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The Training Tab is used to define your training pro-
grams, and establish records of the actual training
Sigdi= events implementing these programs.

Under the Competency Tab you define your competency
certification programs and establish personnel certifica-
tion records for particular competencies.

The Personnel Tab is used to establish a list of all per-
sonnel who could either be trained or certified to any
competency. In practice, the list will include all personnel
working in the company.
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T The Training Tab is used to define your training programs and
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Use the sidebar menu
to add, edit, or delete
training programs and
training events.
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When you select
(click on) a training
program...
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...the middle table will
display the training
events for the selected
program and...

...the bottom table
will display all personnel
who completed this
training program.

@2 TRAINING TAB

Traanirg Compatency Personnel

Training Programs

——————— Tosiios Phipsa
TR-PRO-00E | Feskchit Dparstor Trarang
TRPAD-D07 | Shink Wrapping Operation
TR-OLT-0m IS0 %301 In Owe I:nrrp..'rq..'

The training program record includes
description and objectives of training and
how the training is provided. You can also
attach documents with the actual training
materials.
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Once a training program is defined,
you can create records of specific train-
ing events pertaining to the program.
Training event records include the

. venue, name of the instructor, training
dates, and the names of all personnel
who participated in, and completed the
training. You can also include attach-
ments with sign-in sheets, etc.

The bottom table displays
the list of all personnel who
completed the selected
training program.
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The Competency Tab is for defining your competency certifica-
Training . Competency | Pers tion programs, and establishing personnel certification records
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The concept of certifying personnel to specific com- Dioe Mty
petencies is in response to the 1SO 9001 requirement
that only qualified personnel be assigned to carry out

activities that may impact quality.
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The certification approach is practical, because in
many cases there is no formal evidence of qualifica-
tions, and a certification statement by a supervisor or
manager is the only practical way to establish such
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...the bottom table will
display all personnel
who are certified to the
selected competency.
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The competency certification
record identifies the certified per-
sonnel, the basis (justification) for
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NOTE: These personnel records include
information that pertains only to training and
qualifications. No other information may be
maintained in these records.
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1“ Y The Personnel Tab is used to establish a list of all personnel
who could either be trained or certified to any competency. In prac-
tice, the list will include all personnel working in the company.
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When you select (click on) an
individual personnel record...
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...the middle table will display d
the training programs completed gl
by the individual and... sink s
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...the bottom table will display
all the competencies (skills) to
which this individual is certified.




