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TRAINING ADMINISTRATION

Overview

Training Logistics begins with the preparation for the training and lasts through the closeout process.  Adequate facilities, equipment, materials, and supplies have to be obtained for the training.
The training administration function of IQCS uses various tables to hold course and course logistics information.  Before you set up training course sessions, you must first enter instructor, facility, and vendor information in these tables.  Training logistics tables include the training facilities table, the instructor table, the vendor table, and the vendor contact table.

Only those courses defined in these tables will be available for use at the course session level.  

Objectives

By the end of this module, you will be able to:

· Enter new facilities and vendors

· Enter new instructors

· Track Instructor history by employee and course

Roles

The following roles will participate in the activities described in this module:

· Training Officer

Activity Overview – Facilities Table
Facilities Table
This activity discusses how to:

· Record the address of each training facility that your organization uses.  

· Enter the contact name and telephone number for the training facility and list the available equipment.

· Track information about each training room at a facility: location, capacity, cost, and the fixed equipment that is available in the room.

· Enter directions to a training facility.

Instructions

1. Navigate to: Enterprise Learning > Define Training Resources > Training Facilities
2. Click on Add a New Value Tab.
3. Type/Enter up to 6 characters to designate your training facility.  This will become the Facility Code that you search on.  It is recommended that you put some thought into this code.  
4. Click on the yellow [image: image35.png]


button.
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5. Lookup/Select business unit.  This should be the business unit that sponsors the training facility.  
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It is recommended that you skip the Location Code field and add the facility name and address as described below.  You can use the Location table to provide the address for your facility – the Facility Name will default from the description on the location table and then cannot be edited.  You will have to select NWCG0 as the business unit to access the location code table.  

6. Enter the Facility Name and a Short Description of no more than 10 characters.
7. Skip Mail Drop ID.
8. The Country field defaults to USA.
9. Click on the blue Edit Address link to enter the address of the training facility.  
10. Click the yellow [image: image3.png]OK



 button.
11. Go to the Contacts and Equipment tab and Enter the name of the contact person for that facility.
12. Skip the Vendor ID field.
13. Select Phone Type from the drop-down box and enter the phone number for the contact at that facility.  
14. Select Equipment/Materials for that facility; on the next tab you can enter the Equipment/Materials available in each room.  
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The equipment/materials codes have been entered on the equipment table.  The information entered thus far includes course materials that are available through the Great Basin Cache and the Publications Management system.  If you charge for the use of materials then you may want to enter these here in the facility table.  This may be more useful to track vendor costs.  
15. Open the Training Rooms tab.
16. Enter a room code of no more than 6 characters and enter a room name.
17. Enter a building number and enter a floor number where applicable.  
18. If you track costs for using a training room enter the Per Unit Cost and the Cost Unit.
19. Type/Enter Maximum Number of Students for that room.  
20. Room Active [image: image5.png]


 Box is automatically checked.  In order to select this room at the course session this box must be checked.  
21. Lookup/Select Equipment Code equipment available in that room.  
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22. Go to the Directions tab and enter directions to the training facility in the free form field.
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You have now added a facility to the facility table.  

Activity Overview – Vendor table
Vendor Table

You may contract/rent facilities from known sources or vendors on a regular basis to put on training course sessions.  There may be vendors with which you contract to administer course sessions.  

In the Vendor Table component, you enter information about the vendors that you use frequently.  Then you associate external instructors with those vendors.
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This activity discusses how to:

· Enter basic vendor information.

· Enter vendor addresses.

· Enter vendor contact details.

· Enter vendor contact addresses.

Instructions

1. Navigate to: Enterprise Learning > Define Training Resources > Vendors.  Click on the Add a New Value tab.
2. Enter a Vendor ID of 6 characters or less.
3. Click on the yellow[image: image9.png]Add



 button.
4. Enter a Vendor Description of 30 characters or less then enter a short description of 10 characters or less.  
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5. Select a vendor type.
6. Skip the Accounts Payable Vendor ID field.
7. Navigate to the Address tab.
8. Enter cost per unit and select the cost unit.
9. Click on the blue Edit Address link and enter the address of the vendor.  
10. Click [image: image11.png]OK



.
11. Enter comments about the Vendor if you so desire.  
12. Click [image: image12.png]& save)
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13. Navigate to: Enterprise Learning > Define Training Resources > Vendor Contacts
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14. Enter the Contact #

15. Enter the Name of the contact and that person’s title and contact type.

16. Enter/Select Phone Type from the drop-down box and enter Phone number.
17. Click [image: image15.png]& save)
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 You have now entered vendor information into tables.  

Activity Overview – Instructor Table
Instructor Table
To help you set up course sessions and choose the most qualified instructors, use the Instructor Table component to:

· Enter information about internal and external instructors.  

· Track instructor costs and areas of expertise.  

· Compare instructor requirements for a course against an instructor’s competency profile.  

Instructions

1. Navigate to: Enterprise Learning > Define Training Resources > Instructors.

2. On the Add a New Value tab – click on the [image: image16.png]


 next to the Instructor ID field. A list of ALL EMPLOYEES will be returned.  Narrow this list by defining search criteria of Last Name.  When you click the Look Up button a list of similar names will appear in the search results.  

3. Enter the employee’s last name in the Last Name field.


4. Click the Look Up button.


5. Select instructor from the list.  The Instructor Profile page will appear.
6. Click [image: image17.png]Add



.
7. Field Internal will be grayed out. Note: This individual is an employee internal to the IQCS system.
8. Fields: Vendor ID, School Code, School Name are grayed out
Note: These fields will only be accessed when the instructor is a Non-Employee, they can then be associated with school or vendor information.  

9. Per Unit Cost. Note: This field would be used when an instructor charges for instruction.  This cost would then be added to the course costs.  

10. Enter Area of Expertise.
11. Autobiography - Add autobiographical information.
12. Navigate to Qualification tab.
13. Type/Enter course code and return.  Competencies Match Analysis box will appear to state if all competencies are met.  An instructor may be added to the instructor table without matching the competencies.  

14. Select Instructor Level from drop down menu.
Instructor Level will appear in the box.
15. Click [image: image18.png]& save)



.
To Add Courses to an instructor already in the Table

These steps are training steps, they repeat the function above.  

16. Navigate to: Enterprise Learning>Define Training Resources>Instructors and Qualifications Tab


Training Note: By using the yellow arrow button next to View All review the courses this instructor is qualified to teach.


17. Next course code should appear.
18. Click on the yellow +/- to add a row.


19. Type the course code into the lookup field.
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You have now seen how enter new instructors in the Instructor Table. 
Activity Overview – Track Instructor History
Track Instructor History

IQCS will track which course sessions instructors have taught by the instructor’s individual record and by session. 

· View the course sessions that an instructor has taught, and details concerning those course sessions.
· View course session 
Instructions

1. Navigate to: Enterprise Learning > Define Training Resources > Instructor History
2. Search for the employee by EmplID or name and select. 
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3. On the Course Information tab, view the history of courses this instructor has taught by Course Number, Course Title, Instructor Level, and Session Start Date. 
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4. Navigate to the Session Details tab and view Course Number, Course Title, Instructor Level, and Session Date, Session Number, the Facility where the training was held, and the name of the Course Coordinator. 
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5. Navigate to: Enterprise Learning > Define Training Resources > Course Instructor History..

6. On the Instructor Information tab you will view the course number, course title, instructor name, instructor level, and session start date.
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7. Navigate to:  Session Information Tab
8. View the session start date, the session number, the training facility name, and the course coordinator. 
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You have now seen how to view Instructor History. 
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