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An Introduction to the Workbench Family of Software

The notes in this document are designed to give users an overview of this module of Workbench to help get started with the implementation of the software.  

Workbench is a collection of software modules designed to assist in the implementation and smooth operation of day-to-day management control. The overall system consists of the following modules: -

	· Audits
	· Nonconformities
	· ReportQuest *

	· Customer Care
	· Test and Calibration
	· Document Control

	· Training
	
	


* ReportQuest is different in concept to the other six modules; it is a ‘plug-in’ rather than a ‘stand-alone’ module. It integrates with any or all other modules and utilises the information stored in them.

Each module (apart from ReportQuest) has been carefully designed to be a powerful individual management aid and for many organisations, it may be entirely appropriate to run any on a ‘stand-alone’ basis. There is, however, considerable integration between the different modules and this could offer many benefits to organisations running a comprehensive quality or other compliance management system. Any company that wishes to adopt a ‘phased’ implementation can add modules to the system as and when required.

Workbench works with, and assumes a basic knowledge of, Windows 98 or above.

Each module has its own electronic reference manual and on-screen Help system but these guides should not be seen as a substitute for professional advice and training. Workbench is designed to be extremely easy to use in its daily operation but the preliminary setting up of a module can be relatively complex. 

The Training module

Current and appropriate staff training is essential to the success of a thriving company. The Training module from Workbench Professional ensures that training requirements are identified and carried out in a controlled and effective manner.

The module allows a comprehensive range of skills and qualifications to be logged; suggestions for future training may also be recorded, on a company-wide basis. Once set up, the module will then handle the scheduling and planning of user-definable courses at appropriate times.

Using the calendar common to all modules, these courses can be scheduled at optimum times and can include and notify appropriate personnel from multiple work-sites.

Two ‘Wizards’ - one dealing with Training Requirements and the other with Training Gained - allow information to be entered into the system quickly and logically so that users are encouraged to update records on an on-going basis. 

All training requirement modifications are recorded automatically so that at any given time, a current picture of individual personnel training profiles may be obtained.

In addition to this, a variety of reports offer management a current and complete picture of skills, courses and qualifications available within the company and can highlight weak areas where perhaps further training may be advisable.

Training records are automatically updated to take account of passes and fails on scheduled training courses; and, where applicable, follow-up courses can be generated for each qualification.

Docu-centric Training, allows documents to be associated with training courses.  When a course is scheduled from within the Document Control module, any associated document(s) may be locked and prevented from being issued until all relevant training has been completed.  These documents will be marked as ‘Undergoing training’. 

NB. The Docu-centric Training add-on may only be licensed provided that the Training and Document Control modules are both also licensed.

Conventions used in Workbench Professional/Quality Workbench.

Workbench follows the normal conventions defined by and used in Microsoft Windows XP/Vista standard software.  Some of the more common keystroke commands and conventions are mentioned here as a guide. 

1. Tab Key

This key is used to move from field to field.  As you Tab from field to field, you will know were you are by the flashing cursor or the entry in the field being highlighted in reverse colours. If the field is a button then a dotted halo appears around the button label.

2. Esc Key

The Escape key allows you to close from any of the screens in Workbench.  

3. Alt Key

This key, used in conjunction with the underlined letter in the menu, or where a selection is requested, will perform the action or allow further choices to be made.

4. Mandatory Fields

Mandatory fields are those fields where you must enter information before you can complete the specific task. The labels (Titles) to these fields are highlighted in blue and are underlined.

5. Search Buttons
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Search buttons allow you to filter search within a list of specific data. By typing some or all of the information you require in the box, and using either the mouse or “F” keys, you can narrow the range of information presented to the first instance of required search choice. Use the “Right Mouse Click” to reveal the choices available.
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6. Date or Calendar Fields

Clicking on this icon presents a calendar representing the current month with the current date highlighted.  
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Select your required date by using the month and year symbols at the bottom of this calendar screen and then selecting the tick symbol.

7. Module Icons
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These icons appear across the top of the screen
Simply select the icon with the mouse and the screen display will change to the selected module.

8. Right Mouse Button

Using the right mouse button will bring up a floating dialogue or action button box in many areas of Workbench.
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Speed Buttons

In each of the modules, a number of speed buttons enable common actions to be accessed quickly. One mouse click on the speed button will open the dialogue for that action.

10. Task and Notification Icons
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Alongside the Module and Menu icons, are the communication icons called Tasks and Notifications.

Workbench generates tasks and sends them to an individual user to perform.  These tasks will appear in the user’s task box and new tasks will be indicated by a “light bulb” symbol, which will change to yellow for new tasks.

11. Shortcut Keys

As with all Windows applications there are a number of key combinations which perform tasks as alternatives to using the mouse or drop down menu items.

Common among these the following can be used within Workbench:-


Ctrl+C – copies highlighted text to clipboard


Ctrl+V – pastes data from clipboard to application

NOTE for Quality Workbench Users: Some of the elements discussed in this document will not apply unless you have licensed them.  Where possible these will be highlighted as licensable areas and in red type.
Logging on to Workbench

Select the Workbench Icon from your desktop and double click to open the program.
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The “Login to Database” screen enables you to select the database you wish to work with and for you to login to that database.

Whether you are using the Workbench Login, or using the Windows NT login, you will first have to set up yourself as a registered Workbench user.  

From the Log on to Workbench Screen, select a database, for example, “Live” or “Sample”.
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Select the down arrow to select your database.
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In the Login ID, enter “admin” login name and password “admin”.
Each database has a default “super user” whose login is “admin” and whose password is “admin”, and you will need to login as “admin” to begin setting up the system.

You will use this login to set up your own initial Personnel information.  

Once your Personnel information has been logged in the system, and access permissions granted, then you should log out of the “admin” account and log in as yourself, using that account to enter the system configuration defaults and any further Personnel information.  This will ensure that an accurate audit trail is created with the named people performing the tasks.
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This Log on to Workbench Professional Dialogue Box will depend on whether your system is configured to use Windows NT Authentication login or not.  

If your system is set to use Windows NT authentication, then the screen will ask you to select a database, but will tell you that you are using Windows Login and Password to access Workbench.

Depending on the configuration, you may be asked for a password to login in at this point as well, but you will use the same password as used to log in to your network account

By Default logging on using Windows Authentication will use a system license.  A system setting is now available to default this to a Limited Access, or Workgroup license.

You may also wish to limit license use by getting users to select “Limited Access” from the original Login Screen.  

When a user selects the File menu and Login from drop down list, they can Login as themselves but then select the limited access button by adding a tick to the box.  This utilizes the Workgroup License where available.
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The use of a Workgroup license will restrict users from accessing any of the module menu items, but will still have access to the File menu, Task and Notifications buttons and the Workbench Calendar.  

In addition, if external e-mail is implemented, responding via an e-mail message also uses a Workgroup license.

It is strongly recommended that you do not use the “admin” account for daily tasks, but for EMERGENCIES ONLY.
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Navigation around Workbench
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Main Screen View
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The Module Icon Bar and the Module Menu Bar can be detached from the top area and can float on the screen.
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Task Bar
 

Workbench generates tasks and sends them to an individual user to perform.  These tasks will appear in the user’s task box.  
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Each task will have a light bulb, either yellow or grey to denote “read” or “unread”.

The status of each message will also be shown with an icon.
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Task is Outstanding




and can NOT be deleted.


Task is Overdue





and can NOT be deleted.

Task is Complete





and CAN be deleted.

Task has been Superseded



and CAN be deleted.

To help you navigate through Workbench you will need to become familiar with the drop down menus.
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File
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Workbench Help


About Workbench
Select File menu item and view the options available.

“Where Am I?” will tell you which database you are currently in.

“Who Am I?” will tell you your login ID and what access rights you have, either as part of a template or if access is granted as an individual.

Choosing “Login to Database” allows you to select a different database and allows you to login if you are registered to use that database.

“User Preferences” will appear if you have been given access to that menu item.  In User Preferences you can change your password, set your screen display preferences, nominate delegates and determine your own local workflow settings for your own tasks and notifications as well as test your e-mail account.  Access rights can be also be set individually to most of the functions within this area.

“View Issued Documents” will allow you to view those documents that you have the rights to view and that have an Issued status.
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“Workstation Settings” allows you to personalize the startup options for your particular workstation, by pre-defining which database is selected, what your login details are, which server you can connect to and which language dictionary you want to use.  Once selected here, this defines what parameters are selected as you log on to Workbench.  This area will always be available to the end user, but some of the elements, such as the language dictionaries, may be set using the configuration setup on the main server, and may therefore be read only.  

The Automatically Login option will depend on the database settings set on the server AND if this area has been licensed.

By Default logging on using Windows Authentication will use a system license.  A system setting is now available to allow users to set Workbench to default to using a Limited Access, or Workgroup license.
User Preferences

In the User Preferences menu item there are five tabbed pages available to all users individually.

Many of the settings will inherit the default settings as defined in the System Manager Module under the New User Settings found in the Workflow Configuration Centre.  These settings will apply to New Users entered into Workbench after these default settings have been created, and changes can be made by the individuals if the user permissions allow.  Access to the User Preferences menu item is controlled on an individual user or group basis under the System Manager Access settings. 

For users to be able to change their Password, access must be given to the User Preferences menu item. This will then give then the Password Tab where they can enter a new password.  Any constraints established in the system Manager module will be shown under the Password Details box.

Password Constraints are NOT available in Quality Workbench.
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Access to the next four tabs can be limited through the access settings, found in the system manager access menu, and is controlled as part of user permissions settings in Access menu in the System Manager module of Workbench.

If allowed, a user can test his own e-mail address, change the database language he uses for that database and change the way his document search lists are displayed.
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Forward external mail allows a user to nominate another user to receive ALL Tasks and Notifications that would be sent by the external e-mail system (if external e-mail is switched on).  All the tasks will be redirected to the e-mail box of the nominated user who will be able to respond to them, i.e. approve document etc, and sign for them as “on behalf of” using their own password.

Whenever an action is carried out as a result of forward messaging, its corresponding history entry is suffixed with an asterisk (*). Right-clicking on theses entries will then provide details of the user who undertook the action - for an example of this see Document Attributes | History in the Document Control module.

NB.  If mail attachments are sent via IntraVista Professional and are forwarded on to another user who subsequently carries out the action, the history entry will show that the action was carried out 'on behalf of' the original user.

If delegates are applied, then only those users who are defined as delegates will be available to select for forwarding external e-mail.

This forward external mail will stay in force as long as another users name is in the forward external mail box.  Remove the name from the box using the “Clear” button to stop external messages being sent to the nominated user.

Workload Manager

It is also possible to re-direct messages to a nominated delegate using the Workload Manager functionality.  This works in the same way that the forward e-mails works. Whenever an action is carried out as a result of forward messaging, its corresponding history entry is suffixed with an asterisk (*). Right-clicking on theses entries will then provide details of the user who undertook the action. 

Delegates
If access is allowed a user may nominate his own list of delegates, i.e. people who can act on [image: image48.png]Greate Gourse.
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his behalf. (This is a licensable area for Quality Workbench Users).
Workflow Settings
Where the system administrator has granted access, then a user may also change the workflow settings inherited from the default settings.
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Each user can select to use the Quick Launch facility, which shows the last documents (up to 10) viewed in the file menu.  

It is now possible to replace the default background screen, which shows the module name, and can now be replaced with a defined Website.  This can be anything from the company default Intranet site, the IntraVista search page, or any other web site. In the Workflow settings, under Display Options, select “Display Web page in Workbench main dialogue”, and the type the URL in the “Web Page Address” dialogue.

“Only show count of outstanding tasks on task button” allows the control of the number being displayed in the “Tasks” button bar.  With this selected, only the number of outstanding tasks, those still to be completed, will be shown next to the Tasks button.

When a user logs in to Workbench they can decide, not only which module the system opens up in, but can also select to open the “Select document to view” screen to see, select and open a document.

Web Page settings
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The Web screen view can be controlled to show just the web page as defined by the administrator or an address bar can be added to allow users to change their web page URL themselves. Access to control this is given through the Workbench Configuration Centre settings.

Training Module
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Setting up the system 

Before using any of the training module functionality a certain amount of setting up must be completed.  

Personnel
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The majority of the information for personnel will already be held in the Personnel module, and the Training module utilises this information.
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Selecting the member of personnel from the list allows for filtering by those who have attended courses or have certain skills or qualifications.
Using the attachments capability external documents such as scanned copies of qualifications and certificates can be added to the individual record.

Skills and Qualifications
Basic information regarding the skills required by an individual to perform his or her tasks efficiently will need to be entered.

Define the job/function, and then break that down into the individual skills required to perform that function.  These will be the skills to be entered here.  
The ID code, (which is mandatory) needs careful consideration.

From the settings menu select “Skill….”.
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Remember that many skills will be part of a number of different job functions and therefore need to be entered only once.  

Skills can be used as the basic building blocks of the Skills and Qualifications Matrix and a Qualification will usually consist of a number of skills attained accumulatively to represent the Qualification.  

Each course that an employee attends will “credit” his record with all the skills the course has attached to it. Some serious consideration needs to be applied as to how this will all fit together.

The acquisition of skills can be used to build up to a qualification, or skills can be accumulated on their own.
Qualifications

Many jobs will require that a qualification be gained before the employee can undertake a job without supervision.

These qualifications can be gained by acquiring a number of “on the job” skills.  

Other qualifications can be gained (GCSE’s etc) which will add to the record for that individual. 

Many official qualifications are needed for auxiliary duties, (First Aid, etc) and need to be updated or “refreshed” to ensure the person is suitably up to date with the latest techniques.

There are three “Types” of qualifications in the training module:

· One that is gained for life e.g. degree, diploma, GCSE etc.

· One that remains valid for a fixed length of time only.
· One that remains valid for a fixed period but can be refreshed at regular intervals. 

These need to be entered in the Qualifications menu.
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Note:

The description of the Qualification is a mandatory field, and the option to make the qualification a refreshable qualification should be identified at this stage.

Typically there are any number of types of qualifications, including a refreshable course (First Aid, or Fork Lift Truck etc.), and all types can be created within Workbench
Fork Lift Truck Drivers Certificate


NVQ Business Administration

Internal Auditor
Lead Auditor

First Aid at Work Certificate

Health and Hygiene Certificate

External Field Engineer
RSA 1

RSA 2
RSA 3

Courses and Course Types

Courses may be of differing types, such as Health and Safety, Maintenance, Administration etc.  Courses of a particular type can be grouped together under the Course Type headings.  These types are created in the same way that skills and qualifications are created.
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Typical Course Types could include the following: -

Administration 

Financial 
Fork Lift Truck Basic
First Aid
Health and Safety 
Follow up
Quality 
Maintenance 

Secretarial 
Basic IT Support

Courses

To obtain skills and qualifications an individual must normally attend a course.

Courses are of three types

· Ones that require attendance, but do not give any qualification

· Ones that gives a qualification on satisfactory completion of the course

· One that refreshes a previously gained qualification

Details of the courses, and any pre-requisites for prior training are set up in Settings|Courses, together with any skills that will be gained by attending and completing the course.
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From the menu item select “New” and create a course. 

Note the mandatory fields underlined in blue.

Where a course will give a qualification, enter this in the “Qualification provided” field, using the search button.
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Prerequisites

It is sometimes necessary that an individual will need to have undergone some prior training or attended a particular course before they are able to undertake the new course.

This can be entered in the prerequisites tab.

On the Prerequisite Tab define what courses, qualifications and skills the trainee must already have acquired before attending this course.

[image: image59.bmp]
Note:

Workbench does not restrict you from entering people who have not attended the relevant prerequisite courses, it is there as a prompt to remind you.

Skills

The Skills tab identifies which skills the trainee will acquire by attending this course.  Select the skills from the list available on the left hand side screen that the course will provide to attendees, and using the arrow keys in the centre of the screen move the requires skills to the right hand screen.
[image: image60.bmp]
Skills gained by completing the course can be identified when setting up the course.

Documents
The documents associated with the training courses can be entered or attached to the course, so that when the document is updated, a training course can be scheduled before the document can be re-issued.  
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The attendees for the training course can include the distribution list for the document. Additional attendees can be added at the time the course is scheduled.
A course can be scheduled when the document is fully approved and about to be issued.

Other settings needed before adding scheduling courses: -

Review Types
Review types define the way training requirements are identified for members of staff.  These can be any number of ways, Annual Review, Management Review, Staff Appraisal, Self Development etc.

[image: image62.bmp]To set up a Review Type go to Settings| Review Type, and as with other areas complete the mandatory fields.  Add explanatory notes where you feel necessary. 

[image: image63.bmp]
Course Location

Identify the areas where courses may be held.  Do you have purpose built training rooms, do you utilize external trainers, and do people train in situ at their workstations?  For example Supplier premises, local TEC, local college, Training room, workstation.
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Supplier

If you have not already entered any suppliers using the supplier area in NCR Module or Test and Calibration Module you will need to enter information into the Supplier records in the Training Module if you use external companies to deliver training.

Result Descriptions
You may also want to create course result descriptions using your own terminology.  Course results have 3 standard terms, Pass, Fail and Reserve Judgment, but you may create more. 
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Adding an attachment to a Course or Personnel Record

A large amount of information is generated externally with regards to training courses and the attendees.  This will be in the form of course notes, directions to venues and certificates of competence or attendance.  This information can be added to a Course or Personnel Record using the attachments capability.
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Activate the “attachment” button on the screen

Selecting the “New” button in the middle area of the screen activates the lower screen, where the attachment or file detail can be entered. 

Search for the relevant file, give it a title, and select the save button.  Repeat for each file to be attached to the Course or personnel Record.

Identifying Training Requirements and Courses

Once the skills and qualifications have been created and a course created, there are a number of ways to approach course scheduling.  Identifying which courses are needed can be made after a round of reviews (appraisals of staff and their requirements), or from identifying and planning in advance what training is to be undertaken, and then allocating the required staff to those courses.

Training Reviews.

Training reviews are carried out using the Identify Training Required Wizard, and are set against individual staff members.  It is a step-by-step process.

From the Training menu, select Identify Training Requirements and from the first screen select “Next”.
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Select the Member of Staff and the Review type.  Add any other notes as required, describing the review, the scope and the expected achievements. 

Select “Next”.

[image: image11.png]Training Requirement Identification Wizard

e ———
| Menber o [ponG0T 5 |51 5omes

Review Tupe

Notes

Pleas fil i the fiekds above. Note that those fislds in blue and underlned
are compulsary and must cortain vali values before you can proceed orfa the nest
stage. The other fields are optonal and may be left blark

<«<Back Next>> Close. Trairing Profie Help





The next screen shows any courses where the staff member is current booked on a course, and where attendance on other courses can be allocated.  
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If no course is highlighted at this stage, move forward using the “Next” button to identify the skill required.
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Once again, the member of staff may already have the requirement to achieve certain skills, identified from a previous review.  
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Add or modify this list by adding new skills requirements. 
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Select the search button next to Skill and select from the list, enter the date by which the skill is to be obtained, usually the date a course has been set, and then select “Next”.

This will take you to the Current Qualification Requirements Screen.

Any Qualifications already identified for this person will show, and this list can be added to or amended at this point as with skills above.
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Once Skills and Qualifications have been added, then using the “Back” button, navigate to the “Courses” screen and there add the courses that will provide the Skills and Qualifications identified (if any), unless already defined.

After completing all the required screens select “Next” until the “Training requirements ready to be saved” screen shows.  
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If all is correct then select “Finish”.
Planning and scheduling courses

The next stage is to bring the training requirements information gathered as the result of the review together with the courses so that a course can be scheduled to deliver the training to fulfill the requirements.
Schedule a course from the courses available by selecting “Schedule Course”, or at the point of issuing a document.
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This will give a list of the current courses scheduled.  
From this screen select the “New” button.

This will give a new screen to complete.

[image: image14.png]Greate Scheduled Gourse,

Detas | Doguments | Atendecs | Ansbois|

CouselD
Couse

Trainer
Location
Couse fiom

Course Notes:

- Scheduled Couse Detal

e

a3

HACCP Emplogess

0o

[HACCP Enployess

fbowil0T

Head Difice

@ Inemal O Everal

Bil Boves

[17/03/2003 |

to [17/0372009 )

Seach Code [pocerene]

Status | Scheduled





Select the course from the Course search button, the name of the course will be that of the scheduled template course, but you are able to amend the name where necessary.
Define the name of the trainer or organization if the course is external, the location where the course will be held, and define the dates on which the course will be held.

Selecting the Documents tab will show which documents are already associated with this course.
From the Attendees tab select the individuals you wish to attend this course. 
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By selecting the “Define” button this will allow you to define who will need to attend the course by virtue of having been identified through the training requirements wizard, being on a document distribution list or having a refreshable qualification.
If, during previous reviews people have been identified as needing the sort of training provided by this course then those people identified as having a training requirement, either for the skills or qualifications the course provides will be highlighted under the relevant heading.
Either, select the individuals one at a time, or use the “Select all identified personnel and groups” to ensure that all relevant people are included on the course.  Once you have completed your selection and closed the screen you will be shown the total selection.
By selecting the “Select all identified personnel and groups” the system will also select the people who are on the distribution list of the documents associated with the training course.
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The course can be scheduled on its own or as the result of a document being marked for Issue.

Docu-centric training courses.

Training courses can now be associated with particular documents to identify those people who need to be trained in the use of the document.  This is of particular relevance to those organizations who need to show that all relevant users (identified by being members of a document distribution list), have attended a training course where the details in the updated document have been explained and those users are trained in its use.

Upon a document becoming available for issue (fully approved) it will be possible to associate this version of the document with a training course.
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The top part of the dialog will show the list of Associated Courses already identified as suitable for training against the document.
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If the document already has scheduled courses associated with it, they will be listed in the bottom part of the dialog under ‘List of Document’s Scheduled Courses’.  If the document is already included in a scheduled course, a ‘Yes’ will appear in the Locked column and the Issue button’s caption will change to Submit for Training. 
You may include the document in more than one scheduled course as long as the course status is ‘Scheduled’ (not 'Complete' or 'In Progress').  To include it on more than one course, highlight the course on which the document is to be locked and click the Include document in this scheduled course check box.  The Locked column now shows ‘Yes’ for this scheduled course.
In the same way, the document can be ‘unlocked’ from a scheduled course by de-selecting the Include document in scheduled course check box.  
To create a new scheduled course for this document, click the Schedule button. 
The Create Scheduled Course dialog will be invoked, allowing you to enter the necessary details for a new scheduled course using the associated base course.  Creating a scheduled course from this dialog will cause the document to be marked automatically as ‘Locked for training’.  
NB. The document must be locked on at least one scheduled course before the document may be ‘submitted for training’.

The additional check box Filter courses showing where document has been locked for training allows the scheduled course grid to be filtered, showing only courses on which this document has been locked.  If the check box is not checked, all scheduled courses associated with the document will be displayed.

If you do not have Read access to the Schedule Course dialog in the Training module, but you do have Create rights, you will be able to schedule a course and submit it for training but you will not be able to see details of the scheduled course(s) once this is done.
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If the document has associated courses, and you attempt to issue it without either scheduling a course or including the document on an existing scheduled course, a warning message will be displayed.  
If a course has been scheduled or the document has been included in an existing scheduled course, the Issue button caption will change from Issue to Submit for Training. Either option will result in the document being marked as ‘Undergoing training’. This will lock the document and prevent it from being issued and distributed until the scheduled course(s) has been completed. 
The General page of the Document Attributes dialog will display “This document is undergoing training” in red type beneath the document status.  

Once the course has been completed, the document is then issued and distributed to the relevant personnel along with all the appropriate tasks and/or notifications. 
NB. The document will only be automatically issued on completion of the training if the document has been fully approved and is awaiting issue at the time of course completion.  If this is not the case, the 'Undergoing training' flag is removed without actually issuing the document.

If the document is locked on more than one course, all courses must be complete before the document can be unlocked and submitted for issue.

Task to attend courses

The attendees will be notified of the course and date as “Booked on Course ‘XXXXXXXX’ ” and the date of the course will be shown in the task box.
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Opening the task (double click on the highlighted task) will give the trainee a view of the course, when and where it is to be held, and who the other attendees will be. 

Anyone needing to view the course through task bar or e-mail will need at least read only access to the training module, and the Course|Scheduled Course menu item.
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In addition they will have access to view any attachments such as course details and venue directions.
Adding Attachments to Course

Using the Attachments button, other documents such as course notes, presentation documents, even maps and directions to the venue can be attached to this individual course.

Completing a course

Once a course has taken place then the course can be marked as completed by selecting the 

“Complete course” menu item, from the “course” menu.
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Individual results can be entered by selecting names from the list of attendees and entering more specific details.

Once all the information is complete then the course can be marked as complete.  
If a document was associated with the training course, and this was the only training course associated with this document then the document will be automatically issued.

Viewing a course and results
The course can then be viewed or reviewed as required, attendees results reviewed and checked, and documents versions associated with the course identified.
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Searching for and selecting personnel by Skill or Qualification


Finding those people who have attained certain skills, obtained recognized qualifications or have attended specific courses can then be done from the Personnel menu or the View Qualifications menu.



Training Profile

The individual persons profile will also be updated and can be viewed by selecting the individuals training profile from the “Training” menu.


Reporting

Reports can be obtained using the standard report tools.

Reports such as 







Details of Training Course and Attendees


 Training Requirements 


A Training Profile

Other standard reports cover such areas as Training Gained and the Personnel Details of trainees, sorted by the course, skills and qualifications for that individual.
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For example: - This menu appears whenever you right mouse click on the Workbench desktop, which allows you to switch of or on any of the menu bars at the top of the screen





For Quality Workbench this will display Quality Workbench in this bar.





Menu Headers and Icon Bar





Tasks and Notification Bars





Status Bar









