
Document Number: 622001 Approved by:  

Revision Number: 000 Date:  

Change: 000 New revision 
 

622001 Rev. 000  Page 1 of 16 

Training Database Instructions 
 

The training database is used to maintain records of employee training, education, skills, and experience.  

It also contains job descriptions including employee responsibilities and authorities. 

 

 
 

From the main screen you can access all of the options in the database.  Listed below is a summary the 

button functions.  For detailed information about each button, see the corresponding sections in this 

document. 

 

Setup Employee Information – Add or edit employee information, assign job titles, etc. 

Setup Job Information – Add or edit job title information.  This includes responsibilities and authorities 

as well as required training, education, certificates, skills, and experience.  

Custom Information Setup – Customize company information and lists for pull-down menus within the 

database. 

Employee Training Report – Create a report for individual employees or all employees showing 

training, education, skills, and experience contained in the database. 

Create Custom Reports – Open the Report Wizard to create your own custom reports. 

Setup Training Classes – Add or edit information about job-specific training. 

Enter Training Records – Add records of training that has taken place.  

Required Training Report – Create a report showing training requirements for job titles. 

Class Training Report – Create a report listing which employees have completed training in specific 

training classes. 

Training Matrix – Create a matrix showing training that has taken place within individual departments 

or within the whole organization.  Can also create a matrix showing due dates of retraining that is 

completed on a periodic basis. 
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Training Database Menu Tree 
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& experience 

Optional confidential 
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Add/edit job titles 
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& authorities 
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Add/edit job-specific 
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Add/edit training 
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requirements 
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training completed 
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showing training 

completed or 

retraining due dates 



622001 Rev. 000  Page 3 of 16 

1. Setup employee information 

 
 
On the Employee Information screen, enter the employee’s name and employee number.  The employee 
number is required, as this is what the database uses to link the employees to their job title, records, and 
other information.   
 
Enter the employee’s job title.  This must be selected from the pull-down list.  If the job title doesn’t exist 
in the database yet, you can create a new job title by clicking on the Setup Job Requirements button.  See 
the Setup Job Information section for details. 
 
After a job title is selected, any requirements for education, certifications, skills, and experience will 
automatically appear in the box(es) on the right.  You need to fill in how the employee meets the 
requirements in the corresponding box(es) on the left. 
 
There are three other tabs on this form that may be used to enter additional employee information, if 
desired.  The Confidential Info tab can be used to enter information such as social security number, 
address, phone numbers, email, etc.  The résumé tab can be used to attach an employee résumé.  The 
Photo tab can be used to attach an employee photo. 
 
If an employee leaves the organization, the Inactive field can be checked.  This will allow you to keep the 
employee’s records intact 



622001 Rev. 000  Page 4 of 16 

2. Setup Job Information 

 
 

On the Job Title Setup screen, enter the job title.  There are three tabs on this form containing fields to be 

filled out for the job position.   

 

The first tab contains fields for job responsibilities and authorities.  Responsibilities are items that 

employees in this position are expected to do.  Authorities are things that the employee is allowed to do.  

Some examples of authorities are the authority to sign contracts, to stop production if nonconforming 

product is being made, or to disposition nonconforming product. 

 

 
 



622001 Rev. 000  Page 5 of 16 

The second tab contains fields for required education, certifications, skills, and experience.  Education can 

be high school diploma/GED, vocational school, degrees, etc. Certifications can be things like forklift 

license, welding certificate, auditing certification, etc.  Skills can be any tasks that the job position 

requires proficiency in.  Experience can be listed by number of years in a position, related industry, etc. 

 

 
 

The third tab allows you to add required training classes for the job position.  These can be selected by 

clicking on the down-arrow in the left box and selecting from the list of classes that have been entered.  If 

no classes exist, they can be added by selecting Setup Training Classes from the main menu.  See the 

Setup Training Classes section of this document.  Required training may also be added to the job title 

from the training class information screen (see the Setup Training Classes section of this document). 
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3. Setup Training Classes 

 
 

On the Training Class Information screen, enter a class number and revision.  These are both required 

because the database uses this information to link the class to the job title (for required training) and to 

employees who have been trained.   

 

The training class title should adequately describe the training.  If the specified training is not a one-time 

event, the “training good for…” field gives you the option to specify how frequently this training should 

be done for each employee.  The development information fields allow you to create custom training 

reports on types of training being done.  The obsolete field allows you to “expire” training. 

 

In the right-hand window you can select job titles for which this training class is required.  This can also 

be set in the job title setup screen (see the Setup Job Information section of this document). 
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4. Enter Training Records 

 
 

The Enter Training Records screen allows you to enter records of training classes completed.  Use the 

Enter by Employee tab (see above) to enter multiple classes for one employee, or use the Enter by Class 

tab (see below) to enter multiple employees completing one class.   

 

When entering by employee, you can find the correct employee by clicking the left and right arrows next 

to the Employee # field.  Another way to find employees is to place the curser in one of the gray fields at 

the top of the form and using the page up and page down keys.  Also, pressing Ctrl-F will open a search 

dialog box.   

 

When entering by class, you can find the desired class by clicking the left and right arrows next to the 

Class # field.  Page up/page down keys and Ctrl-F also work with classes similar to employees.   
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5. Custom Information Setup 

 
 

The Database Setup Form is used to enter customization information for the database.  The company tab 

contains company information.  The company name field displays on the database main menu screen.  

Other company information entered can be used in reports.  The other six tabs on the form are used to 

customize pull-down menus in the database 

 

 
Use the Shifts tab to enter 

company shift information. 

 
Use the Train Levels tab to enter 

numeric values for various skill 

levels achieved through training. 

 
Use the Eval. Methods tab to 

enter methods of evaluating the 

effectiveness of training.  

Numbers may be entered to 

determine the order that entries 

will be listed on pull-down 

menus. 

 

 
Use the Educ. tab to enter levels 

of education that may be required 

for job positions.  Numbers may 

be entered to determine the order 

that entries will be listed on pull-

down menus. 

 
Use the Cert. tab to enter 

certifications that may be 

required for job positions. 

 
Use the Exp. tab to enter skills 

and experience that may be 

required for job positions. 
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6. Required Training Report 

 

 

 

From the Choose Job screen, select the job title of the job you want a report for.  Clicking the Create 

Report button will create a Job Description report listing the requirements for the job, including 

responsibilities, authorities, education, certifications, experience, and job-specific training (see graphic 

below).  Clicking the Create Report for All Job Titles button will create a job description for all job titles 

in the database. 
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7. Employee Training Report 

 

 

 

From the Choose Employee screen, select the employee you want a report for.  Clicking the Create 

Report button will create a report listing the qualifications of the employee, including education, 

certifications, experience, and job-specific training (see graphic below).  Clicking the Create Report for 

All Employees button will create a report for all employees in the database. 
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8. Class Training Report 

 

 

 

From the Choose Class screen, select the class you want a report for.  Clicking the Create Report button 

will create a report listing the employees who have taken the class, the level of training achieved, and the 

date the training was completed (see graphic below).  Clicking the Create Report for All Classes button 

will create a report for all classes in the database. 
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9. Create Custom Reports 

 
 

Selecting Create Custom Reports from the main menu will open the Access Report Wizard.  To begin, 

select the table or query that has the information you want in the report.  Do this by clicking on the arrow 

to the left of the Tables/Queries field, and selecting the one you want from the drop-down list.  For 

information on how to create your own queries to combine information from more than one table, press 

F1 to open Microsoft Access Help. 
 

 
 

When you have the table or query selected, select the fields you would like in the report.  This can be 

done by double-clicking the field, or clicking the > button.  Once the fields have been selected, click on 

the Next button. 
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You can select grouping levels to break the data into groups.  The graphic above shows that the data will 

be grouped by strDept (Job Title). 

 

 
 

The next screen allows you to sort the data.  Select the field(s) you want to sort by, then choose if you 

want the data sorted in ascending or descending order using the  button.  Up to four fields can be 

sorted.  The first field selected will take precedence. 

 



622001 Rev. 000  Page 14 of 16 

  
 

The next screens allow you to select a layout type and pre-set styles. 

 

 
 

Give the report a name, and click on the Finish button.  The report will open, displaying the information 

you selected.  For more information about working with reports, check the box next to “Display Help on 

working with the report.”   

 

To find the report later, click on the Database Window icon ( ) from the menu bar at the top of the 

Access.  Click on the Reports tab on the left-hand side of the Database Window, and you should see your 

report.  Double-click the report to display it. 
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10. Training Matrix 

 
 

First select a job title, then select the type of matrix you would like created.  There are three types of 

matrix:  Training Matrix, Crosstraining Matrix, and Retraining Matrix.  The “Go to Excel Spreadsheet” 

button will open the last matrix that was created, but will not update the information. 
 

Training Matrix – lists all required training for a job title, and the training achieved by employees in the 

job.  The numbers indicate the level of competence achieved. 
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Crosstraining Matrix – lists people with other job titles who have completed training in the job you 

selected. 

 

 
 

Retraining Matrix –lists the dates that training needs to be completed for training that expires.  

 

 
 


