob Type
Overdue Training By Department Overdue training
Due within 14 days
) or scheduled on course
Comp Lsst [Davs Davs

Trgining Topic Procedure Ver Lev Provided Since MexfDue LUndil Cument Course
| Factory |
Eobert Ennis Engineering Approntice

Employee Induction -

Ferst Aad -

Correct |..'.!'-I:'.|f Tf.‘l‘:l'.i_lla.- 25102013 247 23042014 65
Phil Finch Factory Manager

Employes Induction -

First Aid 29062014 29/0872014 952

Note: in this example, there some training topic entries without a last provided date or a
requirement due date. This indicates that the employee had no previous training in that topic and
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they have no requirement date for training, but the training topic is still a requirement of their job
type. Entries highlighted in red are overdue.

Department training matrix to Excel gives a compressed overview of a department’s training
position for each employee.

A B [ D E E G
1 Staff training matrix for selected departments: Factory as at 29-JUN-14.
2 L-ast Date[Competency level] D-Due Date, Shaded due within 60 days. Red OwerDue.,
Correct
Mame Lifting E""*’“'EI ® | First aid
3 Tedmigue n n
. L=25<0CT= L=29-JN-
Povd  lisEpeas | LR | uapm
4 aylar APR-14 i JUN-16
L-25-0CT-
Lilian Rowe L'”ﬁr’:' 13D-25-
K] OCT-15
. L-14-DEC- | D=28-JUN-
g Phil Ainch 1 14
L-25-0CT- L-29-2IN-
ﬂ;‘t‘m 13[2] b-35- L'”:fEC' 140-29-
7 ne APR-14 U-16
L-2540CT-
Sally Yorke L-140BC- | 42 p 25
B i OCT-15
L-25-0CT-
Sam Norris gl IPET X
3 OCT-15

Each cell shows
e The Last date training was completed [L]
e Any competency level achieved in brackets e.g. [2]
e The Next date that training is due [D]
e Training will be in red if overdue
e Training that is shaded is due within the next 60 days.

Training by topic reports

From menu / Training / Training topic reports

Reports for Selected Topics

Select Training Topics for Report

¥ Comrect Lifhing Tn::hni- =
@ Ei:glt:'!g‘;"dee Induction Lgﬁ Lizt Selected Training Topics
Forklift Advanced Certificate
Site Induction - Warkshoop
Site Induction Office And Suraunds

Lgﬁ Employpee Training Surmmmany

@ Employee Overdue Training
Surmmary

< [ P

() b)) ()
| Showal |
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For these reports
1. Tag the training topics required
2. Select the report to run
3. Press close when done.

List selected topics shows the primary attributes for the training tagged topics.
List of Training Topics
By Topic Name

Repaal
Training Topic Procedure  Ver. Mths Hours Cost Preferred Provider
Correct Lifting Techniqua & First Aid Training Co Lid
First Aid M 1600 430.00 First Aid Traineng Cio Led

Employee training summary is a very useful report that shows for each tagged training topic a list of
employees and their training positions.

Training Summary

c s I For selected topics

M Training Overdue
“]HPH”EE SIIL“HME LT M Due within 14 days (or allocated to course)

Proc. Comp. Last Days Freq. Date Days
Employee Department Course ID Procedure (D Ver. Lev. Provided Since Mths Next Due Until

Correct Lifting Technique

Robert Ennis Factory 2 25102013 247 6 2510472014 63
David Tayler Factory 3 25102013 247 6 25/04/2014 63
First Aid
Mary Black Office 4 290814 25102013 247 24 25102013 483
) Personal ID: 125684632 Certificate ID: WC23467
Robert Ennis Factory 29/06/2014 24 29062016 731
Phil Finch Factory 4 29/0814 20/06:2014
Sam Noerris Factory 25102013 247 24 251072015 483
Liflian Rowe Factory 4 29/08'14 25102013 247 24 25102015 483
David Taylor Factory 4 29/08/14 28/06/2014 24 29/06:2016 731
Steve Williams Despatch 4 290814 20/06:2014
Sally Yorke Factory 2510:2013 247 24 257102015 483

Employee Overdue summary for the tagged topics shows any employees who have an overdue (red)
training requirement or if they have been scheduled as participants on a training course.
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CSL

COMPLIRNCE SOLUTIONS LT

OverDue Training Summary
For selected topics as at 29/06/2014

M Training Overdug
Il Due within 14 days (or allocated to course)

Proc. Comp. Last Days Freg.

Date Days

Employee Departrment Course D Procedure ID Ver. Lev. Provided Since Mths Next Due Until
Correct Lifting Technigue
Robert Ennis Factory 2 25102013 247 1 -63
David Taylor Factory 3 25102013 247 6 23042014 -63
First Aid
Phil Finch Factory 4 29/08/14 20/06:2014
Steve Williams Despatch 4 29/08/14 20/06/2014

Training history reports

From menu / Training / Training history reports

Trammng Hiztory Heportz

From Date: |

u To Date: U

| - Comphted Training Summan | top: bot |

| g’ Traning Topic Histary by Depastment

& Traning Topc History by Department | rew
= page per Depariment |

" Ll

From date — enter or select from
calendar

To date — enter or select from
calendar

Select the report to run

Press Close when done

Completed training summary report — shows the total number of employees trained in each training

topic during a date period.

Completed Training Summary
from 1/01/2010 to 30/06/2014

Employees Trained Training Topic

Procedure 1D

5 Correct Lifting Techmique
] Emploves [nduction
M Farst Aid
2 Forklift Advanced Certificate
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Training topic history by department — shows a breakdown by department of the numbers and
employees trained for each training topic completed during the date period. It also shows the level
of competency of each if specified.

Training History By Department
from 1/01/2010 to 30/06/2014
Despatch
141272010 Forklift Advanced Certificate
Steve Williams
Steve Williams
Training Total 2
Department Total 1
Factory
11072011 Correct Lifting Technique
Robert Ennis
Fobert Enms
David Taylor
David Taylor Competency Level: 3
Fobert Ennis Competency Level: 2
Training Total 5
14122011 Employee Induction

Training topic history by department (new page per department) —same as above except each
department starts on a new page.

Employee or worker individual training report

From Staff or from the menu / Edit / Employees
1. Select a tab at the top of the employee list to show the order that employees will be listed in

. 5y La: | . .

the report. For example, selecting the tab WI|| order employees in the report by
first name. Selecting , they will sort them by department order in the report, just
as they do in the list.

2. Tag employees to be included in the report using the tag buttons. If no employees are
tagged, all employees will be included in the report.

& Emploves

' FAepart ] . .
Press Bt d to show a list of all the employee reports available.
Press [ Individal Employee Tiaiing | to run the report.

Select preview to the screen or print.

Select print tagged employees or all employees (only appears if some employees tagged).
Press Close when finished printing employee reports.

Nouk w

The individual employee training report is very useful, giving a complete summary of the selected
individual employee’s training.

For training topics it shows
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e Training completed

e Training required

e  Whetheritis historical, i.e., Training completed but no further training requirement
o Whether or not the employee is a participant on a course

e The current competency level achieved, if any
e  Whether the training topic is a requirement of their job
e The procedure ID and version last trained on

It also shows:
All NZQA Units and qualifications the employee has passed.
Certificates and licences held and any endorsements, along with renewal and suspension

dates.
Tasks performed by the employee and any processes they may be involved with.

Sign-off areas are provided for all training for the employee and (at the bottom) for reviewer on
behalf of the company.

Department: Factory
D Code: YOREEL

Sally Yorke Job Title: Assembler
i M Certificate / License Expired

| Certificates ‘ W ous within 14 days
Cerificates / Licenses Expires Susp. To Tasks Processes
Drivers Licence 1/12/2016 Loading Pallet Assembly

1-Light Operating Assembly Line  Goods Despatch

Packing Despatching Order
Picking Stock

e W History, no lenger a requirement e Training topic required for job type

| Tralnlng ‘ .Training overdue Dste Last F Dsts Dsvs  Date on Emplo)
W oue within 14 days Comp. L8I8 LASI [TE0  LAlE L8Ys L8180 CMOIDFES

Training Topic Procedure  Ver. Lev. Provided Mths MNextDue Until Course initials
Employee Induction - 14/12/2011
First Aid - 25102013 24 25/1072013 483
NZQA Unit Title 7 Qualification Unit Completed evel Credit Started
Manage first aid in emergency situations 6400 25102013 3 2 —
Provide first aid for life threatening conditions 26331 2511072013 2 1 R
Demonstrate knowledge of common first aid conditions and how to respond 26532 25/10/2013 2 1 N
to them

Signed By: Signature: Date:

Licences and certificate for employees

Recommendation:
As mention in the introduction, Licence/Certificates should be used if the licence or certificate has

endorsements. Except for the individual employee report, Licences and certificates are separated
from all other forms of training.

There are two ways of viewing certificate/licences, one from the perspective of the employee
showing the certificate/licences they hold, and the other is to show who holds certain

certificate/licences.
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Viewing certificates/licences for an employee

Certificate/licences held for an employee is accessed either from the toolbar Traini

ng, select

Licenses/Certificates | button or from menu / Training select Certificates/Licences by employee.

rE!-' Last Hame ]Ep First Mame |Ep Diepartmen |pran Title |

Figt & Last Name Depatment  Job Tite Licences / Cenificates for

I any Black DOiffice 5 ecretd

E?:,.P;;;EEB Offce Manager Licence/Cestificate 1D Mumber Expiry Date
Fiobett Enniz Factory S T e =i Crivers Licence BFIS4743875 5 JUL 2015
Fral Frch Factory Factaiy Manage:

Sam Moz Fachory Lathe Dparabos

Likar Rowie Factory Agsembler

David T aylee Fachory Azzembler

Steve Willams Dezpatch Stareman/Despatche

Sl Yorke Factory Agssembler

(o Add Licence/Centiiicate | [& Changa | = Delete

Sedect person (above) and update their icenses and coardficates (fight) |1f Cloze

The Employee certificates/Licences window

This window shows two lists. The left is a list of employees and on the right certificate/licences held
by s highlighted employee entry. The employee list may be sorted by clicking one of the tabs at the
top, first name, department or job type. Employees in the list may be located by keying the first few

characters of the sort order word.

Adding a certificate/licence for an employee

1. Highlight an employee in the table on the left
Press Add

Fill in the form

Press OK to save

PwnN

Changing an employee’s certificate/licence

1. Highlight an employee in the table on the left

Highlight the certificate/licence in the table on the right
Press Change

Change detadils in the form

Press OK to save

ukwnN

Deleting an employee’s certificate/licence

1. Highlight an employee in the table on the left
2. Highlight the certificate/licence in the table on the right
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3. Press Delete
4. Confirm the delete

Employee certificate/licence form

Okther Endorzements Avalable
2:ledien Fugid

Fledivmn Combo

5 Heawy Combo

B-Motorcycle

[-Dangetous Goads
|-Lippwineg Inzirachor

O-Testing Oifices
F-Passenges
RTwW-Rollers/ Tracks W
Wiehicke Flecovery

Update Employes Certificate/License Held Suspension
Employes: | Many Blach +
Ceibhcate/License Type: i +
Dinweds Licence x| St E T
Expiy Date: 2 gop 2016 ]
< Sep 2016 = Suspendad To Date
Celilicates/Licerse Mumber, ACOSETSE
o Changa D ate
Benewal Applied For D abe: g
Comments Endorzsements
| a Endorzemeants Attarned
[EF
d-Heawy Rigid
F-Foekit 'J:
[ Add Attachments l—‘!" oK

] |x Cancsl |

-

Employee certificate / licence form

o  Employee — If adding, select the employee from the lookup E If changing the employee will

be field is disabled and may not be changed.

e Certificate/Licence type — If adding. Select a licence type from the lookup B i changing this

field is disabled.
e Expiry date —key the licence expiry date.

Comments — any comments required.

Suspended to date — option, use if licence suspended.

e Change date — optional, enter or select a date from the calendar if there gas been a change.

This is for reference only

o Endorsements — this is a list of endorsements for the licence. These may be added or

Suspended from date — option, use if licence suspended.

Certificate/licence No. — key the licence identification ID or number.

removed. Allowable endorsements were set up in the certificate/licence type.

To add an endorsement

1. Select the endorsement to add from the list of available endorsements on the right

2. Press @

To remove an endorsement

1. Select the endorsement to remove from the centre endorsements list

2. Press

e Press OK — save changes or Cancel to quit without saving changes
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Viewing certificates/licences by type

The other way of viewing certificates and licences is to show who holds certificates and licences
based on the type - from menu / Training / Certificate/licences by type.

IfL:DTIIhCHCE-"_ICE!"GE'S l

i rHeH by Emnplayes [ i espiny dabe cides | I

[ Cetiicate/License Type

Expiry Date  Mame

Departmeant  Job Type

Centificate No. |’ Endorsements

spaich _ Storeman/Decpat

11,07 /200 7| S am Meons Fachaiy Lalhe Dpesalor  AERIEE349
2705/ 201 3| Acbart Ernis Factary Engrneenng Appr{ 788733
13A2/200 4| David Tagplon Fachany Azzembles B37 34958

102/ 201 5{ Liian A owe Factony Assembles

5772005 Mary Black Offuze Sacatany B2394743873
18/02/2006{ Phi Firnch Factany Faclory Manager

172720 6( Sally Voke Factory Aszembles

A 2/2017| Paul Davzon Offize Manager 78322037

4 ) &) &

Show &l |

Possible Endorsements

2-Medum Rigd
3-Medium Comibo
4-Heawy Rigd
S Heavy Combo
E-Motorcycle To add, change, or delels
D-Drangenous Goods Cettificabe Types goto o Add Employes Cerlificate [A Change | == Delete ' Close
F-Forklt MerwE di Cerlificate Types ' ' '
.  Repoit on Selected = Report on Al Tagged ﬂldurﬂnpurl By
TV Endorsement only ¥ Cestificates @ Ewpity Date () Emploves Name () Depadment Job Type

Certificate/licences by type window

Activities which may be performed from this window:

Adding an employee certificate/licence for a selected employee certificate type

1. Select the certificate/licence required
2. Press Add button

3. Enter the certificate/ licence details
4, Press OK to add

Delete an employee certificate/licence for a selected employee certificate type

1. Select the certificate/licence required
2. Select the employee certificate/licence to delete from the middle list
3. Press Delete button and Confirm the delete.

Viewing employees holding a selected certificate/licence

1. Select the certificate/licence required in the certificate/licence type list, top left. All
employees holding the selected certificate/licence will be shown in the ‘held by employee’
centre list. These are held in expiry date order so that any expired certificates/licences
(red/yellow date) will appear at the top.

Viewing endorsements held for a selected employee’s licence
1. Select the certificate/licence required
2. Highlight an employee certificate/licence in the centre list. Endorsements appear in the
‘Endorsement’ list on the right.
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Report of employees holding a selected certificate/licence and a selected endorsement

1. Tag the certificate/licence required using the tagging buttons.
2. Select an endorsement from the list of possible endorsements bottom, left.

3. Select an order for the report.
Order Heport By
@ Ewginy Date ) Employes Mame ) Depaitmert (0 Job Type

= Heport on Selected

4. Press | Endussement anly

Report of Employees holding a selected certificate/licence

1. Tag the certificate/licence required using the tagging buttons

2. Select an order for the report
Order Heport By
@ Expiry Date 0 Employes Name ) Depaitmert (0 Job Type

== Heport on All Tagged
= Cestificales

3. Press

Example of report of employees holding a selected certificate/licence

Selected Certificates and Licences
By Employee Name

Employee Department Job Type Endorsements Expiry Date Certificate#

Drivers Licence

Mary Black Office Secretary 1-Light, 3-Medium Combo $ JUL 2015 82394743879
Pau! Dawson Office Manager 2.Madium Rigid, 4.Heavy Ripid 4 DEC 2017 78322097
Robert Eanis Factory Engineering Apprentice  1.Light, 2.\Medium Rigid, 6. 27 MAY 2013 788739
Motoreycle
Phal Finch Factory Factory Manager 1.Light, 2-Medium Rigud, 4- 18 FEB 2016
Heavy Ripid
Sam Norris Factory Lathe Operator 1-Laght 11 JUL 2011 465986349
Liltian Rowe Factory Assembler 1-Laght 1 FEB 2015
David Taylor Factory Assembler 1-Laght 13DEC 2014 89734958
Steve Willsams Despatch Storeman Despatcher 6-Motorcycle

Sally Yorke Factory Assembler 1-Light 1 DEC 2016
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NZQA training for employees

From menu / Training, select NZQA Qualifications and Units or from toolbar select Training, then

press HSGA Traanng

From this window the following actions may be performed
e Record NZQA units passed for employees

Last Natre [First Name | Depattment [Job Title [ID Code | Emplopees | Sielect Frovider
__ LastMame  First Name Depatment Job Tille |0 Code Training Brovider *
I 2 BLACK]
E::ﬁc E:_':Iu Offica Wanages E?‘ﬁ'& ON1 | Complete Units Complete Qualfications
Erwiz RAobert Fachory Engreenng ENMIST
Firch Phi Factory Factony Mai FINCH1 . . *
Moriz Sam Fachory Latie Opess MORRIST Cink Humber: =
Fowe Lilizn Fachory Azzembler | AOWET Unit Title
Tendai Diaad Fachory Agsembles | TAYLOR1
“Wilams Shave Daspatch | ShoremandD WILLIAMSY
oike Saly Factory Azzembles [YORKET
Lewel:
Credits:
Diate Completed =
i LD Aecord Unit Completed | for tagged employess |
[Latest Date Employes Mame  Unk  Unk Tile -
David Ta anage =
29/06/2074 | Robeit Ennis B400| B anage frst aid in eme
29/06/2014 |Dawid T awloe 26551 | Prosade hisk aud for life £
MoTagged= 0 T ag emplopess on left Select tiaining 29/06/2014 |Foben Eneis | 26551 | Provide first aid for e ©
) ) b a providsr unit of qualiicalion and date _25!05#‘21]14 _Dmlll:l T alon 26552 Demanstrate knowledg =
&b 21 attaned on nght and record rairng |,.- Close | = Delete Uik Compiated
°

Delete an NZQA unit passed for an employee
e Record NZQA Qualifications passed for employees
e Delete an NZQA Qualification passed for an employee

NZQA Qualification and Units window

On the left of the window is a list of employees. At the top of the list are tabs which when clicked
will sort the list by last name, first name, department, job type, employee ID code and the last is for
former employees. As with most lists, an entry may be located by typing in the first few characters.

Adding NZQA units passed for employees

1. Tag all employees who passed the same unit on the same date by the same training
provider in the list on the left. Often this will be just a single employee but, when setting up
training, multiple recording is sometimes useful to get started.

2. Training provider — select by clicking the lookup Eor adding one in the lookup table if
necessary, then selecting it.

3. Select the Completed units tab on the right.

4. Unit Number - key in the NZQA unit number of the unit passed and press the TAB key.

If the unit number is found in the NZQA unit list, the details will be populated in the unit title,
level and credits. If the unit was not found in the table, the lookup list will be shown. First
double check the unit number and, if necessary, add it to the lookup table by pressing the
Add button, keying the NZQA information and saving it, then selecting it from the lookup.




(See A
the co
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dding an NZQA Unit in the training setup section of this guide). It is important to use
rrect NZQA unit number from the framework as they uniquely identify each unit.

Recommendation: If the unit number is known, use it. The lookup button may be used to

select

an NZQA unit from the lookup table BUT there are thousands of units, many with

similar names, so you may need a coffee on hand as you decide which the right one is. If the
unit number is not known, search the NZQA framework, or ring the provider, or check on the
training certificate. If there is no unit number it may not be part of the NZQA framework.

5. Date Completed — Either enter that date or use the calendar lookup button.

6.

Press |

LA Fecord Unit Completed [ far tagoed employess | | which records the employee’s NZQA unit.

As NZQA units are added, the latest entry added is placed at the top of the list at the bottom right
side of the window. This is a useful reference if adding many units. After entries have been recorded,
the tagged employees are reset to untagged.

Deleting a record of an NZQA Unit passed for an employee

From the NZQA Units and Qualifications window (see above)
Select the Completed Units tab - on the right side of the window. This shows a list of the

1.

latest
Highli

units recorded in the bottom right table.
ght the unit to be deleted in the list.

Press

== Deete Unk Compieted | 5, confirm the deletion.

Alternatively NZQA Units may be deleted from an employee’s record - from toolbar Staff, or from
menu Edit /Employees.

Highlight the employee in the list

Press Change

Select the Qualification/Units tab

Select the sub tab NZQA Unit standards

Highlight the NZQA Unit to be deleted

Press Delete and confirm the deletion.

1.

oukwnN
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Adding NZQA Qualifications passed by employees

.|:,|:||11:||:;¢ I_I-!’L-’ Complete Qualbfications:

Qualfication Mo

[ 4=

Qsabfication Tite

Sitrand:

Diale Attaned |-

LA Fecord Duslificaton Completed [ for bagged employess |

Altaned  Emplopes Mame  Quabfication Tile

| mm [Dalete Qualhication Attaned |

Complete Qualifications tab
1. Tag all employees who passed the same Qualification on the same date by the same
training provider in the list on the left. Often this will be just a single employee but, when
setting up training, multiple recording is sometimes useful to get started.
2. Training provider — select by clicking the lookup Bl or adding one in the lookup table, if
necessary, then selecting it.
Select the Completed qualifications tab on the right.
4. Qualification Number - key in the NZQA Qualification number of the unit passed and press
the TAB key
If the Qualification number is found in the NZQA Qualifications list, the details will be
populated in the qualification title and strand. If the qualification number was not found in
the table, the lookup list will be shown and, if necessary, add a new qualification to the table
by pressing the Add button, keying the NZQA information and saving it, then selecting it
from the lookup. See Adding an NZQA Qualification in the training setup section of this
guide.
Date Completed — Either enter that date or use the calendar lookup button.

6. Press | .2 ecxd Qusifcaion Corgleted [ or lagged empiovess ) |\ bich records the employee’s NZQA
qualification.

w

As NZQA Qualifications are added, the latest entry added is placed at the top of the list at the
bottom right side of the window. This is a useful reference if adding many qualifications. After
entries have been recorded, the tagged employees are reset to untagged.

Alternatively NZQA Qualifications may be deleted from an employee’s record - from toolbar Staff, or
from menu Edit /Employees.

Highlight the employee in the list

Press Change

Select the Qualification/Units tab

Select the sub tab NZQA Qualification

Highlight the employee’s NZQA Qualification to be deleted
Press Delete and confirm the deletion.

ok wnNRE
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Training topic procedure reviews

Overview (*New from v.11.010 Apr 2017%*)

Training topics may be given a unique procedure ID identifying a training document or procedure.
Training procedures are normally reviewed every so often and reviews recorded for audit purposes.
When changes are required the document is updated, the version number incremented and people
affected retrained. Upcoming reviews appear in the calendar and event notification rules may be
setup to send email notifications to reviewers and department managers when reviews are due or
overdue. This section describes the process to achieve training procedure reviews.

Setting a default procedure review frequency in company data

The default review frequency (in months) is used for all training procedure reviews allocated to a
review group. The frequency may be overridden for a particular training topic.
To set the default review frequency:

e Select the company icon in the toolbar

e Select the training options tab

e Set the training procedure review frequency to the number of months required

e Press OK to save the changed company information.

If the default procedure review frequency is changed to another value, all training topics procedure
reviews will be checked and the next review date changed if necessary.

Enabling training topics for review

In order for a training topic to have its procedure eligible for review it must have a procedure ID
specified.

e From the menu select edit / training topics

e Select the training topic required and double click or press change

e Ensure the training topic has a Procedure ID. Only topics with procedure ID’s may be
reviewed.

e Enter a current or changed version (optional)

e At this stage a procedure review group may be selected (or changed) but it is easier to do
this from within a review group so this step may be bypassed.

e The default review frequency show is that set up in the company data. If this topic is to have
a different review frequency the override default should be checked on and an override
frequency in months entered.

e A procedure review requirement may be removed from a particular review group by
pressing the button remove this topic from review group.

o Note: the last and next dates may not be changed; they are allocated automatically when
reviewed. A last reviewed date may have been imported from another application if
applicable, in which case the next review due date will have been automatically calculated.

e Press OK to save changes

Procedure /S0P associated with training  Procedure Reviews [ requires procedure 1D and a review group )

Procedure |D/SOP:  EXTLVLY Procadus Review Grow: Last Review Date:  14/03/2017
Currert Version Extrusion * Defaull Aeview Frequency fmths) 24
Incramenting wersion highlights employess Brent Bickerton Owemde Diefault (above)

requining retraining (in lopic treining window) Flamcare ihis Inpic imm muiew omup Next Flarvieve Diste: 14032019
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Adding or editing training procedure review groups

From the menu bar at the top, select edit / training topic review groups. This may also be accessed
from the menu bar by selecting training / training topic review groups report. Either of these shows a
list of existing review groups. Groups may be added, changed or deleted from this list and reports
may be generated for each group that is tagged in the list showing the review status of procedures in
the group.

E Review Group Will Be Changed (Extrusion Procedure Reviews)

Hevew ﬁl:l.p Sedup [== Rewiaw Tnpn':-g. -

Training Topic Review Group

Extrusion Procedure Heviews

Aeviewar  Demo Employes +

Email: supportEsafetyiink.conz
The salected reviawear will ba Event notification rubas may be sat up
responsible for reviewing &l for emal notfications when reviews
training topic procedures listed in are due. A reviewer must have a work
renew 10pics email address in ther staff \wodcer

record 1o receive notficalions

When a new group is being added the review group setup tab is shown. If there is already a review
group name and a review person then the review topics tab will be selected first.
To add a new group do the following:

Select the review group setup tab

Training topic review group — enter a unique name for this review group

Reviewer — select the name of the reviewer from the drop down

Verify the reviewer’s email address. This is held in the work email address in the reviewer’s
staff record. A reviewer needs an email address if they are to receive notifications when
review are due (see Setting review notification rules later).

Allocate procedures to the review group (see below)

Press OK to save the details,

Allocating procedures to a review group

Training topic procedures to be reviewed by a review group may be selected or de-selected from
two places — when changing an individual training topic (see Enabling training topics for review
above) — or within the review group itself using a much easier method (below).

From the menu, select training, training topic review groups report to show a list of review
groups.

Select the review group required and press the change button or double click over the
review group to change.

Select the review topics tab which will list the training topic procedures which are already

reviewed by the group’s reviewer. From here the selection of topic procedures reviewed
may be changed.
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Review Group Setyp” ~ Feview Topics ™

Tag topics to be reviewed, Erter date reviewed and
pregg button to schedule ned revew date.

Change salechon of topsca for review group J

Fewew
Tapic D Ver | astDate Freq. Mest Due
EXTLWLI 140320017+ 14032009
Extrusion Level Book: 2 303207 12 | 31/03°2018
Bxtrusion Level Bosk 3 EXTLWLY 40V 14032019

e Press Change selection of topics for review group. This shows a list of all training topics that
are either already selected for review by this group (yellow highlight) and those that are free
to be selected for review. Note: For a training topic procedure to be free to be selected it
must:

o Have a procedure ID in the training record
o Not be selected to be reviewed by any other review group.

e Use the Select / Unselect topic button (or double click on an entry) to toggle the current
selection (see below)

e When changes are completed, press close to return to the review group.

e Press OK to save review group changes.

T
B2 Select topics for review group: Extrusion Procedure Reviews =
(Tmnng Topics | Selected [YELLOW] and Awailable )
Traning Topic Procedure ID Ver  Last Review Med Feview | =
Extemal Audi Policy EXTALIDPOL
BEstruder / Die Shutdown Procedurs EXT19
Bxtnusion Level Book 1 EXTLVL1 14032017 | 1403/ 2019
Bstnusion Level Book 2 EXTLVL2 303207 310218
Estrusion Level Book 3 b, EXTLVL3 14032017 | 1403/H19
Extrusion Muli Skil Level Book EXTMULTI 3103217
Estrusion Senior Ooerator Level Book 1 EXTSNR1 310327
Exinusic: Shift Change Check
Bstrusion Te Chualty Control Sheet - Complebi EXTO42 14032017
Bxtrusion Weis, ~Team Update Gidsinas N RxT1aR 1403/2017]
Evelet Table Seak., i =
Syenes Friecion’ .~ Currently highlighted | 7, Already selected
aoianan fraining topic

Fall Protection Seminar FP

Faults: Ski Ramp Checki E7 procedures (yellow)
Filing Out G.C. Sheet & ChHi Vi

Final Check - Product And Pallet Approval EXTO36
Fnance For Mon-Finance

Find kem.Lot Locations

Finding em Stockreom Locations

item (blue)

Select / Unselect topic: double diick)

=

Recording completed reviews in SafetyLink

The review topics tab in the review group shows all the training topic procedures that this group’s
reviewer is responsible for reviewing. The training topic name, procedure ID, last date the procedure
was reviewed, the review frequency and the date the next review is due.

Note that the default frequency (from the company training topic options tab) is shown at the
bottom of the window and if a procedure uses this default an ‘*’ shows on the line item. If there is a

number shown in the frequency column it is an override for the individual procedure.

To record the completion of reviews for a selection of procedures:
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e Use tagging buttons to tag or untag a selection of procedures (may also double click over a
line to toggle tagged / untagged)

e Enter the date for the completion of the review of all tagged procedures

e Press the update last review button. This records the completion of the review for all the
tagged procedures and schedules a next review date based on the completion date and
either the individual procedure’s override review frequency or the company default review
frequency.

e Press OK when all reviews have been completed.

B Review Group Will Be Changed (Extrusion Procedure Reviews) = B[]

Rewviaw Group Sat = Rewview Topics =
Tag topecs to be reviewsd. Enter date reviewsad and

press button to schedule nest review date | Change selection of topics for review group

Rewview

Tapic Proceduwe ID Ver |.ypate  Freq,  MetDus
@ Extrusion Level Book 1 EXTLVL 140%2017) = |14/03/2019
73] Exirusion Level Book 2 EXTLVL? 31/03/2017 12 31/03/2018

) Extrsion Level Book 3 EXTLVL3 402017 - | 14/03/2019

I';:".\l

1%

1\

\ '
|4
(1
II \'\
o
oy
A
\
\.\ i
\ Review on
Review tagged procedures
Tagging !
[i] w w a Rewview al Tagged Topics m Wafauk 24 months
Shaw Al Tagged Topics 2 A daie (for al iagged
d | [Peviewed Date: 304/2017 Q topics )

[+ oK K Cancel |

The completion of procedure reviews not only updates the next procedure date but also cancels
outstanding notifications for the review and creates any reschedules any new notifications, based on
existing notification rules.

Recording completed reviews in QSE

Reviews may also be updated in QSE, in which case the last review date and version will be updated
in SafetyLink when the next procedure import occurs. On importing from QSE the next review due
date will automatically be calculated as above and notifications updated in SafetyLink™.

Reporting on training topic procedure reviews

Reviewer report
This report is useful for those responsible for performing reviews. It shows the status of reviews for
selected review groups is available from the list of review groups. To run this report, from the menu
select training, training topic review groups report.

e Tagthe review groups to be included in the report

e Press the review groups report (for tagged groups)
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Training Topic Procedure Review
By review group and date

Mext review colour key. Overdue Nexi 30 days

Extrusion Procedure Reviews Reviewer - Demo Emploves

Iraining Topic Procedure ID Ver LastReview Next Review
Extrusion Level Book 1 EXTLVL1 14032017 14032019
Extrusion Level Book 2 EXTLVL2 31032017 310572018
Extrusion Level Book 3 EXTLVL3 14032017 14032019

The report highlights each included review groups procedure reviews and the next date due. It
highlights reviews that are overdue in read and due within the next 30 days in red.

Training topics report

The report available from the window menu, edit, training topics, print list of training topics
produces a report with all training topics and their next review date, along with other information
about the training topics. This may be used to ensure no topic reviews have been missed and to get
a summary of reviews due.

Custom reports to excel

Users with the required security may also create or run custom reports that are extracted to Excel.
Custom reports are very useful because user selected information may be extracted starting at a
particular row and column in a spread sheet that uses an Excel template to format the report or
provide charting options.

From the menu, select file, my custom reports, my training topics list reports.
To create a new report custom report
e Select new
e Give the spread sheet a name
o Select the fields required in the report by highlighting a field on the left and pressing Add to

move it to the right. Selected fields on the right may be reordered using nthe up and down
arrows.

Modify Spreadshest Format (Training topics and neviews)

Define the Spreadsheet Column Layout

Sekect fnom the "dwalable” felds those iekds pou wish 1o shov, The figlds will be
placad from beft bo nght in youw spreadshest.

Avvalable felds: Shiow these hields in this order
Cest per Persan - T b
Ed;qryhlﬂhl:d L..‘.“'.."'i.?....] P::—_r-]er?u:?[?
uration [Fiz Last Review Date
L [ < Remave I Procadue Fevies [mike)]
Traning Freq [mthz) Mexl Review Dale
Wersion H ey Eﬁ
. Cinluirni Lz
Template
Hates Advanced
+
Access... ¢Back || Mest» | |  OK || Cancel |

o Press Next
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e |f the training topics field data is to be merged into an existing Excel template select the
template file here and the starting row and column to merge the data into. If no
template is to be used skip this.

e Press Next

e Enter any notes you wish to help identify what this report is for

e Press OK to save the report format.

To run a report, highlight the required report and press Select. To see the report in Excel before
saving the spread sheet, press Edit in Excel.

1 Training topic Procedure ID  Last Review Date Procedure Review (mths) Next Review Date Review Group Reviewer
567 Risk Management Protocol - W Consultation & Valid RMPWIVP
568 Extrusion Level Book 1 EXTLVL1 14/03/2017 ) 14/03/2019 Extrusion Procedure Reviews Demo Employee
569 Basic Fire Safety BASICF

Example of a custom training topics report shown in Excel

Setting review notification rules

Training topic procedure reviews due will appear in the SafetyLink™ calendar under all the all events
tab and under the tab for the month or period they are due. Highlighting an individual event also
shows all event notifications for the event, how should receive them and when and whether they
have been emailed yet or not.

Training topic procedure review event notification rules are set up from the company icon in the tool
bar by:

e Select H&S Options tab

e Select Press to select event notification rules

e Inthe list of events on the left, select the training topic/procedure review line

The list on the top right contains existing event notification rules for reviews.
To create a new rule:
e Pressaddrule
e On the left ‘who to notify’ select
o Subject — to send notifications to any procedure’s group reviewer
o ReportsTo —to send to the person they report to (set up in the worker record)
o Department —top send notification to the reviewer’s department (a list of
department contacts must be set up for all departments)
o Safety administrator — as set up in company data
o HR administrator — as set up in company data
o Another person — selected from the list of workers.
e On the right ‘when to notify’, select one or more of the options listed.
o On creation — means immediately after a procedure review requirements is created
On Due date — on the day the review is due
On completion — after a review has been completed
On removal — when the requirement for a review is deleted
X days before — enter the number of days before the review is due
X days overdue — the number of days after which a review should have been
completed.

O O O O O

Note that usually the subject (reviewer) should receive a notification say 30 days before a review is
due and say 1 day after a review is due to remind them to update the review details. Another rule
may be added for a department manager or safety officer may wish to receive a notification if a
review becomes overdue by a certain number of days. Once a review has been recorded as
completed any outstanding notifications will be cancelled.
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Training topic/procedure review

[Subject] Resever m braining procedurs ieyvisw gioup

‘Who to Motily When to Notify
Subject [person concemed) On Crealion
Feports To [subject repontz to perzon] On Due D abs
Depastment Conkact
== ) = On Completion
Sabety Adminizirstor o "
HR Adminisirator e
Brnlher Parson a2 below) Dz Before Dus

|5 edect Other Parson) Dy DwesDue

-

o 06 | |3 Cancel

Setting up training

Setup up training tables

Internal or external employee training by topics requires these tables to be set up:

e Employees —from payroll imports or Staff / add

e Training competency levels — optional list set up from Edit / Training competency levels

e Training topics — Edit / training topics / add

e Training providers — Suppliers, and from Add/change training topics

e Job types — optional, for automatically linking job types with required training topics. From
Edit / Job type training and induction. When Job types are set up, they may also reference
tasks and processes. If so, these tables will need to be populated as well.

Licences/certificates Internal or external employee training requires these tables to be set up:
e Employees —from payroll imports or Staff / add
e Licence/Certificate types — Edit / Certificate/Licence types, including endorsements for each
type of licence/certificate.

NZQA unit and qualifications requires these tables to be set up:

e NZQA Units — a list of most NZQA units is supplied with SafetyLink® but, as all units all have
expiry dates, they become replaced with units with new unit numbers. New units may be
added as required, either from Edit / NZQA unit standards, or added as required in the
lookup table. Note that many NZQA units have very similar names so it is preferable to
know the unit number. When adding new NZQA units, a button gives search access to the
NZQA framework.

e NZQA qualifications — may be added from Edit / NZQA qualifications.

The following flow chart summarises setting up the requirements for the different types of
employee training.
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Recommendation:

When establishing a new system, get all the training requirements up to date for employees before
setting up training topic requirements in job types. This saves having many unfulfilled training
requirements outstanding, confusing training entry from paper records.

Setting up Training Types

Selup
Training

NZQA Add NZQA
Qualification? Qualification : ’
Use NZQA unit
or add new Unit . ’

Training has Add Certificate > Add
endorsments? or Licence Endorsements > ’
Add Training
Topic
Training Add Training
Repeats? Frequency
External Already in list AadsdTS,:,‘:,?,l,:r
Provider? of Providers? Provider

Select

NZQA unit

Provider

to add to Topic?

Finished adding

Another NZQA Unit
to add to Topic?

NZQA Unit in

selections ist? Add NZQA Unit to List

Select
UNZQ Unit

Training types

Setup Job
Type Training /A

Figure 1 Chart summarising training type requirements
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Adding training competency levels

From Edit / Training competency levels / Add

e e Level - numeric or alpha code for level.

Table displayed in level code sort order.
e Description — competency description.
e OK-—to save changes.

Level 1

Descnption: Aequies Superazion

fw Ok i [N Cancel| Note that competencies are optional. If present,
the single set of competencies is used for the
organisation.

Adding training topics
From Edit / Training topics / Add. Training topics may be edited from the training by topic window.

Training Topic Training Content N otice
) Manage figt ad in erengency silualions
Topic: First Aid| Provide frst aid bor be theaterng conditions
. Demonstiate knowledge of common firs! iad condilions
Prefesied Provider. Fiist &id Trairing Co Lid [i] anid hiow b respond 1o Hrem I
Dekvery Method | Clazsnoom |L|
Redrairing Erequency Ih Motk 24 Changng frequency updates
slalf and conbiactor raining for
Trairira Duration Hre: 1600  thiz topic - unless ther

1elraEning frequency is locked
Coszt Par Parson: 430,00
Incrementing procedurs

Frocedure |D/S0F: vesion highlights emplayees -
iequinng rebaming fin Topic Content above is combined with traning date and provider
Cuarrent Yerson Traning] detais for the training notice to course participants

NZQA Unit Standards Included in Training Topic

26552 | Demonstrate knowladge of common first ad condtions and how to reepond to them 2 1
D Unit standards listed are sdded 1o employes Iraining recands
o Add Ut ] [-— e Unk ] [G N2GA Web ste unt ] when training is completed. Providers are responsible for

registering the units with the Qualfication Autharity.

(o Ok || 3 Cancel |

e Topic —a unique name for the training topic. Note that training topics will be displayed
in lists by this name so choose names that assist in grouping similar topics. Training topic
names may be changed, but it is not recommended as the system needs to change it in
all locations in which it is used, which could take some time.

e Preferred Provider — Leave this blank if the training is provided internally in your own

organisation. If it is external, press the lookup E| button and select the training provider
from the list or, if this is a new training provider, add a training provider as a supplier in
the selection list then select the one added. The preferred provider may be overridden
for individual employee training.

e Delivery Method — Select from the drop list. May be overridden for individual employee
training.

e Retraining frequency in months — Leave zero or blank if this training topic will be a
single event or on demand. If a non-zero value is entered, it is the frequency in months
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between training events for this training topic. This means that after each employee has
completed training for the topic, they will have a training requirement scheduled tor the
completion date + frequency in months. Note that an individual employee’s training
frequency may be changed and locked, in which case that will be used instead. Note:

if the retraining frequency is changed in this record, when the record is saved using the
OK button, all employees with an outstanding training for this topic will have their
training requirements altered based on the new retraining frequency. The exceptions to
this are if they are already a participant on a training course or their individual retraining
frequency is locked.

Recommendation: when setting up a new system, get all training up to date for
employees then retrospectively set the retraining frequencies for training topics. This will
schedule all training requirements for employees with completed training.

Training duration hours — This optional field allows training hours to be recorded when
employee training is completed. It is useful in period reporting and estimating future
training budgets.

Cost per person - This optional field allows training costs to be recorded when employee
training is completed. It is useful in period reporting and estimating training budgets.
Procedure ID /SOP — Optional field that, if entered, is the identification of a training
document or standard operating procedure. The document could be placed in the
SafetyLink® library or on your intranet with a link from the SafetyLink® library.

Current version — Optional but, if entered, is a sequential version number of the training
document or procedure. This current version number is recorded when employees
complete training. When viewing topic training, all employees with a lower version
number will be highlighted in yellow, indicating that they may need retraining.

Training content notice — If training courses are scheduled for this training topic and
employees placed on the course, there is a facility from within the course to print
training notifications for each employee (which may be given to them). The content of
the notice is combined with the date, time, location and course provider’s details for
that notice. The text should be a brief description of what the training entails and any
other information you want to give employees about the course. Some organisations
use this field to hold a list of prerequisites, options or modules covered by the training as
a visual prompt when reviewing completed training.

NZQA Unit Standards included in training topic list — A list of any NZQA units that are
part of the training topic. When an employee completes training for the training topic,
any NZQA unit standards in this list will be automatically recorded as having been
completed. This saves needing to record NZQA units separately.

Add Unit button — Press to add a unit to the list which opens a list of available NZQA
units to select. If a unit is not in the select list, it may be added by pressing the add
button and entering the unit information. Press OK to save it to the list then select the
unit just added. Note that, when adding a new unit to the list of units, it will be much
easier if the unit number is known in advance.

Delete Unit button — deletes the highlighted NZQA unit from the list.

NZQA Web site search button — Highlighting a unit in the list and pressing this button
opens up the NZQA framework site in an Internet Explorer window with the unit number
as a search key. This should take the user to the details of the Unit Standard.

Press OK — to save any changes. Note that if the retraining frequency was modified,
pressing OK will begin the rescheduling of employee requirements.

Press Cancel — to quit without saving changes. But note that, if any NZQA units have
been changed in the list, the changes remain intact.
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Adding training providers

From Suppliers / Add or from the Training providers lookup / Add then select the supplier from the list
after the supplier has been added.

Supplier Oplions A training provider is a supplier with the Training
] Active [supplier appears in sdlections below) provider checked in the supplier options.
EEI'EEIID'-S’.IDDIBB garyicag
o] Training provider If you think a training provider has been added as
T Equipment suppier a supplier but the supplier does not appear in the
- Substence or Nateisls spple selection list of training providers, this will be the
reason.

Adding licence/certificate types

From Edit / Certificate/Licence types and from Certificate/Licence lookup.

Certificate Type Adding endorsements to the licence or

certificate.
Cebhcate/License Typa:

Licence/Ceilificate:  Diivers Licence
Endorsements Possible

[Endorsements | Endorzament
2-Medum Rigd
Z-Medum Combo e
4-Heawy Rigd | w* K x Cancel
5 Haavy Combo
E-Molacycle
D-Dangenus Goods .
F-Forkliit e Endorsement — Enter a brief
[-Diiang Irskuctai
0-T esting Officer endorsement name.
o aesEngel e Press Ok to save each endorsement.

ATwW Rolers/TracksAw
W ehicle Recowvery

o id (4 Change | |=m Delete

v 0K | 3 Cancel |

e Certificate/Licence Type — the unique
name of the certificate or licence.

e Endorsements — press Add for each
endorsement that the licence may have.

e Press OK to save the licence/certificate
type and all its possible endorsements.

Adding NZQA units

From Edit / NZQA Unit standards

SafetyLink® is installed with a table of NZQA unit standards but, as they all have expiry dates, it will
be necessary to add new unit standards as required. Each unit standard is known by a unique unit
number. It also has a unit title.
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|’Ey Uit No. |EI_|.| Urit Standard Tills o
UnitH Lewel Creditz  Title -
2 1 1 Obgerve safety precautions when using pedicides
I 2 Demorstrabe understanding of the nature and requiements of an ag
4 2 5 Mairtarn hand bools and service small engines used in horticulture
5 2 2 Check and diive & basc whes| iactor ]
B 2 3 Check and nde farm motorcycles and ATVs [al berram vehicles|
7 2 3 Apply pesicides by non-motorised apphcators
B 2 2 Idenhby and conlrol weeds
9 1 2 Mairtarn ahd assist in lapng agricudburalhorticudbural draing
1 2 3 Fepail non-elechic lences
12 2 2 Handle vine
13 2 3 Demorstiate knowledge of chainzaws:
14 2 4 Demoratiale knowledge of sol propeites
15 2 2 Dremorstrate knowledge of crop production -
[ fdd [ A Change || ms Delete

e Add-to add a new NZQA unit standard
Delete —to remove a unit standard
e Change —to change the details in a unit standard.

By Unit No. tab — sorts
the table by the unit
number. To locate a
unit key in its number.
By Unit Standard Title
tab — will sort the table
by the unit’s title. Note
that many of these are
similar and it may be
hard to distinguish one
from another. To
locate a unit by its
title, key in the first
few characters of the
title.

|f Unit Standand Delails

r— Uni Standard Titke
Unit Mo 1235 | ® &; Apply mathematical methads to an applicsion of decirical
= enginesmg
Level, 6
Credis 2
MNZ0A Supplied Informalion
Statuz: R Stat Dste: 24709115397 Esxpine Date:  3172/206
Field Code: D Figld Mame: Sciences
Sub Field Code: 40 Sub Field Name: Mathematics
Domain Code: 1047 Diomar Mame:  Algebra
[w oK | 3 Cancel |

Required fields

e Unit No. —The unique NZQA Unit
number from the NZQA Unit
standards framework.

e Search NZQA — This will search the
NZQA Framework for the unit in
the Unit No. field. This is handy to
get the information required for
the other fields.

e Unit Standard — This is also
required and can be copied from
the NZQA framework site (Ctrl-C to
copy a string and Ctrl-V to paste).

e Level —NZQA unit level number.

e Credits — Number of credits for this
unit.

o Press OK to save

e Press Cancel to quit without saving
changes

Optional fields — not normally entered when
adding a unit manually. For information about
these fields, see the NZQA framework. The expiry
date is when the unit should be replaced.
e Status-
e Field Code -
e Sub Field Code -
Domain Code -
Start Date -
Expiry date -
Field name —
Sub Field name -
e Domain name -
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Adding NZQA qualifications
From Edit / NZQA qualifications or from a Qualifications lookup.

Note: Employees may have gained qualifications from tertiary organisations both within and outside
New Zealand so, as well as the NZQA qualifications provided when the software is installed, it may be
necessary to add others as needed.

By Qualfication Na |B,. Title |

Qual Mo Qualiication -
1 Mational Cedilicate In Dary Manufactuiing [technoloau) llevel 4)'wilh Skiands In Food

Mational Certificate In Motos Industy (sutomaotive &ir Conditioning)

National Ceificate In Moko Industiy [automolive Heawy Enginesnng) Witk Stands Ino

Mational Diploma In Joumaksm

Mational Certificate InJoumaksm With Dptons In Frint, Radio Or Televison

Mational Cartificate In Agicuius [intoducion Faming Skils] (level 2]

Mational Certificate In Buzness Admirestration And Computing (level 2)

National Ceificate In Fumiture [intraduction To Gereral Fumiture Manufachrng) [leve

10| Mational Certificate In Computing [leeel 2]

11| Mational Certificate In Computing [level 3)

15| Mational Certificate In Motor Industiy [malorcycle Enginessng)l

16| Mational Cerificate In Capentry (level 4)

17| Mational Centificats In Moo Industy [enty To dutamotive Trades)

4 [

L 00 8 A B L P

[ bdd | [A Change | wm Delete

& Cloze

e Add - for a new Qualification

e Change - alter a qualifications details
e Delete — Delete a qualification

e (Close —when done

r Mational Qualification
1 | Desfired by MDA, When qualficabions ane

Moo L
E!uaihcallm = islieshad s is tha Lteg.l Liged |

Full Qualiicabion Tile

Mational Certificate In Daiy b anufachuring technokgy) level 4) Witk -
Stiands In Food Safely, Process Improvement, Piocess Testng And
Froduct Skils

Sirand Mumbes: 4

Shand Mame; Product Skil

o OK | [ Cancel |

e Quadlification No. — required. Enter a unique identification number for this qualification. It
does not have meaning outside this system.

e Full qualification title — required. Enter either the NZQA full qualification title from the
NZQA web site, or enter the name of the qualification from another source.

e Strand number — for NZQA qualifications to help when selecting.

e Strand name — for NZQA qualifications to help when selecting.

e Press OK to save or Cancel to quit without saving the changes.
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Linking job types to tasks, processes and training topics

Setting up Job Types

Setup Job Type

Job type in list?

Add new
Job Type

Change Job type

Change Job type
Tasks?

Tag/untag
Tasks linked
to Job type

:

Change Job type
Processes?

Tagl/untag
Processes linked
to Job type

l

Change Job type
Training Required?

Tagluntag
Training Topics
required for

Job type

:

Set Job type Training
as Induction?

Set days from
employee job type
start till training

:

Save changes
to Job type

Updates training topic
requirements, tasks
& processes for
employees with job type

Finished changing cisad

Job types?

yes

inished setting up
ob type training

This flow chart show the process
involved in setting up and
changing job type requirements.

Job types may be linked to
e tasks
e processes
e training topics

If they are, they will be
propagated automatically to every
employee with that job type. This
is a fast method for setting up job
type requirements across an
organisation.

When the job type is allocated to
an employee manually, or
imported from a payroll, all linked
tasks, processes and training topic
requirements are added for the
employee, if they don’t already
have them.

Job type training topics are
scheduled as training
requirements for the employee,
due on the date the job type is
allocated, unless a delay period is
specified in the training topics
entry in the Job type induction
tab.

If tasks, processes or training
topics are removed from a Job
type, they will not be removed for
any employee. This must be done
manually.

The object of linking a job type
with tasks and processes is to be
able to automatically link
individual employees with any
risks and hazards they may be
exposed to as a result of
performing those tasks or being
involved with the processes.
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Adding job types

From menu Edit/Job type training and induction

r.lul:- Types l

| Job Type

W beerbles . |
Engreening Apprentice

Factory Manager
Latte Dpetalai
Manager

Secietany
StoremanDiespatcher

(D) ) @ [ g | [A Change| [mm Dol

Show Al J .H'JEII:ITJ.'DGSE'MJHW ]

[fﬂn&::

List of Job types
From this window the following actions may be performed

To add a new job type
1. Press Add
2. Fillin the form details
3. Press OK to save

To Change a job type
1. Select the job type
2. Press Change
3. Update form details
4. Press OK to save

To delete a Job type
1. Select the job type
2. Press Delete and confirm the deletion.

To print a report with setup details for selected job types

1. Tagthe job types required for the report, or leave all untagged for all job types
2. Press | = Job Type Setup Fepot |

Example of a job type setup report with one job type selected

Job Type Setup Report

Assembler

Induction
Processes Tasks Training Topics Days After Start
Assembly Loadmg Pallet Emplovee Induction 10
Goads Despateh Operatng Assembly Line  Fast Aid

Packing Despatching Order
Puclang Stock
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Job type training and induction form

Job Type |J|:-I:u Processes |J|:|h Tasks |Job Training Requied | Job Induction e Jobtype—a
' required and

unique job type
name.

dob Type: TP
NOTE: If a Job
type name is
modified, it is

important to press
A Job Type may be linked to associated processes, tasks, P P

employment reviews and training topics o be allocated to an OK to accept the
employee when they join ar change job bype, Induction is change. This will

training begun a sel perod aftlar staning change
everywhere it is
used. Then re-
enter the form to
make further

Job type tab modifications.

Azzembler ' OF ] MK Cancel

Setting Job type Processes

Job Telated Frocasses 1. Select Job processes tab
| e e ] 2. Double click to toggle on/off
'IEAssar:mhly_ | processes to be associated will all
¥ Goods Despatch employees with this job type.
Il 2 SEMEer
siks Froduchon
Recaive Goods Selected processes are bold with a tick.
Unselected processes are dimmed without a
tick.
Note: Changes made in the form are not
actioned until the OK button is pressed.
= Selected  Double dick mouse (o seledt or dessled

Setting Job type Tasks
dob Helated Tasks 1. Select Job related tasks tab
A - 2. Double click to toggle on/off tasks

Data Eniry to be associated will all employees
o with this job type.
Feneral Difice Duties
] Loading Palet
[#] Opesating Assembly Line || Selected processes are bold with a tick.
pelahng L

pessling Lathe Unselected processes are dimmed without a
UpEralng oahadsn .
[ Facking/Dezpatching Oider tick.
[#] Ficking Stock .
Recetving Good: Note: Changes made in the form are not

i Lat ' actioned until the OK button is pressed.
fiord FrocEsEng

Bl =Selected  Double click mouwss 1o sele) or desalect
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Setting Job type training requirements
Job Related Traiming Topice: Required 1.

Select Job related training topics
Felsted Tranng Topxs

8 Cocec Lt |ocrvie required tab -
[ Empiayes lnduction 2. Double click to toggle on/off training
[l First did . . .

Foaklift Advanced Certéicats topics that will be required for all

Site Induction - W ok shoop
Sike Induchon Ofhce And Surounds

employees with this job type.
Selected processes have a tick.
Unselected processes are without a tick.

Note: Changes made in the form are not
actioned until the OK button is pressed.

M = Selectad  Double chck mousa to sslact or desslact

Setting job type induction

By default, any training topics selected will be scheduled on the date the job type is allocated to the
employee. Using the induction tab, the date due may be delayed by a number of days. The number
of days delay is added to the default due date.

Induction [trainirg with daps from job start] 1. Select Induction tab
[ #Daws
From Stast | °FC 2. Press Change

0 Fist fuid Induction day - from
aE start of job button

Record Will Be Changed (Em e || B e
= ° — e 3. No. Days from start -

Start Day For Induction to Begin

fiszembler enter no. of days to

Employes Induchan delay the scheduled

Mo, Digs from Star 10 date for the training
e e requirement to be due

after an employee will

. be allocated the job

| & Change Induction Day - From Start of Job type.

4. Press Ok to save the
induction period.

| (F. ]|x Canced

Note: Any change made in the induction period form is not
actioned until the final OK button is pressed to save the entire Job

type.

Saving changes to the Job type
e Press OK to save changes, or Cancel to quit without saving changes.

When the OK button is pressed, a process runs that analyses the additions/deletions to tasks,
processes and training topic requirements and then applies all these changes to every employee
with that job type currently allocated.

When new employees are imported from a payroll or other import file, the import options
determine if the job type is to be applied to employees. If so, tasks, processes and training
requirements are applied to the employee automatically.

When an existing employee is allocated a new job type, the user allocating the job type is asked if
Job type related processes, tasks and training should be applied to the employee. Note that no task,
process or training topic requirement deletions will be made.
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