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Introduction to TrainingTrack 2000 
 Training Schedule Management Software 

 
TrainingTrack 2000 makes it easy to create, schedule, manage and report on training records in 
one simple and powerful application.  TrainingTrack 2000 can be up and running in seconds, 
giving you instant control over the tedious job of training management.  No other training 
management software package is as powerful or easy to use as TrainingTrack 2000. 
 
Simple data entry and bulk uploading features allow users to become immediately productive and 
stay easily up-to-date.  Data entry in TrainingTrack 2000 is completely form driven, so there are 
no new special commands or database tricks to learn.  Knowing how to point-and-click is all that’s 
necessary. 
 
Database changes are immediately accessible and updated on easy-to-understand report screens.  
If you need to export data from the database for custom report generation or import into another 
program, TrainingTrack 2000 comes with flexible and powerful record exporting features. 
 
Because TrainingTrack 2000 is Microsoft Excel based, there is no need to import data from other 
complex database applications to use all of Excel’s built-in sorting, formatting and charting 
capability.  Isn’t Excel where most of your data ends up anyway? 
 
TrainingTrack 2000 is fully ISO9001:2000 compliant, including support for the new requirements 
of training effectiveness tracking. 
 
TrainingTrack 2000 simplifies your life. 
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Control Panel 
The Control Panel is the starting point for all database management and input activities.  From 
this panel you can add, delete, edit, export and assign relationships to all records in the database.  
The controls are ordered (from top to bottom) in roughly the order that you will enter data.  The 
controls nearer to the bottom of this panel depend upon completed inputs from those near the 
top. 
 
The System Settings control is used to set the system date formats and the Date Filter Range for 
all input screens and reports.  The Date Filter Range narrows or widens the dates that are 
displayed on all of the input screens and reports.  Note that setting this date range has no effect 
on scheduling classes for dates outside the selected range. This function only effects what is 
currently displayed. 
 
The controls Employee Setup and Course Setup must be completed first and generally require 
only periodic maintenance thereafter.  Use the Employee Import tab for bulk importing of large 
employee lists. 
 
The Scheduling control is used to schedule training and evaluations as they occur.  This control 
will be the most frequently used data input screen. 
 
The Export control is used to export filtered or unfiltered raw database records for use in other 
situations.  The output of the export function is an unformatted Excel spreadsheet with the 
desired raw database records. 
 

 

Your company name 
(displayed on all report views)

 

These tabs access various report screens 
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Basic Form Input Instructions  
The following instructions generally apply to all of the input forms accessed from the Control 
Panel.  The Class Manager is being used here as an example. 

 
 
New Records 
1. In order to create a new record, press New.  A new record will be created and automatically 

assigned temporary values.  These values can be changed at any time. 
2. If the new record is not selected (highlighted) - select it. 
3. Make any necessary changes to the text input fields, date fields, check boxes or list boxes. 
4. Press Save. 
 
Edit Existing Records 
1. If the record that you want to change is not selected (highlighted) - select it. 
2. Make any necessary changes to the text input fields, date fields, check boxes or list boxes. 
3. Press Save. 
 

Note: If you have not made any changes to a record, the Save button will not be 
enabled. 

 
Delete Existing Records 
1. If the record that you want to delete is not selected (highlighted) - select it. 
2. Press Delete. 
3. You will be asked to confirm the deletion of the record.  Press OK if you want to continue or 

Cancel to abort. 
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Close the Form 
1. Press Close. 
 

Employee Setup Manager 
The Employee Setup Manager is used to create and manage basic employee data.  This screen is 
also used to indicate which employees are trainers. 
 

 
 
 
SETTING UP EMPLOYEES AND TRAINERS 
1. From the Control Panel, click on the Employee Setup button. 
2. New employees can be added by clicking the New button. 

a. A “New Employee” record will be automatically created. 
b. Edit the employee information on the right side of the input screen. 
c. Click the Trainer checkbox if the person will be a trainer or evaluator. 
d. Click Save. 

3. To edit an existing employee, simply select his/her name, edit the information and click Save.  
4. Click Close when done. 
 

Note: All input fields are optional.  However, use of a last name is recommended for 
some of the report displays. 
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Course Setup Manager 
The Course Setup Manager is used to create and manage your list of all possible training courses 
and evaluations (testing, certifications, etc.).  When you schedule classes (with the Scheduling 
Manager) they will be based on the information you input into the Course Manager form. 
 

Definitions 
Training course - The primary record that defines all default information for scheduled training. 
 
Evaluation - The setup record that defines all default information for scheduled evaluations.  An 
evaluation is optional.  Being evaluated may require some form of testing in order to show subject 
matter understanding, compliance or certification. 
 
Evaluations differ from training courses in that employees may be trained on a task without necessarily 
being evaluated (certified) to perform the task. 
 
Training and evaluations may occur only once or may require re-training or re-evaluation at some 
regularly scheduled frequency.  In the latter case, the training and evaluation will be valid for a limited 
time period (i.e. 12 months) before re-training or re-testing is required.  

 
The Course Manager form is used to manage this basic information. 
 

 

After selecting a Training Course, select
one or more related Evaluation(s), if 
applicable. 

 
Training Courses and Evaluations may be set-
up to occur only once or periodically.  If Auto-
Scheduling is activated (described later), 
periodic Training Courses and Evaluations will 
be automatically rescheduled when complete. 

It is common to have related Training Courses and 
Evaluations. It is possible that you will have several 
Training Courses which always have some form of 
testing or certification immediately afterward.  After 
selecting a Training Course, select a related 
Evaluation.  Then enter a lag time between each 
training and evaluation pair. 
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SETTING UP TRAINING COURSES AND EVALUATIONS 
1. From the Control Panel, click on the Course Setup button. 
2. The Course Manager form contains two pages.  Use the tabs at the top of the screen to switch 

between Training and Evaluations. 
3. New courses can be added by clicking the New button. 

a. A new record will be automatically created. 
b. Edit the information at the bottom of the screen. 

i. A course Number is used if you use a code to identify different training 
requirements (e.g. a procedure number or catalog number).  Optional. 

ii. The Title is the name of the training course. Required. 
iii. A hyperlink may be used to reference course descriptions, class information, etc.  

Hyperlinks entered here will be automatically attached to all new training classes.  
Must be a fully qualified hyperlink (i.e. http://…).  Optional. 

iv. Choose Once or Periodic depending upon whether the course is regularly 
required. 

c. If a related Evaluation will follow the training: 
i. Select the Evaluation(s) from the list on the right. 
ii. If it is not listed, add the Evaluation from the Evaluations Tab. 

d. Click Save. 
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Class Schedule Manager 
The Class Schedule Manager is used to schedule and manage Training Classes and Evaluations. 
 

Note: This form will not be active if no courses or evaluations are set-up in the Course 
Manager.  

 
Each scheduled training and evaluation record must be based on a Training or Evaluation Course 
(see Course Manager).  If you haven’t yet setup a training course or evaluation, return to the 
Course Manager.  Assigning a class trainer and class members is optional. 
 
After making changes to a Class Record, be sure to press the Save button to record your changes 
in the database. 
 
When the training class or evaluation is complete, select the appropriate record, enter the Actual 
complete date and press Save.  The record will then move from the Open list to the Closed list. 
 
Select the Closed button at the top of the input screen to review closed (completed) records. 
 
 
Training Tab View 

 

in
ese 

Open:  All current training records 
Closed:  All completed training records 
All:  All training records 

Form will “display” only training 
classes or evaluations that occur with
this date range.  You can change th
dates by entering new Date Filter 
values on the Control Panel. 

Select one or more class members.  
As the class list changes, just come 
back to this screen and update the 
class list. 

Press Schedule Evaluations to 
automatically schedule associated 
Evaluations. (not active for training 
courses which have no associated 
evaluations defined in the Course 
Manager). 

Turn Auto-Scheduling 
on or off. 
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Evaluations Tab View 
 

 
 
SETTING UP TRAINING CLASSES AND EVALUATIONS 
1. From the Control Panel, click on the Scheduling button. 
2. The Class Manager input screen contains two pages.  Use the tabs at the top of the screen to 

switch between Training and Evaluations. 
3. New classes can be added by clicking the New button. 

a. A new record will be automatically created. 
b. Edit the information at the bottom and right of the screen. 
c. Course hyperlinks (if any) will be automatically attached to all new class and 

evaluation records.  Either use the default course link or enter a new one.  Must be 
a fully qualified hyperlink (i.e. http://…).  Optional. 

d. Click Save. 
4. To edit an existing class, simply select the record, edit the information and click Save.  
5. Click Close when done. 
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Class Schedule Report 
The Class Schedule Report screen displays the records of all students who are currently scheduled 
for training or evaluations, and who have successfully completed Training and Evaluations. 
 
The Update button is used to refresh this view with any changes that have been made to the 
database. 
 

 

hyperlink 

Column and row totals

 The report will only “display” 
training classes or evaluations that 
occur within this date range.  You 
can change these dates with the 
Date Filter on the Control Panel. 
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Trainer Scheduling Report 
The Trainers Scheduling Report displays records of all open and closed training and evaluations 
for each trainer. 
 
The Open and Closed buttons are used to refresh this view with any changes that have been 
made to the database. 
 

 

hyperlink 

Open and closed 
trainer workloads Row totals Class data and 

number of students 

The report will only “display” training 
classes or evaluations that occur within 
this date range.  You can change these 
dates with the Date Filter on the 
Control Panel. 
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Employee Report 
The Employee Report displays detailed scheduled and current training/evaluations for each 
employee. 
 
Use the pull-down control at the top of the page to switch between employee records. 
 

 

Use pull-down list to select 
any employee or student 

hyperlink  
 

An expiration date is displayed for 
“periodic” training and evaluations.  
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Export Raw Database Records 
The Export control on the Control Panel displays a data Export form which is used to make filtered 
or unfiltered database queries.  After the form opens, simply select the data category from the 
tabs at the top of the form.  Next, select specific data query options (if desired) and press the 
Export button. 
 
Some form panels also allow data to be filtered by a date range.  Date range filtering can be used 
in conjunction with other query options.  Simply enter the lower and upper date ranges and press 
the Export button. 
 

Multiple query 
options 

Filter queries by 
date range 

Data categories 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This control outputs a completely unformatted Excel workbook of the requested raw database 
data similar to that shown below. 
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Compatibility 
 
Minimum Specifications 
Microsoft Windows 98se 
Microsoft Excel 97 
Processor: 400Mhz 
Hard drive space: 2Mb 
Screen Resolution: 800x600 
 
 
 

Technical Help 
For Technical Support or other questions contact us at trainingtrack@thecoresolution.com. 
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