Chapter 4

Working with Employee Training

Tracking employee training is a vital part of employee management. For many school organizations,
tracking employee training especially driver, mechanics, and bus aide training is required by law. For other
organizations, it is not required by law but still an important part of assuring that key employees are
qualified to perform sensitive tasks. The T.O.M. Employee Management software has a robust training
feature that will greatly assist you to track employee training requirements and achievements.

As discussed in Chapter 2, you can set up reminders for employees, and some of those reminders can be
for training. The Employee Management system tracks the number of hours employees must complete as
well as the number of hours completed.

The T.O.M. Employee Management software allows you to track your employee training both individually
as well as in class groups. When you add training hours to the system for an individual employee or a
group of employees, you can apply completed hours to the training reminder. For example, suppose an
employee must complete 20 in-service hours and that he just completed five of those hours.

When you add the individual or group training record to the system, you can specify that those five hours
be applied to the reminder. The Employee Management system deducts the completed hours, so the
reminder now shows that the employee now has 15 hours to complete.

Where can I learn more about reminders?

Refer to Chapter 2 for more information about setting up reminders for individual
® T.0.M Tip employees as well as group reminders.

In this chapter, the following topics should help you set up and maintain your district’s training records:

e  Using the Training Search Screen

e Viewing Training Records for an Individual Employee
e Adding Training Records for Individual Employees

e Adding Training for a Group of Employees

e Editing an Individual Employee’s Training Records

e Generating and Printing Training Reports

e Deleting Training Records

Using the Training Search Screen

To access the Training Search screen, click on the Training tab in the Employee search screen (see
Figure 4-1):
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Figure 4-1. Training screen

Searching Training Records
To search your employee training records perform the following steps:
1. Click the Training tab. The Employee Management system displays the Training tab (Figure 4-2).

2. Click the Reset button to clear the screen. The Employee Management system clears the screen.
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Figure 4-2. Training screen
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3. Select or type the criteria you want to use in your search, or leave all the fields blank if you want to
view all employees who have completed training. For information about the fields on the subtabs, see
the General Subtab and Sorting Subtab sections below.

Do I have to complete the entire screen?

No. You do not need to complete all the fields on the Training tab to search training
® T.0.M Tip records. In fact, if you want to view all employees who have completed training, you
can leave all the fields blank and then click the Find Now button.

I completed the screen, but nothing happened. What’s wrong?

If this happens, click Reset. This clears any other criteria you might have selected on
other screens. Then, select your training criteria again, and click Find Now.

Where do the training codes come from?

You can add, edit, and delete training codes by selecting File>Training Codes.

4. Click the Find Now button to retrieve all the training records in the database that match your selected
criteria.

Figure 4-3 shows the results of a search using instructor code and location as the search criteria:
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Sunday, September 12, 2004

m T.0.M. Employee Management

@ Employees ] [ Reminders % Training l"“T Absences] ) Aocidems] 70 Record(s) Found
Type: I _,J Mumber of Training Hours between
Instructor 277 & ! and |
Location: [lounge Iv Seach Blire Training Date falls between:
| = ana | E
General | Sotting |
Emp # ‘ Name | Date | Instructor ‘ Time(Hrs} ‘ Location i
58 CLURK, DONNIE 11/5/2003 MULDENUDE, EVA 2 On-Site
80 DILIEN, MARIA 10/22/2.. ETTE KATHRYN 3 DRIVER LOUNG
81 DILIEN, MAYRA 10/22/2.. ETTE KATHRYN 3 DRIVER LOUNG
82 DILSUDE, EVERARDO 10/22/2.. ETTE KATHRYN 3 DRIVER LOUNC
802 DIWULF, ROSE ’ ETTE KATHRYN 3 DRIVER LOUNG
603 Dummy. Dummy ETTE KATHRYN 3 DRIVER LOUNG
76 DUVIS,ETTA MULDENUDE, EVA 2 On-Site
77 DUVIS, LONNELL 10/22/2.. ETTE KATHRYN 3 DRIVER LOUNC
78 DUVIS, MARIA 10/22/2 . ETTE KATHRYN 3 DRIVER LOUNG
< - Tt ) B £

Find Now Reset | Group Training Group Reminder Print Exit

Figure 4-3. Results of a sample training search using the instructor and location criteria
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General Subtab
You can use the following criteria on the General subtab (see Figure 4-1) to search training records:

e Type. Allows you to search employee records using the various training type codes you can set up.

e Instructor. Allows you to search for records matching an instructor’s identification number. You
can also click the Instructor button to search for an instructor alphabetically—when you click on the
instructor’s name and click OK (see Figure 4-4), the Employee Management system displays the
employee’s identification number in this field:

Find an Employee

Results of a search
Last Name: | Employee Type: |SBO hd using Employee
RE RELIEF
First Name: | RT RETIRED Type~
- - SBO SUPERVISOR OF BUS OPERAT|

Employee # | Last Name First Name | Employ gcH BASE SCHEDULER After you click

355 TRIPFI JEAN SUPEFT TERMINATED .

336 FERNIY JOHN SUPEF 1R TRANSFERED Find Now, select

459 YELNS KEITH SUPEFyng  CROSSING GUARD an employee and

470 LURSEN DIANA SUPER . :

! FERET RS e click OK, their
employee number
appears in the
Instructor field.

Find Now oK | Cancel

Figure 4-4. Selecting an instructor

e Location. Allows you to search using the location where the training occurred.

e Search Entire. Allows you to search for any locations having characters you typed into Location.
For example, suppose you use Staff Lounge as one of your locations. If you type in lounge and then
click the Find Now button without checking the Search Entire checkbox, the Employee Management
system will not return any records unless your database contains a location whose entire name is
Lounge. If, however, you check the Select Entire checkbox, the Employee Management system
retrieves all locations having the word Lounge in them, meaning it would retrieve records with
locations such as Staff Lounge as well as Driver Lounge.

e  Number of Training Hours between. Allows you to search records using a range of training hours.
For example, you could search for all records having training records between 10 and 15 hours. The
other option you have is to search for records having a specific number of training hours. For
example, if you want to search for records having 10 hours of training time, type 10 into both fields.

e Training Date falls between. Allows you to search for training records with training that occurred
within a particular time period. For example, you could search for all training occurring between
September 1, 2004, and September 28, 2004. You can also search for all training that occurred on a
specific date by only adding the date to the first date field.

»  You can access the calendar by clicking on the pull-down arrows on this tab. Then, you can
use the arrows displayed around the month to change the month or the arrows around the year
to change the year. When the calendar displays the correct month and year, select the day.
After you click the day, the Employee Management system closes the calendar and displays
the date. If you do not select the day, the Employee Management system uses the first day of
the month as the default value.
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»  You can also type a date into any of these fields, but if you only type the month and year, the
Employee Management system uses the first of the month as the default value.

Sorting Subtab

To make the training search results more useful to view, print, or generate reports from, the Employee
Management software allows you to change the sort order of the search results. You can select up to three
of these options as your sort criteria. Also, after you select a sort option, you can select ascending or
descending as the sort order for each field.

At what point can I sort training records? Also, what if I pick the wrong sorting
options or the results aren’t what I expected?

® T.0.M Tip You can sort training records at any point. When you sort training records, you are
sorting displayed records. Also, if the results are not what you expected after you click
the Find Now button, you can start over by clicking the Reset button to clear your
selections and the training records. Then, click Find Now to refresh the screen.
However, if you have filtered the records and click Reset and then Find Now, your
records are no longer filtered, meaning that the records displayed are the same as those
that displayed when you last started the system.

Combining Training Search Options with General Employee
Search Options

You can combine training search options with search options that are available on the Employees tab. For
example, you can search for all employees who are drivers and who took training in the driver lounge.

1. Click the Employees tab.
2. Click the Reset button to clear the screen. The Employee Management system clears the screen.

3. Select the employee search criteria. Figure 4-5 shows Driver being selected as the Employee Type on
the Employees tab.
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Figure 4-5. Selecting Driver as the Employee Type
4. Click the Training tab. The Employee Management system displays the Training screen.

5. Select the training criteria you want to include in the search. Figure 4-6 shows searching for training
that occurred in the Driver Lounge:
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Figure 4-6. Searching for training that occurred in the driver lounge

4-6 T.0.M. Employee Management



Chapter 3: Working with Employee Training

6. Click the Find Now button to retrieve all the employee records in the database that match the training
search criteria and that belong to employees who match the Employee search criteria.

Figure 4-7 shows the result of a search of employees who are drivers AND completed training in the
Driver Lounge:

|

Tuesday, September 07, 2004

’ﬁ T.0.M. Employee Management

& Employees} 4 Beminders ¢ Training 1‘? Absences] ) Accwdentﬂ 48 Record(s) Found

Type I :J Mumber of Training Hours between
Instructor. - ] s I
Location: [driver loungs I Semch Erbire 1~ Training Date falls between:
] =] and | |
General | Sorting
Emp # ‘ Name | Date | Instructor | Time(Hrs} | Location =)
30 DILIEN. MARIA 10/22/2.. ETTE KATHRYN 3 DRIVER LOUNG|
81 DILIEN, MAYRA 10/22/2.. ETTE KATHRYN 3 DRIVER LOUNG
82 DILSUDE, EVERARDO 10/22/2.. ETTE.KATHRYN 3 DRIVER LOUNC
802 DIWULF, ROSE 10/22/2 ETTE. KATHRYN 3 DRIVER LOUNC
603 Dummy. Dummy 10/22/2..  ETTE KATHRYN 3 DRIVER LOUNG
77 DUWVIS, LONNELL 10/22f2.. ETTE KATHRYN 3 DRIVER LOUNG
78 DUVIS, MARLA 10/22/2.. ETTE. KATHRYN 3 DRIVER LOUNC
650 E'chlU, lisa 10/22/2 ETTE. KATHRYN 3 DRIVER LOUNG
] R 626 JEHNSEN, ANIKA 10/22/2.. ETTE KATHRYN 3 DRIVER LOUNCG[,,
Click Find &l i il : e
Now to search
for records.
Find Now Reset I Group Training ‘ Group Reminder Print Exit

Figure 4-7. Results of a search of drivers who completed training in the Driver Lounge

Viewing Training Records for an Individual Employee

1. Click the Employees tab.

2. Click the Reset button to clear the screen. The Employee Management system clears the screen.
3. Select the search criteria.

4. Click the Find Now button to retrieve all the training records in the database that match your selected
criteria.

Figure 4-8 shows using Smith as the search criteria:
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Figure 4-8. Search results of Smith

To display the Employee screen:

Double-click the employee’s record.

Select the employee record, and click Edit.

Click the Training tab. The Employee Management system displays the employee’s training
(Figure 4-9).
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Emp loyee SMITH. STANLEY ID#6586

General ] Employment & License1 Reminders ] Notes ] Accidents | Absences Training ] User Defined ]

Training
Date Instructor | Time(Hrs) | Location ] Type Comment
8/15/2004 TRIPPI, JEAN 10 Staff Lounge INSERVICE Update for district c
< >

Add ‘ Edit ‘ Delete

Routes Exit

Figure 4-9. Viewing training records for an individual employee

Adding Training Records for Individual Employees

You can add training to individual employee’s records. However, if you need to add the same training to
many employees, you will find it more efficient to add the training to a group of employees rather than
adding the same information to employee records one at a time. For information about adding training to a
group of employees, see the Adding Training for a Group of Employees section later in this chapter.

This section is divided into two parts:

e Adding Training to an Individual Employee. Explains the steps for adding training to the system.

e Employee Training Screen. Explains all the fields on the Employee Training screen as well as
specific procedures such as selecting the instructor, searching training types, looking up training
codes, and applying training to open reminders.

Adding Training to an Individual Employee

1. Click the Add button on the Training screen (Figure 4-10).
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54 Employee Maintenance - E]@

Employee

General | Employment & License | Reminders | lotes | Accidents | Absences Training | User Defined |

SMITH. STANLEY ID#G686

Training
Date Instructor ] Time(Hrs]] Location ] Type Comment
4/15/2004 TRIPPI, JEAN 10 StaffLounge INSERVICE Update for district ¢

Click the Add
button to add a
training record.

£

Add ‘ Edit ‘ Delete

Figure 4-10. Adding a training record
The Employee Management system displays the Employee Training screen.
2. Select or type in the information you want to save with the training record. You are required to select
training Date and Instructor. For a detailed description of all the fields on this screen, see the

Employee Training Screen section later in this chapter for more information about this screen.

After you complete the fields, the screen will look similar to:
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Employee Training

SMITH. STANLEY ID#686

Training

Date: IEB‘IIE[IEH 'I Time: |5 (Number of Training Hrs)
Instructor. |459 ¥| YEUNS.KEITH

Location: |Driver Lounge Cily:l
County: I
" Original & - - i
Type: IOTHER j Original Renewal Make-Up Additional
G
Uniis:|3 Training for medical emergencies
In-Service cds: I
—For R Purposes Only
Vehicle #:| ~| I Proficient Codes [IN-SERVICE |
i TIC cds: [EMP) Code | Desciption =l
Click here ! 0P DISTRICT POLICY
l— £ EVACUATION o
to ?aYe the B EMP EMERGENCY PROCEDURES H
trainin, . F FIRST &ID
g Brake cds: I Gl GEMERAL INFO
record. _ K PRE/POST TRIP v
Equip cds: I <] I | (&)

Apply Hrs Open Reminder

Exit |

Figure 4-11. Completing the Employee Training screen

3. Click the OK button to save the training record and close the screen.

The Employment Management system updates the database and displays the new record:

v"L:‘ Eﬁ\ployee Maintenance - E]
AP p y SMITH. STANLEY ID#686
General I Employment & Llcensel R s | Notes I A Training | User Defined |
Training

Date | Instructor | Time(Hrs]| Location I Type | Comment

8/15/2004  TRIPPI. JEAN 10 StaffLounge  INSERVICE Update for district ¢
The new record 8/31/2004  YEUNS, KEITH 5 DriverLounge OTHER Training for medicz

5_] 11} | |L\

add [ Edt | Deete
OK | Routes Exit

Figure 4-12. Sample of added training record

T.0.M. Employee Management Manual 4-11



Chapter 4: Working with Employee Training

Employee Training Screen

Employee Training

F- - -
Z Training

SMITH, STANLEY ID#686

Date: |8/31/2004 -
Instructor: 459 =

Time: |5 (Number of Training Hrs})

YEUNS, KEITH

Location: |D|‘iver Lounge

City:|

County: |

Type: | |oTHER
Units: |3

Vehicle #: ~| I

In-Service cds:

T/C cds: [EMF| Code
BTW cds: E
EMP

j " Original ™ Renewal | Make-Up  Additional

Comments

Training for medical emergencies

For Reference Purposes Only

Codes |IN-SERVICE |

Proficient

>

‘ Description

DP DISTRICT POLICY
EVACUATION

EMERGENCY PROCEDURES

FIRST AID

GENERAL INFO

View-only area
for looking up
training codes.

Brake cds: (FEI
. K PRE/FOST TRIF i
Equip cds: < >

Apply Hrs Open Reminder Exit

Figure 4-13. Training screen fields

You can add the following training information to the system:

Date. Allows you to select or type in the date the training occurred.

»  You can access the calendar by clicking on the pull-down arrow. Then, you can use the
arrows displayed around the month to change the month or the arrows around the year to
change the year. When the calendar displays the correct month and year, select the day. After
you click the day, the Employee Management system closes the calendar and displays the
date. If you do not select the day, the Employee Management system uses the first day of the
month as the default value.

»  You can also type a date into any of these fields, but if you only type the month and year, the
Employee Management system uses the first of the month as the default value.
Time. Allows you to enter the number of training hours to be credited to the employee.

Instructor. Allows you to select the training instructor. For information about completing this field,
see the Searching for an Instructor section later in this chapter.

Location. Allows you to enter the location where the training occurred. You can type up to 100
alphanumeric characters into this field, meaning you can type letters and numbers.

City. Allows you to enter the city where the training occurred. You can enter up to 20 letters into
this field.

County. Allows you to enter the county where the training occurred. You can enter up to 50 letters
into this field.

Type. Allows you to select the type of training the employee completed. For information about
completing this field, see the Searching the Training Types section later in this chapter. In addition
to this, you can select whether the training course was:

412
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»  Original (Default value)
» Renewal

» Make Up

»  Additional

e  Units. Allows you to enter the number of training units the employee should receive for this training
course. You can enter up to 30 alphanumeric characters into this field.

e Comments. Allows you to add additional training information. You can type any number of
characters into this field.

e In Service Cds. (In-Service Codes) Allows you to enter the code for in-service training. If you do
not know the code, you can look it up by clicking the Codes button. You can learn more about
selecting training codes in the Looking Up Training Codes section later in this chapter.

e Vehicle #. Allows you to select the vehicle number of the vehicle assigned to the employee.

e Proficient. Allows you to select whether the employee was considered to be proficient after the
training.

e Various Training Codes. Allows you to type multiple training codes into T/C, BTW, Brake, and
Equip. You can click the Codes button to look up what codes you want to type into these fields.
However, the Employee Management system does not check your entries in these fields to ensure
they are valid entries. If you type more than one code into one of these fields, you might find it
easier to read your entries if you separate them with commas.

»  T/C Cds. (Terrain/Condition Codes) Allows you to enter the code(s) for terrain/condition
training. If you do not know the code, you can look it up by clicking the Codes button. You
can learn more about selecting training codes in the Looking Up Training Codes section later
in this chapter.

» BTW Cds. (Behind the Wheel Codes) Allows you to enter the code(s) for behind the wheel
training. If you do not know the code, you can look it up by clicking the Codes button. You
can learn more about selecting training codes in the Looking Up Training Codes section later
in this chapter.

» Brake Cds. (Brake Codes) Allows you to enter the code(s) for brake training. If you do not
know the code, you can look it up by clicking the Codes button. You can learn more about
selecting training codes in the Looking Up Training Codes section later in this chapter.

» Equip Cds. (Equipment Codes) Allows you to enter the code(s) for equipment training. If
you do not know the code, you can look it up by clicking the Codes button. You can learn
more about selecting training codes in the Looking Up Training Codes section later in this
chapter.

e Codes. Allows you to look up training codes. When you select a training category, you can view the
training codes in the Codes box. This area of the screen is view-only. You can learn more about
selecting training codes in the Looking Up Training Codes section later in this chapter.

Searching for an Instructor

The procedure below shows you how to search for an instructor employee by clicking the Instructor button.
You can also choose an instructor employee by clicking the pull-down arrow and selecting the employee
from the drop-down list. However, if you have many employees in your district, you might find that it is
faster to click the Instructor button and use the procedure below to select the instructor employee rather
than scrolling through the drop-down list.

1. Click the Instructor button.
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Employee Training

(’;}H L. SMITH, STANLEY ID#686
Training

Click this button Date: |8/31/2004 - Time: |5 (Mumber of Training Hrs)
to search for Instructor. E
employees. Receivs | ciy'|

Coungy~

You can also
click the pull- yoe || |
down arrow and | :

select an O CO—

employee from

the dI‘Op-dOWH In-Service cds: ]—

list.

" Original ' Renewal  Make-Up " Additional

Comments -

For Reference Purposes Only

Vehicle # '1 ™ Proficient Codes ] ,:1
Toes: [ || [ [ Deseription
BTWeds:[
Brakecos: |
Equip cds: l—

7%-31' Apply Hrs Open Reminder ‘ Exit

Figure 4-14. Searching for instructors

The Employee Management system displays the Find an Employer screen.
2. Type in the criteria you want to use to search for the employee.

Figure 4-15 shows the results of using the Employee Type as the search criteria:

Find an Employee

Results of a search
Last Name: | Employee Type: |SBO hd using Employee
. . RE RELIEF T e
First Name: | RT RETIRED ype.
- - SBO SUPERVISOR OF BUS OPERAT|
Employee # | Last Name First Name | Employ gcH BASE SCHEDULER After you click
355 TRIPPI JEAN SUPEF T TERMINATED :
336 FERNIY JOHN SUPEF 1R TRANSFERED Find Now, select
459 YELNS KEITH SUPEF g CROSSING GUARD an employee and
470 LURSEN DIANA SUPER . :
£ VISOROroUOSOF cllck OK’ thelr
employee number
appears in the
Instructor field.
Click here after

you enter your N

search criteria. ~Na
Find Mow OK | Cancel

Figure 4-15. Selecting an instructor

3. Click the Find Now button to search for employees matching your search criteria.
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4. Select the employee, and click the OK button. The Employee Management system closes the screen
and displays the selected employee’s identification number in the Instructor field:

Employee Training

@ L. SMITH. STANLEY ID#686
Training

The selected

employee’s Date: [3/31/2004 x|  Time:|5 {Number of Training Hrs)
identification Instructongy [459 =] YEUNS. KEITH
number
l Location: | City: |
appears here.
County: ]
e I 1 LJ " Original ' Renewal (" Make-Up (" Additional
Comments -
Units: |3
In-Service cds:
For Reference Purposes Only
Vehicle #: ~| I Proficient Codes | |
T/C cds: Code I Description ]
BTW cds:
EBrake cds:
Equip cds

: Apply Hrs Open Reminder Exit

Figure 4-16. Adding the instructor to the training record

Searching the Training Types

The procedure below shows you how to search for a training type, or category, by clicking the Type
button. You can also choose a training type by clicking the pull-down arrow and selecting the type from
the drop-down list. However, if you have many training types in your database, you might find that it is
faster to click the Type button and use the procedure below to select the training type rather than scrolling

through the drop-down list.

1. Click the Type button.
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Employee Training

Click this button
to search for
training types.

You can also
click the pull-
down arrow and
select a training
type from the
drop-down list.

—» Type ]

SMITH. STANLEY |ID#686

>
w Training
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Instructor: hd
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Figure 4-17. Searching for training types

The Employee Management system displays the Search Training Codes screen.

2. Select the training code.

Figure 4-15 shows selecting the BTW (Behind the Wheel) training code:

Search Training Codes

Click here after
you select the
training code.

Training Codes Total 4
Category: ] R 3 _}
Category | Code | Description Active
TRAINING BTW BEHIND THE WHEEL TRAINING True
TRAINING CLASSRO.. CLASSROOM TRAINING True
TRAINING INSERVICE  IN-SERVICE TRAINING True
TRAINING OTHER OTHER TYPE OF TRAINING True
New Edit Delete
Print ‘ Exit

Figure 4-18. Selecting an instructor

3. Select the training code, and click the OK button. The Employee Management system closes the

screen and displays the selected training code in the Type field:
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Employee Training

. L. SMITH, STANLEY ID#686
7 Training

Date: |8/31/2004 > Time: |5 (Mumber of Training Hrs)
Instructor: 1459 | YEUNS, KEITH

Location: ]DriuerLounge City:]
County: ]
Tyee | [BTW <] | ¢ Oisinal & Renewal " Make-lp € Adiona
Comments -
The selected , Units:|

\

training code

In-Service cds:
appears here. _

For Reference Purposes Only

Vehicle # VJ ™ Proficient Codes ] :J
Toes || [ [ Deseription |
BTWeds:[
Brakecos: |
Equip cds: l—

_' Apply Hrs Open Reminder ‘ Exit

Figure 4-19. Adding the training type to the training record

Looking Up Training Codes

The T.O.M. Employee Management Software allows you to specify multiple training codes that apply to
the various subjects that were covered in the class. Since a class may cover more than one subject the
T.0.M. Employee Management Software allows you to specify more than one code and to organize those
codes into four sections:

e T/C (Terrain/Condition) Codes

e BTW (Behind The Wheel) Codes
e Brake Codes

e Equipment Codes

Since most of these codes are either abbreviated numbers or letters, you may find it hard to remember what
the various codes are. To help you, the Employee Management software gives you an easy and powerful
Code Lookup feature.

The procedure below shows you how to look up a training code by clicking the Codes button. You can also
look up a training code by clicking the pull-down arrow and selecting the code from the drop-down list.
However, if you have many training codes in your database, you might find that it is faster to click the
Codes button and use the procedure below to look up the training code rather than scrolling through the
drop-down list. Lastly, if you know the training code, you can type it into the appropriate code box.

To look up and add the training code:

1. Click the Codes button.
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Employee Training

>
w Training

SMITH. STANLEY |ID#686

Date: |8/31/2004 ¥
Instructor ]459 | YEUNS, KEITH

ime: |5 umber of Traini rs
Ti 5 MNumber of Training Hi

Click this button
to search for
training codes.

Location: 1D|‘iuer Lounge City:]
County: ]
- i [  Additi
Type ]BTW :] Original Renewal Make-Up Additional
Comments -
Units:
In-Service cds:
; For Reference Purposes Only
Vehicle # '1 ™ Proficient Codes
T/Ccds: Code Des
BTW cds: AR
BTW
Brake cds: EQUIPMENT
. IN-SERVICE
Equip cds: | TERRAIN/CONDITIONS

You can also
click the pull-
down arrow and
select a training
type from the

drop-down list.

Apply Hrs Open Reminder ‘

Exit

Figure 4-20. Searching for training codes

The Employee Management system displays the Search Training Codes screen.

2. Select the training category by clicking the pull-down arrow.

Figure 4-15 shows selecting the BTW (Behind the Wheel) training code:

Search Training Codes
ini Total: 5

Aferyouseleet || 1T@INING Codes ;

a category, you
can see all the Category: [BTW B
training codes [
associated with | Categor | #scription Active
h & BTW  BRAKE | SIC VEHICLE FAMILIARIZATION True
that category. BTW BT |~ IECISION TRAINING INVEHICLE MOVE ~ True

BTW  EQUIPMENT | FANSMISSION CONTROL/SHIET True

Select fth BTW  IN-SERVICE LEFENSIVE DRIVING True

clect one ot the BTW  TERRAINCONDITIONS [ }SSENGER LOAD/UNLOAD s
codes. '
Click here after
you select the New Edit | Delete
training code.

Figure 4-21. Selecting a training category

3. Select a code, and click the OK button. The Employee Management system closes the screen and

displays the codes associated with the selected training category.
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4. Type the training code into the appropriate box.

Figure 4-22 shows the codes associated with the BTW training type as well as the training code typed
into the appropriate box. In this case, the training code was 4, Defensive Driving.

Employee Training

# Training

Date: [3/31/2004 - Time: |5 (Number of Training Hrs)
Instructor: | {459 ¥| YEUNS. KEITH

SMITH. STANLEY ID#686

Location: ]Dl'iverLounge City:]
County: ]
T |BTW j " Original ™ Renewal ( Make-Up " Additional
Comments -
Units‘.]—
In-Service cds: ]—

Far Reference Purposes Only

Vehicle #: ~| I" Proficient Codes BTW =
| e The codes

Type the T/Ccds: = | Descrtion | associated

o 1 BASIC VEHICLE FAMILIARIZATION .
training T ro— PRECISION TRAINING IN VEHICLE MOVE with the

de int 3 TRANSMISSION CONTROL/SHIFT < lected
code into ke 3 DEFENSIVE DRIVING selecte
one of AR 5 PASSENGER LOAD/UNLOAD category
these Equip cds: appear
boxes. here.

Figure 4-22. Adding the training code to the training record

Apply Hrs Open Reminder

Applying Training Hours Against Individual Employee Training Reminders

The Employee Management system can track the number of hours employees must complete for a certain
type of training as well as the number of hours completed. To track the number of hours required for an
employee for a certain category of training, you must create a training reminder in the Employee
Management system.

When you add training hours to the system for an individual employee or a group of employees, you can
apply completed hours to the training reminder. For example, suppose an employee must complete 20 in-
service hours and that he just completed five of those hours with a training class he just completed.

When you add the training record to the system, you can specify that those five hours be applied to the
reminder. The Employee Management system deducts the completed hours, so the reminder now shows
that the employee now has 15 hours to complete.

Where can I learn more about reminders?

Refer to Chapter 2 for more information about setting up reminders for individual

® T.0.M Tip employees as well as group reminders.
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To apply training hours against employee reminders:

1. Complete the training screen.
2. Click the Apply Hrs Open Reminder button (Figure 4-23).
Employee Training
Z> SMITH, STANLEY ID#636
Training
Date: |8/31/2004 v] T\me:]S (Nurmber of Training Hrs)
Instructor: | [459 | YEUNS. KEITH
Location: |DriverLaunge City: |
County ]
e I lBTW L‘ " Original ™ Renewal  Make-Up  Additional
Ci.ammems =
Units:
In-Service cds:
. ; For Reference i‘brposes Only
Vehicle # '1 I” Proficient Codes ]BTW Lj
Click here T/C cds: Code | Description
1 BASIC VEHICLE FAMILIARIZATION
to select the BTW cds: ]4— Z PRECISION TRAINING IN VEHICLE MOVE
3 TRANSMISSION CONTROL/SHIFT
open T~ 4 DEFENSIVE DRIVING
reminder. 5 PASSENGER LOAD/UNLOAD
Apply Hrs Open Reminder Exit
Figure 4-23. Applying training hours to an open reminder
The Employee Management system displays the Select Reminder and Apply Training Hours screen
showing all open reminder records for this specific employee (Figure 4-24).
3. Select the open reminder you want to apply the training hours to.
Apply Training Hours
Select Reminder and Apply Training Hours
Show
Calegury:] L] Type: ] L]  Only Pending ¢ All
Category I Type ] Due Date ] Rqd Hours | Achieved | Complete Date | Comment
LICENSECERT  LICENSE 9/30/2004
Select the TRAINING BTW 12/31/2004
reminder /
and click <’
here to N
apply the
training
hours to the
open 2l
reminder
: Find Now Cancel

Figure 4-24. Selecting an open reminder and apply training hours to it
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4.. Click the Apply Training Hours button. The Employee Management system applies the hours to the
open reminder and updates the Training screen (Figure 4-25:

Employee Training

# Training

SMITH. STANLEY ID#686

Date Hours were Applied: 8/13/2004

Time:

Date: |8/31/2004 b

5 (Number of Training Hrs)

Instructor: | {459 v| YEUNS, KEITH

Location: ]Dliva Lounge

City ]

Equip cds

County: ]
e XBTW j " Original ' Renewal (" Make-Up (" Additional
Comments -
Units: |
In-Service cds:
For Reference Purposes Only
Vehicle #: | I Proficient Codes |BTw -
T/C cds: Code I Description |
;! BASIC VEHICLE FAMILIARIZATION
Bweds:3 | |2 PRECISION TRAINING IN VEHICLE MOVE
£ 3 TRANSMISSION CONTROL/SHIFT
Biaike i ’—‘ 4 DEFENSIVE DRIVING
idh il 5 PASSENGER LOAD/UNLOAD

You can see
when the
hours were
applied.

When this
button is
grayed out,
the hours have
already been
applied to an

open
reminder.

T/ Exit

Figure 4-25. Training screen after applying hours to open reminder

Adding Training for a Group of Employees

Although you can set up training records for individual employees, it is far more efficient to set up training
records for an entire group of employees. This not only saves time, but it reduces input errors that might
occur from entering so many separate records.

This section is divided into two parts:

e Adding Training for a Group of Employees. Explains how to add group training to a group of
employees.

e Log Training for a Group Screen. Explains all the fields on the Group Training screen as well as
specific procedures such as selecting the instructor, searching training types, looking up training
codes, and applying training to open reminders.

Adding Training to a Group of Employees

1. Click the Employees tab.

2. Click the Reset button to clear the screen. The Employee Management system clears the screen.
3. Select employee search criteria.

4. Click the Find Now button to retrieve all employee records matching the search criteria.

Figure 4-26 shows Driver being selected as the Employee Type on the Employees tab.

T.0.M. Employee Management Manual 4-21



Chapter 4: Working with Employee Training

85! Search Employees E]@
File  Security Maintain  Window Help

. Monday, September 13, 2004

®T T.0.M. Employee Management

€ Employees l Remmders] & Training | 75, Absences] ) Accidems] 418 Record(s) Found

Employee ID SSN Gender
i "
Last Name'] First: I Male fenmlc
Address:] I~ Search Entire Ethnicity: ']
Click Reset to Employee Type: |D j Select your
clear the : - A DRIVING AIDE employee search
screen Genaral | User Defined | Employment | Dates | Sorting A(ND) NOMN-DRIVING AIDE OptiOHS. In thlS
' Emplovee#| LastName | First Name | Employee Type | Phaone | Addres: “:‘ﬁ? :lL?BE:‘DESRED exarnp]e7 Driver is

65 CELIMUN LINDA DRIVER e s beine selected as
Click Find 64 CELL DAVID DRIVER L. DBV &
Now to search 353 CELLINS DA DRIVER 6764442214  7803pACOA  COACH the Employee

484 CELLINS JoYCE DRIVER g DR Type.
employee NHES CENKLI NELDA DRIVER 876222104 3323 SEETH BAND ASA
records. N7 CENSTUNCIE GAVINO DRIVER

B CHUPLI STEPHANIE ~ DRIVER ) 7000 DASKAR DANA #3302 After clicking

55 CHURSEIS  MOMIQUE DRIVER 6764447666 3103 SEETHRIDSA DR # 2027 .
Click Group 56 CHUVURRIL  MARIAN CRIVER 6764361616 2103 MIAMIDR Find NOW: records

.. 53 CIRVUNTIS JOSE CRIVER 4323661 3133 MANSHASA RD matching the
Training to 57 % AOHN MRIVER R7RIARARNA 033 PASSY'S SFSA e Y
add training to sl NE search criteria are
Show on Map | HNew ‘ Edit ‘ Delete ‘ displayed.
a group of %
employees. ’—|
pioy | Find Now Reset ‘ Group Training ” Group Reminder Print Exit

Figure 4-26. Selecting Driver as the Employee Type

Click the Group Training button. The Employee Management system displays the Log Training for a
Group screen (Figure 4-27).

Select or type in the information you want to save with the training record. You are required to select
training Date and Instructor. For a detailed description of all the fields on this screen, see the Log
Training for a Group Screen section later in this chapter.

The T.0.M. Employee Management Software automatically fills the Available Employees list with the
search results in the Employees Search screen. From this list you may further refine which employees
are to receive credit for the Training class by individually adding them to the Selected Employees list

or you may simply choose to add all the employees found in the Employee Search to the Selected

Employees list.

To add the employees to the group:

e Select an employee, and click the Add button. The Employee Management system adds the

selected employee to the group. His name now appears in the Selected Employees box.

e  C(Click the Add All button. The Employee Management system adds all the listed employees to the

group. Their names now appear in the Selected Employees box.

NOTE:

The Employee Management system will automatically fill the Available Employees list with the

search results in the Employees Search screen. From this list, you may further refine which employees
are to receive credit for the Training class by individually adding them to the Selected Employees list or

you may simply choose to add all the employees found in the Employee Search to the Selected

Employees list.

8. To remove employees from the group:

422
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e Select an employee, and click the Remove button. The Employee Management system removes
the selected employee from the group. His name now appears in the Available Employees box.

e  Click the Remove All button. The Employee Management system removes all the listed
employees from the group. Their names now appear in the Available Employees box.

e  Click Reset List to start over.

After you complete the fields, the screen will look similar to:

Log Training

Instructor: | |356 | FERNIY. JOHN

Location: ]Dliua Lounge

3 ‘." '. %0 . .
Log Training for a Group
Date: ]WI Time: ]5— (Number of Training Hrs)

ﬂ Lookup Training Codes ‘
i

| Comments  BTW ]lN-SER'ﬂCE]CLA.SSROOM]IA/

You can use
these tabs to
add more
information
to the group
training.

Log Now

city: | Vehicle # | ~| I Proficient
County: | TICcds: |
Type: | [BTW -~ BTWeds: [4
Brake cds:
" QOriginal  Renewsl Eo
quip cds-
Available Employees: Selected Employees: 413 selected
Emp# ] Employee | Type Add == | Emp# ] Employee | Type ]
307 WILLIUMS, DELMETRIA DRIVER 36 ERWIN, CHERRY DRIVEF =
n ZUMUSE, MARIA DRIVER 38 LREWN, PAMELA DRIVEF
37 LREWMN. MADELINA DRIVER - HRUTENTENTE ERivEF
40 LRYUNT, VERLISA DRIVER i 42 LUINE. HUGO DRIVEF,
41 LUCHUMNUN, TAMARA DRIVER Remove All "‘ 1 VD P‘—”:EV' I "“:_"‘{':E_:v
Reset List

Use these buttons to
add employees to and
remove them from
the group.

Exit

Figure 4-27. Results of adding training to a group of employees

Log Training for a Group Screen

You can add the following training information to the system (see Figure 4-27):

e Date. Allows you to select or type in the date the training occurred.

»  You can access the calendar by clicking on the pull-down arrow. Then, you can use the
arrows displayed around the month to change the month or the arrows around the year to
change the year. When the calendar displays the correct month and year, select the day. After
you click the day, the Employee Management system closes the calendar and displays the
date. If you do not select the day, the Employee Management system uses the first day of the

month as the default value.

» You can also type a date into any of these fields, but if you only type the month and year, the
Employee Management system uses the first of the month as the default value.

e Time. Allows you to enter the number of training hours to be credited to the group of employees.

e Instructor. Allows you to select the training instructor. For information about completing this field,

see the Searching for an Instructor section.

T.0.M. Employee Management Manual
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Location. Allows you to enter the location where the training occurred. You can type up to 100
alphanumeric characters into this field, meaning you can type letters and numbers.

City. Allows you to enter the city where the training occurred. You can enter up to 20 letters into
this field.

County. Allows you to enter the county where the training occurred. You can enter up to 50 letters
into this field.

Type. Allows you to select the type of training the employee completed. For information about
completing this field, see the Searching the Training Types section. In addition to this, you can
select whether the training course was:

»  Original (Default value)
» Renewal

Look Up Training Codes. Allows you to look up training codes to enter into T/C, BTW, Brake,
and Equip. You can click the this button to look up what codes you want to type into these fields.
However, the Employee Management system does not check your entries to ensure they are valid
entries in these fields. If you type more than one code into one of these fields, you might find it
easier to read your entries if you separate them with commas.

Comments subtab. Allows you to add additional training information. You can type any number of
characters into this field.

Lookup Training Cod
E ookup Training Codes

Comments | BTW | IN-SERVICE | CLASSROOM |

This was the class thatwas rescheduled
after last month's cancellation dus to
inclemeant weather.

Figure 4-28. Comments subtab

BTW subtab. (Behind the Wheel) Allows you to enter the following:

m Lookup Training Codes ‘
Commerts BTW | IN-SERVICE | CLASSROOM |
venice#| x| I Proficient
T/C cds: l—
BTW cds: l—
Brake cds: ’—
Equip cds: ’—

Figure 4-29. BTW subtab

»  Vehicle #. Allows you to select the vehicle number of the vehicle assigned to the employee.
»  Proficient. Allows you to select whether the employee was considered to be proficient after
the training.

» T/C Cds. (Terrain/Condition Codes) Allows you to enter the code for terrain/condition
training. If you do not know the code, you can look it up by clicking the Codes button. You
can learn more about selecting training codes in the Looking Up Training Codes section.
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» BTW Cds. (Behind the Wheel Codes) Allows you to enter the code for behind the wheel
training. If you do not know the code, you can look it up by clicking the Codes button. You
can learn more about selecting training codes in the Looking Up Training Codes section.

»  Brake Cds. (Brake Codes) Allows you to enter the code for brake training. If you do not
know the code, you can look it up by clicking the Codes button. You can learn more about
selecting training codes in the Looking Up Training Codes section.

» Equip Cds. (Equipment Codes) Allows you to enter the code for equipment training. If you
do not know the code, you can look it up by clicking the Codes button. You can learn more
about selecting training codes in the Looking Up Training Codes section.

e In-Service subtab. Allows you to enter the following:

Lookup Training Cod
_F‘i ookup Training Codes

Comments | BTW  IN-SERVICE | cLaAsSRooM |

In-Service cds:

Figure 4-30. In-Service subtab

» In Service Cds. (In-Service Codes) Allows you to enter the code for in-service training. If
you do not know the code, you can look it up by clicking the Codes button. You can learn
more about selecting training codes in the Looking Up Training Codes section.

e Classroom subtab. Allows you to enter the following:

Lookup Training Cod
_F‘i ookup Training Codes

Commerts | BTW | IN-SERVICE CLASSROOM |

Units:

Figure 4-31. Classroom subtab

e  Units. Allows you to enter the number of training units the employee should receive for this training
course. You can enter up to 30 alphanumeric characters into this field.

Searching for an Instructor

The procedure below shows you how to search for an employee by clicking the Instructor button. You can
also choose an employee by clicking the pull-down arrow and selecting the employee from the drop-down
list. However, if you have many employees in your district, you might find that it is faster to click the
Instructor button and use the procedure below to select the employee rather than scrolling through the
drop-down list.

1. Click the Instructor button.

T.0.M. Employee Management Manual 4-25



Chapter 4: Working with Employee Training

Log Training

Log Training for a Group

Click this button Date: '] Time: (Number of Training Hrs)
to search for b Tt ‘—/!] |Ei Lookup Training Codes I
employees.
Location. | Comments | BTW | IN-SERVICE CLASSROOM |
You can also ] Units:
click the pull- P County: |
down arrow and
T -
Type || K
select an
employee from
" QOriginal T Renewal
the drop-down
list.
Available Employees: Selected Employees:
Emp# | Employee | Type _|a| _ Add>> | Emp# | Employee | Type |
307 WILLIUMS, DELMETRIA ~ DRIVEE
308 WEELIY, DORIS DRvEs _<<Remove |
309 YLUNIZ. ISMAEL DRIVEF
n ZUMUSE, MARIA DRIVER_ [eaddl
2.1-_0 1IN IDEHDI‘I:.I RAADIA m:im?:)EfV Remove All

F{e.set. List

Log Now Exit

Figure 4-32. Searching for instructors

The Employee Management system displays the Find an Employer screen.
2. Type in the criteria you want to use to search for the employee.

Figure 4-33 shows the results of using the Employee Type as the search criteria:

>

Find an Employee |

Results of a search

Last Mame: | Employee Type: |SBO hd using Employee

. ~ RE RELIEF T e
First Name: | aT RETIRED ype.

: : SB0  SUPERVISOR OF BUS OPERAT]

Employee # | LastName First Name | Employ 504 BASE SCHEDULER After you click

355 TRIPPI JEAN SUPEF T TERMINATED .

336 FERNIY JOHN SUPEF 1R TRANSFERED Find Now, select

459 YELINS KEITH SUPEF yug CROSSING GUARD an employee and

470 LURSEN DIANA SUPER . :

! PURUFDUSUR Clle OK’ thelr
employee number
appears in the
Instructor field.

Click here after

you enter your N

search criteria. N
Find Now CK | Cancel

Figure 4-33. Selecting an instructor

3. Click the Find Now button to search for employees matching your search criteria.
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4. Select the employee, and click the OK button. The Employee Management system closes the screen
and displays the selected employee’s identification number in the Instructor field:

Log Training

Log Training for a Group

The selected Date: - Time: (Number of Training Hrs)
employee’s Instructor i 356 ~| FERNIY. JOHN _Fj Lookup Training Codes |
identification ation” | Comments | BTW | IN-SERVICE CLASSROOM |
number
appears here. cy: | Units:

County: ]

Type: | | =

" Original " Renewal

Available Employees: Selected Employees:
Emp# | Employee | Type [~ Add>> | Emp# | Employee | Type |
307 WILLIUMS, DELMETRIA DRIVEF
308 WEELIY, DORIS DRVEF _<<Remove |
309 YLUNIZ, ISMAEL DRIVEF
n ZUMUSE. MARIA DRIVEF Akl
:.1-7 FIIRA \DDII]”I L MADIA I’\I?H-I‘.l:)fv Remaove All
Reset List

Log Now Exit

Figure 4-34. Adding the instructor to the training record

Searching the Training Types

The procedure below shows you how to search for a training type, or category, by clicking the Type
button. You can also choose a training type by clicking the pull-down arrow and selecting the type from
the drop-down list. However, if you have many training types in your database, you might find that it is
faster to click the Type button and use the procedure below to select the training type rather than scrolling
through the drop-down list.

1. Click the Type button.
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Log Training

" Log Training for a Group

Date: |3/22/2004 -
Instructor: | | 356 ¥| FERNIY, JOHN

Location: ]CIaSSroom

city: |

Click this button
to search for
training types.

You can also
click the pull-
down arrow and
select a training
type from the
drop-down list.

County: l

P Type |

" Original " Renewsl

Available Employees:

Time: ]5 (Number of Training Hrs)

n Lookup Training Codes ‘
e}

Comments | BTW | IN-SERVICE CLASSROOM |

Units:

Selected Employees:

Reset List

Log Now

Emp# | Employee | Type [~ _ Add>> | Emp# | Employee [ Type |
307 WILLIUMS, DELMETRIA DRNVEF

308 WEELIY, DORIS DRVEF  <<Remove |

309 YLUNIZ, ISMAEL DRVEF

in ZUMUSE, MARIA DF‘\\VEF:-V-, e

21;7 FilIDDIOLL LA I'\EiH\;’_l:) | Remaove All

Exit

Figure 4-35. Searching for training types

The Employee Management system displays the Search Training Codes screen.

2.

Select the training code.

Figure 4-36 shows selecting the BTW (Behind the Wheel) training code:

Click here after
you select the
training code.

Search Training Codes

Training Codes Totol 4

Category: |17 =
Category | Code | Description Active
TRAINING BTW BEHIND THE WHEEL TRAINING True
TRAINING CLASSRO.. CLASSROOM TRAINING True
TRAINING INSERVICE  IN-SERVICE TRAINING True
TRAINING OTHER OTHER TYPE OF TRAINING True

New Edit Delete

3.

Figure 4-36. Selecting an instructor

screen and displays the selected training code in the Type field:

Select the training code, and click the OK button. The Employee Management system closes the
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Log Training

Date: (g/22/2004 - Time:. ]5 (Number of Training Hrs)
Instructor: 56 ~| FERNIY. JOHN m Lookup Training Codes

Location. |Classroom Comments | BTW | IN-SERVICE | CLASSROOM |
City: |

County: l

Type W |

The selected
training code
appears here.

1 " Original ** Renewsl

Available Employees: Selected Employees:
Emp# ] Employee | Type 5_",5 Add >> | Emp# ] Employee | Type ]
307 WILLIUMS, DELMETRIA DRIVEF
308 WEELIY. DORIS DRVEF _<<Remove |
309 YLUNIZ, ISMAEL DRIVEF
3n ZUMUSE, MARIA DF‘\\VEF:-V-, o
21"_! Z1 AL IDDID"I:_I MADIA r\l?\\:’l:)l: RBWVBA”
Reset List

Log Now Exit

Figure 4-37. Adding the training type to the training record

Looking Up Training Codes

As discussed previously, you can add the general training category (such as In-Service) to the training
record. When you look up codes and then type them into these fields, the Employee Management system
does not check your entries to ensure they are valid entries. If you type more than one code into one of

these fields, you might find it easier to read your entries if you separate them with commas.

The procedure below shows you how to look up a training code by clicking the Lookup Training Codes

button. If you know the training code, you can type it into the appropriate code box on the BTW or In-
Service tabs.

To look up and add the training code:
1. Click the Lookup Training Codes button.

The Employee Management system displays the Search Training Codes screen.
2. Select the training category by clicking the pull-down arrow.

Figure 4-38 shows selecting the BTW (Behind the Wheel) training code:
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Search Training Codes
Training Codes Totol: 5
Category: ]BTW j
; BRAKE (]
| Categor BTW scription Active
After you select BTW  EQUIPMENT ‘ SIC VEHICLE FAMILIARIZATION True
a category, you BTW  IN-SERVICE |_ RECISION TRAINING IN VEHICLE MOVE ~ True
_WETW  TERRAINCONDITIONS LANSMISSION CONTROL/SHIFT True
can see all the M |sTw  TEST FENSIVE DRIVING True
training codes BTW  TRAINING [+ A\SSENGER LOAD/UNLOAD True
associated with
that category.
Click here after [ New Edit Delete
you select the c

training code.

Figure 4-38. Selecting a training category

3. Find the code that describes the training.

4. Click the OK button. .

4. Type the training code into the appropriate box on the BTW or In-Service tab.

Figure 4-39 shows the code of 4, the code for Defensive Driving, added to the BTW tab:

Log Training

Date: 3/22/2004 -

Instructor: | |356 | FERNIY. JOHN

Time: |5 (Number of Training Hrs)

ﬂ Lookup Training Codes ‘
i

Log Now

Exit

Location:  |Classroom Comments BTW | IN-SERVICE | CLASSROOM | Type the
_ training code
city: | ¥ Proficient . &
into the
County: | appropriate
Type | [BTW - box on the
BTW or In-
Brake cds: S . tab
" Original ™ Renewsl €rvice tab.
Equipcds:i
Available Employees: Selected Employees:
Emp# | Employee | Type [~ _ Add>> | Emp# | Employee [Type |
307 WILLIUMS, DELMETRIA DRIVEF
308 WEELIY, DORIS DRVEF _S<Remove |
309 YLUNIZ, ISMAEL DRIVEF
31 ZUMUSE, MARIA DF‘\I\J’EF:-V-| A h
21_"1 T IDE\ID"\: LRAADIA I'\EIH\.Ifl:)E Remaove All
Reset List

Figure 4-39. Adding the training code to the training record
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Applying Group Training Hours Against Group Employee Training Reminders

To track the number of hours required for an employee for a certain category of training, you must create a
training reminder in the T.O.M. Employee Management Software. When you add training hours to the
system for a group of employees, you can apply completed hours to the training reminder. For example,
suppose employees must complete 20 in-service hours and that they just completed five of those hours.

When you add the training record to the system, you can specify that those five hours be applied to the
reminder. The Employee Management system deducts the completed hours, so the training reminder now
shows that the employee now has 15 hours to complete.

Where can I learn more about training reminders?

Refer to Chapter 2 for more information about setting up reminders for individual
® T.0.M Tip employees as well as group reminders.

To apply group training hours against group employee reminders:

1. Complete the group training screen.

2. Click the Log Now button. The Employee Management system displays the Apply Training Hours for
a Group screen.

Log Training

A Log Training for a Group

Date: {g/22/2004 - Time: |5 (Number of Training Hrs)
Instructor: | 356 »| FERNIY. JOHN m Eoollh Taaiing s od I
Location: |Classroom Comments BTW |IN-SERVICE | CLASSROOM |
City: ] Wehicle # ~| I Proficient
Courty: | T/C cds:
Type XBTW j BTW cds: [4
Brake cds:
" Original * Renewsl
Equip cds:
Available Employees: Selected Employees: 414 selected
Emp# | Employes | Type | __Add>> | [Emp# |Emplayes [ Type [~/
307 WILLIUMS, DELMETRIA DRIVER 308 WEELIY. DORIS DRIVEF
309 YLUNIZ, ISMAEL DRIVER M 312 ZUMURRIPU, MARIA DRIVEF
mn ZUMUSE, MARIA DRIVER 313 ZILIDEN, MARTHA DRIVEF
Click here 103 SLERIU, TONI DRIVER ST 105 SENZULIS, JOSE DRIVEF
1ne SENTLILIS AN mnon/eELCt
to apply Remove All <] 4 !
the hours to N Reset List
reminder.

Figure 4-40. Applying training hours to an open group reminder

The Employee Management system displays the Select Reminder and Apply Training Hours screen
which shows all open group reminders..
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3. Select the open group reminder you want to apply the training hours to. Figure 4-41 shows that the
group reminder list is being filtered so that only BTW group reminders are displayed:

| Apply Training Hours for a Group

5| Would you like to Apply these Training Hours to an

Applicable Open Reminder for each employee?
Note: |f more than one of the selected reminder is open for an employee, hours will be
applied to the one due first. If no open reminders are found, hours will not be applied.
Category: ] Ll Type: ]B'I'W L]
Select the Calegoryﬁ I Typﬁ | Waring Pd ANNUAL ANNUAL REVIEW
reminder TRAINING BTW 30 ANNUAL_REVIEW ANNUAL REVIEW
d click BTW BEHIND THE WHEEL TRAINING
and chic g CERTIFICATION DRIVER CERTIFICATION
here to N CLASSROOM CLASSROOM TRAINING
apply the CFR RED CROSS CPR CERTIFICATION
training
hours to the
open group
reminder. S
A Apply Training Hours
Cancel

Figure 4-41. Selecting an open group reminder and apply training hours to it

4.. Click the Apply Training Hours button. The Employee Management system applies the hours to the
open group reminder and displays a dialog when this process is complete.
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Editing an Individual Employee’s Training Records

1. In the individual Employee Training screen, select the training record you want to update, and click
Edit. You can also double-click the training record (Figure 4-42).

85 Employee Maintenance - E]@]

Emp loyee SMITH. STANLEY ID#GE6

General ] Employment & License1 Reminders ] lotes ] Accidents | Absences Training ]User Defined ]

Training
Select the Date | Instructor \ Time(Hrs‘|| Location | Type Comment
.. 8/15/2004  TRIPPI JEAN 10 Staff Lounge INSERVICE Update for district ¢
trammg record W YEUNS, KEITH 1 Driver Lounge OTHER Training for medicz
you want to
edit, and click 1
Edit. S \

You can also
double-click
the record.

Edit ‘ Delete

Routes Exit

Figure 4-42. Editing training records
The Employee Management system displays the Employee Training screen.
2. Update the training record.

3. Click OK to save your changes. The Employee Management system closes the screen and updates the
employee’s training record.

Generating and Printing Training Reports

You can generate and print several types of training reports for an employee or a group of employees by
clicking the Print button. When you click the Print button, the Employee Management system displays a
dialog that allows you to select the type of training report you want to generate and to type in its title.
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85 Search Employees E]@

File Security Maintain  Window Help

— Thursday, September 02, 2004
PMT T.0.M. Employee Management

€ Employees l Reminders] & Training ] b0 Absenoes] @ Accidents] 6 Record(s) Found

Employee ID: S5N: Gender

™ Male  Female

Last Name: |Smith First: |

Address: | [~ Search Entire Ethnicity: =~
Employee Type: -

General | User Defined ] Employment ] [iates ] Sorting ]

Employee#| LastMame | First Name | Employee Type | Phone | Address |

264 SMITH ALVIN DRIVING AIDE

3338 SMITH DOMALD DRIVER 8957889087 829 ORANGE AVE

433 SMITH LATASHA DRIVER

265 SMITH REBECCA DRIVER

686 SMITH STAMLEY DRIVER 5151234567 127 FELICITY LANE

339 SMITH WVANESSA DRIVER 5609 N BIRCH AVE | .
Click the Print
button to
generate and

| print a training
report.
ShowonMap | New | Edt | Delete |

Print ( Exit ‘

NOTE: For more information about generating and printing reminder reports, see Chapter 13 of the
Users section.

Find Now Reset ‘ Group Training ‘ Group Reminder

Deleting Training Records

When you delete training from an employee’s record, the Employee Management system removes it from
the employee’s record and adds the hours attributed to the training back to the number of hours required
for completion.

To delete training from an employee’s record:

1. Access the record of the employee whose training you want to adjust. The Employee Management
system displays the Employees screen.

2. Click the Training tab. The Employee Management system displays the training records.

3. Select the training you want to delete (). The Employee Management system asks if you are sure you
want to delete the record.
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Ly Employee Maintenance -

][=1%]

£ Employee

(D

SMITH, STANLEY ID#686

General 1 Employment & License1 Reminders 1 Notes 1 Accidents | Absences Training ] User Defined ]

Training
Date I Instructor ] Time(HrS)] Location ] Type ] Comment
3/15/2004 TRIPPI. JEAN 10 Staff Lounge INSERVICE Update for district
8/31/2004  YEUNS, KEITH 5 Driver Lounge  BTW
Select the
training you
want to
delete.
Click the
Delete
button to
delete the
training
3| | (2] from the
Add ] Edit ] Delete employee
record.
Routes Exit
Figure 4-43. Deleting training from an employee record
4. Click OK to delete the absence. The Employee Management system deletes the training from the
employee’s record.
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