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Training Manager

The Training Manager allows the user to setup all of the static/lookup information used by the training

system. It also provides a single access point for the performing of setup procedure.

Training  Window

Training planner. ..

Training instruckors, .,
‘Waiting lisk
Compekency kraining needs

= Click onto Training

Administration Competancy based training  »
= Scroll Down to Administration DS »  skill manager
H . L " Training manager
= Click onto Training Manager Tl St
. Menu Ear
Training budget...
Training queries...
Menu Bar
The Training Course Manager window will appear
=lolx
Help  Format  Access  Records
([ Course codes ;I ;I Add
(0 Course grovps Duplicate . As you can see there are many folders

(L] Course status codes
(L Course types

(L0 Evaluation Questions Amend.
(L Evaluations

L Quealifications

(L1 Room Installations \
(2 Training conditions

(21 Training message typ

(2 Training Reasons

[Z1 Training rooms

@8 Traiingyeats \ any entries that were entered

Hemawe...

on the left hand side of the window

e By clicking onto one of these folders

(L] *waiting list reasons . . . .
previously will appear in the window

on the right

Let's have a look at the folders...
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Qualifications

Here, you would setup your Qualifications. This can include both Internal and External Qualifications. The

Qualification displayed replicate the qualifications held in the ‘Qualifications’ window of the Personal System’.

The Qualification can be used to identify Qualifications attained after the successful completion of a course,

alternatively Qualifications can be used to identify the Qualification required by candidates prior a course

attendance.

(0 1rning course manager: totsl bnes =133

beb  Fomst  fccess  Becords

[ ]| &l

Ol Comsecoder =] |

SUE DFFICERS EXAM PART |
SUE OFFICERS EXAM PART I
STATION OFFICERS EXAM
(GRADUATE IFE.

MEMBER LFE

(1 Training Rsssons GUAL. FIRE CONTROL OPERATOR
1 [JUNIOR OFFICERS [FSC)
| Trawrg oz 2k TAINED RASIC PHASE THREE RAH
0 Trarrg yeass 0k CATEGORY 2 LGV [HFRS)

sons JUNIDR OFFICERS HFRS)
S WasngRitresiont  lomul PIRST AID [HPRS]
Fo0lAD TRAFFIC ALCIDENT HFFS]
[FIRE PREVENTIONPETROLELM (HFRS)
PERSONAL DEVELOPMENT PHASE | [HF
4 O ADVANCEMENT PHASE -8 FSC)
[FIRE PREVENTION BASIC [FSC)
[FUMP OFERATORS [HFRS]
MAZARDOUS MATERLALS [R D 5] [FSC
FIRE INVESTIGATION [FSC]
[SPECIALIST FIRE PREVENTION [FSC
[STATION COMMAND [FSC)
[CIVIL DEFENCE SKR OFFICER FSC)
DIVISIORAL COMMAND F3C1

=1 |F TAINED JUNIOR OFFICER [HFRS)
all . 1

Al

2 Couse govgs 'm S P . g .

3 Come oot ity PrercaTen o — e Click onto the Qualifications folder
23 v Gursors|LEAOING FIREMANE Exfon PR 1 [

e Click onto the Add button

B

The qualifications window will appear

e Enter the name

‘Description’ box

1] Training course manager: total Ines=133

Hebp  Fomet Ao Records

Description: | Di,s Training Qually \

of the Qualification into the

Cancel \l 0K |

—

ChCowiecodes =] | B Oualbcaions
0 Courte group
FRAST AID AT WORK. FIE-QUALITY)

) Courmstoha ot i) ORPORTUNITICS (HATS)

3 Coumse e (COMMAND & CONTROL KOCAALS MIFAS
0 Evhation Questeons 1. - ECEL 4 BASIC [HFRS)
21 fhations 1.1, LOTLIS NOTES & ORGANISER:

1.1, - WORD B HFRS|
TERWN FIRE SAFETY - SUPERVISOR
F 11 ENCEL-RASIC HFRS)

y 11 EXCEL 4 ADVENCED [ WFRS)
(5D Tepiing condiions DES2BILITY AWARENESS [CEL)
[ Tesningmessage s 11 . THE PCAND WIKDOWS

Tasining Reasors [DaTA2 S22  LISER
2 [y CATERORY 1 LIGHT pFAS)
] Tasmg e HAZAADOLIS MATERIALS & 0 SEMNAR FSC
2 Tomg pooss COMW' OFFICER SEMIAR [FSC |
\ iRy CONTINUATION [2 DapsHFRS)
D watngtresses  [RTOTMLATIO

LEADIERSHIP 1N THE OUITOOORS (AR
[FINAKCE MANAGEMENT MODULE  FSC
(HP. INSTRUCTOR 13 DY) [HFR]
[RETANED JUNIOR OFFICER BALTAFSC
[RETANED JUNIOR OFFICER A8 4. FSC

3 & SELECTION MANGHT FSC
1.1 - EXCEL AEFRESHER [HFRS)
[es

WL

12
[MSCE P11 M3 Cort Probes:
[ R ASURERS

‘g‘i ‘E‘ %

As you can see the Qualification you have entered is now at

the bottom of the Qualification list
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These Qualifications can be associated to the course top identify where on completion the Qualification is

gained.

To do this:-

e Highlight the Qualification

e Click onto the Courses button

The ‘Set Course’ window will appear

To associate the selected Qualification to the

required course,

e Click into the relevant box(s)

e Click onto the OK button

Course Manager’ — Click onto the ‘Course Code’ folder
- Click onto the ‘Qualification’ button — ‘Di’s Training Qually’ will

be displayed in the ‘Set Qualifications’ list.

SOPHTLOGIC - COMMERCIAL IN CONFIDENCE

Di.z Training Qually Attained On Completion OF...

To view ‘Di’s Training Qually’ Click onto ‘Training

iLode i Description 7

ulai} Fietained BA Practical Phaze 2 Il ﬂ

Juli] Qualified First Aider |l

o3 LGY Driving Categary 1 (3 Day Basic) Il

003k LGY Driving Category |1 (5 Day Basic) Il

004 Criving Continuation Il

s HF Operatar (nitial] Il

005a HFP Cage Operator Il

Jula=s First &id at Work Il

O0ER First &id at work Retained |l

a0v First Aid Hazards Cyanide I

002 First Aid Hazards Hydroflouric Il

n0s First &id Hazards Dxwgen Administering Il

mo First Aid at work Re-Gualify I

DTCC  [Di's Training Course Code =l

o1 Ermergency First Aider |l

mz First &id Instructor Il

m3 Casualy Care rl _Id

KN 3
Cancel |

Sel Qualficaion: (ared Cin Compieton OF Wiste: - lesting cossequitier

I E— ) . m
a - O |

4 O r

B

B

B

B

B

B

B

B

B

Imventive use ol a ping pong bal =

Facs P i usifcaton =

Prevequiste 1 Qusiicaton r

voley sl Crammpion =

i Coasiication 1 I

' stes Drunlfication 2 =i
st =i d
Ll Ll_l
L
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You will also find this drop down list in the ‘Personal Record Card’ window within the

Sub-Menu - Click onto ‘Qualification’ - Click on ‘Add’ — Scroll down the ‘Qualification’ arrow.

Persanal Details a] I

Photo 1D Please enter the relevant detajf: Cancel | Ok |
Planning for Mew Procedures Year gained: [2007]

Fasting amerywents Qualification: f

g Advanced Driving Qualification b
Prabations Army Bualified Test Dfficer Motorcycle

Army Hualified Test Officer Motorcycle Stage 2

B

H Bgiljnal Emphj_l,JEe Details Basic Driving Dualfication
- . DR - L.
Religious Beliefs

. . English &' Level
Retained Pay Lite ll GCSE Engish
e i . GSCE Geooraphy LI

Once set up you can click onto the OK button an the Qualification earned will display in the window below the
PRC

@- Gualifications for A M Jordan
rear | Qualification Bemove..
2005 B asic Driving Qualification —_—
Di.g Training Qually

Revize
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Evaluation Questions

Evaluations can be stored against a course once it has been completed. This is where all possible questions
are stored.

Hebr  Format  feeess  fecords
— T e Click onto Evaluations Questions folder
D Couwmcodes =] [ Evakastion Qusstions Bl
(20 Course groupn Code Cramhen.

wacoaf [T1 [ " | -

i — Any questions that have been previously entered will
appear in the window
e Click onto the Add button
: fdd...

Lty o |y o -

The Evaluation Question window will appear

Evaluation Question

e Enter a Code

Code:
) ) Description Di's Question for Evaluation
e Enter a Description of the Code %
e Click onto the OK button \
Cancel oK |
E7 =l3ix
Beb  Fomat  decess  Records
[ =] #4| & |Baf
m——— |

Question,
(Flises e s i Tt wbruan Racbbons 10 Hat 2ot h?

il

(Wt chl yous k. of the quisly of e Tranreg Activiies and Lrercees?
dd poua st the . h 4

As you can see the Evaluation Question that you have just

entered is now displayed at the bottom of the list

0 W bt o

NOTE: The questions will be ordered in Code order.

Select 1.1 How would you rate the venue/faciliies for thiz coursad
R 1.2 How well were pour expectations /cauree objectives me
‘ EVaI uations’ De-select | [1.3 How would you 1ate the relevance of the course conte
—— |1.4'what did you think of the quality of the Training Activiti
" . 5 1.5 How would you rate the quality of the instruction you h.
Questions’ Button - the 1.6 Haw do pou rate the relevance of this course to pour o
1.7'what iz the ikelihood of using the kil and knowledge
‘Question Assigned’ window. s

Dl's G Di's Question for Evaluation

The ‘Evaluation Questions’ will appear in

folder — Click onto a Question -
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Evaluations

Evaluations allow you to bring together collections of questions to be used against different types of courses.

SimEi

Help  Eormat  Access  Becords

—__Jslsleg

i Corrsocoes 2] [ Evolitons . e Click onto Evaluations Questions folder
(2 Conrsn gronges Code | Desciplon

e O i 2 =K

2 Conren lypme 001 |Haou Shemt -

[ Evashusben uasshiors o

) Ouaktn:atcrs =

[ Foom Instalat

@ g vt Any questions that have been previously entered will

0 Trarmng Ressors
(5 Toasring rosms

£ Tosingyess appear in the window

[ Wt list ieasons

e Click onto the Add button

&dd...

The Evaluation Question window will appear

e Enter a Code Code:
e Enter a Description of the Code Desciption: | Dis E valuation
e Click onto the OK button \ Concel ”TI

As you can see the Evaluation that you have just entered is now displayed at the bottom of the list

T iraining course manager: total lines=21

Help  Bormst  fecess  Becords

To assign the questions to certain Evaluations (course

2 Guaskecadierss

[0 Room Instalatons
0 Ve coratiounss
(2 Tesining mezzage by
3 Teaining Reasons

| Fanation Quesions

<] 4l A (2
O Cowse e =] [ Evauabors aad headings)
(2 Course poups | Codn | Dinscription Diupfeme
(23 Couse st codes . e | ===
L Conrse lypes: 3 (Happy Fhest | e |
Héand W]

e Click onto the Evaluation heading

1 Tesmmrg o
21 Training yeses
50 wiaking st teasons

e Click onto the Questions button
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As you can see the Question that you set up in ‘Evaluation Questions’ has appeared in the ‘Question
Assigned’ box.

Questions assigned to Di's Evaluation
04 Question assigned to General Evaluation’ only =] Select =

05 Quiestion assigned to Candidate Evaluiation o'
1.1 Was course cantent useful? B
1,10 What i the ikihood of using the skils and knowledgs
. . . 1.2 Was instructor good?
173 the mumber of vandidates on the course appropri
To assign these Questions to your Evaluation [jsye=ten you tate the venuefacilties fot this Gourse
1.5 hiowy well where pour expectalionsécourse objectives I
. 176 Hom would you ale the relevence of the couree
(COU rse Headi ng) 1.7 What do you think of the qually of the trsining activtie
1.8 How would yourate the quaity ofthe mtction yau he
1.5 How do you rate the relevence of this course ta you 1c
Bi's 6 DY Question for Evaluation

o Highlight the Question(s)

s s ot s
K Cancel

To select individual questions To select more than one question

e Click onto the 1°* question, e Click onto the 1°* question,

e Hold down the Ctrl key e Hold down the left mouse key

e Click onto the questions you e Drag down the list of questions you
want to select want to select

Once you have selected your Questions

Questions assigned to Di's Evaluation

- 04 Question assigned to ‘General E valuation’ only
e Click onto the Select button 05 Guestion assignead to ‘Candidete Evalualion orb’

1.1 %as course content useful? =]
1.10%What is the liklihood of using the skills and knowledat
1.2 as instructor good?

1.3%/as the number of candidates on the course appropric
1.4 How would pou rate the venue/facilities far thiz course
1.5 howe well where your expectations/course obiectives
1.8 Howw wioild wou rate the relevence of the course

1.7 What do you think of the quality of the training activitie

S | 1.8 How would you rate the quality ofthe instruction you he
aelect 1.5 How do you rate the relevence af this cousse to you rc
DI's @ Di's Huestion for Evaluation

As you can see all the questions have now
moved over to the right hand side of the

window Ly ;ILI m x _»lll
Ok I Cancel

e Click onto the OK button

Evaluations Course Groups are set up only for that group not for any other groups.
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Wik

Click onto the Training, Click onto Training Planner,

of e crie
17 (bt do s o o W by of e b aciod

Click onto the Analysis icon, Select a Course - Click onto ||ii |

Ora0 (07 Oueston o Ewsluston

171939933397
e e o e o o e e e
) o o b
) e o b

o o

the Planner button - Select a Candidate (Green) - Click \

onto the Evaluation button — a list of the questions will

appear in this window

Once the status of a person is set to Result; green, an Evaluation of the course can be entered.

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE
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Course Groups

Course Groups can be used in one of two ways. Firstly groups can be used to describe the type of course —

i.e. Initial, Refresher, Fire Service College, Seminar, Qualification.

] Trainir course manager tobal bnes =6

e Click onto the ‘Course Groups’ folder

e o
3 Erternal - Othet S|
\ e — | Alternatively this can be used to record the function of the

1 Evsbhastons en Erttion
Drcamosrs[BE [FSuvescoe course — ie Breathing Apparatus, Fire Safety, First Aid,
20 Traning condiions. e} Corbrusty
Tty | = .
0 TromegResoen | Surnidy Driving.
=2 ;"-"lll("“ g E*LU"I::;H VALID
i
T I =

: E::::TUDW .

P e e Click onto the Add button

a9 Hicelaneou

Add...

Lo o |y o

.
e Enter a meaningful Code et o

. Code: I
e Enter a description of the Code oee o~
i Description; Di's Courze Group
e Click the OK button I
Cancel | K. |
0 Trairang course manages: botal bnes =6
Help  Formak  foomis  Becorch
[ <] 4] & [maf
1 Cowcades =] | B Couse grones ikl
Codde Descrphion ir
) Cousim st cocdes ‘;" :::: Ot a—
(20 Courss s 42 E rarsal - HEL: | s |
Do fi (Sl e
1 Gualiecalur [OTH | Othaen
Qhemidore | [55fpeeeCle As you can see your entry has now been entered at the
JTlm:meimge-b: ﬁ m . , i
il M ot bottom of the ‘Course Group’ window
SR T ki MO LONGER VaLID
L Naweg pears ::; =y
2 Waking st snarons ¥ ngariser and Spesker
] e
E ] | Eviemad - Q0PM
400 CCRAN
41 | Distance Leaming Couse
43 [Mincellanecus
lews o Ly s
Help
The ‘Course Group you have just entered will be displayed ™= = ?;:Z:'”D“;;M :II
Course Code: - -
- . . 40 CCBRN
in the ‘Course Code’ folder — Click on ‘Add’ — Click on  Descriptio: |01 DustanceLearnun¢urse
42 Eutemal - HCC |
DCG  Di's Course Group LI

‘Course Group Arrow — Drop Down Menu.
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Course Codes

The number and variety of courses undertaken by the Brigade are extensive; it is for this reason that courses
are associated to Course Groups. These are generic Course Codes as opposed to instances of courses which

will be covered later in this document. Each different type of course should have it's own ‘Course Code’.

TR T —

2| e Click onto the ‘Course Code’ folder

_’;I Bemav

- Agend..
P05 Actstms

feem mﬁl Provmaies

Duusdtc stione - o
Setbetas Any Courses that have been entered previously will
Sl

appear in the ‘Course Code’ window

e Click onto the Add button

The ‘Courses’ window will appear

Course Group - This is a list of the Training Groups that er

ou set up in the ‘Course Groups’ folder. The group is used  Cefe® [DIEE Dis Triring Corse G |
y p p group CaeCoks  [DT0C m R
as a grouping mechanism used by reports. Diesciiption: IDi'sTrainingcourseCode M
MNotes: ] R ;I
Course Code - Unique Code to identify this type of course. o
I Allow update by divisions
Description - Details of the course which will be displayed | ffissherdetais I Refiesher iequied
Covrss Code: I _'I Effective From:l
alonQSIde the Course COde- Frequency: I Months Effective To I
™ Apply pre and post course leave
Careel_|

Notes - If you need to enter any notes about the course, do

this by clicking into the Notes box

If you want to make this course a follow-up / repeat / refreshers course, you will need to close the window

first...
e Click onto the OK button
To reopen the Course Code and make the course as an follow-up / repeat / refreshers course

e Click onto the Course you have just entered

e Click onto the Amend button ﬂl
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Refresher Required - Ensure that this is selected for cou
that require a follow-up in order report on personnel that

due for a refresher course.

Course Code - If refresher selected, select the refresher course

code.

Courses

Help

Courge Group: ITCG

Course Code; I DTCC

Description: Dis Training Course Code

Notes: =
rses J

are j
Allow update by divisions

Reftesher details: [V Refresher required

Course Cade: I Di's Training Course Code d Effective From I

Frequency: I 12 anths

i | Appmnd post course leave

Frequency (Months) - How long until the next refresher course is required.

f mm§u|
0K | Cancel

Apply Pre and Post Course Leave - The pattern for pre and post course leave has been identified as

follows:

If a 2 week course (e.g. BA refresher) starts on a Monday and a nominated candidate is working days on the

previous Saturday & Sunday, they get the Sunday off.

If they are working Nights, they get both shifts off.

Regardless of shifts worked on the two days preceding the end of the course, they will get these off.

Effective From and Effective To - Allows the course to be archived.

be available, otherwise it will only be available for selection b

Once completed entering the details

Click onto the OK button

You will be returned to the ‘Training Course Manager’

window

As you can see your ‘Course Code’ has been entered at the

bottom of the list

The Course Code can be located in the

‘Course Code’ drop down list — Click onto

the Course — Click the Amend button — Tick
Refresher Required box - Click on Course Code arrow —

scroll down and select your Course

Let’s have a look at how the other button

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE

etween the Effective Date Range.

G 11 8ning course manager: totsl ines =772
bep  Eemd  feoms  Bem

If left blank then course will always

-1

Vet T Maruagmenerd Fruses 1
(sspaivernss Skils Worshop
Tat Ties Mansgemert Phase B
Lsadership in the Oudoors
Commarsd . Cortrad )
Commard 1. Corimol 8]
(Command 1, Cornol C)
Command & Connol e sius
ired Ties Managerrent

E cuual Clppestuasies

Team Buldng

Prosecution Courte

Food Hygrerm

et e Marvgranerd Fhasn B
S1alt D Cour

elopment Course
CIPFA - HCC - Financial Management
Pre-Platiament
Socinl Dl Trmmtame
walch Offienss Samna
Fleci Dty Dfficess Seminer
[Frots Managament
\akich Frw 5.l

Refresher detalls: ¥ Refresher required
Course Code: < Select Refresher Coursex d Effective From:
. w2 'Y . X l—
FregpEAey Fire Safety Awargness Training etz e
Course Descriﬁ - what iz the maximum len
TEST DESCRAFTION LEMGETH --ereeeereeeeeees — TI Carcel |

s relate to the ‘Course Code’
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Prerequisites

ol
Help  Format  Access  Records
Iti ibl P isite C Skills and 14|30
t is possible to set up Prerequisite Courses, ills an
[ 5 aved quesies | B 1| a0
e . 121 Course grougs Find ook Sogne mih =
Quialifications for a Course. [P | ST IR B o
(1 Course types _|j Remave...
23 Evaluaton Buestions | L4 | > e
(3 Evaluations (@ Course codes TS
. . . (L1 Hualfications Code Desaiplion e M ==
08 Tt Tier Management Phase A E] 2] Presqistes
At the point of nominating somebody on a course, the |[@rmmasn [ |l =2 2 e |
(11 Training conitions 110 Tt Tier Management Phase B E Quealfications.
- (L) Training message e | |11 Leadership in the Outdoors 28 Set Defaul
system will check whether the person meets these |5 mmem 2 |Comnd ol x _SetDeful, |
O Ak ontral Skill
C' Training raoms 114 Command & Control [C] 8 —‘ e
H H 119 Command & Control lecans 28
criteria 0 Tranig eas 116 Znd Tier Manay
- qement o)
L1 Wating strsasons | {117 Equal Opporturities %
118 Team Buiding 8
120 Prosecution Course: 28
122 Food Hygiene o)
123 1st Tier Management Phase B el
. ‘ y . . 124 Staff Development Course 2
From the main ‘Course Code’ window there will be a R z
re-Retirement
127 Social Club Treasuwrers 8
1 128 Watch Officers Seminar 28
number of buttons on the right. 125 |Fin D i Gorir 5
130 PRota Management 8
Kl
A

Set Qualifications

Specify the Qualifications that will be attained by successfully completing this type of course.

e Click onto the Qualifications button.

Qualifications...

The Set Quallflcatlons WII’]dOW WI” appear Set Qualfications Gained On Completion OF Di's Training Course Code

Qualifications
Advanced Driving Qualification
Aimy Qualified Test Officer Motorcycle
iy Qualified Test Officer Motarcpcle Stage 2
BA
Basic Driving Qualification
DR - Large Good Vehicle
Di.z Training Qually
English &' Lewel
GCSE English
. ) ) GSCE Geography
Select the Qualifications that a person must have in [sstEmens
Inwentive use of a ping pang ball
Pass Plug Diiving Qualification
Prerequisite 1 Qualification
Yolley Ball Champion
W ater Qualification 1
Water Qualification 2
st

s X,

order to qualify for the selected course.

i R o e e e e e < e < e e e [

e Click the OK button
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Set Skills

To specify the Skills that will be attained by successfully completing this type of course.

fSet Skills...

Select Skills Gained On Completion Of Di's Training Cowrse Code

| ShilCode | Skils
363 Firstfud Risfresher |

£ WT BA
568 Ship Fire Fighiing
569 LP

390 Manual Handing

591 Dynaric Risk Asessment Trairing

e Click onto the Skill button.

Skills...

992 Light Driving

993 Ops Command & Control
994 PT Supervisor
995 Hose Care:
996 First Responder
3597 \Acoident Resoue Instnucton
BA Heat & Smoke Unit
355 Station Based Vector
The Set Skl”S WindOW WI” appear ALDR12 | Aeiial ladder platformn driver /
B BA
M Crew Manager

DIOFRC Di's Skill
DIRCAP Di's Skil 2
DR3123 |Aerial Platform Ladder Instiuctor

i o B s i e o o o o R o o o e o o o |

D52 Driver Skill 2
DS3 Driver Skill 3
Select the Skills that a person must have in order to A C )
) E A -
qualify for the selected course. & [r Fistai
[P Qualified Fire fighter .
Kl : \ n

e Click the OK button

Set Prerequisite Courses

The Prerequisite Courses are courses that have to be completed before the candidate can access the course,

this is not always required.
e Click onto the Prerequisites button. Prerequizites. .

The Set Prerequisite Courses window will appear

i

Frevequiths Courses Fos Difs Trairing Course Code Adverced
Code | Description

12 |Advarnced Viokey Bal

BAl  [BREATHING AFPARATUS 1

B2 [Breating Appaans 2

L]

Tick the box(s) beside the prerequisite courses that the candidate

has to have to enter the course.

Fa Fast A Fenttesher

F5& Fae Safely Awaerass Tianeg -
1] .
|

nooamaaaanan
|—

Provmpain Skl Prerscuiite Quals

B ][ ra
Banc Frafdhtet & BA MOD) Dit Trainina Ousle
Ore Skl

Ois Skl 2 \
D Skl Regiles

Ll w Any ‘Prerequisite Skills’ and or ‘Prerequisite Qualifications’ that are

- \ -l attached to the Courses will appear in the boxes, below the list.

Some courses will not require any skills or Qualifications; if that is the case then these boxes will be blank.
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Set Defaults

It is possible to specify the above details against each occurrence of a course, but by specifying these here,

they will appear by default against each new course of the selected type.

e Click onto the ‘Set Default’ button. Set Defaults,

The Set Default window will appear

Enter the requirements information in order for the person to do/have in order to attend the selected course.

Take to Course: Enter what you require for the

Help

candidate to take with them to the course. e e G

Pen / Pencil
Mate Book

Dress: Mar- Unifam - Smart

Dress: You could request you candidates to come in

"\

Transport to and from HO N
Pick-Up: 08:00
Depart 17:00

Bulfat Provided at 12:30 /
Training will be held in raom 101 first floor. Statting at 09:30

A late comers may have ta be re-scheduled

Transport:

Uniform / Non-Uniform, Casual, Smart, Gym Gear, or

Meals:

Overalls will be provided. You can also request what

type of shoes, boots or trainers they must wear. Holes

Juoiring Irstructions: | Sign in at the reception before proceding to the trairing raom

Transport: Enter if there will be transport available or

Evaluation:

if they need to make their own Way you can even Minirnun attendees: | 4 Start time: | 0330 Duration | 200 Days
enter dlrecthI’lS. Masimum attendees: 3 @t\me 16:30 \
Cancel

Meals: Enter if there will be a Buffet, Meal, or they need to bring a Pack Lunch.

Notes: Enter any additional information here.

Joining Instructions: Additional instructions can be entered here, like signing in at reception.

Evaluation: Click onto the arrow and select the type of Evaluation you wish the candidate to fill in after the

course.

Min / Max Attendees: Enter the minimum you will accept to start the course and the maximum.

Start / Finish Times: Enter the start and Finish times of the course.

Duration: Enter how many days the course will be running for.

Once you are happy with the requirements for the selected course:-

e Click onto the OK button
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Search for a Corse Code

When you have entered all your Course Codes (courses) there could be quite a lot to scroll through. By

using the Search facility it will make your life a lot easier in finding the course.

Click onto the Course Code folder

At the top of your window you will see the Search facility
Look at the ‘Find Code’ and ‘Begins With’
[ ]

Click onto one of these headings

A drop down menu will appear

Saved queries: |

vIEl‘E%f’ﬁlﬂ

gé Find code... | begins with. ;I
Code Equal to
Diescription Mot equal to =

4 Group Greater than or equal to N
Cornrments ——  Less than or equal to

@- Course o

Tod Qualifications ——  Begins with — oW

105 = Progression ——  Ends with e ___JL_L euliiiz =

109 Refresher required Contains

110 Frequency of refreshers Is empty

1
112
13
114
115

Is nok emply
Does not begin with
Does not end with

ID of refresher course
Effective From
Effective To

Apply Training Leave

R New——grary

Daes nat conkain

Next to

i Training corse manager: botsl hnes =172 =10 x|
B Fomst  fcoeis  Bedonds
TOaa] s
. Bermrve...
(E0 Evalustion Gueatiors |4 | [ dmend. |
£ Evalushons B Couse codns 1PDS Actvities.
(20 Quslfcations Code Deserphon Group —
Room Instoliioes 708 Tut s Manargerans Phare A -] = eqattes
(&) Reom b 109 Assartivensss Shils Worksho % ﬂ
(3 Tesining condiiora o ) T ———r = sl abvors
™1 e | L Duidoces 2
(B Tesiing Fsssers 12 Commard 4, Contel (3] 2 Clire
i n3 Comenand & Contidl [B] 3 ks
(23 Tesiring oo 1 Comenand & Contial [€) k3
(5 Tesiring poss % Cormenes AL Corted e F
A 16 2 Tier Marusgemert 2
D Waktinglutreacons 497 Equal Cepomurdies =
18 Tean Buldng 3
120 Prasscuicn Couse x
122  cxat g 4
123 128 Tiet Management e B 2
124 Stafl Develogpment Course »
125 CIPFA - HCE - Financisl Mansgernet 3
12 Fiefietrem 5
127 Sioc . #
128 watch Ot 2
128 Fleca Dy 0 —— »
120 Ficks Marsgement 3
131 \Waich Fes 5afet 8
sf .{ .

the ‘Find Code’ and ‘Begins With’ headings is a blank box

You can choose here what you want to search by

Either by Code, Description, Ends with, etc

Saved gueries: |

4

Find code...

beging with...

]S 1T

Enter a letter or number into the blank box

<

Click onto the ‘Green Tick’

@- Course codes

Saved queries

i
d
&
H
8

As you can see from my two examples the search Find code... begins with... " =

jumped to all courses starting with the letter ‘D’ and “ ] .
[BF Course codes

all courses starting with the number *7’. If you know | fede [ Desetpton Gioup —
Fm Live. Learn and Fass It On conference <3

the name of the course you can type the mane in the |73 It ot B Enpraers Annual Canference £
704 \ Hazmat and HMU Training 28

same box.
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Course Status Codes

The Course Status Code is set up to enable a Brigade to determine a course Status. This is an effective and

efficient way which distinguishes e.g. those courses which are ‘Confirmed’, ‘Complete’ from the ‘Proposed’,

‘Cancelled’.
il
Melp  Format  Accest  Records
[ 158
=] | [ Cousre st codes B
L e o 2 _
3 Evamsion D™V |1 [AcHiorsd Coepe i iseann] e Click onto the Course Status Codes folder.
. 5 [Coune on Mo PRO —
jumm; R i b
'—J Poom Instalshona
Any codes that have been previously entered will appear
in the window
e Click onto the Add button
s s oy o Add...

The following groups must be setup:

Code Description Status

1 Proposed Course Proposed A course has been created the minimum number of
(PRO) candidates has not been reached

2 Agreed Course Confirmed A course has been approved to run
(CON)

3 Course Running Running The number of candidates has reached the minimum
(RUN) number specified

4 Achieved Course Complete The course has been completed and candidates have
(COM) achieved results

5 Course On Hold Proposed A course has been created the minimum number of
(PRO) candidates has not been reached

6 Course Cancelled Cancelled Course was cancelled due to a variety of reasons e.g.
(CAN) adverse weather conditions

The description can be changed, but none of the above should be removed, nor the Status changed
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The Courses Status Code window will appear

ourse status code
e Enter your Code

Code: DI CSE
Dezcription: |Di's Courge Status Code ° Enter the Descrlptlon of the Code
Aivailable: Confirmed g e Click onto the Available arrow
Propozed - \ )
ance | ok | e Select on of the options
Cancelled i

e Click onto the OK button

[ Frainieey course manager: total nes =6

You should now be back at the Training Course Manager

window

il

As you can see your ‘Course Status codes’ has been

entered at the bottom of the list

ning Planner

o
Analyziz

You can find the Course Code Status in the drop |gug [ = status: [an B

Frint Clear Cloze

-
CAMCELLED J
COMPLETE J
Di's Course Statu
FROPOSED 2

Course: IAII _vI “ear:
™ Include Archived

down menu in the Training Planner under Status. pg 57

wdindow

To view what status the course is in go to - o
o Course Mame: [ Di's Training Course Cade DTCC i =l
Training Planner — New / Setup button — Course Status.  cousseme- BT -
Course Humber: I Course Status: [ PROPOSED  Asat [ 05 07 2007
Pg 59
) Transant
To change the status of the course — Training [  CaNCELLED CaN
RUM Courge Running RUM
Planner — Planner button — Status icon. DICSE Di's Course Status Code Loy =l
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Course Types

The Course Types is set up to give you a drop down list to say the course is Internal, External, Other, Fire

Safety College, etc

=i0l x|

A
| »
e Click onto the ‘Course Types’ folder —
Any entries that have been previously entered will appear in
the window i
e Click onto the Add button
n o Ly o
Add...
The Course Type window will appear
Code:  |DCT e Enter your Code
e Click onto the OK button
Cancel | ar. |
Code Meaning
INT Internal
This is another method for grouping instances of courses. Generally oTH Other
this includes: EXT External
FSC Fire Service College

[ 1 s cnarue aager- ot ol B =12

E

E'

i

I

As you can see the Course Type that you have just entered has

now appeared at the bottom of the list.

Cotrse Type:
To view the drop down list for Course Type - Click onto Training —

Training Planner — the course Types is on the right hand side of the

window.
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You can also view the drop down list for Course Type - Click onto f‘”d”“‘m —
L - - - - OUISE Name: <Select Coursex
Training — Training Planner — New Course / Setup — course Type =" —

Course Type: NT =
arrow — Select one of the options. Gomes turter oTH =
Location Code: FsC

EXT -

Against each of the course types it is possible to specify the ‘Availability Key’ that is updated to the ‘Duty
Rota System’ when a person is booked on a course of this type.

e Click onto the Availability Key By ailability Key

A Select Availability Key window will appear

Select availability key

Awailability key: | Ti Training Internal _'I
ET A¥& - External Trainin - Y

Click onto the ‘Select Availability Key’ arrow

e Select an option

e Click onto the OK button

T
Hel

%) - soi L
You can setup The Availability Key by clicking onto Rotas and e

B
Availability button (in Global Navigator) — configure Duty Z?.I';,,.,,':

Systems — Availability Keys — Click Add button — Status - Select o g:f.:.mm

Training — enter your Description of the Key — Enter a Code & Lt—

Key(usually the same) — fill in required boxes — Click OK o] e ]

You can view the Availability Key via the Duty Rota Book X2 *-

Status: [ Trainng {7}

El

— Click onto Rotas and Availability(in Global Navigator) — = " [ah G lues £

iR - EtenalTising =

Click onto Duty Rotas — Select a Location — Click onto Rota icon — AT j

Rank Training Intemal

click onto a gray box — Status Arrow — Select Training — Remarks arrow — Select your Availability

Key — the grey box will now show the availability key initials that you set up.

% o Key:
You can view the Availability Key via the Duty Rota Book — Click :Disfiicer Cover Grou ;I|

Training External

onto Rotas and Availability(in Global Navigator) — Click onto Duty

Awailable Training Internal
Rotas — Click onto the Key icon — Click onto Training — Select fro the list Public Holic  AYA - Internal Training
W AYA - External Training
Di's Training Awvailal
Di's Avwail,
’*-'_“'@ : e Caneel
kK.en
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Room Installations

This allows the user to setup and specify the equipment that may be required for a course.

=l81x|
b= |
o . | l = ) )
| 'Jﬂ B e Click onto the Room Installations folder
P;.l | Printoes d
L) Traming condhors wh Wwhite Bowd
) Tearing mestape
il N . . . . .
B2 crren Any previous entries will appear in the Room Installation
2 Wiakting st reasons
window
Lat o lay o e Click onto the Add button add...
#
e Enter a Code Code
° Enter a Description of the Code D escription IDi's Room Installation
Cancel Ok
=k
Ik Eoma oo Becords
B
Cl Conecades = {5 pvec e | 'gjalil,il Lo
.'rl "1. y s |
.| | Heo
2|
As you can see the entry you have just entered will be displayed at 3
the bottom of the list s
Yetiing \
(23 Wty kst smasons
ETR— T o
FRioom number 123
Narne [
Seafingeap | 0
Fived installations
The entry you have just entered can be viewed in — Training Localion soom aines ”
Code Description
L. R . WE [white Board I Selectsd 2]
Course Manager — Training Rooms — Add — Location Room Attributes - B A E:i'?éi'm.m.anag I et _FI
. iy '
Scroll though the list Cancel o
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Training Conditions

This allows the user to assign attributes to a training course which can then be reported on. This may
include Weather Factors. For example: an individual undertaking a driving related course would be required

to display proficiency in both wet and dry conditions.

=l0i x|

sl
— "
(A FIRE FIGHTER WILL ATTEND DUFRTHG THE FOLIRTH AR OF 58 FOILE = =
BRIGADE OFERATIDNSL EMERGENCY ARE AFFLIANCE DRIVERS. TD R s
5 WHD HEVE AND LISTED S H H H H ™
Eutaton tussicrs[[EAID st b sl —— e Click onto the Training Conditions folder

(]
(52 Evabuasions F 2108 BRIGADE FIRST AIDERS M THE THIRD YEAR FOLLOWANG QUALFICATIL  ———

AT AMOD AR PAOGRAMME
| Qusaliatuorn | HATM O IVE YEAR PHOGRAMME
(=] Foom Irmtalsbons | SHIPMO O A FIVE VEAR PROGRAMME

WA ICEAS AND STCINSTAUCTORS ON A R

PTI ICL 'WHD HAVE AM INTERESTAPTITUDE
2 Temining mastsos b PTNEF A THREE YTAR CYTLE ~ . . .
1 T FRoun  DUSING THEIF 267 LONTHOF S0 Any entries that may have been entered previously will
=) Teaining scoms suBDEx FIREFIGHTERS AND LEADING FIREFGHTERS WHD HAVE FASSED THE
(20 Tesining years LGVINT HOMMATED PAE BRIGADE PERSONNEL HOLDING & FULL DRIVMG LIC

A — EFADINT ROMMATED BRIGADE PERSOMNEL HOLDING AN LY [CATEGORY €] OF H H

= g i e i S e L AL S appear in the window

O . n o

lm:eﬂ

| Aowe Ground L

| Protecton Irivohing protechon of sunounding niks.

Wi [ 'wiet andd Cokd

oL Dranbeghn

0 Dt -

e Click onto the Add button Add...

Training condition details...

*—

Di'z Training Conditions

Condition code

e Enter a Code Desciption

N

e Enter a Description of the Code

Cancel | ak. I
[EX Training course manager: tokal lines=21
ions

A FIREFIGHTER WILL ATTEND DURING THE FOURTH YEAH OF SEHVILE & I

RRIGADE DPERATIOMAL EMERGENCY FIRE AFPLIAMCE DRIVERS. TO R

FIREFIGHTERS WwHO HAVE BEEN IDENTIFIED AND LISTED FOR POSSIE!

HOMINATED PERSONNEL UNIFORMED AND NOM-UMIFORMED wWHO DO

BRIGADE FIRST AIDERS IN THE THIRD YEAR FOLLOWING QUALIFICATIC

[ALL OPERATIONAL PERSONNEL ON A FIVE YEAR PROGRAMME

[4LL OPENATIDNAL PERSONNEL ON 4 FIVE YEAR PROGRAMME

[ALL OFERATIONAL PERSONNEL OM A FIVE YEAR PROGRAMME

ALL OFE RATIONAL WATCH OFFICERS AND STC INSTRUCTORS ON A Rl
L - il NOMINATED WATCH PERSONNEL WHO HAVE AN INTEREST/APTITUDE
[0 Toaning message e [PTIREF UUALIFIED WATCH P15 O & THREE TEAR CYCLE R .
G W PROB2Y FROBATIOMARY FIREFIGHTERS DURING THEIR 215T MONTH OF SEAVIL
S toneoaroes R0 AL s FASSet T A 1o e B o LFFE As you can see the entry you have just entered will
53 Tuoinig rocens SUBDEX FIREFIGHTERS AND LEADING FIREFIGHTERS WHO HAVE PASSED THE
= Temr 3 LGVIMT HOMINATED FIRE BRIGADE PERSOMNNEL HOLDING & FULL DRMVING LIC
(2] st EFADINT HOMINATED BRIGADE PERSONNEL HOLDING AN LGV [CATEGORY C) DF 1 H
(9 wWeknglatieasans ooy NOMIMATED EMERGENCY FIRE APFLIANCE DRIVERS SERVING ON 5TA be dlSpIayed at the bottom of the list

Camed out in open s condtion:
Ll ;l_‘ <) *

Cemalians Farticipated as.. I

The ‘Conditions’ can be found — Training — Competency |l ‘st and Cold 5

[T Daylight
Training Needs — Click onto a row that has something | pak

written in it like, 2/0 (?%) — Click onto Get Personnel |[7 Di's Training Condiions

button — Click onto Enter Personnel Training button.
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Training Message Types

Training Message Types are what enables the successful nomination, acceptance; results and withdrawal of
candidates form the course. Although the facility exists to ‘Add’, ‘Amend’ and ‘Delete’, it is advised that these
functions are not used as the system will only use the four mandatory ‘Training Message Types’. These will

be entered by the System Owner at the time the system is implemented.

=loix
Help  Eormat  Access  Records
[ C#ls
i G ini ’ C d E T [ q
e Click onto the ‘Training Message Types O Gousncoces =] [ Tiring mssage bpes e
(23 Cowse goups Code Desciiption Tope Dl
WTH  [Withdraun ] | Duplcate
(21 Couse status codes ot Nominatod —
folder (1 Course types acC Lcoepled |_Bemave.. |
(2 Ewaluation Questions RES Result Amend
(23 Evaluations
(21 Quaifications

(21 Room Installations
(2 Training conditions

(23 Training raoms
(2 Training years
(2 Waiting list reasons

Anything that has been previously entered, by
the System Owner, will appear in the Training

Message Types window.

TR of

The following Should exist: The terminology of descriptions can be changed if completely necessary.

Code Description Type
RES Result RES
WTH Withdrawn WTH
NOM Nomination NOM
ACC Accept ACC
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Training Reasons

These are the reasons for the current status of a person on a course — whether that will be for nomination,

acceptance, result or withdrawal. Effective Dates can be used to archive these reasons.

13 Traming course manager: total lnes=6

Help  formet  Acoess  Records

[ <1 04| A |Da \
Bovaa Eﬁ;—‘“?m s e Click onto the Training Conditions folder
() Couse gotups Digscriphon Effactive =
(21 Coupe staus codes 0 [Uirsbie b athend due 10 anvsl bave =] 2
02 [ Miornination hom wasting list
) Course ypes 03 Man Antrdance - dus lo Sacknass 01 01 2006 E
= 1 04 M Ops shortl sl 01 00 2006 3
(2 Ereshantions . R .
23 Oualetins Any entries that may have been entered previously will
(2 Rosen Inieslahions.
el appear in the window

e Click onto the Add button

add.. |

Code:

¢ Enter a COde Drescription: |Di's Training Heasuns{
e Enter a Description of the Code Effective From: | Ta |
) V¥ Apply to Nomination
e Enter the dates (optional) ,;,._\E;: lo Acceptance A
e Click onto the boxes that apply Eiii:: :s;::d'iawal ~ ‘
e Click onto the OK button Tared | oK |
Hi-TEH
A
[ ivems ;
bioos | s |
{m m o ER A i i
| As you can see the entry you have just entered will be displayed
at the bottom of the list
|Lew s [y o

To view the entry you have just entered go to Training

Planner — click onto Planner button — Click onto the

Reasons arrow — Scroll down the list.
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Training Rooms

This allows the Brigade to specify which rooms can be used for training, the seating capacity and the
equipment available in each room.

Please Note: If e.g. a ‘Hazardous Material Seminar’ and a FP Seminar’ are being held at the same day and
have been assigned to the same room the system will NOT notify the user that the training room has all

ready been booked, and thus double booking can still occur.

=10l x|
Sy
= = e Click onto the Training Conditions folder
Nll:.i»Rl:Oql T
MCE ROOM 2
o B ; i i
Any entries that may have been entered previously will appear
z ROOM 2
t0 |EEeriae Eatne . .
. in the window
e Click onto the Add button
= Add..
e Enter a Room Number (or code) . N
e . o~
H H Mame | Di's Traiing Rooms
e Enter a Description of the Code Somig o [———F
e Enter the seat capability (if needed) Fied instalaions
Location room attributes...
e Click onto the Installations you will need to be set up e pacsetption & seoted [
WWB wihite Board / ¥ Selected
Fro Projector M Selecigd
E‘EFMI Di's Room Installation = Seleciid X
4 »
i Cancel 0K
b fomat  jeom  Beord
—]
o e
7] | D
e e
= ——l
-
= ]
=1
a
5
a As you can see the entry you have just entered will be displayed
at the bottom of the list
ey o

Select raoms lor ceurse...

To view the entry you have just entered go to Training Planner

rore Ui =
rors [T 8 2000 GO0 00 Wl [ 17 09 2007 GO0
. urd

Ui
und
Unid

[T ;l:I
|

— Click onto a Course - Click onto New Course button — Click

onto Rooms button— Scroll down the list.
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Training Years

This allows the user to specify when training years should start and end. If a year is set to unavailable then

it will not be possible to create new instances of courses during that date range.

LTk crurve manager tol sl B =T =
Help  [ormar  pecest  Becoeds
[
CiComecose:s =] [ Tisnwopem : i i L
S o vt (B TON O | 3 ﬁ e Click onto the Training Years folder
(3 Course types 2005 Mo | oo |8 Ak :
[ Evahugion Quertorn 002 o i 2000 A 12 203 2000 Lk Agerdd.
23 v B | Goime | nbme fwe | e
(1 Qusiicahona T A
Rlocm instalstons - - -
Clinas] Any entries that may have been entered previously will
(20 Trawwy mossage by
e eatons P . -
iy appear in the window
(2 Winting ket iasscns
e Click onto the Add button
Year IZDDB
e Enter a year
Start date: 01 04 2003
e Enter the start date for that year Finish date: |—‘L31 03 2009
e Enter the end date for that year Auvailable:
. . . Label: [2008 €=
e Click onto the arrow & choose Available or Unavailable e 1

e Enter a Label — usually the year your setting up
e Click onto the OK button

Cancel | | Ok I

2 Couse codes
2] Conetm gragee

(23 Course stabus codes
20 Conrm s

(2 Evaustion Questons
21 Evaastions

1 Quaific stions

21 Room lutalaberss
(53 Trsiig condiions
(20 Trameg messoge b
3 Trawinsg Riesmsons
(21 Tramng ooms

As you can see the entry you have just entered will be

displayed at the bottom of the list

(3 ‘wisitirg lnt sesnons

Training W'ear: I 2007 - I
[ ]

o . To view the entry you have just entered go to Training Planner  [Duation:
%}' — click onto New Course button — Click onto the Training Year

arrow — Scroll down the list.
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Waiting List Reasons

These are the reasons for somebody being put on to the Waiting List. The system provides the facility to
specify a waiting list reasons, enabling an explanation to be appended to every individual who appears in the
waiting list. For example: an individual could be on the Waiting List because he/she has recently joined the
Brigade and training needs have been identified.

bl

=loix|
Help  Format  feoess  Becords
1 4] 4 [nel ] e Click onto the Waiting List Reasons folder
Add
Eckness ]| 22
et 3 e = : : -
piomenianll e —= 1 Any entries that may have been entered previously will
=] Ouasbhcations:
j“,':;":;,, appear in the window
e
(20 Tesining rooms.
I Toawwsy oz
e Click onto the Add button
Add...
| o L "
W aiting list reason attributes...
e Enter a Code
e Enter a Description of the Code Bt P
. Dezcription | Di'z waiting List Reazons
¢ Click onto the OK button o
Cancel QK |
=101 x|
Add
g | =
]
i ]

As you can see the entry you have just entered will be
displayed at the bottom of the list

L (T £l

- - - Parey e [Fvsprgirama ®
To view the entry you have just entered go to Training - [=

Planner — click onto Waiting List button — Click onto the

Ao
(O It B

Training Course arrow — Scroll down the list. iy TR - [
L e
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