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Purpose

The Employee Training module will enable your organization to keep track of training that has been performed
while automatically updating employee files with the skill classifications obtained by participation in those courses.
This module allows you to assign the frequency that training must be performed.

Overview

This procedure outlines the steps for creating courses, scheduling training classes, and signing off training classes.
Required Modules

e Employee Training
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Procedure

1. Opening the Employee Training Module:

a.

From the main menu screen, left-click the Operations button.

1
| Operations )
——

The Operations Menu window will open. Left-click the Training button

The Employee Training Management Menu window will appear.

* Employee Training Management Menu

=l

@ Employee Course Attendance
@ Assign Emplayes To Multiple Courses

@ Clase Multiple Course per Employes

@ Clase Multiple Course per Course Scheduling

NOTE: The Employee Training module may also be accessed from the toolbar. Left-click the Operations
item from the toolbar and go to Employee Training Management. The list of functions will appear.

Operations | My Pentagon CRM  Administration  Internet  Window  Help

Component Work Orders
Exchange Manager
Repair Manager

I Process Manager

Flight Operations

3

TAGON 2000SQL™

1 i

_| Employee Training Management

Course Availability List

Heavy Maintenance Work Orders -XL
Engineering & Record Keeping
Parts / Material Requisition

t Lot Manager

Employee Course Attendance
Assign Employee To Multiple Courses
Close Multiple Course per Course Scheduling

Close Multiple Course per Employee
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2. Creating a Course

A course is defined as a set of instruction that is provided in order to learn a skill or obtain information
regarding a specific topic and generally includes an assessment to demonstrate proficiency in that skill or
knowledge of the topic.

a. Open the New Course window

i From the Employee Training Management Menu, double-click the "Course Availability List"
option.

=

El

@ Azzign Employes To Multiple Courses

@ Cloze Multiple Course per Courze Scheduling
@ Cloze Multiple Course per Employes

NOTE: This option may also be accessed from the toolbar. Left-click the Operations item from the
toolbar, go to Employee Training Management, and left-click Course Availability List.

Operations | My Pentagon CRM  Administration Internet  Window Help

Component Work Orders 3
Exchange Manager r‘oo" ZOOOLS'QLTM
Repair Manager
I Process Manager
A Flight Operations 3
_| Employee Training Management H Course Availability List “]
l

Heavy Maintenance Work Orders -XL 3 Employee Course Attendance
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The Course Availability List search window will appear. Left-click the Add button.

not reflect the values required by every organization.

NOTE: The values shown in the table appearing in this procedure are not standard values and may

r ~
# Course Availability List (=@ = |
Search On “ Courses Scheduling Attendance ||
Start With 5 =]
Max Search Result Lines :|5U 3‘
Course D Description Training Facility Skills !
000002 PTE-3 Engines PT 005 [t
000003 Pilatus Airframe
000005 Lycoming Engines Rebuild AIKD om C
00oa0s Allizon Engines Rebuild
000007 CFtd ENGINE CERTIFICATE 0m [t
0ooonos GE Engines Rebuild
000003 GE Engines Inzpection GE o005 C
o0oa1o MTU Engine Inspection
000011 MTL Engine Rebuild
ooomz Continental Engines Rebuild AVEDS 004 C
000013 FUMP MODIFICATIONSHYDRO AVEOS oo L
000014 ROLLS ROYCE EMGINES 30s7 [uin)} [t
000015 CFt ENGINE REBLILD SMECHA 005 [t
000016 AIRCRAFT CERTIFICATE TRAINING 7158 o
«| =
(= | R Lok | X

The [New] Course Info window will appear.

@ [New] Course Info

B e e » 4 X v
: Add Edit Del Prev MNext Certificate Setting Optn Cncl  OK
Course No. :[00001a Slans
Open
Desoription : |
General | Eam Skills | Evalustion Method |
Tisiing Cotegory | = - Campany/Divisian/Department |
[ Course Recunence Topic Company 1)E=
" One Time Orly @ Aircraft - Maintenance Div -
 One Time Orly (Required) " Aircraft - Operate Dept
&R " Category cpis
* Recuning
" ATA Chapter
~Reduirement Py —— Alert Befors Expiration 0 Daps
Ever: | 12 [Marths =l | | ¢ Geneic Users o be alerted |
Fan: T~ Ay [ Goverment - [ | g e I [rHowe
Company: ™ Mawy [~
Instructar | _”
TrainingIn: | @ InHouse " Vendor |
License [ =l
Certificate Mo :
Pretequisite Tupe ;| (% Course  Skill ¥ Mandatory
Fie Flequired Course: | =
Duration of Course UEC Days DE: Hours H § Message $ Memo | |
Mon: % = T =+ Duration - og; 00
Tus: ¥ < To 4] Duration - o000
Wed: ¥ = Te = Duration |DD oo
Thu: = 1o = Duration - 000
Fii: [% H T == Duration : 0000
sat: [ = To ~+ Duration -0 00
sun: ] = T = Duration - og; 00
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b. Header

# [New] CourseInfo EI’E‘@
X v

Cnedy OK  Close

Course No. :|\ Status o
pen
Description :|

i Course No - Identify the alphanumeric designation for the course. [20-character limit]

NOTE: The system will automatically assign a course number based upon the counter within the
system. As of Build 8.5.54.82, this counter is a six-digit number beginning with "000001" and
cannot be reset or adjusted. However, the course number may be changed to any alphanumeric
string of characters (including symbols).

ii. Description - Identify the simple description of the course. [50-character limit]

iii.  Status - displays the status of the course.
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(o General Tab

Eam Skills] Evvaluation Method ]
it CelemE s ’—_| Company/Divizion/Department
Course Recurence Topic Compary : 1
" One Time Only {* Aircraft - Maintenance Div -
. . (" Aircraft - Dperate
" One Time Only (Required] Diept -
&R . " Category <
* Recuring
- " ATA Chapter i
Requirement _ ' Paitnumber Alert Before Expiration : 0 Days
Every : | 12' ‘Months j " Generic Users to be alerted
Faa: T Amy: [ Govemmert . T~ Training Facility : ’7 In House
Company : [ Marep: [
Instructor :
Training In: | @ InHouss " Vendor
License :
Certificate Mo : |
Frerequisite Type ;| ¢ Couwrse & Skill ¥ Mandatory
Pre Required Courze:
Druration of Course | Djl Daysl Uil Hours ¢ Meszage G Memo
Mon : ¥ | jl To: | jl Diuration :|00:00
Tue: V¥ | jl To: | jl Duration : {00:00
wed: ¥ | jl To: | jl Druration :|00:00
Thu: ™ | jl To: | jl Diuration :|00:00
Fi: v | = 10| =2 Duration:jon.00
sa: | = 1o =] Duration :jon.00
Sun: L] | jl To: | jl Diuration :|00:00

i Training Category - Identify the training category for the course. This field is mandatory.

NOTE: To complete the Training Category field, the appropriate category must be listed in the
Training List. To access this table, left-click Administration from the tool bar, go to Pentagon
Users & Groups, and left-click Employee Training Category.

1. Left-click the ellipses =/ in the Training Category field.
2.  The Training List search window will appear.

3. Select the appropriate category (left-click the line within the search screen and left-click
OK; or double-click the line within the search screen).

ii. Course Recurrence Group Box - select the appropriate selection by left-clicking the radio button
to the left of the appropriate label:

1. One Time Only - the course must only be performed once.

2. One Time Only (Required) - the course must only be performed once; however, no
employee may log time in the Electronic Time Sheet module unless all courses marked One
Time Only (Required) have been accomplished.
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3. Recurring - the course must be performed on a recurring basis.

NOTE: If the Recurring option is selected, the interval fields within the Requirement group
box will become active.

Requirement

Ewerp | 1 il | Manths j]
Fad [~ Ay Goverment: [
Compary : [ Mawyp: [

In addition, another group box will appear that allows an alert to be sent to specified users
when using the Scheduling Server module.

Alert Befare Expiration 0 Days
Uzers to be aleted

Instructions on the use of the Scheduling Server module may be found in the procedure
"Scheduling Server Module" within the General System section of this manual.

iii.  Requirement Group Box

1. If the course is identified as Recurring, identify the interval that the training must be
performed.

NOTE: If the course is identified as One Time Only, the interval fields will be inactive.

a. Left-click the field containing the drop down arrow ~l. Left-click the unit of time in
which the interval is measured.

b. Left-click the cursor into the field to the right of the Every label. Enter the numeric
value associated with the recurring interval. The spinner arrows =i may also be used
to adjust the number in whole number increments.

2. Identify if the course is required by one of the listed organizations. Left-click the check box
to the right of the FAA, Army, Government, Company, and/or Navy to mark the check box
as "checked".

NOTE: These check boxes are for reference and custom reporting purposes only.

iv.  Topic Group Box

NOTE: The topic of a course may be configured to further restrict the employees who receive the
training to working on specific items or aircraft models.

In order to ensure that each employee working on a component work order or maintenance work
order has the appropriate skill training applicable to specific aircraft models, ATA chapter, and/or

part number,

AEROSPACE ® DEFENSE ® ELECTRONICS ® POWERSYSTEMS e METALS Employee Training Module
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Left-click Administration from the toolbar, go to System Setup, left-click System General
Defaults. The Company Setup window will appear, left-click the General Settings tab. Find the
setting identified by [ID:0363] and labeled "Enable training skill and certificate checking in Work
Order and Maintenance".

P[] |

-
#® Company Setup

Koev T
Cancel QK  Option

Accounting Settings ] PFrinting Settings ] Stock W/H Settings ] M andatory Fields ] S0/P0 Line changes settings
Conzalidatar Settings 1 MR ] Aircraft Ext ] Flight Log Ext ] Hide Line Types ] Publications Est. Infa
General I WHDoe ] Defaults ] Setup ] arner (o ‘Yendor Daocs ] Taxes 1 Charges 1 Corrvert ] P/ Ext

Cuunlers] Mudules] Limils] Sypstem Alerts General Settings ] Document Settings ] W MNT Settings ] temo Convert

Settings Advanced Search

10:0267] Allow shipping parts with expired shelf life to customers by user appraval and password walidation -
1D:0263] Allows printing voided invoices

10:0276] Do nat feed Carriage Feturn when saving memos and messages

10:0277] Auto gource RFCs with line condition from onginal zales document

10:0280] Enable M aximum Password Policy

10:0283] Post '\ /0 Removed Parts with Cost to J/E

10:0287] Do not allow doc’s lines with different comp/div/dept than doc header

10:0290] Print Attn. Mame First on Documents Address Printout

10:0295] Do nat past Work order or Maintenance in quate status to GAL

10:0297] Allows linking material requisition from one company to a work. order from another company

W
L4

10:0238] Do nat allaw closing sales pick ticket with line type 01 unless Stack Update is performed

| [ID:0300] Alert while creating Pick Ticket if there iz a M aterial Requisitions or Purchase Order for S ales Order lines
L] 10:0306] Upon change '/ /0 from repair to exchange replace Cost Codes by In house Cost Codes GL accounts
| [ID:031E] Advance Mema Editin Call Tracking

1D:0322] ETS by Task

10::0323] Do not allow to close fights before approving Defered Cards and Flight Defects

10::032E] Force part number attachment to aperation in Work Order

| [ID:0327] lgnore PN eligibility when Instaling Parts on A/C and Standard Configuration

10:0328] Allows ta select un reserved pick ticket lines to packages

i 10:0329] Add work in process buiden caleulation in \Woaork order or Maintenance

Enable parts update on \wark Order in browse mode

Enable parts update on Maintenance in browse mode

Allows the uzer to add Wiork order status with dates greater than today

E nable training o]
TI36ATUSE Bar Coding 125 Far Bar Lades prrted 17 PRk Fors

[ID:0365] Do not change automatically ' arehouse Transter status to Posted to GL when cost is zero
| [ID:036E] Allovs multiple prerequisites

Left-click the check box to the left of [ID:0363] to mark it as "checked". Left-click the OK button at
the top of the Company Setup window.

A Confirm window will appear. Left-click Yes.

Confirm - &J

P | Save changes and Exit?
\_‘/ [Changes will take effect anly after Fe-Login)
Pentagon ServerMET . exe need to Reload or ServerServiseMET need to Restart.

The user who modified the settings must log out of the system. Left-click File from the toolbar
and left-click Close All Windows & Exit.

i File | Sales Purchasing Inventor

Company LogIn...

Print Active Form

Close All Windows & Bxit |
Exit

If another user was logged into the system during the activation, that user must also log out
before the settings will take effect.
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1. Aircraft - Maintenance - If the training provides and/or confirms skills applicable to
performing maintenance on specific aircraft models, left-click the radio button to the left of
the Aircraft - Maintenance label.

NOTE: Once the course record is saved, a tab labeled Aircraft Maintenance will appear.
The aircraft model(s) for which the training is applicable will need to be added. Instructions
for completing this tab may be found later in this procedure.

2. Aircraft - Operate - If the training provides and/or confirms skills applicable to operating
specific aircraft models, left-click the radio button to the left of the Aircraft - Operate label.

NOTE: Once the course record is saved, a tab labeled Aircraft Operate will appear. The
aircraft model(s) for which the training is applicable will need to be added. Instructions for
completing this tab may be found later in this procedure.

3. Category - If the training provides and/or confirms skills applicable to performing
maintenance on a specific category of part master records, left-click the radio button to the
left of the Category label.

NOTE: Once the course record is saved, a tab labeled Category will appear. The part
number categories for which the training is applicable will need to be added. Instructions
for completing this tab may be found later in this procedure.

4. ATA Chapter - If the training provides and/or confirms skills applicable to performing
component maintenance on all part master records that are assigned to a specific ATA
chapter and all aircraft maintenance that would be classified within that ATA chapter, left-
click the radio button to the left of the ATA Chapter label.

NOTE: Once the course record is saved, a tab labeled ATA Chapter will appear. The ATA
chapter(s) for which the training is applicable will need to be added. Instructions for

completing this tab may be found later in this procedure.

5. Partnumber - If the training provides and/or confirms skills applicable only to specific part
master records, left-click the radio button to the left of the Partnumber label.

NOTE: Once the course record is saved, a tab labeled Partnumber will appear. The part
number(s) for which the training is applicable will need to be added. Instructions for
completing this tab may be found later in this procedure.

6. Generic - If the training provides and/or confirms skills that are not directly related to
aircraft models or part numbers (i.e. Health and Safety, Human Resources), left-click the
radio button to the left of the Generic label.

NOTE: Once the course record is saved, a field labeled Topic will appear. The topic for which
the training is applicable will need to be identified. Instructions for completing this field
may be found later in this procedure.
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V. Company/Division/Department Group Box - Identify the lowest level that includes all employees
for which the course is applicable.

1. Company - Identify for which company the training is applicable.
a. Left-click the Company field.
b. The Company List search window will appear.

C. Select the appropriate company (left-click the line within the search screen and left-
click OK; or double-click the line within the search screen).

2. Div - If the training is applicable only to a single division, identify for which division the
training is applicable.

a. Left-click the Div field.
b. The Division List For Company [X] search window will appear.

C. Select the appropriate division (left-click the line within the search screen and left-
click OK; or double-click the line within the search screen).

NOTE: If the training is applicable to more than one division, leave the Div field blank.

3. Dept - If the training is applicable only to a single department, identify for which
department the training is applicable.

a. Left-click the Dept field.
b. The Department List For Company [X] - Division [Y] search window will appear.

C. Select the appropriate department (left-click the line within the search screen and
left-click OK; or double-click the line within the search screen).

NOTE: If the training is applicable to more than one department, leave the Dept field blank.

vi.  Alert Setup

NOTE: Alerts will not work unless the Scheduling Server module is being used and a specific task is
setup. Instructions on the use of the Scheduling Server module may be found in the procedure

"Scheduling Server Module" within the General System section of this manual.

1. If the Recurring option is selected in the Course Recurrence group box, identify when an
alert should be sent out. The system will send an internal email to selected individuals the
identified number of days before each attendee's skill (which was earned by attending the
course) is to expire.

a. Left-click the cursor into the Alert Before Expiration field.

b. Type the number of days prior to the skill expiration that selected individuals should
be notified.

AEROSPACE ® DEFENSE ® ELECTRONICS ® POWER SYSTEMS e METALS Employee Training Module
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2. Identify the users to be alerted.
a. Left-click the Users to be alerted button.

b. The Users to be alerted for X Course window will appear.

P T
@ Users to be alerted for 000020 Course |._§3 .

= = 0

Add  Delete Close

Code First hame Laszt narme

<Mo data to display:

c. Left-click the Add button.

d. The Users List search window will appear.

e. Select the appropriate user(s) (left-click the line(s) within the search screen and left-
click OK).

f. Left-click the Close button from the Users to be alerted for X Course toolbar to close
the window.

vii.  Training In Group Box - Identify whether the course is regularly performed in house or by a
vendor.

NOTE: This field is a default setting and may be changed for individual classes if necessary.
Selection should reflect the most likely option.

1. If the course is administered by an employee within your organization, left-click the radio
button to the left of the In House label.

NOTE: If the In House option is selected, the Training Facility field will become inactive and
“In House" will be displayed.

Training Facility : | |In House
2. If the course is administered by a vendor, left-click the radio button to the left of the
Vendor label.

NOTE: If the Vendor option is selected, the Training Facility field will become active and an
ellipsis =l will appear in the field.

Training Facility : I _I |

AEROSPACE ® DEFENSE ® ELECTRONICS ® POWERSYSTEMS ® METALS Employee Training Module
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viii.  Training Facility - If the course is normally administered by a vendor, identify the vendor that will
normally administer the course.

NOTE: This field is a default setting and may be changed for individual classes if necessary.
Selection should reflect the most likely option.

NOTE: To complete the Training Facility field for the course, the vendor must be loaded in the
system as a vendor. Steps for loading a vendor may be found in the procedure "Creating a
Vendor" within the Purchasing section of this manual.

1. Left-click the Training Facility field.
2.  The Vendors List search window will appear.

3.  Select the appropriate vendor (left-click the line within the search screen and left-click OK;
or double-click the line within the search screen).

ix.  Instructor - Identify the individual who will most likely be administering the course.

NOTE: This field is a default setting and may be changed for individual classes if necessary.

Selection should reflect the most likely option.

1. If the In House option was selected in the Training In group box:

NOTE: To complete the Instructor field for a course administered by an employee, the
individual administering the course must be listed in the Users List. To access this table,
left-click Administration from the tool bar, go to Pentagon Users and Groups, and left-click
User List.

Steps for creating a user may be found in the procedure "Creating a User" within the System

Administration section of this manual.

a. Left-click the Instructor field.
b. The Users List search window will appear.

C. Select the appropriate user (left-click the line within the search screen and left-click
OK; or double-click the line within the search screen).

2. If the Vendor option was selected in the Training In group box:
a. Left-click the Instructor field.

b. The Contacts search window will appear.

AEROSPACE ® DEFENSE ® ELECTRONICS ® POWER SYSTEMS e METALS Employee Training Module
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C. Select the appropriate contact (left-click the line within the search screen and left-
click OK; or double-click the line within the search screen).

NOTE: If the individual administering the course is not loaded as a contact for the
vendor, that individual's information can be input on the fly.

When the Contacts search window appears, left-click the Add button.

Start With ;| =] Customer Type : |All
Customer Rating :
Customer Priority :

Customer Region :

[irag a column header here to group by that colurn

Salutz) Last Mame Firzt Name Title County
» DKD b1 BURRIS JInd MANAGER UMITED STATES

Telephone

013 Mr.  |Michales Gearge WP UMITED STATES
012 Wi |JONES DS UNITED STATES
011 Wi |BUKRA, JR CHRIS AGENT UNITED STATES

M1z
hr.

DALY
MNOORDA

JOANNA
Ry

CREDIT DEPT
MANAGER

LMNITED STATES
UMITED STATES
00g Wi [JOHNSON LEW LANDING GEAR UNITED STATES
007 Wi [JONES TOM WHEELS & BRAKES UMITED STATES
00& M. |KELLSTROM DavID WP, SALES LMNITED STATES
005 M. |[TOM Dk, WP, MARKETING UMITED STATES
004 Ms.  |BAKER GiINA CP& UNITED STATES
003 Wi |Stevens Nora MANAGER/ENGINES  |UNITED STATES

rm« i T Foee Pl Pt LnTEn eT AT

Juln):]

4353838

4

3
@' &I X Cancel

The [Add] Contacts List window will appear.

{ @ [Add] Contacts List - - )
e Edn? Dzlziz  Hr=y Iﬂext Cancel 05}- Clgs= "/ ;-

General | eCommerce I

| I Code I I Femote Password : I [~ Hold/Inactive |
F]
Salutation : vl @ Tel :I Eut -
3 I First Mame: : I @ el
31| Middie Name : :
i IL etName Faw:
k| ast Name : ’ o I
Title :
Diepartment : _” Shiprment Motifications Via : IVG Mone ¢ E-Mail” Fax " Both -|
Birth Date : I -
E Callz Categories |
1
] “.s? § Memo |

Complete the recommended fields (only Code and First Name are mandatory) and
left-click the OK button from the [Add] Contacts List toolbar.

X. To activate the appropriate topic tab or the Topic field, left-click the OK button from the [New]
Course Info toolbar, then left-click the Edit button from the Course Info toolbar.
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xi.  Topic - if the Generic option was selected in the Topic group box, the Topic field will be active
and an ellipsis = will appear in the field.

NOTE: To complete the Topic field, the appropriate topic must be listed in the Course Topics List.
To access this table, left-click Administration from the tool bar, go to General Tables List By Code,

and left-click Course Topics.

1. Left-click the Topic field.
2.  The Course Topics List search window will appear.

3. Select the appropriate topic (left-click the line within the search screen and left-click OK; or
double-click the line within the search screen).

xii.  License - Identify the license that is earned by the completion of the course. (optional)

NOTE: This field is a default setting and may be changed for individual classes if necessary.
Selection should reflect the most likely option.

NOTE: To complete the License field, the appropriate license must be listed in the License Code
List. To access this table, left-click Administration from the tool bar, go to Pentagon Users &
Groups, and left-click License Code.

1. Left-click the License field.
2. The License Code List search window will appear.

3.  Select the appropriate license (left-click the line within the search screen and left-click OK;
or double-click the line within the search screen).

xiii.  Certificate No - Identify the certificate number that is earned by the completion of the course.
(optional).

NOTE: This field is a default setting and may be changed for individual classes if necessary. Input

may reflect the certificate number format rather than an actual certificate number.

1. Left-click the cursor into the Certificate No field.
2.  Type the certificate number or certificate number format.
xiv. Prerequisite Type

1. If another course must be passed prior to attending the course, left-click the radio button
to the left of the Course label.

NOTE: If the Course option is selected in the Prerequisite Type group box, the Pre-Required

Course field will be available.
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2. If skill(s) must be earned prior to attending the course, left-click the radio button to the left
of the Skill label.

NOTE: If the Skill option is selected in the Prerequisite Type group box, the Pre-Required
Course field will be hidden and a Pre-Required Skills tab will appear. Instructions for
completing this tab may be found later in this procedure.

xv.  Mandatory Check Box

1. If the prerequisite course or skill(s) is mandatory, ensure that the check box to the left of
the Mandatory label is marked as "checked".

2. If the prerequisite course or skill(s) is not mandatory (recommended only), ensure that the
check box to the left of the Mandatory label is marked as "unchecked".

xvi. Pre Required Course - If the course option is selected in the Prerequisite Type group box, and a
prerequisite course truly exists, identify the prerequisite course.

1. Left-click the Pre Required Course field.
2. The Course Availability List search window will appear.

3.  Select the appropriate course (left-click the line within the search screen and left-click OK;
or double-click the line within the search screen).

xvii. Duration of Course Group Box - Identify the length of time that it will take to accomplish the
course in any combination of days and hours.

NOTE: Time should be input considering the days and hours that training is going to occur. The
days and hours available for performing this course will be identified in the next step of this
procedure.

EXAMPLE: If it has been identified that training may occur eight (8) hours per day, Monday
through Friday and the course takes three (3) days to complete, then either 3 days OR 24 hours
should be entered into the Duration of Course group box.

NOTE: Best practice would be to enter the number of hours required for the course.

1. Left-click the cursor into the field to the left of the Days label. Enter the number of days
associated with completing the course. The spinner arrows =i may also be used to adjust
the number in whole number increments.

2. Left-click the cursor into the field to the left of the Hours label. Enter the number of hours
associated with completing the course. The spinner arrows =i may also be used to adjust
the number in whole number increments.

xviii. Identify the days and times for when this course will be performed.

1. If training is allowed to occur on a particular day, ensure the check box to the right of the
day of the week is marked as "checked".
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2. If the check box to the right of a day of the week is marked as "checked", identify the start
time and the end time of training.

NOTE: The calculated duration assumes that training begins at the start time and does not
end until the end time. There is no allowance for breaks or lunch. Adjust accordingly.

xix. Message and Memo fields
1. Left-click the Message or Memo button.
The Memo Editor window will appear. Left-click the Edit button to add notes.

Type the message or memo.

P W

Left-click the OK button in the Memo Editor toolbar to save the message.

5. When the Message or Memo field is not blank, the light bulb _¥ on the appropriate button
will be highlighted in yellow % .
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d. Pre-Required Skills Tab

If the Skill option is selected in the Prerequisite Type group box, then the Pre-Required Skills tab will
appear.

Prerequisite Type ;| { Couwrse & Skil

Identify the skills that an employee must have previously earned prior to attending the course.

NOTE: To complete the Pre-Required Skills tab, the appropriate skill(s) must be listed in the Skills List.
To access this table, left-click Administration from the tool bar, go to Pentagon Users & Groups, and
left-click Employee Skills.

NOTE: Earned skills will appear on the Skills tab of the employee's user file. To access this tab, left-click
Administration from the tool bar, Go to Pentagon Users & Groups, and left-click User List. The User
List search window will appear. Select the appropriate user (left-click the line within the search screen
and left-click OK; or double-click the line within the search screen). The Employee/User Information
window will appear. Left -click the Skills tab.

NOTE: If an employee has not earned all of the skills listed on the Pre-Required Skills tab, that employee

will not be allowed to attend the course.

General| Pre-Required Skills ] Eam Skills ] Scheduled Trainings] Ewaluation Methad I

Add Delste
[skin Name
i Add skills

1. Left-click the Add button at the top of the Pre-Required Skills tab.
2. The Skills List search window will appear.

3. Select the appropriate skill(s) (left-click the line(s) within the search screen and left-click
OK).

ii. Delete skills
1. Left-click the skill on the Pre-Required Skills tab that needs to be deleted.

2. Left-click the Delete button at the top of the Pre-Required Skills tab.
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e. Earn Skills Tab

Identify the skills that are earned as a result of the course. When the course is completed, the skills
listed on the Earn Skills tab will be added to the Skills tab of the User file along with a Good Until date
(if applicable).

NOTE: To complete the Earn Skills tab, the appropriate skill(s) must be listed in the Skills List. To access
this table, left-click Administration from the tool bar, go to Pentagon Users & Groups, and left-click
Employee Skills.

Generall Eam Skills ] Scheduled Trainings | Evaluation Method

Add Delete
[skil Name
i Add skills

1. Left-click the Add button at the top of the Earn Skills tab.
2. The Skills List search window will appear.

3. Select the appropriate skill(s) (left-click the line(s) within the search screen and left-click
OK).

ii. Delete skills
1. Left-click the skill on the Earn Skills tab that needs to be deleted.

2. Left-click the Delete button at the top of the Earn Skills tab.
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f. Aircraft Maintenance Tab

If the Aircraft - Maintenance option is selected in the Topic group box, the Aircraft Maintenance tab
will appear.

Topic

&+ Aircraft - Maintenance
" Aircraft - Operate

" Categary

(" ATA Chapter

" Partnumber

" Generic

Identify the models of aircraft for which this course applies.

NOTE: If training skill and certificate checking is enabled ([ID:0363] on the General Settings tab of the
Company Setup) then an additional administrative control for labor tracking within maintenance work
orders is available based upon aircraft model.

If courses exist with the Aircraft - Maintenance option selected in the Topic group box and a specific
model identified on the Aircraft Maintenance tab, then only employees who have attended all courses
applicable to that specific model will be able to add labor to maintenance work orders associated with
that specific model of aircraft.

Genaral] Pre-Required Skills] Eain Skills| Aircraft Maintenance ] Scheduled Trainings] Ealuation Methad ]
Add Delete
‘Mudel Name
i. Add models

1. Left-click the Add button at the top of the Aircraft Maintenance tab.
2. The Aircraft Model List search window will appear.

3. Select the appropriate model(s) (left-click the line(s) within the search screen and left-click
OK).

ii. Delete models
1. Left-click the model on the Aircraft Maintenance tab that needs to be deleted.

2. Left-click the Delete button at the top of the Aircraft Maintenance tab.
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g. Aircraft Operate Tab

If the Aircraft - Operate option is selected in the Topic group box, the Aircraft Operate tab will appear.

Topic

7 Aircraft - Maintenance
¢ Ajrcraft - Operate

" Categary

" ATA Chapter

" Partrumber

" Generic

Identify the models of aircraft for which this course applies.

NOTE: If training skill and certificate checking is enabled ([ID:0363] on the General Settings tab of the
Company Setup) then an additional administrative control crew within flight operations is available
based upon aircraft model.

If courses exist with the Aircraft - Operate option selected in the Topic group box and a specific model
identified on the Aircraft Operate tab, then only employees who have attended all courses applicable to
that specific model will be able to be added as crew on flight logs associated with that specific model of

aircraft.
General] Pre-Required Skills] Eain Skills| Aircraft Operate ] Scheduled Trainings | Evaluation Method
Add Delete
‘Mndel Mame
i. Add models

1. Left-click the Add button at the top of the Aircraft Operate tab.
2. The Aircraft Model List search window will appear.

3. Select the appropriate model(s) (left-click the line(s) within the search screen and left-click
OK).

ii. Delete Models
1. Left-click the model on the Aircraft Operate tab that needs to be deleted.

2. Left-click the Delete button at the top of the Aircraft Operate tab.
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h. Category Tab

If the Category option is selected in the Topic group box, the Category tab will appear.

Topic

7 Aircraft - Maintenance
" Ajrcraft - Operate

{+ Categary

" ATA Chapter

" Partrumber

" Generic

Identify the inventory category/categories for which this course applies.

NOTE: If training skill and certificate checking is enabled ([ID:0363] on the General Settings tab of the
Company Setup) then an additional administrative control for labor tracking within component work
orders is available based upon the category assigned to part master records.

If courses exist with the Category option selected in the Topic group box and a specific category
identified on the Category tab, then only employees who have attended all courses applicable to that
specific category will be able to add labor to component work orders associated with part numbers that
are associated with that specific category.

General] Pre-Required Skills] Ean Sk\IIsScheduIed Trainings] Evaluation Method
Add Delete

‘ Categorny MHame

i Add categories
1. Left-click the Add button at the top of the Category tab.
2. The Inventory Category List search window will appear.

3.  Select the appropriate category/categories (left-click the line(s) within the search screen
and left-click OK).

ii. Delete categories
1. Left-click the category on the Category tab that needs to be deleted.

2. Left-click the Delete button at the top of the Category tab.
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i ATA Chapter Tab

If the ATA Chapter option is selected in the Topic group box, the ATA Chapter tab will appear.

Topic

7 Aircraft - Maintenance
" Ajrcraft - Operate

" Categary

& ATA Chapter

" Partrumber

" Generic

Identify the ATA chapter(s) for which this course applies.

NOTE: If training skill and certificate checking is enabled ([ID:0363] on the General Settings tab of the
Company Setup) then an additional administrative control for labor tracking within both maintenance
and component work orders is available based upon ATA chapters.

For maintenance work orders: If courses exist with the ATA Chapter option selected in the Topic group
box and a specific ATA chapter identified on the ATA Chapter tab, then employees who have attended
all courses applicable to that specific ATA chapter will be able to add labor to maintenance work order

cards associated with that specific ATA chapter.

For component work orders: If courses exist with the ATA Chapter option selected in the Topic group
box and a specific ATA chapter identified on the ATA Chapter tab, then employees who have attended
all courses applicable to that specific ATA chapter will be able to add labor to component work orders

associated with part numbers that are associated with that specific ATA chapter.

Genaral] Pre-Required Skills] Eain Skills| ATA Chapter | 5cheduled Trainings] E waluation Method]
Add Delete

‘ATA Narme

i Add ATA chapters
1. Left-click the Add button at the top of the ATA Chapter tab.
2.  The ATA List search window will appear.

3. Select the appropriate ATA chapter(s) (left-click the line(s) within the search screen and
left-click OK).

ii. Delete ATA chapters
1. Left-click the ATA chapter on the ATA Chapter tab that needs to be deleted.

2. Left-click the Delete button at the top of the ATA Chapter tab.
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j Partnumber Tab

If the Partnumber option is selected in the Topic group box, the Partnumber tab will appear.

Topic

7 Aircraft - Maintenance
" Ajrcraft - Operate

" Categary

" ATA Chapter

¥ Partrumber

" Generic

Identify the part number(s) for which this course applies.

NOTE: If training skill and certificate checking is enabled ([ID:0363] on the General Settings tab of the
Company Setup) then an additional administrative control for labor tracking within component work
orders is available based upon part number.

If courses exist with the Partnumber option selected in the Topic group box and a specific part number
identified on the Partnumber tab, then employees who have attended all courses applicable to that
specific part number will be able to add labor to component work orders associated with that specific
part number.

General] Pre-Required Skills] Eamn Sk\IIsScheduIed Trainings | Evaluation Method
Add Delete

‘ Part Mumber Description

i Add part numbers
1. Left-click the Add button at the top of the Partnumber tab.
2. The Partnumber search window will appear.

3. Select the appropriate part number(s) (left-click the line(s) within the search screen and
left-click OK).

ii. Delete part numbers
1. Left-click the part number on the Partnumbers tab that needs to be deleted.

2. Left-click the Delete button at the top of the Partnumbers tab.
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k. Evaluation Method Tab

Evaluation methods are the assessments used to demonstrate proficiency in the skill or knowledge of
the topic for which the course exists.

NOTE: To add evaluation methods to the Evaluation Method tab, the appropriate evaluation methods
must be listed in the Evaluation Method List. To access this table, left-click Administration from the
tool bar, go to Pentagon Users & Groups, and left-click Evaluation Method.

Genaral] Pre-Required Skills] Eam Skill ] Scheduled Trainings| Evaluation Method

Add | Edit | Delete |

Evaluation Methad Cade ‘Descnption Evaluation % Instructor First Name Instructor Lagt Marr

i Add evaluation methods
1. Left-click the Add button at the top of the Evaluation Method tab.
2.  The Evaluation Method List window will appear.

3.  Select the appropriate evaluation method(s) (left-click the line(s) within the search screen
and left-click OK).

ii. Update each evaluation method with information regarding the specific course
1. Left-click the evaluation method on the Evaluation Method tab that needs to be updated.
2. Left-click the Edit button at the top of the Evaluation Method tab.

3.  The [Update] Evaluation Method window will appear.

r b
#® [Update] Evaluation Mathad - @

—
=
Cancel QK

Training In: | € InHouse & Yendor

Training Facility :
Instructar :

Teaching Method : .

Evvaluation :

a. Evaluation - Identify the percentage of the total course grade that is determined by
this evaluation factor

b. Training In - Identify whether the evaluation is performed in house or by a vendor.
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i If the course is administered by an employee within your organization, left-click
the radio button to the left of the In House label.

NOTE: If the In House option is selected, the Training Facility field will become
inactive and "In House" will be displayed.

Training Facility : In House

ii. If the course is administered by a vendor, left-click the radio button to the left of
the Vendor label.

NOTE: If the Vendor option is selected, the Training Facility field will become
active and an ellipsis = will appear in the field.

Training Facility :

C. Training Facility - If the evaluation is administered by a vendor, identify the vendor
that will administer the evaluation.

NOTE: To complete the Training Facility field for the evaluation, the vendor must be
loaded in the system as a vendor. Steps for loading a vendor may be found in the
procedure "Creating a Vendor" within the Purchasing section of this manual.

i Left-click the Training Facility field.
ii.  The Vendors List search window will appear.

iii. Select the appropriate vendor (left-click the line within the search screen and
left-click OK; or double-click the line within the search screen).

d. Instructor - Identify the individual who will be administering the course.

i. If the In House option was selected in the Training In group box:

NOTE: To complete the Instructor field for an evaluation administered by an
employee, the individual administering the evaluation must be listed in the Users
List. To access this table, left-click Administration from the tool bar, go to
Pentagon Users and Groups, and left-click User List.

Steps for creating a user may be found in the procedure "Creating a User" within
the System Administration section of this manual.

1. Left-click the Instructor field.
2.  The Users List search window will appear.

3. Select the appropriate user (left-click the line within the search screen and
left-click OK; or double-click the line within the search screen).
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. If the Vendor option was selected in the Training In group box:
1. Left-click the Instructor field.
2.  The Contacts search window will appear.

3. Select the appropriate contact (left-click the line within the search screen
and left-click OK; or double-click the line within the search screen).

NOTE: If the individual administering the evaluation is not loaded as a
contact for the vendor, that individual's information can be input on the fly.

When the Contacts search window appears, left-click the Add button.

Start With :I | Customer Type: All
Customer Rating :
Customer Priority :

Customer Region :

[Drag a column header here to group by that o

Salute| Last Mame First Name Title Country
» DED M. |BURRIS Jitd MANAGER UNITED STATES

Telephone

013 Mr.  |Michales Gearge WP UMITED STATES
012 M. |JONES DavIS UMITED STATES
011 Wi |BUKRA, JR CHRIS AGENT UNITED STATES
010 Miz | DAILY JOAMMNA CREDIT DEPT UNITED STATES

Wi [NOORDA Ray MANAGER UMITED STATES
Wi [JOHWNSOM LEMW LANDING GEAR UMITED STATES
Wi [JONES TOM WHEELS & BRAKES UNITED STATES
006 M. |KELLSTROM DAYID WP, SALES UMITED STATES
005 M. |TOM Daha WP, MARKETING UMITED STATES
004 Ms. |BAKER GiIMA CPA UMITED STATES

003 Wi |Stevens Nora MANAGER/ENGINES  |UNITED STATES

4359838

rm« i T P et Pt LnTER cTATES

4

@l &I X Cancel

The [Add] Contacts List window will appear.

{ @ [Add] Contacts List —-— - )
P@ee® e o YW Bl
e Edn? Dzlziz  Hr=y Iﬂact Cancel O!}- Clgs= "/ ;-

General | eCommerce I

| I Code I I Femote Password : I [~ Hold/Inactive |
F]
Salutation : vl @ Tel I Eut -
3 I First Mame: : I @ el
31| Middle Name: ;
1 IL etName Faw:
ast Name : ’ o I
Title :
Diepartment : _” ShipmentNotilications\f\a:IVG Mone ¢ E-Mail” Fax " Both -|

Birth Date : I -

Callz Categories |
® _ avem |
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Complete the recommended fields (only Code and First Name are
mandatory) and left-click the OK button from the [Add] Contacts List
toolbar.

e. Teaching Method - For Build 8.5.54.84 and earlier, ignore this field.
iii.  Delete evaluation methods
1. Left-click the evaluation method on the Evaluation Method tab that needs to be deleted.
2. Left-click the Delete button at the top of the Evaluation Method tab.

iv. Left-click the OK button on the Course Info window to exit Edit mode and save the course
information.
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3. Training Classes
A class is defined as a specific instance in which a course is conducted.
a. Open the Course Window

i From the Employee Training Management Menu, double-click the "Course Availability List"
option.

NOTE: This option may also be accessed from the toolbar. Left-click the Operations item from the
toolbar, go to Employee Training Management, and left-click Course Availability List.

ii. The Course Availability List search window will appear.

iii.  Select the appropriate course (left-click the line within the search screen and left-click OK; or
double-click the line within the search screen).

iv.  The Course Info window will appear.
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b. Creating a Training Class
i Left-click the Edit button on the Course Info toolbar to enter Edit mode.

ii. Left-click the Scheduled Trainings tab. Training classes for each course are managed on the
Scheduled Trainings tab

Genarall Pre-Required Skillsl Eamn Sk\llsl Scheduled Trainings IIEvaluat\on Methad |

Add | Edit | Delete | Fie Schedule Trainingl Open Coursel

Training 10 |Slalus |Slarl [date) |End [date] |Faci|ity Instuctor ax Attendees

<Mo data o dizplay:

Add Edit | Delete |

User Code | First Mame |LastName |G|ade Attended |Passed |Status Attended From | Attended To

<Mo data to dizplay:

4] | [»]

iii.  Left-click the Add button at the top of the Scheduled Trainings tab.

iv.  The [Add] Scheduled Trainings Item window will appear.

i Y
@ [Add] Scheduled Trainings rem o m]
e
E Cancel OK Close
Course ScheduleID:I Stark I d End I d
Training In | InHouse @* Yendaor
Training Facility I _”
Instructar I _I |
Max Number of Emplopees : 0%
Mon: W [0300 -3 To:[1700 -3 Duration:[ns.00
Tue: ¥ [0%00 =5 To: {1700~ Duration:08.00
wed: ¥ (0300 =3 To:[17:00 =X Duration:o3:00
Thy: W |0300 =3 To: 1700 -3 Duraliun.|08:DD
Fri:[¢ |0300 =4 To:[1700 -3 Duration:|DS:DD
Sat: ™ = Te = Durahnn'|DD:DD
Sun- ™ = Te: =+ Duration : jon:00
Attendance Registy Aftendance Hiztory Grade Statistics | ‘ ¢ Message G Mamo ||
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Course Schedule ID - The system will automatically assign a course schedule ID number
based upon the counter within the system.

NOTE: As of Build 8.5.54.82, this counter is a six-digit number beginning with "000001" and
cannot be reset or adjusted.

2. Start - Identify the date on which the class is to begin.
3. End - Identify the date on which the class is to end.
V. Training In Group Box - Identify whether the course will be performed in house or by a vendor.

NOTE: The default selection made on the General tab will be selected each time a new class is
created. It may be changed if necessary.

1. If the course will be administered by an employee within your organization, left-click the
radio button to the left of the In House label.
NOTE: If the In House option is selected, the Training Facility field will become inactive and
"“In House" will be displayed.
Training Facility ’7 I House
2. If the course will be administered by a vendor, left-click the radio button to the left of the
Vendor label.
NOTE: If the Vendor option is selected, the Training Facility field will become active and an
ellipsis = will appear in the field.
Training Facility :
vi.  Training Facility - If the course will be administered by a vendor, identify the vendor that will

administer the course.

NOTE: The default selection made on the General tab will be selected each time a new class is
created. It may be changed if necessary.

NOTE: To complete the Training Facility field for the course, the vendor must be loaded in the
system as a vendor. Steps for loading a vendor may be found in the procedure "Creating a
Vendor" within the Purchasing section of this manual.

1. Left-click the Training Facility field.
2. The Vendors List search window will appear.
3.  Select the appropriate vendor (left-click the line within the search screen and left-click OK;
or double-click the line within the search screen).
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vii.  Instructor - Identify the individual who will be administering the course.

NOTE: The default selection made on the General tab will be selected each time a new class is

created. It may be changed if necessary.

1. If the In House option was selected in the Training In group box:

NOTE: To complete the Instructor field for a course administered by an employee, the
individual administering the course must be listed in the Users List. To access this table,
left-click Administration from the tool bar, go to Pentagon Users and Groups, and left-click
User List.

Steps for creating a user may be found in the procedure "Creating a User" within the System
Administration section of this manual.

a. Left-click the Instructor field.
b. The Users List search window will appear.

C. Select the appropriate user (left-click the line within the search screen and left-click
OK; or double-click the line within the search screen).

2. If the Vendor option was selected in the Training In group box:
a. Left-click the Instructor field.

b. The Contacts search window will appear.
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C. Select the appropriate contact (left-click the line within the search screen and left-
click OK; or double-click the line within the search screen).

NOTE: If the individual administering the course is not loaded as a contact for the
vendor, that individual's information can be input on the fly.

When the Contacts search window appears, left-click the Add button.

Start With ;| =] Customer Type : |All
Customer Rating :
Customer Priority :

Customer Region :

ax Search Result Lines < |FQ

[irag a column header here to group by that colurn

Salutz) Last Mame Firzt Name Title County Telephone

» DED M BURRIS JIM MANAGER LIMITED STATES

013 Mr.  |Michales Gearge WP UMITED STATES
012 Wi |JONES DS UNITED STATES
011 Wi |BUKRA, JR CHRIS AGENT UNITED STATES

M1z
hr.

DALY
MNOORDA

JOANNA
Ry

CREDIT DEPT
MANAGER

LMNITED STATES
UMITED STATES
00g Wi [JOHNSON LEW LANDING GEAR UNITED STATES
007 Wi [JONES TOM WHEELS & BRAKES UMITED STATES
00& M. |KELLSTROM DavID WP, SALES LMNITED STATES
005 M. |[TOM Dk, WP, MARKETING UMITED STATES
004 Ms.  |BAKER GiINA CP& UNITED STATES
003 Wi |Stevens Nora MANAGER/ENGINES  |UNITED STATES

rm« i T Foee I Pl Pt LnTEn eT AT

@' EI &I X Cancel

Juln):]

4353838

The [Add] Contacts List window will appear.

{ @ [Add] Contacts List - - )
e Ed\t} Dzlziz  Hr=y Iﬂeﬂ Cancel 05}- Clgs= "/ ;-

General | eCommerce I

| I Code I I Femote Password : I [~ Hold/Inactive |
F]
Salutation : vl @ Tel :I Eut -
3 I First Mame: : I @ el
31| Middie Name : :
i IL etName Faw:
k| ast Name : ’ o I
Title :
Diepartment : _” Shiprment Motifications Via : IVG Mone ¢ E-Mail” Fax " Both -|

1 Birth Date : I -
E Callz Categories |
1
] “.s? § Memo |

Complete the recommended fields (only Code and First Name are mandatory) and
left-click the OK button from the [Add] Contacts List toolbar.

viii. Max Number of Employees - Identify the maximum number of employees that will be allowed to
attend the class.

1. Left-click the cursor into the field to the right of the Max Number of Employees label.
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2. Enter the number corresponding to the maximum number of employees allowed to attend
this class. The spinner arrows = may also be used to adjust the number in whole number
increments.

ix. ldentify the days and times for when this course will be performed.

NOTE: The default selection made on the General tab will be selected each time a new class is

created. It may be changed if necessary.

1. If training is allowed to occur on a particular day, ensure the check box to the right of the
day of the week is marked as "checked".

2. If the check box to the right of a day of the week is marked as "checked", identify the start
time and the end time of training.
NOTE: The calculated duration assumes that training begins at the start time and does not
end until the end time. There is no allowance for breaks or lunch. Adjust accordingly.

X. Message and Memo fields

1. Left-click the Message or Memo button.

2.  The Memo Editor window will appear. Left-click the Edit button to add notes.

3. Type the message or memo.

4. Left-click the OK button in the Memo Editor toolbar to save the message.

5. When the Message or Memo field is not blank, the light bulb % on the appropriate button

will be highlighted in yellow % .

NOTE: The Attendance Registry, Attendance History, and Grade Statistics buttons are not used during
the class creation process, but will be used later in this procedure.
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C. Add Employees to the Training Class

NOTE: To add employees to a training class, each employee must be listed in the Users List. To access
this table, left-click Administration from the tool bar, go to Pentagon Users and Groups, and left-click
User List.

Steps for creating a user may be found in the procedure "Creating a User" within the System
Administration section of this manual.

i Left-click the Add button at the bottom of the Scheduled Trainings tab.
Genaral] Pre-Required Skills] Eamn Skills E waluation Methodl

Add | Edit | Delete | | Open Course |
Training 10 |Slalus |Slarl [date) |End [date] |Faci|ity Instuctor ax Attendees
000031 Open| 641842012 6/13/2012 PENT 4 5

Add | Delete

‘Usertode First Mame |LastName |G|ade|Attended |Passed |Status Attended From | Attended To | Goo

ii. The Users List search window will appear.

iii.  Select the appropriate user(s) (left-click the line(s) within the search screen and left-click OK).

NOTE: The system will not allow more than the maximum number of employees identified in the
Scheduled Trainings Item window to be added to the class.

NOTE: Employees added to the class will be displayed below the Add button at the bottom of the
Scheduled Trainings tab.

iv. Left-click the OK button on the Course Info window to exit Edit mode and save the course
information.

AEROSPACE ® DEFENSE ® ELECTRONICS ® POWERSYSTEMS e METALS Employee Training Module
Rev 0, 06/13/2012
Page 36 of 65



5 PENTAGON

\-/ SOFTWARE EMPOWERING THE ENTERPRISE

d. Open the Training Class
i Left-click the Edit button on the Course Info toolbar to enter Edit mode.
ii. Left-click the Scheduled Trainings tab.
iii.  Left-click on the class that needs to be opened.

iv.  Left-click the Open Course button at the top of the Scheduled Trainings tab.
Eenarall Pre-Required Sklllsl Eamn Skills Ewaluation tethod |

Add | Edit | Delete | Fe Schedule TrammJl Open Course "

Training 10

Facility

May Attendees

Add Edit Delete
User Code First Mame Last Mame Grade|Attended  |Passed  [Status Attended From |Attended To |Goo
om James “webster O O
004 Jim Johnzon Ol ]
006 James Baket L] L]
ooz Julia Loz Ol O
aoa George Costanza 1 ]

NOTE: After the Open Course button is clicked, each of the Employee Training records (below the Add
button at the bottom of the Scheduled Trainings tab) will be active and will display a status of

"Pending".
V. Left-click the OK button on the Course Info window to exit Edit mode and save the course
information.
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e. Mark Attendance for the Class (optional)

NOTE: This attendance does not link to the employee training record.

i Left-click the Edit button on the Course Info toolbar to enter Edit mode.

ii. Left-click the Scheduled Trainings tab.

iii.  Left-click the line that corresponds to the class for which attendance needs to be marked.

iv.  Left-click the Edit button at the top of the Scheduled Trainings tab.
Generall Pre-Required Skillsl Ean Skils Evaluation Method |

Add I

Edit

" Delete | Fie Schedule Trainingl Open Coursel

Training 10

Statuz

Open

Start [date]

End [date]

E/

Facility

Instructor

Max Attendees

Add Edit Delete
Uszer Code First M ame Last Mame Grade|Attended  |Passed  [Status Attended From |Attended To | Goo
om James “webster O O
004 Jim Johnsan 0 O
006 Jarnes Baket | O
ooy Julia Loz | O
aos Gearge Costanza 1 ]

V. The [Update] Scheduled Trainings Item window will appear.

# [Update] Scheduled Trainings Item |
X
I Edit Cancel OK Close
Course Scheduie |D : [IIIE Stat:[6A8/2012  w| End:[BA3/2012 |
Trairing In: | € InHouse & Yendor
Training Faciity :[PENT | [PARTS SUPPLY SERVICES. INC.
Instructar I 4 _I |D on Hill
tax Number of Emplopees : 5<%
Mon: [ [0300 =] To:[17:00 = Duration : 06:00
Tue: ™ [03200 = To:[17:00 -2 Duration: 0g:00
wed: ¥ [0800 3 To:[17:00 -3 Duration: 08:00
Thu: ¥ [0300 = To: 1700 = Duration - 0e:00
Fri: @ [0300 = To:[17.00 = Duration: 08:00
Gat: [ = Te: = Duration:‘DD:DD
Sun: L] : Ta : Dulatlnn"DD:DD
Attendance Registry | Attendance Histary | Grade Statistics | | @ Message ¢ Memo ||
L

vi.  Left-click the Attendance Registry button.
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e

vii.  The Attendance Registry for Course Schedule ID : [X] window will appear.

# Attendance Registry for Course Schedule ID : 000031 =

2 0

Settings Close

Add | Delete |

Uszer Code ‘First Mame Last Mame

<Mo data to display:

1. Left-click the Date field. The date widget will appear. Left-click the date for which
attendance is to be marked.

2. Left-click the Add button, just below the Date field.
3.  The User List search window listing only enrolled employees will appear.

4.  Select the employee(s) who attended on that date (left-click the line(s) within the search
screen and left-click OK).

5. Left-click the Close button on the Attendance Registry for Course Schedule ID : [X] toolbar.
viii.  Left-click the OK button on the [Updated] Scheduled Trainings Item toolbar.

ix.  Left-click the Close button on the Scheduled Trainings Item toolbar.
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f. Completing the Employee Training Record.

i Left-click the Edit button on the Course Info toolbar to enter Edit mode.

ii. Left-click the Scheduled Trainings tab.

iii.  Left-click the line that corresponds to the class that the employee attended.

iv.  Double-click the line that corresponds to the employee training record that is to be completed.

Eenarall Pre-Required Sklllsl Eain Skills | Scheduled Trainings | Evaluation Method |

Add | Edit | Delete | Fe Schedule Trammgl Open Enursel
Training 10 Status Start [date] End [date] Facility |Instructnr |Max Attendees
00001 Open| B/18/2012 E19/2012 PENT | 4 | ]
Add Edit | Delete |

Pending

(1] James Baket 1 Pending| 6/18/2012 EM9/2012
007 Julia Lauis [ Pending £/18/2012 B/13/2012
aoa George Costanza (] Fending| 6/18/2012 E/A3/2012
V. The Employee Training window will appear

# Empioyee Traning S~

WQo|F = e

Edit |Del Optn Srch Cncl 0K Close
By Course No - {000020 [TEST Start :[B/18/2012 Status

Pendi
Course ID : 000031 End 61872012 endina
Employes :IUU‘I pames Webster [~ Temporary Training

~Training Facility

Info | Raling | Skils | Evaluation Method |

6P LEVEL 3

License : I ao3
: Ceilificate No : [ABC345
PEMT
Good Far/Unti

Instructar : I 4

|PAHTS SUPPLY SERVICES, INC.

Alert Before Evpiration 0 Days

—y e

|NDHTHEHN DRASION

From : [B¢18/2012

To: [6/19/2012

[350 5TH AVENUE
Grade : I ‘
[suITE B303 Passed [
Missed
‘ 9 Message G Memo | H’ Days'l Uﬁ Hours I Uﬁ
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vi.  Left-click the Edit button on the Employee Training toolbar. The Employee Training window will
enter edit mode and the title bar will read [Editing] Employee Training.

Training Facility

" [Editing] Employee Training EI = @
2 X v
Edit Cnel  OK
[ Course No - |000020 TEST Start :|B/18/2012 +| [Status
Pendi
Course ID : [000031 End [6/13/2012 I
Employee ;| 001 James WwWebster [ Temporary Training

Info | Rating| Skils | Evahuation Method |

> Certficate Mo : [SBC345
FENT
Instructor : | 4 Good For/Until :|

FARTS SUPPLY SERVICES, IMC.
MORTHERN DRASION

Fram : [6/18/2012 ~| To:|prasz0z |
350 5TH AYEMLE Bt ’—_|
SUITE B303 Passed -
Missed
P Message ‘ @ Mema | Days:l Ui‘ Hours :| Uil

License - | 003 = AP LEVEL 3

Alert Before Expiration 0 Days

Attended

NOTE: Most of the information within the Employee Training window will be completed with
values from the course or class.

1. Header

a. Course No - identifies the number that corresponds to the course that the employee
has attended (copied from the Course Info header).

b. Course ID - identifies the number that corresponds to the specific training class that
the employee has attended (copied from the Scheduled Trainings Item window).

C. Employee - identifies the employee for which the training record is applicable.

d. Start - identifies the date on which the training class began (copied from the
Scheduled Training Items window).

e. End - identifies the date on which the training class ended (copied from the
Scheduled Training Items window).

f. Temporary Training checkbox - when marked as "checked", this field identifies that
the skills earned or demonstrated during the training course will not be valid
indefinitely but will expire at some point
NOTE: Applicable only when the Course is identified as "One Time Only" on the
General tab. When the Temporary Training check box is marked as "checked", the
employee training record cannot be completed without completing the Good
For/Until field on the Info tab.
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2. Info Tab

Rating | Skills | Evaluation Method
Training Facility

License ;| 003 | AP LEVEL 3
By W Certificate No::ABCZMS
Good For/Until :
Imstructor : 4
e Alert Before Expiration 0 Days
PARTS SUPPLY SERVICES, INC.
Attended
BRI WIS From: |B/18/2012 v| To:[Rrasamz ~|
350 5TH AVENLE
Grade :
SUITE 6303 Passed [
Mizsed
¢ Message | ¢ Memo | Days:l Djl Hours:| Dil
a. Training Facility group box - Identifies whether the class was conducted in house or

by a vendor. If the training class was conducted by a vendor, the vendor is identified.
Also identifies the instructor (copied from the Scheduled Trainings Item window).
The Instructor field may be modified if necessary.

b. License - Identifies the license that is earned by the completion of the course (copied
from the General tab of Course Info window,). This field may be modified if
necessary. (optional)

C. Certificate No - Identifies the certificate number that is earned by the completion of
the course (copied from the General tab of Course Info window,). This field may be
modified if necessary. (optional)

d. Good For/Until - Identifies the date on which the skills earned or demonstrated
during the training course are no longer valid for the organization. This field is not
populated until the employee record is closed and will be calculated by adding the
interval identified on the General tab of the Course Info window to the last day of
the class.

NOTE: This field applies only to courses identified as "Recurring" on the General tab of
the Course Info window or if the Temporary Training check box is marked as
“checked" in the header of the Employee Training window.

e. Alert Before Expiration - Identifies the number of days prior to the skill expiration
that selected individuals should be notified. (optional)

NOTE: Alerts will not work unless the Scheduling Server module is being used and a
specific task is setup. Instructions on the use of the Scheduling Server module may be
found in the procedure "Scheduling Server Module" within the General System section
of this manual.

f. Attended group box

i From - Identifies the first day that the employee attended the training (copied
from the Start field on the Scheduled Trainings Item window).
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g.

h.

To - Identifies the last day that the employee attended the training (copied from
the End field on the Scheduled Trainings Item window).

NOTE: The From and To fields in the Attended Group box are not affected in any
way by the Attendance Registry in the Scheduled Training Item window.

Grade - Identifies the grade that the employee received for the course. (optional)

NOTE: To complete the Grade field, the appropriate grade code must be listed in
the Course Grade List. To access this table, left-click Administration from the tool
bar, go to Pentagon Users & Groups, and left-click Course Grading Codes.

1. Left-click the Grade field.
2.  The Course Grading Codes search window will appear.

3. Select the appropriate grade (left-click the line within the search screen
and left-click OK; or double-click the line within the search screen).

Passed check box - When marked as "checked," this field identifies that the
employee has passed the class.

Missed group box

Days - Identifies the number of days of the class that the employee was absent.
Enter the number of days missed. The spinner arrows =1may also be used to
adjust the number in whole number increments. (optional)

Hours - Identifies the number of hours of the class that the employee was
absent. Enter the number of hours missed. The spinner arrows =] may also be
used to adjust the number in whole number increments. (optional)

Message and Memo fields

Left-click the Message or Memo button.

The Memo Editor window will appear. Left-click the Edit button to add notes.
Type the message or memo.

Left-click the OK button in the Memo Editor toolbar to save the message.

When the Message or Memo field is not blank, the light bulb % on the
appropriate button will be highlighted in yellow ¢ .
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3. Rating Tab

This tab is used to record employee feedback regarding the class.

Infa Skills ] Evaluation Melhnd}
Rating For

Imgtructor 3

Courze

|

arf o] e oy

Facility

(=]

General

Recommend to ather : v

% Comparny Rating | ¢ Employee Rating |

a. Instructor - Identifies the employee's rating of the instructor on a scale determined
by your organization. Enter the number that corresponds to the rating the employee
provides for the instructor. The spinner arrows = may also be used to adjust the
number in whole number increments. (optional)

b. Course - Identifies the employee's rating of the course curriculum on a scale
determined by your organization. Enter the number that corresponds to the rating
the employee provides for the course. The spinner arrows = may also be used to
adjust the number in whole number increments. (optional)

C. Facility - Identifies the employee's rating of the facility on a scale determined by your
organization. Enter the number that corresponds to the rating the employee provides
for the facility. The spinner arrows =] may also be used to adjust the number in
whole number increments. (optional)

d. General - Identifies the employee's overall rating of the class in general on a scale
determined by your organization. Enter the number that corresponds to the overall
rating the employee provides for the class. The spinner arrows = may also be used
to adjust the number in whole number increments. (optional)

e. Recommend to Other check box - When marked as "checked," this field identifies
that the employee would recommend this class to other employees.

f. Company Rating button
i Left-click the Company Rating button.
ii.  The Memo Editor window will appear. Left-click the Edit button to add notes.
iii. Type the rating.
iv. Left-click the OK button in the Memo Editor toolbar to save the message.

V. When the Company Rating is not blank, the light bulb _¥ on the appropriate
button will be highlighted in yellow % .
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g. Employee Rating button
i Left-click the Employee Rating button.
ii.  The Memo Editor window will appear. Left-click the Edit button to add notes.
iii.  Type the rating.
iv. Left-click the OK button in the Memo Editor toolbar to save the message.

v.  When the Employee Rating field is not blank, the light bulb % on the
appropriate button will be highlighted in yellow % .
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4, Skills Tab

Identifies the skills that were earned as a result of the class. When the class is closed, the
skills listed on the Skills tab will be added to the Skills tab of the User file along with a Good
Until date (if applicable). The skills on this tab are copied from the Earn Skills tab on the
Course Info window, but may be adjusted as necessary.

NOTE: To complete the Skills tab, the appropriate skill(s) must be listed in the Skills List. To
access this table, left-click Administration from the tool bar, go to Pentagon Users &
Groups, and left-click Employee Skills.

Info ] R ating Ewaluation Methad 1

Add Delete
[Skil [Name
o1 PILOT
a. Add skills

i Left-click the Add button at the top of the Earn Skills tab.
ii.  The Skills List search window will appear.

iii. Select the appropriate skill(s) (left-click the line(s) within the search screen and
left-click OK).

b. Delete skills
i Left-click the skill on the Earn Skills tab that needs to be deleted.

ii. Left-click the Delete button at the top of the Earn Skills tab.
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5. Evaluation Method Tab

Identifies the grades that the employee received on each of the assessments used to
demonstrate proficiency in the skill or knowledge of the topic for which the class was given.
The evaluation methods on this tab are copied from the Evaluation Methods tab on the
Course Info window, but may be adjusted as necessary.

NOTE: To add evaluation methods to the Evaluation Method tab, the appropriate
evaluation methods must be listed in the Evaluation Method List. To access this table, left-
click Administration from the tool bar, go to Pentagon Users & Groups, and left-click

Evaluation Method.
Info | Rating | Skill
Add | Edit | Delete |
|Evaluati0n Method Code ‘Descnption Evaluation % Grade Code Grade D
WRITE “written E kam 50
FRCTL Practizal Exam &0
[« []
a. Add evaluation methods

i Left-click the Add button at the top of the Evaluation Method tab.
ii.  The Evaluation Method List window will appear.

iii.  Select the appropriate evaluation method(s) (left-click the line(s) within the
search screen and left-click OK).

b. Update each evaluation method with information regarding the specific class

i Double-click the line that corresponds to the evaluation method that is to be
completed (or left-click the line that corresponds to the evaluation method that
is to be completed and left-click the Edit button at the top of the Evaluation
Method tab).

ii.  The [Update] User Evaluation Method window will appear.

y .
‘ [Update] User Evaluation Method P
s e
Cancel oK

Evvaluation :

Grade Code :

1. Evaluation - Identifies the percentage of the total course grade that is
determined by this evaluation factor (copied from the Evaluation Method
on the Course Info tab)
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2. Grade Code - Identifies the grade that the employee received for the

evaluation method. (optional)

NOTE: To complete the Grade field, the appropriate grade code must be
listed in the Course Grade List. To access this table, left-click
Administration from the tool bar, go to Pentagon Users & Groups, and left-
click Course Grading Codes.

a. Left-click the Grade field.

b. The Course Grading Codes search window will appear.

C. Select the appropriate grade (left-click the line within the search screen

and left-click OK; or double-click the line within the search screen).

3. Left-click the OK button in the [Update] User Evaluation Method window.

4, Left-click the Close button in the [Update] User Evaluation Method

window.

C. Delete evaluation methods

i Left-click the evaluation method on the Evaluation Method tab that needs to be

deleted.

ii. Left-click the Delete button at the top of the Evaluation Method tab.

vii.  Left-click the OK button on the Employee Training toolbar. The Employee Training window will
exit edit mode and the title bar will read Employee Training.

viii.  Left-click the Close button on the Employee Training toolbar.

ix.  ALTERNATE - A portion of the necessary fields may be completed by left-clicking the line that

corresponds to the employee and left-clicking the Edit button at the bottom of the Scheduled

Trainings tab).

Eenarall Pre-Required Skllls] Eain Skills | Scheduled Trainings | Evaluation Method I

Add | Edit | Delete | | Open Course |
Training 10 |Status |Start [date) |End [date] |Faci|ity Instructar Max Attendees
00001 Open| B/18/2012 E19/2012 PENT 4 ]

Edit | Delete |

User Code First Mame Last Mame Grade|Attended  |Passed  [Status

sher

004 Jim Johnson

d
006 James Baket v
ooz Julia Loz v
aoa George Costanza v

Pending 6/18/2012
Pending B/18/2012
Pending B/A18/2012
Fending | B/18/2012

E/19/2012
EA18/2012
B/19/2012
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The Edit User Training window will appear.

@ Edit User Training ﬁ
X v

Cancel OK

Course No: m TEST

Course (D ; [000031

Employee ;| 001 James 'webster
Passed: [
Grade : ’ﬁ Excellent
| Good FarfUneil: |
Attended
From : [6/18/2012 = To:fer1gs2mz |

Missed

Days : | Djl Hours ‘ Dj

1. Course No - identifies the number that corresponds to the course that the employee has
attended (copied from the Course Info header).

2. Course ID - identifies the number that corresponds to the specific training class that the
employee has attended (copied from the Scheduled Trainings Item window).

3. Employee - identifies the employee for which the training record is applicable.

4, Passed check box - When marked as "checked," this field identifies that the employee has
passed the class.

5.  Grade - Identifies the grade that the employee received for the course. (optional)

NOTE: To complete the Grade field, the appropriate grade code must be listed in the Course
Grade List. To access this table, left-click Administration from the tool bar, go to Pentagon
Users & Groups, and left-click Course Grading Codes.

a. Left-click the Grade field.
b. The Course Grading Codes search window will appear.

C. Select the appropriate grade (left-click the line within the search screen and left-click
OK; or double-click the line within the search screen).

6. Good For/Until - Identifies the date on which the skills earned or demonstrated during the
training course are no longer valid for the organization. This field is not populated until the
employee record is closed and will be calculated by adding the interval identified on the
General tab of the Course Info window to the last day of the class.

NOTE: This field applies only to courses identified as "Recurring" on the General tab of the
Course Info window.

7. Attended group box

a. From - Identifies the first day that the employee attended the training (copied from
the Start field on the Scheduled Trainings Item window).

AEROSPACE ® DEFENSE ® ELECTRONICS ® POWERSYSTEMS e METALS Employee Training Module
Rev 0, 06/13/2012
Page 49 of 65



7 PENTAGON

\/ SOFTWARE EMPOWERING THE ENTERPRISE

b. To - Identifies the last day that the employee attended the training (copied from the
End field on the Scheduled Trainings Item window).

NOTE: The From and To fields in the Attended Group box are not affected in any way
by the Attendance Registry in the Scheduled Training Item window.

8. Missed group box

a. Days - Identifies the number of days of the class that the employee was absent.
Enter the number of days missed. The spinner arrows = may also be used to adjust
the number in whole number increments. (optional)

b. Hours - Identifies the number of hours of the class that the employee was absent.
Enter the number of hours missed. The spinner arrows = may also be used to adjust
the number in whole number increments. (optional)
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g. Closing a Employee Training Record

i Left-click the Edit button on the Course Info toolbar to enter Edit mode.

ii. Left-click the Scheduled Trainings tab.

Eenarall Pre-Required Sklllsl Eain Skills | Scheduled Trainings | Evaluation Method |

Left-click the line that corresponds to the class that the employee attended.

Double-click the line that corresponds to the employee training record that is to be completed.

Add | Edit | Delete | Fe Schedule Trammgl Open Enursel
Training 10 Status Start [date] End [date] Facility |Instructnr |Max Attendees
00001 Open| B/18/2012 E19/2012 PENT | 4 | ]
Add Edit | Delete |

Pending

(1] James Baket 1 Pending| 6/18/2012 EM9/2012
007 Julia Lauis [ Pending £/18/2012 B/13/2012
aoa George Costanza (] Fending| 6/18/2012 E/A3/2012

V. The Employee Training window will appear.
Training toolbar.

Left-click the Optn button from the Employee

_‘ Employee Training EI
US| e ]
Edit Del | Optn | Srch Cncl 0K Close
B Course Mo : | 000020 |TEST Start [6/18/2012 Status
Course ID :II]I]I]I]3'| End :IE‘” EEnE ’7 Pending
Emplayes :IUU‘I pames Wwebster [~ Temporary Training

Info | Rating | Skils | Evaluation Method |

Training Facility

PENT

License : I ooz

o LEVEL 3

Certificate No : [ABC345

Instructor I 4 |

|PAF|TS SUPPLY SERVICES, INC.

Good For/Uintl:|7/19/2012

Alert Before Expiration 0 Days

|NDF|THEF|N DiISION

Attended

From : [5A18/2012

To: [6/19/2012

|350 STH AVENLE Grade : I 100 ‘Excellent
|SUITE 6303 Paszed : ¥
Missed
‘ ¢ Message g Memo | H’ Days.l Uj’ Hours I U::I
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vi.  Left-click 5. Change Status to Close to close the employee training record.

1. Imaging

2, Documents

3. Training Video

4, Voice Instruction

5. Change Status To Close

NOTE: Once the status has been changed to "Closed", the status cannot be changed and no
information may be added or changed on the employee training record. Ensure all
information is correct prior to changing the status to "Closed"

vii.  Left-click the Close button on the Employee Training toolbar.
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4, Advanced Functions
a. Assign Employee to Multiple Courses

This option was designed to be used in situations where a single employee is required to take
numerous courses at one time (i.e. a new hire or annual proficiency exams). Rather than having to
open each course, create a training class to accommodate the one employee, and assign the employee
to that one class; the Assign Employee to Multiple Courses option makes the process much faster and
easier. This option allows training classes for numerous courses to be created and the employee to be
enrolled in all of those classes in just a few clicks.

i From the Employee Training Management Menu, double-click the "Assign Employee To Multiple
Courses" option.

#® Employes Training Management Menu
play £l £
#2] Course Awailabiity List
=) Course A

@ Cloze Multiple Course per Employes

NOTE: This option may also be accessed from the toolbar. Left-click the Operations item from the
toolbar, go to Employee Training Management, and left-click Assign Employee To Multiple
Courses.

Operations | My Pentagon CRM  Administration  Internet  Window  Help

Component Work Orders 4
Exchange Manager
Repair Manager

Process Manager

Flight Operations 4
Employee Training Management 4 Course Availability List
Heavy Maintenance Work Orders -XL 4 Employee Course Attendance
Engineering & Record Keeping 4 ” Assign Employee To Multiple Courses
Parts / Material Reauisition Close Multiole Course ner Course Scheduling
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ii. The Assign User To Multiple Courses window will appear.

W Assign User To Multiple Courses i ki)
Seifing  Close
User =]
The st of o  sehediings dplays thase which ke pet. ane e, boaz amendees than mas alendnes and that the user has done the ed coursn of [i there & onel / Has the pee imqueed skl for
User's courses 2 ANl Courses .
[ Mo [Dmecagtn [Timmng 1D [Siat [t fdnte) [Eref [dote] [Alimumd [Pcimd [Adioradonce Stabus [Gier Coure No |Description [Facity Eu; |License |Centiic
| o003 Pilatuz Aihame
| oo Lycomrg Ergres Ficksk! AT (] ] 4643
_< ||oosacs ilivon Eragines fiebuid I I
| Doooa? OFM ENGINE CERTIFICATE o o CSAS
{oopona R Sninas Babu 1 1 !
]
Open Cowses :
S [Emsse s [Omespien [Trmrarg @ [Sibhes  [Sbt [din]  [Eval ] [Fociy M At
» |
=4
Nodata to dirclay | -
No deta fo diplar
<
Pra Flequned Couse
Ean Shills | Airciakt Maresnance |
[ [Hame ]
'

ii.  ldentify the employee that needs to be assigned to multiple courses.

NOTE: To complete the User field, the employee must be listed in the Users List. To access this

table, left-click Administration from the tool bar, go to Pentagon Users and Groups, and left-click
User List.

Steps for creating a user may be found in the procedure "Creating a User" within the System
Administration section of this manual.

1. Left-click the User field.
2. The Users List search window will appear.

3.  Select the appropriate user (left-click the line within the search screen and left-click OK; or
double-click the line within the search screen).
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iv.  The User's course schedulings section:

|i.|sel's courses schedulings :

=

Courze Mo Description | Training 10| Stat, &

Closed

Start [date]
2010
3/4/2M0

End[date] |Attended |Passed |Attendance Status |Grade |Grade Description

g 010
341542010

Closed

100

Excellent

00000z CFM EMGIF 000003 Closed Closed =] Pass
000013 PLMP MOL 000003 Closed | 3/4/2010  3/30/2010 Closed 100 |Excellent
00000z CFM ENGIF 000013 Open (1472001 143172010 (] Fending
0000z CFk EMGIF 000011 Open |5A/2010  5A5/2010 [} Pending
000017 |ALLISON E 000021 |Open 0 |Pending
000017 ALLISON E 000020 Open | 2/20/2002 2/24/2012 | Fending
000020 TEST 000031 Open | BA8/2012 BA13/2012 Closed 100 |Excellent _,I
Eam Skills | Partriumber
Skil [Mame |
001 |MECHANIC |
1. In the upper part of this section, a list of all training classes in which the employee has been
enrolled will appear.
2. In the lower part of this section, tabs indicating required skills, earned skills, and course

topics will appear if applicable.
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V. All Courses section

|All Courses :

GE Engines Rebuild

Course Mo A [Description Facility Skills Licenze Certificate Status
000003 Pilatus Airframe Open
000005 Lycaming Engines Rebuild AlKD o am 54E43 Open

< I Q00ooe Allizon Engines Rebuild Open
00007 CFi ENGINE CERTIFICATE om 0o CSR543357 Open
000003 Open

NN

(F Frmimac [P e

Pre Required Course |Nune

ARACRACOR

Eam Skills |Aircralt Mainlenancal

Skill

|Name

0oz

|DIS4SSEMBLE

In the upper part of this section, a list of all courses available will appear.

In the lower part of this section (the Open Courses Schedulings section separates the upper
and lower parts), the pre-required course is listed (if applicable) and tabs indicating

required skills, earned skills, and course topics will appear if applicable.

vi.  Open Course Schedulings section

|Dpen Courses Schedulings :

Courze No

Description

Training 1D

Status

Start [date]

End [date]

Facility

Max Atendees

000003

Filatuz Airframe:

onoozz

Open

B/7/2012

BA0/2012 20

1

000008

Allizon Engines Rek

000032

Open

1

£

000 #

ALLISON ENGINS

00001

Open

1

—

|
=

Lists all training classes (1) that have a Status of "Open" or "Pending", (2) that have not been
taken by the employee, (3) that have less than the max number of employees attending, and (4)
for which the employee has met all prerequisite requirements.

vii.  Creating classes for multiple courses.

1.

In the Open Courses section, left-click the line that corresponds to the course for which a

training class needs to be created.
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e

2. Left-click the single left arrow button </to add a training class to the User's courses
schedulings section.

NOTE: Left-clicking the single left arrow both creates a training class with a Max Number of
Employees equal to one and adds the employee to the training class.

viii. Removing the employee from a training class.

NOTE: The employee may only be removed from a training class if the training class Status (fourth
column) is not "Closed" and the Attendance Status (ninth column) is not "Closed".

1. In the User's courses schedulings section, left-click the line that corresponds to the training
class from which the employee needs to be removed.

2. Left-click the single right arrow button /to remove the employee from the training class.

3.  The training class from which the employee is removed will be moved to the Open Courses
Schedulings section.

ix.  Adding the employee to existing training classes

1. In the Open Courses Schedulings section, left-click the line that corresponds to the existing
training class to which the employee should be added.

2. Left-click the single left arrow button _</to add the employee to the training class.

3.  The training class to which the employee is added will be moved to the User's courses
schedulings section.

NOTE: The employee may be added to all existing training classes listed in the Open Courses
Schedulings section by left-clicking the double left arrow button <.
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b. Close Multiple Course per Course Scheduling

This option was designed to be used in situations where it is more important to have employee training
records closed and the employee's skill list updated quickly than to record a large amount of
information regarding those employee training records. Rather than having to open each course, select
a training class, open each employee training record, complete each employee training record, and
close each employee training record; the Close Multiple Course per Course Scheduling option makes
the process much faster and easier. This option allows all employee training records for a specific
training class to be completed (with limited information) and closed in just a few clicks.

i From the Employee Training Management Menu, double-click the "Close Multiple Course per
Course Scheduling" option.

#® Employes Training Management Menu
play £l £
@ Courze Availability List

o3& MUMiple Course per Emplayes

NOTE: This option may also be accessed from the toolbar. Left-click the Operations item from the
toolbar, go to Employee Training Management, and left-click Close Multiple Course per Course

Scheduling.
Operations | My Pentagon CRM  Administration  Internet  Window  Help
Component Work Orders 4
™

Exchange Manager INTAGON 2000SQOL
Repair Manager

\ Process Manager

i' Flight Operations 4 /ﬁ

B Employee Training Management 4 Course Availability List
Heavy Maintenance Work Orders -XL 4 Employee Course Attendance

“ Engineering & Record Keeping 4 Assign Employee To Multiple Courses

Y Parts / Material Requisition Close Multiple Course per Course Scheduling
Lot Manager Close Multiple Course per Employee
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ii. The Close Employee Multiple Courses window will appear.

# Close Employee Multiple Courses @

2
Settings Close

Course Mo
Course ID

[User Coc]First Name [Last Hame [Attende ] Passe| Grade [status [Good Unii Attended Fiom Altended To [Hissed [Miss=d[DOC_H

<Mo data to display:

iii.  ldentify the Course No for the training class for which the employee training records need to be

completed and closed.
1. Left-click the Course No field.
2. The Course Availability List search window.

3.  Select the appropriate course (left-click the line within the search screen and left-click OK;
or double-click the line within the search screen).

iv.  ldentify the Course ID for the training class for which the employee training records need to be

completed and closed.
1. Left-click the Course ID field.
2.  The Scheduled Trainings search window.

3.  Select the appropriate class (left-click the line within the search screen and left-click OK; or
double-click the line within the search screen).
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V. The list of employee training records (that have not already been closed) will appear.
# Close Employee Multiple Courses @
BB ]
Update Settings Close
Course Mo :| 000020 = [TEST
Course 1D : | 000031
‘USEI Cuc‘ First Mame |Las| Name |Allande|PassE| Grade |Slalus ‘Guud Until Attended From Attended To |Missed | Missed|DDC_f\|
004 Jirn Johnson Fendin E/1842012 541372012 1] 1] 83
007 Julia Louiz Pendin E/M8/2012 E/19/2012 1] 1] a5
aos Gearge Costanza Pendin EMB/2012 EA18/2012 1] i} 88
vi.  Left-click the line that corresponds to the employee training record that needs to be completed.

1. Left-click the check box in the Passed column to indicate that the employee passed the
class.

NOTE: The Passed check box must be marked as "checked" in order for the skills earned by
the training class to appear on the Skills tab of the employee'’s User file.

2. Indicate the grade received by the employee.
a. Left-click the Grade field.
b. The Course Grading Codes search window will appear.

C. Select the appropriate grade (left-click the line within the search screen and left-click
OK; or double-click the line within the search screen).

3. Indicate the date on which the skills earned or demonstrated during the training course are
no longer valid for the organization.

a. Left-click the down arrow _*lin the Good Until field.

b. The clock widget will appear. Left-click the appropriate date.

NOTE: The date may also be manually typed.

4, Ensure that the Attended From and Attended To fields are correct.

5. Ensure that the Missed Days and Missed Hours fields are completed.
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vii.  After each line has been completed, close the training records by left-clicking the Update button
in the Close Employee Multiple Courses toolbar.

NOTE: Once the status has been changed to "Closed", the status cannot be changed and no
information may be added or changed on the employee training record. Ensure all information is
correct prior to changing the status to "Closed"

AEROSPACE ® DEFENSE ® ELECTRONICS ® POWERSYSTEMS ® METALS Employee Training Module

Rev 0, 06/13/2012
Page 61 of 65



5 PENTAGON

\/ SOFTWARE EMPOWERING THE ENTERPRISE

C. Close Multiple Course per Employee

This option was designed to be used in situations where a single employee is required to take
numerous courses at one time (i.e. a new hire or annual proficiency exams). Rather than having to
open each course, open each training class, complete each training class, and close each training class;
the Close Multiple Course per Employee option makes the process much faster and easier. This option
allows all open training classes for a single employee to be completed and closed in just a few clicks.

i From the Employee Training Management Menu, double-click the "Close Multiple Course per
Employee" option.

* Employee Training Management Menu @I

@ Course Availability List

= @ Employee Course Attendance

@ Assign Employes To Multiple Courses
o heduling

NOTE: This option may also be accessed from the toolbar. Left-click the Operations item from the
toolbar, go to Employee Training Management, and left-click Close Multiple Course per

Employee.
Operm‘ My Pentagon CRM  Administration  Internet  Window Help

Component Work Orders 4
INTAGON 2000SQL™
Repair Manager

k Process Manager

? Flight Operations 3 (ﬁ

’J| Employee Training Management 3 Course Availability List
Heavy Maintenance Work Orders -XL 4 Employee Course Attendance

o Engineering & Record Keeping 4 Assign Employee To Multiple Courses
Parts / Material Requisition Close Multiple Course per Course Scheduling

| Lot Manager Close Multiple Course per Employee
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ii. The Assign User To Multiple Courses window will appear.

# Close Multiple Course per Employee @
» K
Settings Close
User Code :
Course Ma. |Descliption |Coursa Scheduling | Status Attended |F’assed |Grade Goaod Until Attended From Attended To Mizsed Daps Mizsed Hours

<Mo data to display:

iii.  ldentify the employee for which multiple courses need to be closed.

NOTE: To complete the User field, the employee must be listed in the Users List. To access this
table, left-click Administration from the tool bar, go to Pentagon Users and Groups, and left-click
User List.

Steps for creating a user may be found in the procedure "Creating a User" within the System
Administration section of this manual.

1. Left-click the User field.
2.  The Users List search window will appear.

3.  Select the appropriate user (left-click the line within the search screen and left-click OK; or
double-click the line within the search screen).
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iv.  The list of employee training records (that have not already been closed) will appear.

# Close Multiple Course per Employee @
(Zieon

Update Settings Close

User Code:IDDT _I pames ‘wiebster

Course Ma. Description Course Scheduling | Status Attended [Passed |Grade Goaod Until Attended From Attended To Mizsed Daps Mizsed Hours
000017 v

000007 CFM ENGIME €] 000011 Pending O 5/1/2010 5/15/2010 0 a

V. Left-click the line that corresponds to the employee training record that needs to be completed.

1. Left-click the check box in the Passed column to indicate that the employee passed the
class.

NOTE: The Passed check box must be marked as "checked" in order for the skills earned by
the training class to appear on the Skills tab of the employee's User file.

2. Indicate the grade received by the employee.
a. Left-click the Grade field.
b. The Course Grading Codes search window will appear.

C. Select the appropriate grade (left-click the line within the search screen and left-click
OK; or double-click the line within the search screen).

3. Indicate the date on which the skills earned or demonstrated during the training course are
no longer valid for the organization.

a. Left-click the down arrow _~/in the Good Until field.

b. The clock widget will appear. Left-click the appropriate date.

NOTE: The date may also be manually typed.

4, Ensure that the Attended From and Attended To fields are correct.

5. Ensure that the Missed Days and Missed Hours fields are completed.
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vi.  After each line has been completed, close the training records by left-clicking the Update button
in the Close Multiple Course per Employee toolbar.

NOTE: Once the status has been changed to "Closed", the status cannot be changed and no
information may be added or changed on the employee training record. Ensure all information is
correct prior to changing the status to "Closed"
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