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Training Plan

Purpose

Employee training is an important part of our organizational effectiveness. With changes to government
regulations, reliable tracking of training is paramount to remaining compliant with our regulatory
bodies. For Human Resources Professionals, ensuring that all of our employees have completed their
required training can be a difficult task, and producing accurate reports can sometimes seem impossible.
info:HR has a built-in solution to respond to this challenge.

Training Plans can be created in info:HR by position, enabling tracking of required courses for the
position and renewal dates associated with the training. Also, we are able add courses to an employee’s
individual training plan.

When a training course that requires a renewal has been completed and entered into info:HR, the
system will generate a new renewal date and create a follow-up record for the next completion date.

With the document attachment feature we remove the need to search files for supporting
documentation, providing the ability to further a paperless goal.

For the purposes of this document we will be going through the steps to set up a training plan for a
position, HR Generalist, and adding some additional courses to an individual’s training plan, Janice
Browning. We will also be exploring reporting capabilities and the steps to accurately enter training
records into info:HR.
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Clean Up

Before beginning the process of setting up Training Plans it is always a good practice to clean up your
course code data. This allows you the opportunity to ensure the codes in the system are valid and there
are no duplication of courses.

Course Code Master Report
1. Begin by running a Course Code Master Report.
2. Select:
Reports » Setup % Table Master

[]---ﬁ Reparts
| Attendance and Eniflements
= Employes Information
Counseling
Educations/Skils
Follow-ps
Health and Safety
Fositions/Skills/E valuation
-=| Serioiity
25 Setup
=] Custom Aeparts
] Secuity Master
. =] Table Master
| Teminatians
-=| wiork History/Compensation

] Staistics

3. To sort the List of Table Names alphabetically click on the Description title bar([Rescription 1),

s File Move Find Import/Export Applicant Tracking Windows
LX) -

> rfoHR

Employee List of Table Names:

@ Find Active Employee Table Name ESCD Description

@4 Find Temineted Enployee ABORIGINAL/VISIBLE

Basic Information DMIN

)

)

)

Waik Histay/Cormpensaion All Tables r —

Atiendance/Enttlements I——{BENEFDY CODES

Education/Skils Page Break on Table Name [~ [—|BENEFIT GROUP CODES

Follow-Ups [___|CEU TYPE CODES

Healh L ety CO-ORDINATED BY ESCC
Counselng [___|COMMENTS TYPE CODES  |ECOM
Comments CONDUCTED BY CODES ESCB

COUNSELING REASON

Leaves and Teminations COUNSELING TYPE CODES

ositon
] Reports

Attendance and Eniifements

I

Enplopes Information
Counseling
Educations/Skils
Follow-Lps
Heahadssmy o —{0LAt AT Fhew
Posiiors/Skills/Evaluation “« 3
Seriorty
Setup

Custom Reports

Secuity Master

Table Master

4. Select the Course Code table.
5. Click the View () button to view the report or the Print (&l) button to send the report directly
to the printer.

Date: 22514 HR Systems Strategies Inc. Prge: 1
Time 2:04:54 PM Tabls Master Report RETABLE
Table Table Name Incentive

ESCD  COURSE CODES

6. From the code list determine what codes require action. Some of the options for clean-up are
changing the course name, merging codes together, changing the course code or deleting the
course code. (Note: Course Codes should not be deleted prior to running a Continuing
Education Report using the Course Code in the selection criteria. If the course is still in use,
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“Inactive” the Course Code instead of deleting the record. By inactivating a record, the Course
Code will show in Red in the Course Code lookup screen.)

Making Changes to Course Code Table

Changing a Course Name
There are two methods of changing Course Names. Below is the easiest method to accomplish this
task. The other method is to use the Table Master under the Setup menu.

1. Open the Course Code Table.
Reports % Education/Skills % Continuing Education
2. Click on the Course Code Magnify Glass (&l).

CTOURSE TODES

Zode
ABCLT07

Cescrption Couse Typs
ABC df Leaming 101 o

‘ADMN

o
ADMM
HS

e |

3. Select the Course Code that will be renamed and click Edit ((=1).
4. Enter the desired new Course Name. Click OK (=1).

COURSE ZODES

Zode Cescrption Couse Typz
PO

ZFR CPR

ED EED Rispuiling FD

SMCEL | Eweel Feview ADMM

“ER GLOBAL STAFFNG

HRP FR Pracices

JE3RY Jzrmy's Course on Retrement FD

_T8 Let's Gt Slarlec ADMN

MM WNMIS HS

7=z | [scecasibility Disabiltics Act

Tonse Type G I:

| ‘ Lind
r
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Changing a Course Code or Merging Codes
1. Select:
Mass Updates %Codes
2. Click on the Table Master radio button.
3. Select Course Codes from the list of tables.

IO infoiHR - Mass Table Mas
G File Mass Changes Move Find Import/Bxport _ Applicant Tracking  Windows

OR&(AQX [+ yau-H
@ infoHR " Department Master " Course Code
& § Envloee C Dwision Master © Couse Name

FodActveEnplgee
“ o s C Ol umber Master

me Descrp 5|
ECOM COMMENTS TVPE CODES
ESCB CCONDUCTED BY CODES L
cene COUNSELING REASON CODES
cer COUNSELING TYPE CODES
ECOR COURSE CURRENCY
Esar COURSE RESULT CODES -

‘ ,

Table Name COURSE CODES

POV \ — T
Bes  Q e

@
o
@
o
“
4
4
B
4
o
4
o
4
o
4

K

4. Enter the Old Code and the New Code.
5. If the new code is “Unassigned” Click the New Code Magnify Glass (2).

CONDICTED o CoDES
COUNSELING REASTI CODES
COUNSELING TP CODES

COURSE CURRENCY
ICOURSE RESULT CODES.

7. Click the OK (C=1) button to save the code.
8. Click the Select (=) button to select the code.
9. Click the Mass Update button ().

Mass Update Code Master [ I

'IQ' Are you sure you want to updzte all Recards for this criteria?

Ves No

10. A confirmation message will come up. Click Yes (—=—).
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info:HR ==

| Records Updated Successfully |

| |

11. A update successful message will appear. Click OK (=1).

The Mass Update will change the Old Code throughout the system to the New Code for all active and
terminated employee records.

Changing Multiple Codes with the Same Course Name
1. Select:
Mass Updates %Codes
2. Click on the Course Code radio button.

I infoHR - [Mass Table Master]
G File MassChanges Move Find Import/Export Applicant Tracking  Windows

=] L] o~
o oth  Department Master  [Coursa Codel
Empl " Division Master " Course Name

4 Find Active Employes

8 Fird Teminated Enployes @ b

Basic Information € Salary Distribution Master
Work Histor/Compensafion € Position Code
Attendance/Entilements  Table Master

Skills
Folowps
Health & Safety

Mew Course Code @ l:l

Counseling
Corment

2 Mass Updates
&/ Attendance History
&/ Attendance Master
&/ Benelits Master
&/ Codes

&/ Continuing Education
&/ Dol Entitlement:

&/ Eniitlements

3. Enter the Course Name as seen in the Table Master Report.
4. Enter the Course Code or select for the Course Code Look up.
5. Click the Mass Update button ().

The Mass Update will change all records with the same Course Name to the New Course Code.

Inactivating a Course Code
1. Open the Course Code Table
Reports % Education/Skills ®Continuing Education
2. Click on the Course Code Magnify Glass (%l).

COLRSF CONFS
“ode Cescrption Couse Typ=
BRI [8RT of [ eming 11T 1]
ez secessitiit Cisabiities Ac:
FR PR
ZED EED Repotting O
SMLEL | kel Hevien ALIMN
SER ELOBAL STAFFING
inr | N Mraciices

[JERRY | Hemy's Course on Reticment

Course Type G [Hy Fiotessional Usvsicpment

InstiveCodd W

3. Select the Course Code that will be inactivated click Edit ([=1).
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4. Check the Inactive Code Box and click OK (==1). The course will be sent to the bottom of the
Course Code list and show in red.

COURZE ZODES

“ER ‘ELDEALSTAFFINE
HRP

i fwain
Jcmy

DouseType G [

When you are satisfied that course codes have been cleaned up it is time to begin building Training
Plans.

Course Code Master

The Course Code Master must be populated prior to building Training Plans.
1. Select
Setup » Course Code Master

B 8 Setup
i+ 8 Aooount Code Master
8 hendance Code Matix
o o8 Budit Master
8 Benefit Group Setup
45 Budgeted Manpower
8 Company Master
& Company Preference
8 Course Code Master
Custom Feports Master
8 Dashboard Setup
& Department Master
A Divisian Master E

2. Click the Populate (===1) button. This action will populate the Course Code Master with the

Course Code Table.
5 Course Code Master ==

Courseype @ [P0 Professonal Developmert e vea ]
& Curent Pos. Renewal Period
Coducedsy Q H
CEUThpe Q B clopment

MehadUsed q w

Close | Edit | Mew | Detete Populate | mpot Exporl
Confirm =

B} This function will check what Course Codes are missin
Y in Course Code Master, then populate these missing codes.
Are you sure you want to do this?

=]
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3. A confirmation box will come up notifying you that you will be populating the Course Code
Master. Click Yes (L—=_]).

info:HR ==

| Mo code added.

i oK i
4. An update box will appear notifying you of the changes made. Click OK (=1).

Course Code Master

After the Course Code Master has been populated with Course Codes, complete the information you
wish to track on a consistent basis. The information entered in the Course Code Master will auto-
populate Continuing Education Records when a new course is entered.

1. Select the Course Code. Click Edit (C==1).

5y Course Code Master.

Course Code @ il o
Conmtie Q[ ] ollo e Date P _|[Veard <]

zmBQ 1 [ —
) —
— Y |
~ CEUToe Q]

VebodUied Q]

LearringMorl § QBN Canon
loals [0 | [ON | Conation

[ Actve I~ Corporats Only

| I |
| ctose | _Edt || oK | concel] tew | pominie | en | Faen_|

2. Complete the information as desired.

1 Course Code Master.

Corduted By aQ HR Systers
CEU Tope L%

Hebod Uied q tnsie
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Note:

Enter the Renewal Periods.

Unique for each Position r

Follow Up Effective Date P{3__|[Monthis) ~
Current Pos. Renewal Period ] s

Unique for each Position means the renewal periods may be different from one position to the
next.

Follow Up Effective Date means the length of time a person may occupy a position before
completing the training.

Current Pos. Renewal Period means how frequently the training is to be renewed.

The above example shows the Course selection must be completed within 3 months of attaining
the position and must be renewed on an annual basis. Follow-up records will be created by the
system for both dates.

Click OK (=1).

info:HR - Course Renewal Periods — . )

i Course Renewal Period(s) have changed. Employee's Course Renewal

| % Date will be recomputed on Training Plan screen.

| Do you wish to proceed?

ﬁ| Yes No
A notification will come up letting you know the renewal dates will be recomputed. Click Yes
(C=).

Complete the above steps for all courses to be used in Training Plans.

Building Training Plans

By Position

1.

2.

Select

Position ®Master

=] § Position

@@ Find Position

sy Master

a5 Skills

Evwal Factors

=5 Required Courses

Eudgeted Positions

=5 Mational Dccupation Classificatio)

=y Position Duties

25 Position Requirements
Application Process

Select the Position you will be building the Training Plan for.
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3. Select
Position ®Required Courses

infoHR - [Required:
' File NewEmployee Edt Move Find Email Impor/Eport Applicant Tracking Windows
OR&E (4 DE-X 4 yaa-oFE

Positon  HRCLK HR Generalist

Couse Cods [Desoipton

Kl
Course Code @ [FE ] E€0 Asponig
"

Logslated

=]

@ Postion © Stas

Copy these Required Courses To.

4. Click New Record button (O).

5. Click the Course Code Magnify Glass (2).

o e
253

o
RS —r— Jao

e

o

& paiin

St e | ||_0¢_| Corec | bow | it _pi |

6. Select the course from the list. Click Select (==l). If the course has a legislative requirement
check the Legislated box.

Note: The Follow up dates have been populated from the Course Code Master.

iR Recures

) g

7. Click Save (H) to save the record.

[@worn  Peson  HRCLK HR Generalist

Folow Up Pt rer=]
Curent P, Rl Pt ] oo =

=]

pors
2 Mase Updtes

8. The course has been added to the required courses for the position selected.
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In our example we have used the HR Generalist position. Janice Browning is the employee who
holds the position of HR Generalist. To view the outcome of a Position Training Plan we will be
working with Janice’s profile. In the next section we will explore an Individual Training Plan.

By Employee
Select an employee. In our example we will be working with Janice Browning.

1. Select:

Employee ® Education/Skills % Training Plan

& Fie N e Bt Move  FinaEm /Expor
OR& 4 D@ X AV #-omE
[@re  Emloess 2028 Browning, Janice
54 Envines

ind Ter mplopes. Course Cod
¥ Frd Temineed Exe /01700 HRCLK
700 HRCLK

&
W

g A nis

54 E

.rI

] Heath Sal
Conselng
c

£
£ Inpot/Export
8o

Overdue Course Record

Posiion /StartDate:  HA Generaist / 6/01/00

CoussCode @ [FE0__ EEO Reponing
RenewsiDate  E[FO0V00 | fiiday Renewal Date

Note: You will notice the AODA Education Code we attached to the Position Training Plan. It is showing
in red because, according to our Training Plan Follow up Effective Period we set up in the Course Code

Master, the training is overdue.

2. Click the New Record button (O ).

t Find _Email Import/Export _Applicant Tracking Windows
A Y- E

Employee #2028 Browning, Janice

[Position Start Dat
6/01/00
6/01/00

9/01700 HRCLK
/01700 [HRCLK

Posion / Stan Date
CouseCods @
RenewaiDate [ |

3. Click Course Code Magnify Glass (&l).
4. Select the Course Code you would like to add to Janice’s training plan.

IS

5. Enter a Renewal Date.
6. Click Save (H) to save the record.
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AT — |

Edit Move Find Email Impor/bport Applcant Tracking Windows
ERIE R Raal ]

Employee #2028 Browning, Janice

Renewal

Course Code Date_[Position Code _|[Position Start Date.
[_[EE0 9701700 HRCLK 6701700
[—laopa 9/01/00 HRCLK 6/01/00

N PER 6/01/14

Course Take

Q [FER] 6LOBAL STAFFING

B sundy

7. The training has been added to Janice’s personal training plan. You will notice that the position
code and position start date remain blank; this is an indication that the course has been
individually added and not generated automatically from the position’s required course list.

Entering Continuing Education Records

Mass Update
1. Select

Mass Updates % Continuing Education

Emi

ewe QL] P E—
N (o) | —

e ol P

[— ) a— N —

ConductedBy @ Other Expenses § — ‘\:

P —— Q

Tusines Name Accomodslion § Q

pote QL] [ —\—

shesuedoie AL ] P r

veradued Q[ Contining Education K _ingar
‘Skils Data

easn Q weenive | S Q]

Hoss [ seiody [ || e focer [

Emplovees

Englopee Numter {8 |

Py g ]

populated with the information from the Course Code Master. You are able to change the
information if required.
3. Complete as much or as little information as required in accordance with your corporate policy.
4. Enter a Date Competed. As long as the course is in the Course Code Master with a renewal
period there is no need to enter a Renewal Date. The system will generate Follow-up records
using the Date Completed and the Current Position Renewal Period.
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Individual Records

1. Select
Employee ® Education/Skills ® Continuing Education

wing Education - rown)

R €]
cEuTie A CEU Credt
Peston Coninuing Education . | tngost
Y — S V|
Sunssson Py |

Note: In this screen you will view the Continuing Education records of the employee selected. These

are historical records of courses that have been completed.
2. To view the details of a record click on the record in the grid box.

Date Completed_[Date Scheduled _[Date Started _|Renewal Dat

Course Name
R 101

[ | o

T
¥ trcee
8 P
i

1728013

Employee 2028 Browning, Janice

/01700 HACLE
9701700 WACLR. 5701/00 -
—lren /014

Add 1o Continuing Education | Close

Note: Course codes will show in red if they are overdue and black if they are not.
4. To add a course to the continuing education screen select the course code and click the Add to

Continuing Education.

Missing Training Records - Browrn

Employee #2028 Browning. Janice

|Course Code  [Renewal Date |Position Code _|Position Start Date | Type of Position |
a/n1/nn HRETK R/N1NN Turrent
AODA 9/01/00 HRCLK 6/01/00 Current

PER 6/01414
infoHR =

Missing trainirg record added successfully.

Add to Conlinuing Education Close

5. Click OK (=).
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ceuTie
pasin

Note: The course code has been removed from the Training Plan list.
6. Click Close ([==l)

ouse Type @ [#5 et Safty
ode Q fa00 Accsssbity Disabiios Act

cosssbily Desbios Acl

7. Select the course you have added to the Continuing Education records from the grid box and
complete the information required.

Note: Itis not necessary to enter a Renewal Date, the Training Plan and the Course Code Master will
generate a Follow-Up record for the renewal.

8. Click Save (E) to save the record.

Reporting

Continuing Education Report

The purpose of this report is to summarize continuing education courses that have been taken. This
report can be run to give an overview of courses taken by course type or course code. The user can ask
for specific date ranges, renewal dates, results, training methods, etc. It can also be used to identify
employees who have not taken a particular course.

Required Courses
The purpose of this report is to list employees and the courses which are required by their Position. To
produce this report Required Courses must be set up for the Position in the Position Master.

Training Matrix Report
The purpose of this report is to provide the user with a visual breakdown of courses, employee
completion dates and Legislative or Organization requirements. This report will open in Excel. Legends
at the top of the report will indicate colour meaning and requirements.
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Training Plan Report

The purpose of this report is to provide the user with information on the Training Plans created, based
on an employee’s position and required courses for that position. Individual courses added to the
employee’s Training Plan are also printed. You will be able to view courses, dates taken, renewal dates
and whether the course is a requirement of the position.
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