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	Description
	Testing Steps

	How to Add a Training Event




	1. Click on “Training” at the top of the page.
2. In the table at the bottom of the page click “Add Event” and enter the following using the tab key:.
a. Name: 
b. Location: 
c. Start Date: 
d. End Date: 
e. Active: check the box
f. Comments: 
3. Click “Add”

	Add a Training
	1. Click on the Training Event name you just created 
2. Once in the Training Event click “Add Training” and enter the following using the tab key:
a. Sponsor: 
b. Title: 
c. Areas: 
d. Comment: 
e. Date: 
f. Start time: 
g. End time: 
h. Total Course Hours: 
i. Room: 
j. Instructor: 
k. Course Hours for this date: 
3. Click “Save”
4. Enter the rest of the classes in this manner.

	To add classes that are the same but have a different date and/or time.  They need to be added this way so they will all have the same catalog number. 
	1. Start on the Training Event 20th Annual Spring Training Conference page (if you left the page; click on Training at the top of the page then on “20th Annual Spring Training Conference”).
2. Find the training  “Math for WW Operators” and in the far right column in the table on that row click “Add date”
3. Enter in the following: 
a. Date: 
b. Start time: 
c. End time: 
d. Hours: 
e. Room: 
f. Comment:  Second Class for this training.
4. Click “Add”

	Add participants to a Training Event.
	1. Start on the Training Event page (if you left the page; click on “Training” at the top of the page then the training you have just created.)
2. Go to the top of the page and hover over “Training”.  A drop down should appear.
3. Click on “Participants”.
4. Once on the correct training page go to the bottom of the table and click on “Add Participant”
5. In the box type in a name of an attendant.  Pause for a moment and a drop down with that name and all similar names should appear.  Select one of those participants.
6. Click “Add”.
7. Add another participant. Click on “Add Participant”
8. In the box type another name.  Pause for a moment a drop down with that name and all similar names should appear.  Select one of those participants.
9. Click “Add”.
10. Continue until all participants have been added.

	Print the ITRs
	1. On the add a Participant page, next to all of the participants names you should see a link titled “Event ITR”  click that link and print the ITR pages.

	Confirm that the Participants have completed Training.
	1. On the training event page (if you left the page; click on “Training” at the top of the page.  Then click on the correct training event)
2. Go to the top of the page and hover over “Training”.  A drop down menu should appear.
3. Click “Operator Training”.
4. Scan the following on the ITR’s to confirm the participants’ training:
a. The Operator barcode.
b. The Title barcode 
c. The Area barcode 
5. The participant data will automatically save once you have clicked the area barcode.
6. Scan the remainder of the participants’ ITRs.

	Upload the data to the database
	1. Go to the top of the page and click on “Training”.
2. Once on the Training Events main page you should see your training event.  Click on the “Upload” button.
3. A summary screen should appear telling you the number of records ready to upload for this course.
4. Click the “Upload” button.  NOTE:  Once the upload has been selected, the data cannot be recalled.  Make sure everything is correct!
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