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The TMSpro Application and User data file reside on tlee'si$C.
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The TMSpro Application resides on each user’s PC.
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Getting Started / System Overview

Initial Data Entry

Due to the nature of relational systemdjal data entry MUST be performed in the
following sequence. Once you've complete the initiahdaitry work, additions and
updates can be performed in any sequence. Selecting “Gstéirigd” from the main
Menu will walk you through these steps in order.

INITIAL DATA ENRTY SEQUENCE

Company Data
Departments
Specifications
Job Profiles
Employees

The “Getting Started” option below is accessed dirdotlygn the main menu.

Training Management System Pro
Getting Started

STEP 2: Enter data for Departments

STEP 3: Enter data for Operational Specifications
STEP 4: Enter data for Job Profiles and Requirements
STEP 5: Enter data for your employees

TMISpro Rev. 8.0 g/as/2007



http://www.microsoft.com/downloads/details.aspx?FamilyID=b73df33f-6d74-423d-8274-8b7e6313edfb&displaylang=en

Getting Started / System Overview

Managing Training Data

Once initial loading has been completed, you'll only nieekturn to these items when
maintenance is required to update Specification Revisioadd/imactivate employees
ect. Your main activities will now be managing theuattraining planning and entry.
The training activity will follow either of the flowshat follow. Understanding these
processes will aid in your understanding of the restisfrnanual.

Option 1: The training class is defined in advance anddhenastrator is able to enter
the initial class data to print a roster with headérmation from any of the rosters
options R2 thru R5. (To be explained later)

Enter all training information
except the attendees list and
print a roster.

Conduct the fraining class.

e aFoce Farm _J

Employees in attendance sign
the roster during the class.

The signed roster is refurned to
the training administrator

The training administrator
enters the attendees who
sighed the roster into the

system.
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Option 2: The administrator is not able to enter thgaintlass data to print a roster. A
blank Roster (Roster option R1) is used to enter the das and attendees. (To be
explained later)

A blank roster is printed. The g o =

trainer or administrator Tialaisig Reeter
complete the header = .
inforﬂ-'ation_ Trameg Clamd @ | Trare | |

Eracesum 1] ] |
|

Traiirg Dute [ harih o8 Training i [
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Conduct the training class. |

- [— W ke Agnaban

¥
Employees in attendance print

their name and sign the roster
during the class.

Training Class Emtry
¥ L

The signed roster is returned to
the training administrator
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The Main Console

The main console directs you to the various sectibtiseoprogram. You will find the
screens ordered in the same sequence you'll perfornedata

Lk | Iraiming Management System Pro

Getting Started

Quick Certification Check [ |

=0

Ma@onsole

The “Stop Sign” button closes the application.

$%



“Questions/Assistancé opens an email screen pre-addressed to CQS.

G Fle Edt vew Iwet Fomat Took  Actions Help
=1 Al L uls
Th

ge-hasnak besrsent.

[ to.. | mfomcoqusys.com
Lo |
[ g ]|
Subject: | TMS Liser Assistance Request
!Eﬂ_rgtUS.rtF(l KE) | [ attachment optiens... |

Help/lissistance Request:

We make it really easy for you to ask us questions orseydur improvement ideas.
This email function automatically attaches a fileteamng specifics of your product and
revision. Enter your request and click send to forwardQ@& @r action.

$$



“Quick Certification Check”.

.,Iystem Pro |

J-- arted

CURRENT CERTIFICATIONS
MEEDED

-1 ﬁ irement D
Training D

Referto Planning\Cross .
Training Reports for Reporting | |
Empioyee Detail Tt D

TMSpro Rev. 8.0 - 5/21/2007 [j Questions/Assistance: [j

The above example of this function shows that “1” eygdois due for certification or
recertification training. A detailed report is availallehe Planning/Cross Training
Menu on the “Certification” Tab as follows.

| GENERAL POWER CORPORATION

Routine Re-Certification Required

Corporation Management Practices
MN 10100002 Current Rev. 1234567891

Badge{Emp# Job Title Shift Department Supervisor Cert Duration Trained to Date Trained
McGuire, James | 1014 | Shift Manzger | | Manzgement | Robert Downey EE 1224567891 | 2/4/ 2006 |




COMPANY DATA

Select‘Company Data” from the Main Console or from the “Getting Started'none

]

‘TMSp mltm« e Our Company Data

B AN GENERAL POWER CORPORATION

Address1: .'1 52‘l|l|l"v| LLDHWE

Address2:
Address3: _ -
CITY: CANTON | st ri
State: MA | Headers throughout
Postal Code: 02021 _ TMSpro including this
Country: USA I Sfeaf‘e_»e_ﬂ.,,-_l?astea.}pg_ Pﬁf."@m
G = logointe O Program
o BT | Files COS Appications
Main Phone: 617-555-9000 | Use replace) the filename
MyLogo.jpg.

Aar Specification Revizsion Spg

] Humbers: [__lil'ﬂl}!]

(H [+] Letters and Numbers

“ [ ] Maior Rev and Minor Rey /

Company Data Form

This form is used to enter data about your company. e gour logo in the system,
place a jpg file (named MyLogo.jpg) of your logo in C:\PangrFiles\CQS Applications.
The information from this form is used extensively in fattimg reports.

Lastly, YOU MUST SELECT ONE OF THE THREE OPTIONS IN
THE “Our Specification Revision System is:” BOX FOR THIS
PROGRAM TO WORK PROPERLY. (Circled above)

1. Numbers (Only) — example: Your Specification is SOP1234 Rev

2. Letter and Numbers - example: Your Specification is SOPRe84 D

3. Major Rev and Minor Rev - example: Your SpecificatisisOP1234 Rev. D.2
In this case, “D.2” indicated the specification is avRion “D” Minor Revision
“2”. Changes to the Minor revision do not require reirgy and are intended to
indicate that only administrative, formatting or spellitgueges have occurred.




The Maintenance Screens

Selecting'Departments, Employees, Jobs and Requiremeritdrom the Main Console
brings you to a maintenance selection screen. Eaettisel from these screens opens a
subsequent menu with editing, updating and reporting optionsdetiected category.

| Training Management System Pro

Personnel Information

Training Management System Pro

Specifications

Specification Update Menu Personnel Update Menu




Job Profile Update Menu

Departments Update Menu




1. Entering Department Data

To begin the Departments data entry process, chéXD' or UPDATE
Departments” from the Department Menu. Current departments containggk in
database appear, showing Site, a 5 character Departoten{@epart),
Department Name (DepartName), and Manager (Mngr).

Departments Form

To add new department data, click the blank row (marked bytheatnd of the
list and add the new information for Site, Departmerde;®epartment Name,
and Manager.

To update current information, click on the section ofrtive you wish to change.
Delete the data within that field and enter new datepace it.

To delete an entire department, place your curser inakeskon the left of the
table until it turns to a right pointing arrow. Left€lithe mouse to select the row
and press the “Delete” key on your keyboard.

Click the exit door icon to return to close.




2. Entering Specifications

To begin managing specifications select one of the geanant function from the
Specifications Menu. If an update function is selectesl current specification
data contained in the database appear.

Specifications Form
SPECIFICATION #: Enter the specification number.

ACTIVE: Select the active button for specifications in uBRemove active check
when specifications are obsoleted.

SPECIFICATION TITLE: Enter the complete title of the specification
CERTIFICATION REQUIRED: Check this box if employee training to the
specification requires periodic retraining. This usugligles to safety related

trainings such as fork lift operators etc.

Enter the certification duration in days. The progeartomatically defaults to 1
year (365 days); if you require a different duration, gledete (overwrite) the 365

$!



and enter your requirement. Certification planning repotisstairt listing a
retraining requirement 60 days prior to expiration.

ALL EMPLOYEE REQUIREMENTS: If training to this specification is
required for ALL employees, select “Yes” from the séten box. This will add
this specification to every employee’s training requirenishWITHOUT any
entry in the Job Profiles. An example would be Campolicies and
Procedures.

DEPARTMENT: Use the dropdown to select the department responsible for
maintenance of this specification. The dropdown vgtlthe departments you
previously entered in the Departments screen. (an @btiied)

REV TABLE : The table located at the bottom of the form isSpecification
revisions. Fill out the applicable portions of the tallee rev table shown is for a
“Number and Letters” revision control system. Theeorwill appear slightly
different for the numeric and major/minor revision tohsystems.

REV: Enter the specifications revision.

Minor: Enter the Minor rev level.

DATE APPROVED: Enter the date the revision was approved. (Mm/dd/yyyy).
CHANGE DESCRIPTION: Enter text to describe the change.

Note: When adding revision details, do not overwrite gvious entries. Instead, go to

the next blank row and add a new line. This ensures #t a detailed Specification
history will be available to ISO auditors.

Note: This application will NOT work properly if dates and
revs are not entered.

Use the exit door icon to return to close.




3. Entering Job Profiles

To begin managing job profiles, sele&DD NEW PROFILE, UPDATE

ALL PROFILEs or UPDATE A SELECTED PROFILE” from the Job
Profile Menu. If you chose “Update a Selected Profil@y will be asked to
enter a Job Code. When an update function is selebtedutrent profile data
contained in the database appear.

Job W Form

To add a new profile, click thdEW button on the Access Navigation bar.
(Appendix 1)

JOB CODE: enter a job code abbreviation. (5 characters Max)
JOB TITLE : enter the full job title.

DESCRIPTION: enter the description of the job including primary
responsibilities for that position. (an optionaldie- 250 characters max)

Required Spec#: Using the drop down menu Click to add the appropriate
required specifications to the table. Move down one Intkwse the drop
down menu to add additional Specifications to the tableciftigaions listed
in this section are Mandatory Training RequirementsHerob code.

Click the exit door icon to close.




4. Entering Employee Data

To begin managing employee information, select oneeofrtinagement functions from
the Personnel Menu. If an update function is seleched;irrent employee data
contained in the database will appear.

Personnel Management Form

EMP#: Enter the employee identification numb@rMANDATORY field)
FIRSTNAME: Enter the employee’s first name.

MIDDLEINT : Enter the employee’s middle initial.

LASTNAME: Enter the employee’s last name.

JOB CODE: Enter the Job Code by selecting from the drop down miéma.
drop down list will appear with job codes next to tlmirresponding job titles.

o0 Secondary Job CodesSelecting from the Dropdown, enter all the other
jobs codes this employee needs to be approved in. Glgnesad to
identify job codes the employee has been cross tratirand needs to stay
current.

%



o0 Unique: In this case you will identify the unique requirements
(specifications) for this employee. A good example magBR& Training
or Team Building. Only list items that aren’t parttbé employee’s
primary or secondary job code.

Shift: Enter the employee’s shift. An optional field buydlu need to generate
reports by Shift/Department of Department/Shift, this diald fvill be used in
the generation of these reports.

SUPV: Enter the name of the employee’s supervisor.

DEPARTMENT: Enter the employee’s department code using the pull down.
The list in the drop down will appear with department soakxt to their
corresponding department titles. Move the cursor to theadedepartment
codeltitle to highlight it. Click once and the selectegattement will appear in the
field.

Inactive: Check the inactive box when an employee leavedepartment or
company. This will remove them from all the training neealealysis reports but
will maintain their training history for data retention pases. An inactive
employee’s training record can be retrieved by seleciiggof the reporting “By
Selected Employee” options.

Click the exit door icon to close.




Training Class

Select TRAINING from the main console. This sectdiows you to access and manage
training Class data. You have the option to add newitiaiClass data, update all
training Classes, or update a selected training Class.

Training Class Menu




The Training Class Entry Form

The Training Class Entry form is used to enter new ctaasevell update existing
classes. On the Company Information menu, if you didelect the Major and
Minor revisions option, the data field for Minor Rewill not show on this form.

Training &s Form

Training Class Form w/Employee Dropvn Selector




TRAINING CLASS#: This number is automatically provided by the
system. Do not attempt to change the assigned number

SPECIFICATION : Select a Specification using the drop down. A list of
Specification numbers with their corresponding titles appg(If the required
specification is not in the list, return to the Speeifions Menu and add it) Select
the desired Specification by highlighting it. Click to sel@te Specification
number now appears in the field.

REVISION : Enter the Specification’s revision number at thestmf the training.

TRAINER: E nter the full name of the Class Instructor.
Use “Webcast”, self spec review, Video Tape, etc for-cass based
training.

TRAINING DATE: Enter the training Class date in the mm/dd/yyyy format.

LENGTH (HRS): Enter the duration of the training Class in hours. ( fo23
hour 15 minutes)

A large field appears near the bottom of the form withtitle TRAINING
CLASS COMMENT. Enter any additional comments you have about the
training Class in this field.

ATTENDEE BADGE/EMP#: Use theable at the right of the form to enter alll
the employees tha&tTTENDED the training class.

Note: Do not add the Employees to the attendee list untiiey have actually
attended training and signed a roster. Prior to entering tie Employee
numbers, the roster option in the “Planning” section or fromthe Training
Sessions Screen will provide various roster forms includg the ability to
produce a completely filled in form with employee informaion for all those
that require training. After the class completes, th&Eamployee numbers are
added for ONLY those that attended and SIGNED the roster.

THE SIGNED ROSTER IS THE OFFICIAL ISO TRAINING RECO RD!!!
COMPLETED ROSTERS SHOULD BE FILED BY CLASS NUMBER.

Click the “Create a Roster Form” button for rostetiarps.
Click the exit door icon to close.

The Training Class Entry form has two roster creabiptions located at the
bottom right of the form; “Create a Roster FormtidEmployee Selected Roster
Menu”. Both of these options are detailed in the “ROB$Esection of this
manual




Updating Selected Class

To view a specific training Class, clitPDATE SELECTED CLASS# in the Training
Class menu. An “Enter Parameter Value” screen appadrgrampts you to enter a
training Class number. Enter the number and ¢k The selected training Class form
appears. Make necessary additions and revisions to theTarsnoption is used most
often when entering the list of attendees that sigheddster form after the class has
completed.

Grandfathered Training

When initially loading the system, you can account fandatory training that occurred
in the past by adding classes for this express purposeadtf éates are not known, add
the appropriate employees to a single class with a dudatey Make a note in
comments for audit ability.

Using Grandfathered training will prevent your current eygés from having
previously completed required training listed in the systeayais and reporting as
incomplete.




(Rosters

The Roster Menus can be accessed fro the “ClassesrBar from the “Planning/Cross
Training Screen”. The option allows users to view, pmg¢mail various rosters.

Completed Rosters with Employee signature are QURétords and are often reviewed
by ISO Auditors. TMSpro provides easily traceable amditable forms. Each
completed Roster should be safely filed for easy retli@hen needed. We suggest
rosters to be filed by Class number as a quick crosserefe to TMSpro data.

Create a Roster Menu

R1: A Blank Roster. Provides a completely Blank Roster Form. All imf@tion is to be
written in. At the end of the training, employees naigh the form. The completed
form is than delivered to the Training coordinator.




R2: Roster w/Header Provides a Roster Form with the basic class heattmmation
filled in. No employee information is included. The Enyae data section is to be
written in. At the end of the training, employees musttmame and sign the form.

R3: Roster w/Header and All EmployeesThe same as the Roster w/Header plus
contains information foall the employeesn the database pre-entered. That's ALL the
active employees!

R4: Roster w/Header and Selected Department Employee§he same as the Roster
w/Header plus contains information falt the employeesn a selected Department pre-
entered.

R5: Roster w/Header and Required EmployeesThe same as the Roster w/Header Plus
contains all the information for only those employee=dirgg this training pre-entered.

R6: Roster w/Header and Employees that Attendedlhe same as the Roster w/Header
Plus contains all the information for only those ergpés that attended the class.

Sample Roster R2




Selected Employee Roster Menu

The second roster management menu allows the useild@aboster with employee
names pre-printed on the form. Employees are sel&cteceither “All Employees” in
the system, “All employees from a selected DepartiramtAll Employees that
currently require the planned training”.

Once your choice is selected, a second screen is offatdst all the Employees
matching your selection. You can further refine the eygds to be listed on the roster
my checking the name on this form.




An R2 format roster is than printed from the selectiorade. This allows administration
to pre-plan an attendance list for any class being scheduled.

(Rer_)orts

The remaining options on the Main Console are forowsrreports from the data
contained within the database. Reporting is divided intogections: Reports and
Planning.

Note that three reporting options are provided for egobrte

Preview: Develops the report to be viewed on your PC screen

Print: Sends the report directly to your default printer.

Email: Prepares a Snap file for emailing and opens youremeail screen with
the Subject line completed and the Snap File attachedméyuadd additional
text in the message area and your email recipients.

Click on the Snap File Viewer button to obtain instrustshow to download a free copy
from Microsoft.




%



Planning Reports

Select Planning from the Main Console to open the plannamum

The Planning menu contains options to view, print and eeadlrts including: Trained
by Specification, Training Record, Training Needed by EmploRepartment, or
Specification, Printing Training Rosters, and a Cedtfan Analysis - New and 60 Day
Notice

The Planning Menu is divided into 7 tabs as show belowh Eadxprovides a unique
view of training requirement status and history.

Tabl: “Trained” — Reports that detail employees traine8gmcification.
Tab2: “Status” — Reporting Employee training status by Eygamr by
Department.

Tab3: “Training Needed” — Reports to detail employees needhairgrg: by
Employee, by Department, by shift/Department and by Spatidn.

Tab4: “Training Needed by Manager” - Reports to detail engadeyneeding
training: by Manager.

Tab5 “Rosters” — Provides a link to the roster menus.

Tab6: “Certification” - Reports to detail employeesdiag certification or re-
certification training.

Tab7: “Employee Profile” — A report by employee thatadsttheir individual
training requirements including requirements for all Eme&sy primary job
code, secondary job crossed-trained codes and unique tra@g@dg.n

Planning Menu — Tabs 1 and 2




Planning Menu — Tabs 3 and 4

Planning Menu — Tabs 5 and 6




Planning Menu — Tab 7

Note that three reporting options are provided for egobrte

Preview: Develops the report to be viewed on your PC screen

Print: Sends the report directly to your default printer.

Email: Prepares a Snap file for email, opens your neailestreen with Subject
line completed and the Snap File attached. You may adtaamditext in the
message area and your email recipients.

Note the box titled “Select One Option”. These two@miallow the user to define how
planning reports will be performed. 1.) “Primary Job Codd.®Nwill analyze all the
employee training requirements based ONLY on their Ryirdab Code plus any
training required by all employees. 2.) “Primary, Secopndand Unique Requirements”
will analyze all the employee’s training requirementsdaaon their Primary Job Code
AND the requirements of Secondary Jobs Codes, Uniquereeagnts and training
requirements for all employees

Sample reports are in Appendix 2




Appendix 1

The Access Navigation Bar

The Microsoft Access Navigation bar appears at thebotif data entry forms and
reports throughout the database. The navigation bar ajlow$o move between records
and, in some cases, create new records. The followmgeference menu for the buttons
shown on the navigation bar. The current record nungyeeas in the white field at the
center of the Access navigation bar.




Appendix 2

TRAINING RECORDS: (from “Reporting” Section of the Main Console.

The Employee Training Record report lists all the trainimgpglete by an
employee including revisions and dates. The report isadblaiborted by
Department/Employee, Employees sorted by name, and fadasdually
selected employee.




SPECIFICATION REPORTSZ(from “Reporting” Section of the Main

Console.

Reports detailing specifications include: Active Specifaadi Specification
History (includes all revs and lists specificationd tieve been obsoleted)
and an Active Specification List by Department Owner.




SUMMARY REPORTSIfrom “Reporting” Section of the Main Console.

Upper level summary reports provide a fast reference tartimunt of
training needed by department as well as the amount pirnggpreviously
completed.




TRAINED bV SPECIFICATION: (from “Planning” Section of the

Main Console.

Provides a detailed listing of the employees trained bgifgegtion. Can be
used to identify cross training opportunities. This report ooftans
employees trained to the current specification revisions.




TRAINING STATUS: (from “Planning” Section of the Main Console.

Lists the required specification training needed for eanployee (as
defined by the job profile) with information on the trainingytthave
completed as well as providing a “Training Needed” flathanlast column.

The following sample shows 6 training requirements for Michael Appleton
as the training has NEVER been complete.

Note the training needed for Mike Bird. He was trained to revisiohdD
specific G101on 2/7/2006. Revision “D” is the current revision and further
training has not been indicated




TRAINING NEEDED: (from “Planning” Section of the Main Console

This section provides a number of analysis options faiaitig needs
analysis. Training needed reports only list the trainiggirements (per the
job profiles) that have not been completed. This calndecrequirements
where the training has never been met, retaining needetbdunew
revision release, or recertification is needed.

Options in the Planning Training Needed section include lockimgeds by
Employee, By Department/Employee, and by Specification.

The benefits of these reports are numerous.

A Specification has been revised: Use the “Training Needey Specification”
to identify all employee that need training to the new re

A department manager needs to asses employee training bsedse “Training
Needed by Department” report.

What are the current training needs of an individualleyee? Use the “Training
Needed — by Employee Report”

A class is being scheduled for specific specificatiomingi, who should be
invited to attend. Use the “Training Needed — by SpecificdRieport”

%



TRAINING NEEDED bV SDeCifiCationZ(from “Planning” Section

of the Main Console




Traininq Roster: (from “Planning” Section of the Main Console.

This planning option will provide a training roster to be signethiey
employee at the end of training. When this report isasigal, you will be
ask for the specification and a roster will be developeaddstil employees
that require training. Employees sign the roster aétiteof the training and
the roster is given to the Training coordinator for enttg the system....

Sample Blank Roster — R1




CERTIFICATION REPORT: (from “planning” Section of the Main

Console.

The certification report provides a listing of all emydes that need re-
certification by specification. Certification only amd to specifications that
have the “Certification Needed” option checked.

Employees are listed if they have never had the Spéaining or if their
certification will expire within the next 60 days. dtadvised that this report
Is run monthly to identify re-training needs prior to expiration




Em plovee PI’Of”eZ(from “planning” Section of the Main Console.

The profile report provides details of each employeeiritrg requirements.
These requirements are obtained from the Employee’s primlarcode, all
secondary job codes listed and all specifications listedegrgred by all
employees.

Sample Employee Profile /

Training is clearly identified as from Primary Job Code,08dary Job
Code, Unigue Requirement or Corporate Requirement.




