Training Tracker 5

Product Tour




Computer Directions

e Thousands of satisfied customers

e Training Tracker developed and maintained
since 1998

e Twenty years of experience developing
software for PCs



Training Tracker Advantages

e Multi-User Network ready at no additional
charge

e Uses standard Microsoft Access data format
e Simple and easy to use



The Problem

e Sort training records by person, it is difficult to
get a list of people who have a given
certification

e Sort training records by course, it is difficult to
find what a given person has accomplished

e Keep alist in a table in a spreadsheet, it is
difficult to keep an audit trail



Training Tracker solves this
and more!

e Maintain employee training data quickly and
efficiently

e Cross-reference easily

e Keep up with next month’s training needs
e Generate reminder emails

e FDA compliance



Personnel Screen
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Personnel Screen

3 Personnel Screen
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Person Detalls

Store Personal Data
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Person Detalls

Add User-Defined fields
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Person Detalls

Add notes or attach documents
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Person Detalls
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Person Detalls

Hire and termination dates
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Master Task List

e Use the Master
Task List to keep
track of tasks

e A task can be
e ato-do item

e acourse to be
taken

e a procedure that
requires training.
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Master Task List

e From the master task list
you add or edit tasks

Master Task List - Add, Change, Delete Tasks
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Master Task List

Master Task List - Add, Change, Delete Tasks
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Set up repeating
tasks or expiration
dates




Link tasks to people

e Select manage tasks

for one person, then

B3 Manage Tasks - Select Person
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Link tasks to people

3 Tasks for - Bonner, Theo
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From this screen
you can add/edit
tasks, or mark
tasks as complete




Groups of tasks

3 Build Groups - of tasks
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Arrange tasks into
groups that can be

assigned to employees
or students



Groups of People

3 Add a Task to a Group of People
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Using The Computer 101

Apply tasks or groups
of tasks to groups of
people to quickly
accomplish
assignment of training.

Easy to use screens
will guide you through
the process.



Reports

View assigned
training by person or

by task
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Reports

% Training Tracker
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— Find out what training will
expire soon
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Security

e Set up security,
passwords, and
user levels.

e Customize the
access of each
security level

Passwords
Last Mame First M ame: Last Time In [8] Level| a
» |Userleveld Test 2/3/2004 G446 PM 324324 9] 1/9/2004 11
Eosticker Eil 22 3| 142272004 1
Jacobs Jan 2384798 5| 1/22/2004 1:

Set Security Levels for Menu Selections

‘wihen starting Training Tracker, ask for password ? Cl

Each PASSWORD iz assigned a security level from 1 to 3.
The listing below allows wou to et the security level that can

acocess 4 meny selection.

Enter a Security Level from 1 [low] to 9 [(high).

Menu Selection
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M aintain Categany Pick List
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Get Barcode Scans

Get Class Roll Sheet Barcodes

Get Attendance Barcode Scans

To Do Repart [Reminders)

Personnel B eport

Training Report By Person

Training Report by Task

Wwho Completed

E =piration Report

iy Reminder! Report

Send Ermail ta a Graup

Check and Exit [




Network Install

e System can be installed in multi-user mode
on a network

e Training tracker is licensed for up to 45 users
free of charge



How to Order

e Call us with a credit card 1-866-571-2108
e Fax your order to 843-766-0105

e Send us snail mail:
computer directions, llc
3 Gamecock Avenue Ste 308-A
Charleston, SC 29407




