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Introduction to TrainingTrack 2000 [ raming I rack
Training Schedule Management Software

TrainingTrack 2000 makes it easy to create, schedule, manage and report on training records in
one simple and powerful application. TrainingTrack 2000 can be up and running in seconds,
giving you instant control over the tedious job of training management. No other training
management software package is as powerful or easy to use as TrainingTrack 2000.

Simple data entry and bulk uploading features allow users to become immediately productive and
stay easily up-to-date. Data entry in TrainingTrack 2000 is completely form driven, so there are
no new special commands or database tricks to learn. Knowing how to point-and-click is all that’s
necessary.

Database changes are immediately accessible and updated on easy-to-understand report screens.
If you need to export data from the database for custom report generation or import into another
program, TrainingTrack 2000 comes with flexible and powerful record exporting features.

Because TrainingTrack 2000 is Microsoft® Excel based, there is no need to import data from other
complex database applications to use all of Excel’s built-in sorting, formatting and charting
capability. Isn't Excel where most of your data ends up anyway?

TrainingTrack 2000 is fully ISO9001:2000 compliant, including support for the new requirements
of training effectiveness tracking.

TrainingTrack 2000 simplifies your life.

© 2002 Core Business Solutions, Inc. 3 Updated: 12/19/2002
All Rights Reserved.
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Control Panel

The Control Panel is the starting point for all database management and input activities. From
this panel you can add, delete, edit, export and assign relationships to all records in the database.
The controls are ordered (from top to bottom) in roughly the order that you will enter data. The
controls nearer to the bottom of this panel depend upon completed inputs from those near the
top.

The System Settings control is used to set the system date formats and the Date Filter Range for
all input screens and reports. The Date Filter Range narrows or widens the dates that are
displayed on all of the input screens and reports. Note that setting this date range has no effect
on scheduling classes for dates outside the selected range. This function only effects what is
currently displayed.

The controls Employee Setup and Course Setup must be completed first and generally require
only periodic maintenance thereafter. Use the Employee Import tab for bulk importing of large
employee lists.

The Scheduling control is used to schedule training and evaluations as they occur. This control
will be the most frequently used data input screen.

The Export control is used to export filtered or unfiltered raw database records for use in other
situations. The output of the export function is an unformatted Excel spreadsheet with the
desired raw database records.

Your company name

de/%/}f Tf'df (displayed on all report views)
‘g? /6 v2.20 /

Control Panel [your company name]

System Set the Date Filter and date format
Settings options.

From: 12701701
To: 12731703

Employee | Manage the employees in the database. i.e.) Employee
Setup narme, employee number, department and shift. Also
used to classify employees as trainers.

Course Manage available training courses and employee

Setup evaluations. Also used to associate training with
employee evaluations. Automatically schedule
employee evaluations to be due XX days after training.

Scheduling | Manage training and evaluation classes singly or in
groups. Reschedule classes automatically.

Export | Export raw database records.

2002 Core Business Solutions Inc., USA. &ll rights reserved, Expires: 01/15/03

About | Register Upgrade from vZ.1x | Order

[4 [« [» [ ¥} Control Panel ¢ Class Schedule{Tr\aimrScheduling 4 Emploves Report Empploves Impork /

These tabs access various report screens

© 2002 Core Business Solutions, Inc. 4 Updated: 12/19/2002
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Basic Form Input Instructions
The following instructions generally apply to all of the input forms accessed from the Control
Panel. The Class Manager is being used here as an example.

Class Manager N x|

Date Range
Training IE\,.'a||_|atic|r|5| % open O Closed  all Dif01/02 e 12/31/02
TRAIMING CLASSES
21-123-1 Basic Measurements Holle Robert G NCL':'SS DAT:‘.‘:I
01-005-8  Blueprint Class B /02 Haolley Robert G umber itle
02-356-1 Customer Satisfaction 09/09/02  Cash David |01-UU5'3 Blueprint Clas= B
Location
ICIassrc\c\m 2a
Hyperlink
— Pl d — Actual
Crate Tirme Crate
|naf16f02 200 AM |
COURSES TRAINERS e L ssheduls Evaluations |
02-342 Basics of Measuren a 04355 Cash Dawid 04091 Alvey Zandra [a
03-566 Caonfined Space 04155 Haolley Robert G angza Andersan Con B |
0z2-332 0. O, T., Hazardou: 04820 Bonner Joseph I

01-2Z56 Fiber-Optics 04855 Cash David
03-256 Fire Prevention 04477 Cruz Jose L
03-587 Injury Prevention gio749 Estes Edward
01-980 In-Process Quality ono3l Hirsch Gary P
IS0 9000 Qrientati 04158 Holle Robert G
3 = -

01-005 Reading Blueprints b

M e Cielete ¥ auto-Schedule Clase

New Records

1. In order to create a new record, press New. A new record will be created and automatically
assigned temporary values. These values can be changed at any time.

2. If the new record is not selected (highlighted) - select it.

3. Make any necessary changes to the text input fields, date fields, check boxes or list boxes.

4. Press Save.

Edit Existing Records

1. If the record that you want to change is not selected (highlighted) - select it.

2. Make any necessary changes to the text input fields, date fields, check boxes or list boxes.
3. Press Save.

Note: If you have not made any changes to a record, the Save button will not be
| enabled. I

Delete Existing Records

1. If the record that you want to delete is not selected (highlighted) - select it.

2. Press Delete.

3. You will be asked to confirm the deletion of the record. Press OK if you want to continue or
Cancel to abort.

© 2002 Core Business Solutions, Inc. 5 Updated: 12/19/2002
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Close the Form
1. Press Close.

Employee Setup Manager

The Employee Setup Manager is used to create and manage basic employee data. This screen is
also used to indicate which employees are trainers.

Employee Manager 1

EMPLOYEE LIST

04091 Alver Sandra D, -

nog79 &dnderson Don B =

04820 Bonner Joseph I,

04855 Cash David T

04477 Cruz Jose L

010749 Estes Edward

o003l Hirsch Gary P

04158 Holley Robert G T

01153 Hosking Drawn kK

01327 Jarrell Raonald L

01153 laso Daniel W i

o0a7a Qranday Caral

o003l Phan Jirnmy E j
ITI M | Delete |

X
Last First
NAME IE--:-nner IJ-:-seph 1.
NUMBER |D482C|
LOCATION IDen-.-er
DEPARTMENT IQuaIitn,-
SHIFT [+ | [~ TRAINER
REMARKS Training Meeds: Safety
Close |

SETTING UP EMPLOYEES AND TRAINERS
1. From the Control Panel, click on the Employee Setup button.
2. New employees can be added by clicking the New button.
a. A “New Employee” record will be automatically created.
b. Edit the employee information on the right side of the input screen.
c. Click the Trainer checkbox if the person will be a trainer or evaluator.

d. Click Save.

3. To edit an existing employee, simply select his/her nhame, edit the information and click Save.

4. Click Close when done.

Note: All input fields are optional. However, use of a last name is recommended for

some of the report displays.

© 2002 Core Business Solutions, Inc.
All Rights Reserved.

Updated: 12/19/2002
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Course Setup Manager
The Course Setup Manager is used to create and manage your list of all possible training courses
and evaluations (testing, certifications, etc.). "When you schedule classes (with the Scheduling
Manager) they will be based on the information you input into the Course Manager form.

Definitions

Training course - The primary record that defines all default information for scheduled training.

Evaluation - The setup record that defines all default information for scheduled evaluations. An
evaluation is optional. Being evaluated may require some form of testing in order to show subject
matter understanding, compliance or certification.

Evaluations differ from training courses in that employees may be trained on a task without necessarily
being evaluated (certified) to perform the task.

Training and evaluations may occur only once or may require re-training or re-evaluation at some
regularly scheduled frequency. In the latter case, the training and evaluation will be valid for a limited
time period (i.e. 12 months) before re-training or re-testing is required.

The Course Manager form is used to manage this basic information.

After selecting a Training Course, select

Course Manager one or more related Evaluation(s), if x|
T 2 applicable.
Training | Evaluations I
TRAINING COURSES / Euem(atiuns
02-342 Basics of Measupements a 03-58%e  Confined Space
03-566A Canfined Spacg 02-332% L. . T., Hazardous Materiz
02-332 D, 2, T., HazArdous Materiz 00-032e\  Diversity in the Workplace

Fiber-Optics

Fiber-Optics

03-2564 Fire Prevention 03-587e Injury Prevention
03-5a87 Injury Prevention 01-9380e In-Process Quality Control
01-9&0 In-Process Quality Control 02-658e Wire Wrapping
04-002 IS0 9000 Orientation
01-005 Reading Blueprints LI
MUMBER 01-256 Schedule evaluation for | 30 days
TITLE Fiber-Optics after training complete.
HYPERLIMEK |http:ffwww.thacaresolution.com
% once
o %riudic
=a Mew Delete \ Close |
AV

A

Training Courses and Evaluations may be set-
up to occur only once or periodically. If Auto-
Scheduling is activated (described later),

periodic Training Courses and Evaluations will
be automatically rescheduled when complete.

It is common to have related Training Courses and
Evaluations. It is possible that you will have several
Training Courses which always have some form of
testing or certification immediately afterward. After
selecting a Training Course, select a related
Evaluation. Then enter a lag time between each
training and evaluation pair.

© 2002 Core Business Solutions, Inc.

All Rights Reserved.
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SETTING UP TRAINING COURSES AND EVALUATIONS
1. From the Control Panel, click on the Course Setup button.
2. The Course Manager form contains two pages. Use the tabs at the top of the screen to switch
between Training and Evaluations.
3. New courses can be added by clicking the New button.
a. A new record will be automatically created.
b. Edit the information at the bottom of the screen.
i. A course Number is used if you use a code to identify different training
requirements (e.g. a procedure number or catalog humber). Optional.
ii. The Title is the name of the training course. Required.
iii. A hyperlink may be used to reference course descriptions, class information, etc.
Hyperlinks entered here will be automatically attached to all new training classes.
Must be a fully qualified hyperlink (i.e. http://...). Optional.

iv. Choose Once or Periodic depending upon whether the course is regularly
required.

c. If a related Evaluation will follow the training:
i. Select the Evaluation(s) from the list on the right.

ii. If it is not listed, add the Evaluation from the Evaluations Tab.
d. Click Save.

© 2002 Core Business Solutions, Inc. 8 Updated: 12/19/2002
All Rights Reserved.
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Class Schedule Manager
The Class Schedule Manager is used to schedule and manage Training Classes and Evaluations.

| Note: This form will not be active if no courses or evaluations are set-up in the Course I
Manager.

Each scheduled training and evaluation record must be based on a Training or Evaluation Course
(see Course Manager). If you haven't yet setup a training course or evaluation, return to the
Course Manager. Assigning a class trainer and class members is optional.

After making changes to a Class Record, be sure to press the Save button to record your changes
in the database.

When the training class or evaluation is complete, select the appropriate record, enter the Actual
complete date and press Save. The record will then move from the Open list to the Closed list.

Select the Closed button at the top of the input screen to review closed (completed) records.

Open: All current training records
Closed: All completed training records
All: All training records

Training Tab View
e

Date Range
01/01/02 to 12731702

all

Training IEvaluatiDnsl % cpen  Closed

TRAINING CLASSES

21-123-1 PBasic Measurements  11/11/02  Holley Robert G

01-005-8  Blueprint Class B 08/16/02 Holley Robert G s
02-356-1 Custamer Satisfaction 09/09/02  Cash David |21'123'1 Basic Measurements
Lacation
Form will “display” only training |Q'-'a“t‘=' Lab

classes or evaluations that occur within Huperlink
this date range. You can change these
dates by entering new Date Filter
values on the Control Panel.

Ihttp:.-".-"www.thecoresnlution.cnm

— Pl d — Actual
Crate Time Crate

|11f11f|:|2 12:00 FM |

COURSES TRAINERS CLASS LIST Schedule Evaluations

: Basics of Measurengs 04355 Cash David 0409 Alve Zandra Ca
03-566 Confined Space 04158 Halley Robert G I Don B
0z-332 0. o, T., Hazardouw:
01-256 Fiber-Cptics
03-256 Fire Prevention :
03-587 Injury Prevention Turn Al;IEO Scheduling
01-9a0 In-Process Quality on or ofr.

04-002 IS0 2000 Qrientati

01-005 Reading E'-Iuenrintsj /

L4
Save I Mew | Delete | 7 .ﬂ.utD-ScheduIe// / L _l
Press Schedule Evaluations to

& automatically schedule associated
Select one or more class members. Evaluations. (not active for training
As the class list changes, just come courses which have no associated
back to this screen and update the evaluations defined in the Course
class list. Manager).

© 2002 Core Business Solutions, Inc. 9 Updated: 12/19/2002
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Evaluations Tab View

Class Manager x|

Date Range

Training Ewaluations | * capen  Closed 1 all 01/01/02 te 12/21/02
EVALUATIONS

01-256e  Fiber-Optics 03/08/02 Cash David GLER S DA'TA.

= = - SR O AR Humber Title

0z- B Haz Materials Robert G _

01-980e  In-Process Quality Co 10/01/02  Cash Cravid |'3'2'332E IHaZ Materialz

Lacation

|C|assrcu:\rn ]

EAN

02-332e Haz Materials

Sandra D,
Anderson Con B

04820 Bonner Joseph I.
04355 Cash Davwid Fal
04477 Zruz Jose L Fal
01079 Estes Edward Fal
ooo31 Hirsch Gary P Fa

01153 Jaso Craniel v Fal
Diversi 0og7e Oranday Carol Fal™
01-256e Fiber-C

03-587e  Injury Close |
01-950e In-Proc

02-658e WWire Wrapping | 0003l

I 93 Score

COURSES

Confin

Hosking

Save I e | Delete | ¥ auto-scheduls Close |

SETTING UP TRAINING CLASSES AND EVALUATIONS
1. From the Control Panel, click on the Scheduling button.
2. The Class Manager input screen contains two pages. Use the tabs at the top of the screen to
switch between Training and Evaluations.
3. New classes can be added by clicking the New button.
a. A new record will be automatically created.
b. Edit the information at the bottom and right of the screen.
c. Course hyperlinks (if any) will be automatically attached to all new class and
evaluation records. Either use the default course link or enter a new one. Must be
a fully qualified hyperlink (i.e. http://...). Optional.
d. Click Save.
To edit an existing class, simply select the record, edit the information and click Save.

4,
5. Click Close when done.
© 2002 Core Business Solutions, Inc. 10 Updated: 12/19/2002
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Class Schedule Report
The Class Schedule Report screen displays the records of all students who are currently scheduled
for training or evaluations, and who have successfully completed Training and Evaluations.

The Update button is used to refresh this view with any changes that have been made to the
database.

OPEN TRAINING CLASSES

Number| 01-005-8 o011 02-356-2

Title | Blueprint Class B Confined Space Customer Satisfactio
From: 12{01001 Date | DFMEMNDZ 9200 AM 1216102 1:00 AM o202 2.00 PM
To: 12131102 Trainer| Holley Cash Cash

Location| Classroom 2a Denver Cafeteria

EMPLOYEES .
# MName Location Dept Shift 4 hyperlink

Aluvey. Landra 0. Denver Ezecutive 1 01
Anderson, Don B Denver [ELTETRY |
Bonner, Joseph L Denver Quality

Cash, David Luwisburg Training

Cruz, Jose L Lewizburg Assembly
Estes, Edwaord Denver Administration
Hirsch, Gary P Denver Aszsembly
Hosking, Davn K Denver Training
Jarrell. Ronald L Denver Assembly
Jaso, Daniel ¥ Lewishurg Buality

Column and row totals

"

LTI I B U
-k ki P e b e

44| * M| Contral Pankl % Class Schedule ainer Scheduling Emp';.fee Report 4 Emplovee Import /

A §

The report will only “display” Class Report Options
training classes or evaluations that
occur within this date range. You
can change these dates with the oy oy o
Date Filter on the Control Panel. Cpen Training

" Closed " Ewvaluations

(0] Cancel
© 2002 Core Business Solutions, Inc. 11 Updated: 12/19/2002
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Trainer Scheduling Report
The Trainers Scheduling Report displays records of all open and closed training and evaluations
for each trainer.

The Open and Closed buttons are used to refresh this view with any changes that have been
made to the database.

[your company name] OPEMN TRAINING CLASSES AND EVALUATIONS
Closed

DATE BANGE

From: 01101102 Number| 21-123-1 01-005-8 02-356-1 01-256e

To: 12031002 Title | E: asurements Blueprint Class B Customer Satisfaction Fiber-Optics
Date| 11112002 12:06.PM 1612002 900 AM 91942002 2:00 PM Sr812002 2:00 PM

TRAINERS Location| Quality Lab Classroom 2a Cafeteria Cafeteria

# Name
1 Holley, Robert G 4

2 Cash, Duwvid
Open and closed
trainer workloads |

hyperlink

Row totals Class data and
number of students

The report will only “display” training
classes or evaluations that occur within
this date range. You can change these
dates with the Date Filter on the
Control Panel.

|4 | AT M, ControlParel £ Class schedule s, Trainer Scheduling /. Emplovee Report T Empln_]il

Ready | I ! i

© 2002 Core Business Solutions, Inc. 12 Updated: 12/19/2002
All Rights Reserved.
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Employee Report

The Employee Report displays detailed scheduled and current training/evaluations for each

employee.

Use the pull-down control at the top of the page to switch between employee records.

IﬂnderSDn, Con B

B

EMPLOYEE TRAINING AND CERTIFICATION REPORT

[ vour company name )

N

hyperlink

Mame Anderson Don B DATE
Mumber 0o0a7o 12/16/02
Location DEHH’TEr Use pull-down list to select
Department |Quality any employee or student
Shift 1
Trainer Mo
Remarks Still needs fork lift training
EVALUATIONS
Scheduled Date
01-256e Fiber-Optics n9/08/02
02-332e Haz Materials 09/ /15/02
Current Date Expires
03-566e Confined Space 09/14/02 09/14/03
TRAIMING
Scheduled Date
02-356-2 Customer Satisfaction 11/02/02
Current Date Expires
04-002-3 ISO 9000 Orientation ns/09,/02 08/09/03
03-566-7 Confined Space 08/15/02 08/15/03
05-002-1 Measurements 101 12/17/02 12/17/03

An expiration date is displayed for
“periodic” training and evaluations.

© 2002 Core Business Solutions, Inc.
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Export Raw Database Records
The Export control on the Control Panel displays a data Export form which is used to make filtered
or unfiltered database queries. After the form opens, simply select the data category from the
tabs at the top of the form. Next, select specific data query options (if desired) and press the

Export button.

Some form panels also allow data to be filtered by a date range. Date range filtering can be used
in conjunction with other query options. Simply enter the lower and upper date ranges and press

the Export button.

Filter queries by
date range

Data cateqgories

Ermployees | Courses | Classes

Class Type Class Status
Al Al
¥ Training ¥ Cpen

" Evaluations

Date Filter

||:|1f|:|1f|:|2 to |12/31/02

Class List I

PassfFail
& all

options

Multiple query

Export

Cancel |

This control outputs a completely unformatted Excel workbook of the requested raw database
data similar to that shown below.

A B [ ¢ [ o | E [ F | G | H | I | J [ K [ L | ]
| 1 |# | employeelMumber lastMame | firsthlame | completed  score passed | classType | classMumber | classTitle dateFlanned | timeFlanned | location
2 4820 Bonner Jozephl FALSE FALSE t m-005-2 Elusprint Clazz B SMef2002 9:00.00 AM | Classroom 2a
| 3 |2 153 Hosking | Dawn K FALSE FALSE t 01-005-5 Elueprint Clazz B ahefz002 9:00:00 AM | Classroom 2a
| & |3 1327 Jarrell Fonald L FALSE FALSE t m-005-2 Elueprint Class B SMe2002 9:00:00 AM | Classroom 2a
| 5 |4 153 Jaso Daniel ¥ FALSE FALSE t 01-005-2 Elugprint Class B afterz00z 2:00:00 AM | Classroom 2a
| & |5 4091 Aluey Sandra 0. FALSE FALSE t 0z-356-1 Customer Satisfaction Ararzo0z 2:.00:00 PR | Cafeteria
| 7 |E a7l Anderson  Don B FALSE FaLSE t 02-356-1 Customer Satisfaction Siaf2o0z 20000 PR | Cafeteria
| & |7 LAY Cruz Jose L FALSE FALSE t 02-356-1 Customer Satizfaction Siakz002 Z00:00PM | Cabeteria
| 3 | 1073 Esztes Edward FALSE FaLSE t 02-356-1 Customer Satisfaction iaf2o02 20000 PR | Cafereria
| 10 |42 #H Hirsch Gary P FALSE FaLSE t 02-356-1 Customer Satisfaction Siaf2o0z 20000 PR | Cafeteria
AL 4365 Cash David FaLEE FaLSE t 02-356-3 | Mew Class af20f2002
| 12 1 4477 Cruz Jiose L FALSE FaLSE t 02-356-3 | Mew Clazs af20f200z
LI 12 1074 Estes Edward FALSE FALSE t 02-356-3 | Mew Class af20f2002
| 14 12 il Hirsch Garg P FaLEE FaLSE t 02-356-3 | Mew Class af20f2002
© 2002 Core Business Solutions, Inc. 14 Updated: 12/19/2002
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Compatibility

Minimum Specifications
Microsoft® Windows 98se
Microsoft® Excel 97
Processor: 400Mhz

Hard drive space: 2Mb
Screen Resolution: 800x600

Technical Help

For Technical Support or other questions contact us at trainingtrack@thecoresolution.com.

© 2002 Core Business Solutions, Inc. 15 Updated: 12/19/2002
All Rights Reserved.




	Users Manual
	Introduction to TrainingTrack 2000
	Training Schedule Management Software

	Control Panel
	Basic Form Input Instructions
	New Records
	Edit Existing Records
	Delete Existing Records
	Close the Form

	Employee Setup Manager
	SETTING UP EMPLOYEES AND TRAINERS

	Course Setup Manager
	
	
	Definitions


	SETTING UP TRAINING COURSES AND EVALUATIONS

	Class Schedule Manager
	Training Tab View
	Evaluations Tab View
	SETTING UP TRAINING CLASSES AND EVALUATIONS

	Class Schedule Report
	Trainer Scheduling Report
	Employee Report
	Export Raw Database Records
	Compatibility
	
	Minimum Specifications
	Microsoft( Excel 97


	Technical Help

