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SafetyLink ® Risk Manager User Guide - Employee Training

About this guide

This guide is an overvieand givesdetailed helpwhen usingSafetyLink® to maintaemployeeand
workertraining recordsinternal and external trainingecords areecorded, asvell ascertificates
andlicences, NZQA units and qualifications. Contracgtonay be included with employee trainiifg
added & workers under the Staff sectioor, maintained separatelynder Supplierscovered in the
Suppliers andontractors user guide

User guide availabilitydm www.csInz.co.nzsupport page The guide isalledSafetyLink®ser
Guide- EmployeeTraining This is the2" version of the guidendfeedback or corrections would be
appreciated tasupport@csinz.co.nar callCompliance Solutions Ltd @800 438 674.

Help isalso available from within the SafetyLing@tware and covers much of this content, but
without the diagrams and discussiofitp://safetylink.co.nz/hsehelp/hsehelp.htm

Software products mentioedinclude
SafetyLink® the registered trademark of Compliance Solutions Ltd
Microsoft Internet Exploré@ andMicrosoft Excé& trademarks of Microsoft Inc
Adobe Read® is a trademark of Adobe.

This user guidés copyright 19962017 by Compliancesolutions Ltd. All rights are reserved.
Any ecommendationsr special notesire markedike this

Employee and worker training introduction

Employeesind workergget imported intoSafetyLink® from a payrathport or they aremay be
manuallyadded Each employeer worker hasgnformation includingheir start date optionally HR
information, job type which may be used to automatically schedule training required

Before looking at the process of recording employee trainihig usefulto look at he types of
training that will be recorded.

Trainingis recorded for
1 Training topis conducted internally in your organisation
9 Training topis conducted externally by a tertiary or other training provider
9 Licences andcertificates
1 NZQA ung andqualificatiors.

Note the terms:employees and workerare 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. Theegtion is when training has endorsementsuch as a
RNAPSNRa fAO0OSyOSsz 46KAOK dzaSa fAO0SyO0Sa IyR OSNI
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Training may bénternaly provided withinyour organisatioror externaly providedby anoutside
training provider. Both nternal and externalrainingare implementedn SafetyLink® is using
training topics

A training topic holds information aboutgarticulartype of training that can be performed, which
may be a competendy acquiringa level of askill, or it may be thecompletion ofexternal training
unit such asafork lift training course

The processf recordingtraining usestraining topics Thisinvolvesassigning training topic
requirementsto workersand adate for the training requirementto be completed The completion
of the requirement is then recorded anH further training will be required due to a retraining
frequency specified in the training topic, a new training requiremeititbe be scheduled

Workersmay bealsoplaced agarticipantson new or existingraining coursesto be provided by a
training provider. Theymay be added or removed frothe coursebefore compleing the course,
which completes the training requirement for all outstanding participants on the colirse.
training provider may be changedhen the course is competed.

After traininghascompleted araining competency levenay be assigned®ptionally araining

LINEZ @A RS NI for thedvirkiaRn&y dliso hadded at this poinand will be used for all future

training of that person byhe same provider. AexampleA R |t N2 @A RS Rile 8afed (1 dzRS y
numberfor construction sitesProvider Student IDs are shown in training reports.

Attachmentsmay bealsoadded to a completed training record. For example a scanned copy of the
certificate or some other proof of trainingerformed 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 topicanayincludea list ofNZQA unitghat the student achieves after training has been
completed. These will automatically becorded when the training requirement is complet&dZ QA
units andNZQA Qualificationsnay also beddedmanuallyif required.

Training topics may be set up agoh type training topic requirementand 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 traininig topy

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 SafetyLialeadarin the monthin which they aralue.
Optionemail notificationsmayalsobe sent to the student, supervisor or others responsible for
trainingif the notification rules have been set dpr this. Notification rules are set up under the
Company toolar icon.

Training history reports provide an audind history of whentrainingwascompletedalong with
costs and timesReportsalsoinclude:employee trainingequired and completed matrix to Excel,
outstanding trainingeport, department reports, ind/idual employee training histognd many
others. Most of these reportanay befound from the Training menu item at the top of the
application window.
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When to use licences and certificate s?

Sme types oficences/certificate s haveendorsementand this isvhenthe Licence/Certificates
section should be usedl'hesection isspecifically designed gbat licencdcertificate types may
include a list of all possibEndorsementsand, whenan employee acquirethe licence/certificate
applicable edorsements may be chosen from the liEhdorsements may be added @moved
from the employee licene at any timeRenewal suspension and expidates may be kepand
licences have an ID

An example ofalicence/certificateis adriver licencavith endorsements ilight, 2Medium,
3-Medium combo, 4Heavy ridged, 5 Heavy combaM®torcycle, BDangerous goods; F
Forklift, I-Driving instructor, Glesting officer, RTWRollers tracks and wheels aneMéhicle
recovery. Other examples of licences with endonsats are for electrical workers.

The Licence/Certificates sectiomidy used if the licence or certificate has to have
endorsements.

How are NZQA qualification s and units handled?

NZQA units and qualificatiogminedfor employeesare also recordedAn employee may be enrolled
as a student witha tertiary training or@nisation and be studyindor an NZQA Qualificatiofrom the
NZQA framework. As part of the qualificatiptimey willcomplete NZQA uniteachwith aleveland
credits toward the qualifcation.

Alsq an external provider may provide training that incled¢ZQA unitsvithout the employee
beingenrolled to gain a NZQA Qualification at the tifiéhen this is the case the NZQA unitsyrha
included with a training topic and handled autoritatly under training by topic.

Inboth caseNZQA unitand Qualificationgrerecorded in SafetyLink&ther when new employees
are takenon, or on completion oé training topic if the NZQA units are specified in the training topic,
or manuallyusing NLQAunits andQualifications.

Training Window z the starting point for recording all training

o

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

Edit Topic HEOA Training

I Contractor Training Linumu#ﬁuﬂiutu

The activities that may be performedom the window are

Training by topidor employees; pressSelect a training topic button

Changing the selected training togjpressSelect a training topicdhen Edit topic
Licences and certificatior employees; pressLicences/Certificates

NZQA trainindor employees; pressNZQA Training

Contractor training; pressContractor Training

=A =4 =4 =8 =4

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

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

Selecting the training topic

Presghe button Select a training topic Thisopensa window with dist of training topicspne of
which may be selected either by pressing Belect topidutton or double clickingn 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 & - Contrachor Sie Induction 12 SOPO00E i InHouse Traines

Firsk Aid Firat Aad Trairng Co Lbd Clagsoom

Forklifl Advanced Ceibhcale 36 Faiklft Traines Lid Estesnal Course
Indschion InHouze Traines
Site Induction - Workshoop 12 SO0PO0DS 1 InHous= Traine

1 To sortthe 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.

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

9 To select draining topic¢ press the 8lect button ormouse doubleclickon the entry.

Selec
f Tome

Topic

Description of the training by topic window

I Edit Topic I HZ0A Traming

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 employees action buttons actions buttons
buttons detail area 1_|, / ¥
é"f T I ¥
For All Tagged People Current Person
[il w &] ﬁ Diate: I. ] ] T Daps I0-Days Dverdue | .
| | g0ty e rran [
B 00 10 Mew S00 10 £ RIS | La]]
Tagal - Same Couse Tire: Sel Competency Level . = Course | Course I ! ‘
] = Add/Than
= Print Topic Report | fpeivesy | lassroom J Complate | B Eemane fram ‘ Trm'rg 9
—_— Fjovider Fist Aid Traiing Co Ltd o e !
[ & SiPhotos l Hows 1600 CowPesorc 4000 | |G Cowse Detas + Notiications # Close
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Employee training status area
1 Employee detailsname departmentandjob title
9 Last training
0 Procedure IBfrom 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.
0 Last dateprovided
o Competency level
o Days sine provided

Note: TheLast training history buttonn the current emplgee actionsllows this
information to be changetbr a highlighted entry

1 Nextrequirement
0 Repeat monthg this isthe repeat frequency in the training topianless ithas been
overridden for this particular employee.
o Date dueg 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 Daysttill due

Note: TheAdd/change training requiremenbutton in the current employee actionsails
this informationto 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 participantshi§ area has details of the urse.
9 Details of course scheduled
0 [ Indicatesthe employeehad been addeas aparticipant on ascheduled training
course for this training topic.
o Course Nethe number thathas been sequentiplallocated automatically for the
course.Many participants may ben thesame course.
0 Course date the expected start date for the course.
o0 Course time the expected start time for the course.
o Provider-the name of the training provider.

Note: TheCourse details plus notificationsutton provides further course related
information for a highlighted participant they areon a training course.

Tagging buttons
This area provides buttorfer taggingemployees who will have an action performed for thatrone
time.

Lazt Mama First Mame Depatment Job H i H H
B T TR Temaians When an entry is taggk a tick is placed to the left of the

mEm'_s Rooert  Factoy Engneerin entry.
Tagor untagasingle entry
Tagging buttons [4d Tag all entries
L) ) ) Untag all entries
Showing All | Invers tags (agged to urtagged & vice verda
TagAll - Sama Cowsze |

To tag all participants on gatrticular course

indicates that all 1. Highlight one participant othe course
entries are shown, tagged and not. 2. PresglTaaal-sameCess= | which will tag all the
Pressing the button again moves tc others on the course.

[[Shewno Tessed | entries, pressing Using this methon action may be performed for all
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again tolshemalaTasz=d] and again  participantstaggedon a course e.g. completing their
returns the display to showing all.  training.

Tagged employees detail area
This area is useih hold commondetails for actions for tagged employeé&®hen a training topids
selected the following informationis copied from thdraining topicandmay be modified before an
action is performed for tagged employees.

1 Delivery method drop down selection

9 Training provider lookup selection

9 Hourscg from training topic

9 Cost per persogfrom training topic

Actions thatmay beperformedon tagged employees
1 CGomplete trainingfor all tagged employee®ither on a course or not
1 Addtagged employeeto a new training course
1 Removetagged employeeBom a training coursgor exampleif they did not attend
1 Addtagged employeet an existingcourseas additional participants

Current employee action buttons

f Lasttraining historg+ A S¢g 2NJ OKI y3S GKS SYLX 28S8SQa ftlad i
training topic. Here corrections may be made, certificate details entered and certificates
added to the training history as attachments or comments entered.

1 Add/Change training requirementeither to add a requirement for a persomho has not
previously been trained for the training topic or modify detaifsacurrent training
requirement such astheir individual training frequency for this training topic if it is
different from the traning 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 trainingequirement are shownAll staff may be shown by checking on the Show Al
Staff toggle.

| Controctor Training Lhm;,;cﬂuﬁ. Show All Staff check box

Check or; to show all staff
Check offg 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

WhenShow alktaffis checked opemployees without history or a requirement are shown dimmed.
They may be tagged along with other staff and actions performed. If theaddst training, the
button allowing it to be changedill be disabled.

Complet ing training for tagged workers

1. Tag employeeso have training completed.
2. Enterdetailsin For all tagged People box
1 DateKey in a date or press tf] calendar button to select a date or prelietiateda ]
to set the current date.
1 Timecenter the time training was completed
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1 Competemry levelg either leave blank or select a competency level fromdhep
down.

1 Delivery, Provider, Hoursand Cost/persong thesewere copied from the training
topicwhen it was chosebut may bechanged. The training provider is changed by
pressing the lookup buttor]

i, LComplete
Training

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

3. Press

Actionsperformedwhen training is completedf 2 NJ | y  Strdihidfg fopicS S Q a

1 The last training providediistoryis updated.

9 The training requirements removed

1 The calendar is updated and any outstanding notifications removed.

9 Ifthere is a repeat frequency for the training topictbe employee has a locked
override trainingfrequency a newtraining requirement is set up for them.

1 If the employeavasa participant on a courséheir courseparticipant entryis marked
as completed and the number of outstanding participants on the course decremented.
When all paticipants 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.ea course is finished when the last uncompleted participant
has finshed or is removed.

9 If the training topic has a repefrequencyor if the employee has a locked override
training frequency for this training topia new training requirement is created for the
employee and this training topic. Tlealendaris updated andny notificationscreated
FOO2NRAY3 G2 GKS NHzZ S& F2NJ WiNIXAyAy3 NI dzi N

Changing the last training history for a worker

After atraining topic requirement has been completed for an emplgyeescord of this history was
created. This mabe changed, for examplé an incorrect completion date was usebhis is also
where attachmentsuch as scanned certificates ynlae added to the training history.

FromIn the Employee training by topic window, select the training topic iftinenot alreadybeen
selected
1. Highlight theworker whose last training history is to lhanged

Cumrent Perzon
Last Traning
Histony

2. Presshel: button in the current employee areal his shows a window with
all the details of the last training history.

3. Changeany historynecessary

Press OHKo save the changed history.

»
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E= Update Training Histery ==l =

Employes Mame: David Taylor

Training Topice First Aad

Diate Prowided: 23/06/2014 Course ID:

Time Provided:  10:394M [rarng Complete

Procedue (D: | \er

FProvides and Method
Provides:  First Aad Trainng Co Lid

[ 4] [«

Dieliveny Method:  Clazsoom

Cost 43000
Dot ation Hrs: 1600

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

Eessons) JEx traming for thiz shudenk I and prowider)
Ceshhicate [D: [Prosvided by trairng providar|
Level Achieved ;I
Comments

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

| Date stamp comments |

[ 2dd Anachments o 0K | | Cancel |

Lastemployedraining history- Fields that may be changed

Procedure I¥; optional name of the procedure from the training topic.

Versiong of procedurewhen training was completed.

Providerg select from drop down.

Delivery Method ¢ select from drop down.

Cost- of training.

Duration Hrs- of training

Personal IDp¢ KA & A& 0KS GNIAYAYy3I LINE @GWRERNDa SYLX 2&S

populated into all future training by the provider for this employee.

1 Certificate IDg some certificates will have anique ID number (this i3ot an NZQA unit
number)

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

1 Comments; any comments required. If NZQA unit standards were specified in the training
topic at the time of completionthey will be listed here, as well as added to NZQA units
passedDate stampbutton updates the comments with the current date.

=A =4 =4 =4 =8 -8 =9

Adding attachmen ts to the last training

Fromthe last training historyvindow

1. Pres to display the Attachments windowdultiple attachments may be
added to the training history.
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|fi'-l'a|:"rnc"h lll:leleled.&lt,achn'-enle]

Attachment fudded
Subject Type Dale Time By

4 L

||3, r[ﬁ';t":ﬂ':f“ | [ AddAtachment || & Changs Subject | | mm Delste Attachment | [ Close |

Attachments window with one attachment already added.

2. Pres<[ + Aad Attachment ] in the attachments window

Attachment Type
@f{fis 9 URL  File Name =
[|Ophiona] Subject

| % Save Attachment lx Cancel

I Attachment typeg Select the type of attachment to be added

0 File-Use th button to navigateto where the file to be attached is located
Normally, this will be a PDF file on a comput&elect the file and pres®pento
placeit into the filename field.

0 URLgthis 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 usin@ @irtopy and
CtrkV to paste into the URL field.

1 Subjectc Optionally, enter a description to hip identify what this attachment is. If left
blank it will be filled in with the fie name or URL when the attachment is saved.

3. Presg¥ SaveAttachment lto save the attachment.
4. Press Closewhen all attachments have been added to return to the previous window.

An attadhiments button (yellow folder icon) indicates attachments present.

Recommendationand notes about attachments

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

- Attached files, by default, are copied frahe 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 wadtached.

- When viewingattachments PDE are displayed usirthe 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
InternetExplorer 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 sametime, by thesame traineywho may be an external training provider an internal trainer

ATraining course is very flexibliadividual participants may be added or removed before the course
is completedandparticipants may even havbeir training completed befe otherson the same
course. Normally, aftethese exceptionghe rest of the participants on the course will be tagged

and allcompleted at once. After completion, individual training history records may be changed to
update competency levels or attacdlmcuments such as scanned certificates.

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

Also see

- Tagging all employees on the same training course

- Completing training for all tagged employeetaining is completd the same wayvhether
they are on a course or not.

Adding tagged workers to a new training course

1. Tag employees$o be added.
2. Enter detailsfor the new Training coursen For all tagged People box
1 Datec The date the new course is expectedstart. Key in a date or press t[.]
calendar button to select a date or prdistiate=fu] to set the current date.
1 TimecThe time the course is expecteddtart.
1 Competency levatNot used when adding a participant to a courseave blank.
1 Delivery, Providerc Thedefault delivery provider was copied from the training topic
when it was chosen. This may be changegtegsing the lookup butto® and
selecting a new training provider.
1 HoursandCost/persong thesewere copied from the training topmhen it was
chosenbut may bechangedThey will be placed into the course details.

= Addl o New
3. Presghe Course button.

Notes: If the Adto New course button is disabledheck the followingl. Datec A training
course must be specifieshd betoday or in the future2. Participants to be added must be
tagged.

Actions performed when participants are added to a new training course.
1 A newtraining course is createfbr the date, time and training provider
f The start date, time, providehours and cost per person are copedNB ¥ G KS WF 2 NJ
LJS 2 ltafthe Eourse.

(S A

T ¢KS ¢NI}IAYAYI LINEGARSNDRA f 2 Odrdjis@afed FB a8 G NI A YA Y :

course.

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

1 A check is made to ensure the employee is not already on a course for this training topic and
if so wil not be added tahis course unless they are removed from the other course
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1 A check is made to ensueach tagged employeeas a training topic requiremerand, if

not, oneis createdor them for the date and time of the coursad added to thesvent

cdendaranda/ & Wi NI A y A yhatifichtiSripaeatet® vy, i Q

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

9FOK SYLX28SSQa SYyidNEB Ay GKS GNIAYyAyYy3a tAal Az

in the course.

f The course is added to thewvent @lendarandl y &8 WG NI AyAy 3 aOKSRdzZ SRQ
generated for the training course

=a =4

Note: Details of the course may be changed by highlighting any participant on the course and
pressing the Course detaghis 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. Tagworkersto be removedrom the course
| B emone fram
2. Press the e button.

Note: If theRemove from course button is disahleleck the following:
- Participants to beemovedmust be tagged
- Thetaggedparticipants are on a course

Actions performed when a participant is removed from a course
1 The participant entry is removed from the coarand the course update to reflect the
current number of participants.
1 NOTE: The requirement for the employee to be trained for the training topic on a date and
time isnot changed.

Adding tagged workers to an existing training course

1. Tagworkersto be alded to an existing training course.
= Add o Exist.
2. Press thel e button.

Note: If the Add to Exist button is disahleldeck the following:
- Participants to be added must be tas)
- There must an uncompletexursewith a future datefor the training topic.

This wll open a windowof existing coursgthat will be run for this trainingopicin the
future. Each coure due to be ruris shown with the date and time of the course, the
provider and address armimber of participants.
rTlénrgEmu'?e: |

Furst Aid

CourgelD Diate Tiene Paticipants Provider Location

3. Highlight the coursdhe tagged employeeshouldbe added to

__2'
p ' Select

4. Presshe button.

Actions performed when tagged employees are added to an existing course.
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1 A check is made to ensure each tagged employee has a training topic requiremeifit and
not, one is created for them fathe date and time of the course and added to the event
OFf SYRIFINJ YR Iyéd WiNIAYAYy3I NBIIdANBYSYGiQ y2
1 A participant entry is created for each tagged employee and set to not yet complete.
T 91 OK SYLX 28SS5SQa Siyuptsked th showldétsls ofl theim as/alpaftitipaintA & G
in the course.

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

Fromthe Employee training by topic window
1. Highlight aworker on training course indicated withEin the course area.
2. Pres<1 € Course Detals + Motiicabons ] button
3. Change any detailsequired (changewiill only be saved if the OK button is pressed)
4. Presd = Fint olicaions o al Farteipants | 1 view or print notifications for each participant. These
may be printed and given to participants on the Course.

5. Presd /= Fint foste of Patcipants lto view or print a roster of all participants on a course. This
may be useful for the training provider.

Changing a training topic requirement fora  worker

From the Employee training by topic window
1. Highlight anworker.
Add/Change
i Trsinmg
2. Presghel = Aegawement | hutton.
3. Ifthisis a rew training requirementf 2 NJ 4 KA a ( 2 LIN&&traihingyYSa al 3S |
NB Ij dzA NB Y S yYésto Oreate ¥ e ReéglLirement dto to cancel.
4. Make changego the training requirement
5. Press OHKo save

|/"ar|n;| Fequremest

Phil Finch

Fields in training requirement

1 Training topicc may not be
changed
Frequency imonths¢ LEAVE
BLANK to use the default for this
training topic. If an override is
placed in hereit will be used
instead of the Training topic value

Tranirg Topic: First Aid ﬂ

Frequency In Monthz: | [Far iecueing raining)

Lock Frequency (Frevents sutomatic
re-scheduling if topec
frequency changes)

Date Last Provided ot TomonT However, see below.

Diste Hext Due: 23/06/2014 ] 1 Lock Frequencyg shouldalwaysbe
checked if the Frequency in month
override above is used, in order to

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

topic frequency altering the
override above.
91 Date last provided;information,
read only field.
Date next duec may be changed or

Changing a training requirement

If an employee ndonger needs to be training in
this training topic do the following:
1. Frequency set to 0 (blank) l

2. Lock Frequencyg check on
3. Date next due clear
4. Press OKo save the settings

cleared if no furtler training is
required.

A s
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Recommendation:f the date next due is clearetthe frequency shouldlwaysbe set to zero and
lock the frequencglwayschecked on (see abov€therwiseA ¥ (G KS (NI AYyAy3 G2LIAOQ3E
changed, training may again behsduled for this employee.

Training R eports

Printing a training topic report with a list of workers

From the Employee training window
1. Select the training topic

2. PresJ = Pirt Topic Riepar |for a listworkersand their status for the training topic.

= Prirt Topic List

3. OrPresd " withPhotos for a list as above but includirige worker@ photos (useful for
topics such as first dido it may be posted in appropriate places.

Exporting atraining required matrix to Excel

This report shows a snapshot of current employees and workers trainingreggn an Excel spread
sheet which may edited, saved or printdtis 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. Presshe menu setction- 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. Pressial.Rintio Excel to populate the spread sheet arttisplay it in Excel.
3. Printor save the spread sheet from within Excel.
4. Press Close

Those responsible fahe provisioning ofraining usuallywork one to two months aheademail
notifications mayalsobe set up as reminders when training is requireddomployeesand
supervisorsAn exampleof asimplifiedtraining required matrixs shown below.
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A B C D E F G H
1 Compliance Solutions Ltd - Training Required Matrix
. o CorrectUfing| Firstad |
, Dept Hame Phone Position Induction | . icue (5) (24} Site ﬁa& e} p -
3 Dema Employes |0800 438 674 |Assemblar 07-Jun-15 28-May-15 ™, ‘l SPT:_IOJEIﬁ?[DS
4 |Factory |David Taylor 022 134999 |Assembler [2]30-0CT-16 |01May=16 |1651718
T p_— - colum header
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]
8 |Factory |Sally Yorke 022 134 594 |Assembler Dl=ay=16 | 202122 b
9 |Factory |Sam Noms 022 134 123 |Lathe Operator [1)30-0CT-16 [OlMay=16 |111213
% ] =

10 Office  |Mary Black 022 134876 [Secretary M-Apr-1B 54321 SV

N p——— 7 '5‘304:":"'15 Provider's
= e |Paul Dawson 2 333 anager i ql I student ID

13 Levelkey [For ¥i Joverowe | “pcourse |50 s |
14 |[1] Requires Training, Supervisian .- \
15 [2] Working Towards Compenteny S Next training

b Ty W Lastcompetency / i
16 [3] Competent To Wark Independ level achieved ! . reqmrement date |
17 [4] Fully Competent, Able To Tral - ol

S i
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 ndowes shovall
workers requiring training, sted by their departmenthen first and last nams

Columns show the workers department, name, work mobile or work phone if no mobile is defined in
their employment recorcindjob type/position.The next set of columrtsaining topics first

induction opics which always show &asth a grey background indicating they aexjuired for their

job type followed bythe other training topisin topic name orderlf training is not required for any
person in the report the topic column is not showviliraining bpiccolumnalsoshow anyretraining
frequencyin monthse.g. (24).

9FOK OStft Ay I GNFXYAYyAy3 (2LAO0O O2ftdzvys dzyf Saa Al
training that is requiredlt will also show the date that training is required to be quated.
 GreybackgroundNBLINBaSyda GNIFXAyAy3a GKFG A& | NBI dzA NX

1 Yellow background an overdue training requirement

1 Blue background a training requirement for which the worker has been scheduled on a
training course

1 Reddate on any backgroungdtraining that is due within the 60 days of the date the report
was run.

If an employeds already been trained for a topiandhas no further training requiremerthen no
entry will be shown for themf-or completed training use thEraining completed matrito 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 wasletaa. If

any competency levels are shown in the rep@keyof allcompetency levelss shown at the end of

the report.

Also see:
x  Training topics are set up froBdit / Training topics
x Job type are set ugrom Edit / Job type training and inducti@seeTraining setup.
x  Training topic induction is set up froBEdit / Job type training and inducti@rseeTraining
setup.
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x  Training provider requirements for student ID and the column header are set up from

Suppliers / Change supplier / Training providéx Note: a supplier who is a training

LINE A RSNJ Ydza i KI @S YWeddppligrptignd. LINE A RSND OKSOT ¢
x  Training competency levels are set up fr&uit / Training competency levels

(T x O OEi x A OOAETEIC POl OEAAOBO OOOAAT O )s$ EI
Every studenin New Zealand has a single natiosadent index numbewhich follows them

GKNRdzZZK LINAYINEBZ &aSO2yRINE YR GSNIAFNEB SRdzOF (A 2
under theunits and qualification tab

Othertraining providers mawlso haveheir own Training provider student IBor workers Thismay
berecorded when a training topic is completaddis entered into the training history record. From
that point onwards all training fathe employeethat isperformed by the provider withave the
student IDautomatically record thén the training record

¢ KS LINE @A REMERBe skowndaR tBaiiifig reports to Excéhéf option is selected in the
LINE @ fsup@idtXeéord under the training provider tab. The column headiefaults to the
LINE @A R S NI Anarfeld this'magt be Hargygd.

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 atraining completed matrix to Excel

From menu / Export training completed matrix to Excel
1. Presghe menu selection extracts the information from the database then shows a window
with the number of rows and columns that will be neeln the Excel spread sheet (as older
versions of Excel could only handle 256 columns).
= Prink Employee Training Regist..| — | =) [wkdm|

Step 1. Anslusrg Tisinng

Fows: L} Cok 10

Mote: Excel wil accepl & masimum of 258 columng

B PinktoEwcel 1 |4 Clos= |
2. PressE = AT 2] o populate the spead sheet and display it in Excel.
3. Printor save the spread sheet from within Excel.

4. Press Close

This training matrix is similar to the training required matexcept that itshowscompletedworker
training. It is a very useful tool when sgbntracing or needing to provide a lisf 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:;":_:;L;ﬂ’tg? Fir{s;q?id Site Safe ID
3 Demo Emplayes |0B00 433 674 |Assembler
4 |Factory |David Taylor 0227 134939 |Assembler 14Dec-11 |30-APR-16 [2] [01-May-14 |161718
5 |Factory |Lillian Rowe 022 134 7285 |Assembler 14Dec-11 |30-APR-16 [3] [01-May-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
8 |Factory |Sally Yorke 022 134 594 |Assembler 14-Dec-11 01-May-14 (202122
9 |Factory |Sam Norris 022 134 123  |Lathe Operator 14Dec-11 |30-APR-16 [1] [01-May-14 [111213
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] Working 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 sheetopic titles havethe retraining frequencyut only completed training is shown. It

also shows where training &pired but no longer requirefExp.OK, graybackgrounyl expiredbut

still required[Expired!q yellow background and employees with completed training due within the

next 60 daysCompetency levels achieved are also shown if uaksthg with a competency level key

[A1S GKS ¢NIAYyAy3d NBJdZANBR YIFIGNRE (G2 9EOStI AlG &
aSt Ay (GKS &dzlJLJ ASNDRDa GGNIAYAYy3I LINPODARSNI GlFoo

Note that as these arerdinary Excel spread shegiisey 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. Presghe menu selection this opens a window to enter date period for the extraction.
2. Select a dat@eriod

Tiaining Cost/Time tummary Date Range 1 From dateg if not specified starts at
the beginning date of training.

1 To dateq defaults to current dateMay

| [) /0672015 | be changed by using calendar lookup

button or keying a date.
o 0K |3 Cancel

Fiom Date Ta 23/0814 7o Date2@406/14 - 1/06/1¢

1 Press OKb accept period selection.
1 Cancelo quit.

3. Thisextract the information from the datidase then shows a window with the number of
rows and columns that will be needin the Excel spread sheet (as older versions of Excel
could only handle 256 columns).
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6.
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g

E= Print Emiployee Training Regist.. | — | =

Step 1. Ansluzng Training

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

B Fiiri to Eveel | [w Clese |

Pressial.bint to Excel o populate the spread sheet and display it in Excel.

Print or save the spread sheet from within Excel.
Press Close

The Cost and times training summary spread sheet siwosummariesvhich are very useful for
period training costs and timeeporting as well as training budgets for future periods.

The first summary iy month in the date period selectexhd periodtotals.

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.

Trainng cost and tmes by training topic

Training Tapic | mamed | wrs | cost | remam | ws | cem

Correct Lifong Techreque 2 9

Employes Induchon 4

First Aid 4 &4.00 1,720.00
Forldift Advanced Certificate 2

Site Induction - Workshoop i 1.00 60.00
Site Induction Office And Surrounds 1 1.00 60.00

Recommendatioq 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, Whitturn 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.
2.
3.

4.

Presghe menu selection
SelectPreviewor Print report
Select date rangéor the report
1 From dateg defaults tofrom any time
To datecg defaults to today i.e. traininggs uncompleted if ishould have been completed by
today.

Department training reports

From menu / Training / Department training reports
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Restrict lo Deplarttments

Departments
D0 ezpatch
i |

Genera
Othiza
Shore

L) 1) B i
Show Al

Departoent Training Aeports 1. Tag the departmentdo be
included in the report.
(= Dept. Stalf Trainingtopic Sunmay 2. Selectone of the training

reports by pressing a button.
3. Press closwhen done.

= Dt Dwerdue Training Orily

5 Dect. Trainng Matin to Excel

|

Department Staff training summarghows all training completed and required for employees in
each tagged department witbach new department on a new page.

- # Required for job type
Training By Department Overdue traning
Due within 14 days
or scheduled on courss
Comp. Last Days Days
Training Topic Erocedurg Var Lev Provided Simce faxt Die Until Cumant Coursa
| Factory |
Robert Ennis Engincering Apprentice
Employes Induction - 14122011 %28
First Aid - 29:06720014 29062016 731
Correct Lifting Technigquoe 25100013 247 25042014 65
Phil Finch Factory Manager
Employee Induction - 14122011 %28
First Aid 200065/ 201 4 29082014 ©:32

The report shows the procedure ID and version, the training competency level, date last provided
and, if there is a future training requirementhe date next due and whether the employee has been
placed as a particgnt on a training course. Ti®icon in the report indicates that this training

topic is a requirement for their job typ&ntries highlighted in red are overdue.

Department overdue training summarig similar except that it only shows employees in the
departmentfor which there is any overdueaining overdue.

& Haquired for job Type

Overdue Training By Department W 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 examplethere 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 Excajives acompressedverview ofa departmen§ training
position foreach enployee

A B [w i E F 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"“*’r *% | First aid
3 Tedmigue In n
. L=25<0CT= L=29-JN-
David  |Seremimel] L19DEC- |y p
4 Tavar APR-14 i JUN-16
L-25-0CT-
Lilian Rowe L'”ﬁr’c' 13D-25-
K] OCT-15
. L-14-DEC- | D=28-JUN-
6 Phil Fnch 1 14
L-25-0CT- L-29-2IN-
H;‘t'm 13[2] b-35- L'Hﬁﬁ' 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
1 Thelast date training wasompleted|L]
1 Any competency level achieved in brackets g2j.
9 TheNext datethat training isdue [D]
9 Trainingwill bein red if overdue
9 Trainingthat is shaded igue 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 I,E‘:i Lizt Selected Training Topics
Forklift Advanced Certificate
Site Induction - Warkshoop
Site Induction Office And Suraunds

I,E‘:i Employpee Training Surmmmany

@ Employee Overdue Training
Surmmary

< [ P

() b)) ()
| Showal |
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For these reports
1. Tag the training topicsequired
2. Select the reporto run
3. Press closwhen dore.

List selected topicshows 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 summaris 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 summafgr the tagged topics shows any employees who haveverdue(red)
training requirementor if they have been scheduled as participaotsa training course
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OverDue Training Summary

c s I For selected topics as at 29/06/2014

COMPLIANCE SOLUTIONS LTO Wl Training Overdug

Il Due within 14 days (or allocated to course)
Proc. Comp. Last Days Freq. Date Days
Employee Departrment Course D Procedure ID Ver. Lev. Provided Since Mths Next Due Until

Correct Lifting Technigue

Robert Enniz Factory 2 25102013 247 6 25/042014 65

David Tayler Factory 3 25102013 247 6 23/0472014 63
First Aid

Phil Finch Factory 4 2900814 29/06/2014

Steve Williams Despatch 4 2900814 20/06/2014

Training history reports
From menu / Training / Training history reports

L LS LT ! From datec enter o select from
- calendar
From Dats; | .| ToDate
] L) 9 To dateg enter orselect from
calendar

| 5 Conpload Ting Sumnay (1o ok Select thereport to run

Press Clos&hen done

= =

| g’ Traning Topic Histary by Depastment

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

" Ll

Completed training summary repoit 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

Employaes Trained Training Topc 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 topiompleted during the date periodt also showshe 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
141122011 Emploves Induction

Training topichistory by department (new page per departmentsame 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 talat the top of the employee ligb showthe orderthat employeeswill be listed in
the report. For exampleselecting the taiII order employees in the report by
first name Selecting , they willsort them bydepartment order in the report, just
as they do in the list.
2. Tag employees$o be included in the reponising the tag buttons. If no employees are
tagged, all employees will be included in the report.

a  Emploves
T Repartz

Press i to show a list of all the employee reports available.
Presd = indvidusl Enplyee Tiaiing | to run the report.
Select previewo the screeror print.

Select print taggedemployeesor all employeeqonly appears if some employees tagged)
Press Closehen finisted printing employee reports.

No gk w

The individual employee training reportusry usefulgiving a complete summary tfe selected
AYRAQDGARIzZEf SYLX 28SSQa GNIAYyAy3Io

For training topicst shows
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1 Training completed
1 Training required
1 Whether it is historical,.&., Training completed but no further training requirement
1 Whether or not the employee is a participant on a course
1 The current competency level achieved, ifyan
1 Whether the training topic is a requirement of their j
1 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 remedauspension

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

Signoff areas are provided for all traininfpr the employee andat the bottom) forreviewer 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 emp loyees

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

endorsements. Except for the individual employee rep@réncs and certificates are separated
from all other forms of training.

There argwo waysof viewing certificate/licencesone from the perspective of the employee
showing the certificate/licencesiey hold, and the other is to show who holds certain

certificate/licences.
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Viewing certificates/licences for an employee

Certificate/licences helébr an employee is accesseither from the toolbar Training, select
e button or from menu / Training select Certificates/Licences by employee.

rE!-' Last Hame ]Ep First Mame | hp Diepartmen | thnh Title |
Figt & Last Name Depatment  Job Tite Licences / Cenificates for
Ilany Black Diffice 5 ecrela
Fad [ P ¥l
Demo Empiayes = e Licence/Cedficate 1D Number Epiry Date
Fiobert Ernic Fasctony S T e =i Crivers Licence BZIS4743875 5JUL 2015
Fhil Frch Factory Factoiy Manage:
Sam Moz Fachory Lathe Dparabos
Likar Rowie Factory Agsembler
Davwid Taylcs Factory Azzembler
Steve Willams Dezpatch Stareman/Despatche
Sally Yorke Fachory Assembler
(o Add Licence/Centiiicate | [& Changa | = Delete
Sedact person (above) and update their icenses and cartficates light) |1f Cloze |

The Employee certificates/Licences window

This window shows twiists. The left i a list of employeeand on the right certificate/licences held
by s highlighted employee entrffhe employee lignay be sorted by clicking one of the tadishe
top, first name, department or job typ&mployees in the list may becated by keyinghe first few
characters of thesort order word

Adding a certificate / licence for an employee

1. Highlight an employeén the table on thdeft
2. Press Add

3. Fillin the form

4. Press OKo save

Changing AT AT P11 T UAASO AAOOEEEAAOATI EAAT AA
1. Highlight an employeeén the table on thdeft
Highlight the certificate/licencan thetable on theright
Press Change

2
3.
4. Change details in thdorm
5. Press OHKo save

Deleting AT Al DI T UAA8O AAOOEAZAEAAOATI EAAT AA
1. Highlight an employeen the table on thdeft
2. Highlight the certficate/licencein thetable on theright
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3. PresdPelete
4. Confirm the delete

Employee certificate/licence form

Update Employes Certificate/License Held Suspension
Employee: | Mary Blach +
Ceibhcate/License Type: i +
Dinweds Licence x| Suspendsd From Dizte
Expiy Date: 2 gop 2016 ] —
< ep 2016 = Suspendsd To Date =]
Celilicates/Licerse Mumber, ACOSETSE =
o Changa D ate
Benewal Applied For D abe: .
Comments Endorzsements
| a Endorzemeants Attarned Okther Endorzements Avalable -
2 i Figid
d-Heawy Rigid Fledivmn Combo
F-Froekt .]1 5 Heawy Combo
_ W= | | BMoborcpcle
D-Dangetous Goods
|-Lippwineg Inzirachor
” O-Testing Oifices
P-Passenges
RTW-Rollers/T racksMAW
| ¥Wehicke Aecoverny
[fi2 Add Attachments (w 0k | [3€ Cancel

Employee certificate / licenderm

1 Employeg If adding, select the employee from the IookE]o If changing the employee will
be field isdisabled and may not be changed.

1 Certificate/Licence type If adding. Select a licence type from the Iool@plf changing this

field is disabled.

Expiry dateckey the licence expiry date.

Certificate/licence Nog key the licence identification ID or nuar.

Comments; any comments required.

Suspended from date option, use if licence suspended.

Suspended to date option, use if licence suspended.

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

This is for eference only

1 Endorsementg this is a list of endorsements for the licence. These may be added or
removed. Allowable endorsements were set up in the certifidatehcetype.
To add an endorsement
1. Select the endorsement to add from the list of availadgahelorsements on the right

2. Pres@

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

2. Pres
1 Press OK save changes @@ancelto quit without saving changes

=A =4 =4 =8 =8 =4
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Viewing certificates/licences by type

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

y abp x
Ifl"r"‘"hm“:=3 Hoenees l i rHeH by Emnplayes [ i espiny dabe cides | I
elﬁ:""“““’ Type Expiry Date  Mame Departmeant  Job Type Certificabe No. | rEndn:lr-sm‘nnrts
e : 3 cpatch  StoremandDespat b-Maotorepcle
11,07 /200 7| S am Meons Fachaiy Lalhe Dpesalor  AERIEE349
27/05/201 3 Acber Eriris Factory Engneenng &ppre 738739
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
17127206 Saly Vorke Factory Aussembles
A 2/2017| Paul Davzon Offize Manager 78322037
[EeT-)
Show &l |
Possible Endorsements
2-Medum Rigd
FMedum Combao
4-Heawy Rigd
S Heavy Combo
E-Motorcycle To add, change, or delels .
D-Drangenous Goods Cettificabe Types goto | Acdd Emplovee Cerlilicate [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 Mame () Deparment Job Type

Certificate/licences by type window

Activitieswhich may beperformedfrom this window:

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

Select the certificatelicencerequired
Press Add button

Enter the certificate/ licence details
Press Olo add

PwnNPE

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

1. Select the certificate/licene required
2. Select the employee certificate/licenc® delete from the middle list
3. Press Deletbutton and Confirmthe delete

Viewing employees holding a selected certificate/licence

1. Select the certificate/licenceequired in the certificate/licence type list, top lefill
employees holding the selected certificate/licens#l beda K2 6y Ay (KS WKSf R o@
centre list. These are held in expiry date order so that any exgieeificateslicences
(red/yellowdate) will appear at the top.

ViewingS Y R2NESYSyia KSER F2NJ I 58fS0GSR SyLtz28880a
1. Select the certificate/licenceequired
2. Highlight an employee certificate/licencin the centre listEndorsements appear in the

WoOYyR2NBSYSYyidQ tArad 2y (GKS NRIKGOD
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Report of employees holding a selected certificate/licence and a selected endorsement

1. Tag the certificate/licencerequired using the tagging buttons
2. Select an endorsemetitom the list of possible endorsements bottom, left

3. Select an ordefor the report
Order Heport By
@ Expiry Date Employes Mams Depaitrent Job Type

= Heport on Selected
4. Presd_— Endorsement only

Report of Employees holding a selected certificate/ licence

1. Tagthe certificate/licencerequired using the tagging buttons

2. Select an ordefor the report
Order Heport By
@ Expiry Date Employes Mams Depaitrment Job Type

= Heport on All Tagged
3. Pres ' Cedtificales

Example of report of employees holding a selected certificate/licence




























































