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Training Module 

• To access the Training Module please navigate to HOME > Training
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View trainees

Taking into consideration that for the Training Module we use the Line Manager Hierarchy
the ‘View trainees’ will differ depending on the user group to which the user belongs too.

A User with access Level 1 (Trainee) will be able to only see his record in View Trainees
Tab and his team , if he is assigned as a Line Manager to any other user.

A User with access Level 2, 3 (Reporting Officer) will be able to see his records and his
team records

A user with access Level 4 (OSHE Administrator) will be able to see all the users in the
system, regardless of the Line Manager assigned.

View Trainees – Level 1 
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View trainees

Each trainee and their 
home location is listed in 

this view

View Trainees – Level 2 (Reporting Officer) 

View Trainees – Level 3 (Reporting Officer) 
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View trainees

Use the filters above the 
table to filter the data 

Use the “Search” box to 
search on this view

Click on ‘Options’ button of the 
particular trainee that you are 
interested in to further action 

Click on ‘Export’ button from the 
bottom of the table to choose from 

the available export options

View Trainees – Level 4 (OSHE Administrator)
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View trainees 

‘Options’ menu allowes you to perform different actions related to the trainee you are
looking at.

View Training  passport opens the user’s passport 
(presented in a later phase)

‘Modify required training’ allows you to link training types to this 
particular user

This user can be linked to a training by 
clicking on the requirement column 

(where empty)

Select the option you prefer for this 
particular user from the list that is 

shown
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Clicking on this link here will download/open the 
document attached and made available here 

Modify Required Training

Modify Required Training it’s a role that is associated to a certain User Group.  

The training requirements will be set on individual employee records rather than determine them by the training 
matrix. 
Clicking on the Options Cog > Modify Required training , in the View Trainees Tab, a new window will open.

In Case the training requirements are 
changed in this window, the user for which 
the training requirement has changed can 

be notified via email , by clicking on the 
“Notify Trainee” button
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Modify Required Training

Clicking on the Notify Trainee button will trigger an email that will be sent to the
trainee(user) and to the line manager on the user account.

If the user will press “Back” instead of “Notify Trainee” then the email won’t be sent.

The email content will capture the following information: 



© Copyright National University of Singapore. All Rights Reserved. 

View Training Records

Click on the ‘View Training records’ tab to display a list of the Training records dependign 
on the access level you have..

To add a new training 
record – click the ‘Add 
training record’ button

Use the filters above the 
table to filter the data 

Click on the underlined headers of 
the columns to sort the data

Click on ‘Export’ button 
from the bottom of the 
table to choose an export 
option

To view or edit the details of 
a training – select 

‘View/Edit’ from the 
‘Options’ menu
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Add Training record 
(For Safety & Health Coordinator & Safety Lead)

Select the name of the employee

Select the type and date of training, organisation 
and length of training

Capture the Score and the Final result of the 
course taken.
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Add Training record
(For Safety & Health Coordinator & Safety Lead)

Add notes, if needed.

Attach related documents

To save the record click on ‘Save’ button. To save and open a 
blank one click on ‘Save and create another’ button. If you 
don’t wish to save it click on ‘Cancel’button.

Add actions, if needed.
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Types of Training (For OSHE Administrator)

By clicking on ‘Types of Training ’ you will be able to view all types of trainings  that exist in 
the system. 

If you click on ‘Options’ button you will be 
able to view or archive the training type
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Add Training Type (For OSHE Administrator)

By clicking on ‘Add new Training type’ button you will be able to add new Training  types by filling 
in the fields of the form.

Add a title of the new Training type and select 
the validity period for it using the defined drop-

down

Add a description for the new training type

Select the category of the new Training type

Select a training code from the predefined 
drop down list.
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Add Training Type (For OSHE Administrator)

For each training type you can select 
multiple Training Owners

Select the due date of 
the Training.

Specified date

Within a certain time 
the person joined the 

company

Trainign Method can be selected from the 
predefined drop down list

You can specify if an assessment is 
required for this type of training
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Add Training Type (For OSHE Administrator)

Each trainign type has a minimum score that 
needs to be recorded, so this can be chosen 
from the predefined drop down list available

Additional details can be captured in the 
Comments box.

The default notification sent to each enrolled user is set to 30 calendar days 
before the Training type expiration date.
To override the default notification configuration please select the "Send 
reminders" check box and enter new reminder days values, making sure you 
follow the format explained here:
>> Values are entered as days, so if you want to say 1 month you should use: 
30, 2 months: 60, 3 months: 90, etc.
>> Use positive values separated by commas to send a notification before 
the training record expires. e.g.: (60,30,2 will send a notification  2 months, 1 
month and 2 days before training record expires.)
>> Use zero to send a notification on the day that the training record expires. 
e.g.: (30,15,0 will send send notifications 30 and 15 days before the record 
expires as well as the day the record expires.)
>> Use negative values separated by commas to send notifications after the 
training record has expired. e.g.: (30,15,0,-15,-30 would send notifications 30 
and 15 days before and after the record expires as well as the day the 
record expires.)



© Copyright National University of Singapore. All Rights Reserved. 

Training passport

Each trainee has a training passport which can be opened by accessing the menu under 
‘Options’ on the ‘View trainees’ view.

First section contains details of the user

‘Completed training’ lists all training records of the 
user

‘Individual Training requirements ’ lists courses  
where the user was enrolled as ad-hoc or was linked 

to this training type individually (not through the 
matrix)
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Training – Reports

Reports are available under Reports tab, Training  group of reports as follows:
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THANK YOU
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