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Overview

I-TECH has created a web application called TrainSMARTd Training System Monitoring and Reporting
Tool. This guide serves as a training manual for the system.

Terminology

There are many terms used throughout this document to describe various parts of the sites. They are
defined below.

Welcome, Robert | logout

B TrainSMART

Republic of Tjaan i
publi naan English | Frerch

TRAININGS PEOPLE REPORTS EVALUATIONS MY ACCOUNT
Wiew/Edit Person '\
People Search (el M FEmem .
P Main Menu

— Select Criteria

Province I——AII—— 'l Drop'dOWn ||St
pistrict [ ] Disabled (grayed out)

Facility |——choose-- j
Training name I—-AII-- j
Qualification I——All-- j
First Name | |
Labels Type-Ahead Box

Last Name | |

' Trainers only

Button

[ Participants only

' Unattached only l

[ Everyone

Radio Button
[ PreviEw |

1 Main menu: How a user navigates through the site. Clicking on an option on the main menu will
display the drop-down menu underneath. Then you select the page you want to go to.

1 Drop-down box: Click on the down arrow to display your choices and then select from the list.

1 Disabledfield:If t he field is figrayed outo that means it <ca
activated. In this case, you must pick a fRegionofirst, and then the fDistrictobox will be activated.

1 Labels: In this application, some of the labels can be modified by country. For exampl e, #
Nameodo could be fATraining TioSE eCountoyOptiinke gfi mrm Omaroal
details.

1 Type-ahead box: Typically these will be light blue. In this example, you start entering letters of a
facility. Existing facilities with names containing the matching letters will display underneath the
box. If the facility exists in the system already, select it from the list.

1 Buttons: are typically green and will perform a task, such as executing a search.

Tr ai
I d b
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1 Radio Button: a circular button that can be turned on/off by clicking on it.
1 Check box: a square box that can be turned on/off by clicking on it.

Logging In

To use the application, you must have an account and login.

1. Tologin, go to the URL provided to you for your country, which will look like this:
http://[your country project].trainingdata.org/ (Your administrator will provide you with the exact
address)

2. Atthe landing page (shown below), enter your user name and password. This will be supplied by
your project administrator.

3. Click onIntoh eb ufit Siognn

Welcome, guest | login

B TrainSMART

chart

Welcome to TrainSMART
Training System Monitoring and Reporting Tool

Please login below:

User name |

Password | ‘

Forgot vour password?

Forgot Your Password?
If you have forgotten your password, you can get a new temporary password created.

1. Fromthe landingpage,cl i ck on the |l ink fiForgot your password?c
2. Enter the email address assigned to your account.

3. Click on ASend passwordo button.

4. You will receive an email at that email address with the temporary password.

TrainSMART Manual Page 6 of 86



Landing Page

Once logged in you will see a dashboard the provides a quick summary of the data in your site

Training System Monitoring and Reporting Tool

Data Summary

0000-00-00 to 2011-12-05 Total Fiscal Year (since 2011-04-01)
Participants (89 unigue) 227 16
Trainers (33 unique) 136 12
Trainings 127 12
Future Trainings: Total: 1

View Printable Calendar

Course Name Start Date Training Center Created By
Adherence Viorkshop 2011-08-15 CHARTHinche Robert
Mclaughlin
Incomplete Trainings that already occurred: Total: 2
Course Name Start Date Training Center Created By
Adherence Workshop 2011-05-12 null demo demo
VT 2008-04-04 University Hospital demo demo
To be Approved
Course Name Start Date Training Center Created By Message
EMR trainig 20100301 | SaferiHotel Robert
Mclaughlin
Attached Documents
Filename Size Author Upload Date
TrainSKWART pdf 0.08MB Raobert Wclaughlin 2011-05-12 11:11:03 Delete

Right-click and select "Save Target As..."” to download.

Document Upload

Browse_ I Upload

Allowed file extensions: doc docx xls xlsx pdf
Mazx upload size: 10M

1. Data Summary
9 Lists dates of first and last training (may display 0000-00-00 if there is a training in the
database that does not have a data attached to it).
9 Participant count returns unique participants, total participants, and participants in the
current fiscal year (4/1 7 3/31).
1 Trainer count returns unique trainers, total trainers, and trainers in the current fiscal year.
1 Trainings count returns total trainings and trainings in the current fiscal year.
2. View Printable Calendar is a hyper link to a printable calendar. The calendar will show both past
and future trainings. The title of the training will appear along with the training organizer and the
number of days the training will last.

TrainSMART Manual Page 7 of 86



Print Calendar
Sunday Monday
2 3
9 10
test - I TECH
(5 days)
16 17
23 24
30 31
test - Plan
National/MSPP
(3 days)

<< August 2009 >>

Tuesday

11

18

25

Wednesday

12

19

26

Thursday

13

20

27

test -
Departement
sanitaire du
Sud

(4 days)

Friday

14

21

28

Saturday
1

15

22

29

3. The @A Fut ur eabldlistadanytiainings tbat have a start date in the future. This table

serves as a quick reference for upcoming classes.

4. T h dncdimplete Trainingsotable lists any trainings that have no participants and/or no trainers
attached to them. This table serves as a reminder that these trainings have not been filled in

completely.

5. T h €lo lie Approvedotable lists any trainings that need to be approved by a user that has
approval privileges. This functionality can be enabled with a check box under My Account >
Country Setup. Once a user is added to the system there is check box that will give permissions
to approve trainings.

TrainSMART Manual
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“First Name

“Last Name

*Login

*E-mail

New password

Confirm new password

Jate
DataEntryOnly
kwaldman2

kwaldman@gmail.com

— Access Level

Trainings
People
Reports

Admin

Approval

' add/Edit/Delete
& add/Edit/Delete
¥ view/create reports

[ Edit country options
[T Add Training Titles

[ Approve trainings

 View only

© View only

I" add/Edit users

If this box is not checked, each training the person enters will require approval to be included as a
training. If a person is an approver they will see a table on their home page with trainings waiting for
approval. They have the ability to approve or reject a training and/or leave comments.

To be Approved
Created
Course Name Start Date Training Center By Mes=age
this
Condom 2010-03-14 Meru Hospital - need
— e e DataEntryOnly. .
= participant:
ond = ATP Conference .. Still not
Condem 2010-02-02 Room joe cool ot
Akub:
Treatment 2009-12-12 null L a.
Dolphyne
Akub:
COPE Training 2009-01-04 | nul —
Dolphyne

The approver can click on the training and they are taken to the full training information page where they
will see radio buttons to approve or reject a training and a comment box. If a training is rejected they can
add a comment as to why or what additional information is needed. This feature was intended to
increase data quality.

Approval Status

Approved

Rejected ¥

K

Comments

TrainSMART Manual Page 9 of 86



6. General documents can be uploaded and stored on the home or landing page. TS will allow the
user to upload a word, excel, or pdf document that is less than 10MB. At the bottom of the
home/landing page the user will see an Attached Documents section. This section allows the
user to upload a document from their computer and will track who uploaded it, when, and the
size of the file. Clicking on the hyperlink will open the file in whatever format it was saved in.
There is also a link to delete the file.

Attached Documents

Filename

SBudget.xlex 1.xlsx

Size

0.01MB

Author

Robert Mclaughlin

Upload Date

2011-02-25

09:21:23 -

Document Upload

Browse

Allowed file extensions: doc docx xls xlsx pdf
Max upload size: 10M

Right-click and select "Save Target As..."” to download.

Upload

The user should click Browse and a standard windows open file screen appears. Navigate to the
intended file and click on the file, then click open. The window will close and the user will be back in TS.

Look i [ [} Desktop

Choose file 2ixl
= « ek E-
|}y Documents 2] itech.sql
4 My Computer B orthDeptHaitiimport. xls
1My Mebwork Places b Notepad

8 Adobe Rearder 9
iTunes

|4 Navicat For MySQL
| Jipod
|_)trainsmart
.g'aEar\suw‘lxd

EJEngenderPhaseZCuts.xlsx

= "ﬂextappissues‘docx

= F1040.pdf

] FebHours, dsx
1) qoodgle.kxt

I ITECH

& Remote Desktop Connection
2] serverlnfa.txt
2] trainings txt

|E_]TrainSMART License w4 Clean.docx

1] trainsmart.zip

1 5] trainsmark_web.zip
|Z_‘]TSBudget.x\sx

(=] T5FacilltitesHait (3). sz
(=] TsFacilititesHaiti, xls::

File name: I\

j Open I
j Cancel

Files of twpe: IA\I Files *.7)

click My Account > Edit Users > select a user.

¥

To finish the process, click the upload button and the file will appear in the box above.

This functionality requires permissions on a per user basis. To set the permissions for an existing user,
Under the Access Level section there is a checkbox
labeled Files Upload and Delete. Checking this box gives the person the rights to upload a file.

[~ Access Level

*First Name
*Last Name
*Login
*E-mail

New password

Confirm new password

Robert
Mclaughlin
robertm

robmcl@u.washington.edu

Trainings '@Add/Edit/Delete
people ‘@Add/Edit/Delete
Reports View/create reports

Admin Edit country options
Add Training Titles

Approval Approve trainings
Files Upload and delete

_View only
_View only

Add/Edit users

TrainSMART Manual
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Main Menu Options

Once you are logged in, you will have the following options to choose from the main menu bar.
Note: some of these options may not appear, depending on your permissions.

Home
1 Takes you back to the landing page.

‘Welcome, Robert | logout

"2 TrainSMART

Republic of Tijaan Enalish | French

TRAININGS PEOPLE REPORTS EVALUATIONS MY ACCOUNT

Trainings
1 View/Edit Training: search for an existing training to view or edit.
1 Add New Training: add a new training that has taken place or will take place in the future.

People
1 View/Edit Person: search for an existing person to view or edit.
1 Add New Person: add a new person, either a trainer or participant.

Places
1 View/Edit Facility: search for an existing facility to view or edit.
1 Add Facility: add a new facility (where people work).
1 View/Edit Training Location: search for a training location to view or edit.
1 Add Training Location: add a new training location (where trainings take place).

Reports

Training Reports: run reports based on training information.
Participant Reports: run reports based on participant information.
Trainer Reports: run reports on trainers.

Facility Reports: run reports on facilities.

E R

Evaluations
1 Allows the user to add, copy, assign, or print an evaluation

My Account
1 Edit Country Options: edit the labels and drop-down lists for this country.
1 Add New User: create a new user account.
1 Edit User: edit an existing user account.

Multiple Language

1 Inthe right hand corner there will be hyperlinks displaying the languages that TS has been
translated into. Clicking on one hyperlink will change all text into that language.

1 If a project would like to have TS translated into multiple languages they will receive a translation
document where they will translate all verbiage in TS. Currently, French and English are
complete.

1 Once the translation file is complete and has been uploaded the functionality to turn on the
languages and set the default language is found in Edit Country Option. Ad administrator will
need to set these variables.

TrainSMART Manual Page 11 of 86



Languages:
English W Enable ¥ Default

French ¥ Enable i~ Default

I-TECH branding and help
1 On the bottom of every page there is now the following verbiage:
Developed and funded by I-TECH. For questions or help, click here.
The hyperlink will take the user to http://www.trainingdata.org/home.html| where they will find
more in-depth information on TrainSMART (This site will be expanded in the next month).

Trainings
This is the core part of the system. From here, you can add new trainings, along with the participants and
trainers.

Add New Training

This is the form used to enter all new training sessions. You can enter the basic training information and
then add the participants and trainers at a later date.

BN
)

1. From the main menu,0 ¢hieak seheftTr @dibndidndgNew Training
2. Select from the drop down menu the training category

‘Welcome, Robert | logout

™ TrainSMART

Republic of Tijaan English | French

TRAININGS PEOPLE REPORTS EVALUATIONS MY ACCOUNT
Add New Training

Training category |— select — hd

*Training name [— select — =

Insert new

*Training start date Day |:|/ Month |:| / Year =
*Training end date Day |:|/ Month |:| / Year =

“Traininglength [ | hours  days © weeks

Training organizer [— select — =l insertnew

Training location [— select — Bl 1nsertnew

PEPFAR |— select — 7| Insert new

Participants are known [

SAVE AND CONTINUE

1 Note: Fields marked with an * are required.

3. Select from the drop down the name of the training.

4. Enter the start date of the training by entering the dates into the text boxes. You can also click on
the calendar icon on the right, to open a small calendar to choose a date.

5. If enabled, enter the end date of the training entering the dates into the text boxes. You can also
click on the calendar icon on the right, to open a small calendar to choose a date.
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6. Enter a number for the length of the training and choose the appropriate length (hours, days, or
weeks).

7. Select a fifraining Organizerofrom the list. If the option you need is not in the drop-down list, you
can add a new one byNewd cMduwikde ppomptedhoentdt your sesvr t
organizer. The new option will then be available in the drop-down list for future entries.

8. Select a training location from the drop-down list. If the option you need does not exist, you can
add a new one by ®&Newokli ngk oan th ddcdich dane,tthe city, thg t h e
district and the region.

9. Select the fATraining Levelofrom the drop-down box. If the option you need does not exist, you can
insert a new one byNecwoi clkiinnkg on the flnsert

10.1 f participant names are notknlomwmwn desel ect APartic

11. Once all the fields arefiled,c | i ck on ASave and Continueodo button to
(below).
Training category [VMaara 5] ——
Date created: 2010-02-08 11:03:17
*Training name IEMR trainig x| | createdby: Robert Mclaughlin
Insert new Date modified: 2010-03-08 11:03:17

Modified by:

“Training start date Day 01 |/ Month |03 |/ Year 2010 | [H View/Print Training Roster

Assign Evaluation to Training

*Training end date Day |05 |/ Month |03 | / Year 2010 | = [ (— aned
Duplicate this Training
*Training length |5 © hours @ days ¢ weeks Delete this Training
Training organizer |Tuan MNational Training Center j Insert new
Training location [Safari Hotel =l 1nsert new
Level lm Insert new
PEPFAR |— select — ¥ days
— select — ¥ days
m days
m days
m days
Training Method lm Insert new

Training topic Check all that apply below Insert new

[ ART Basics for Nurses [~ Pediatric HIV Care and Treatment

[~ ART Basics for Physicians - PMTCT

[~ Blood Safety Basics [~ PMTCT Program management

) Orientation

[~ Fistula Repair
[~ Psychosocial care for PLWHA

[~ Fistula Treatment .
[~ Quality of Care: ART

[~ Improving TB/HIV Care . .
e

12. Select the FPEPFAR Categoryofrom the drop-down box or boxes. Depending on the country
settings, there may be one box or five.

13. If your project is using multiple PEPFAR categories, after you select the PEPFAR category, enter
the number of days for that category. For instance, if the class covers multiple categories, such
as ART and PMTCT, enter the number of days per category. These must add up to the time
e nt e r @rdining bength.o(if you are using the one PEPFAR category option you will not have
to perform this task)

1 Note: for 4 hours, use .5 days; for 2 hours use .25 etc.

14. The default training topic is a drop down where only one can be selected.

15. If your project is using multiple training topics the topics will all appear as check boxes and will
allow the user the ability to check one or many. If the option you need does not exist, you can
insert a new one bynewloi dkintkg on the fAlnsert

16. Select if this training was a Training of Trainers training by clicking the check box.

17. Select if this training was a refresher course by clicking the check box.
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18. For fFundingoof the training, check all options that apply and if applicable enter a dollar amount
in the box to the right of the funding agency

1 Note: for some countries, the funding options will not be displayed.
19. Select type of curriculum used
20. Enter any comments on the curriculum
21. Enter any additional comments for the training in the i C 0 mm e text
22. Enter any Course Objectives in the Course Objectives box
23. Select the Primary Language the training was taught in
24. Select the Secondary Language the training was taught in

Training of Trainers [
Refresher course [
Funding Check all that apply below Insert new
[~ DFID §
[ GFATM §
- GTZ §
- IMB/PIH $
- Jica §
[T Ministry of Education g
[~ Ministry of Health $
[~ Ministry of Labor $
[T PEPFAR $
I PH $
[~ SIDA $
[~ USAID $
National curriculum |— select — Tl Insert new
National curriculum =
comment
Comments =
Course Objectives =
Primary Language |— select — ¥

25. You can enter trainers and participants at this time or wait until later. See the fEntering Trainers
and Participantsd secti on below for details.

26. If there are fiTest Scores,0y ou can enter td htemSd or ¢ esamdSciwRoesdt t e xt
boxes (this set of test scores is a course average).

1 Note: these may not display for every country.

27. You can use the custom fields for tracking other information. There are two custom fields that
can have their labels changed and be turned off/on

1 Note: these may not display for every country.
28. Approval Status. This will be grayed out if the user does not have the ability to approve trainings
1 Note: these may not display for every country.

29. Attach Documents allows the user to upload documents associated with the training to share with
others.

30,Click on the fSavsavelourechangemgo button t
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31. If there are any data points that are required but not filled in, the system will not save the record

but will show the error in red.

Course Average Test Scores

Pre test score Post test score

Notes

Custom field 2

Approval Status
Approved

Rejected &

Attached Documents

Filename Size = Author Upload Date |

No records found. |

Right-click and select "Save Target As..." to download.
Document Upload

Browse... Upload

Allowed file extensions: doc docx xfs xlsx pdf
Max upload size: 10M

Funding

TS will now track a dollar amount for funding of a training. On the View/Edit Training page there is now a
box to input a dollar amount for 1 to many funders. As an example, if USAID and I-TECH both funded a

training at $2500 this can now be captured.

Funding Check all that apply below Insert new

[ coc &
[T Funding 1 g
[T Funding 2 ¢
[T Funding 2 ¢
¢ ITECH $ /2500
™ MOH &
¥ USAID $ 2500
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Entering Trainers and Participants

Primary Language |— select —
Secondary Language |— select — v

*Trainer Information Total Trainers: 0

First Name Middle Name Last Name

Rebecca Remove

Rebecca Last Name

“Participant Information Totsl

New Person Form

First Name Middle Name Last Hame Date of Birth Facility

Elora limenez 1956-10-14 Red Crescent Medical
Center

Pre-Test Post-Test Scores Remove

d\ Middle Name Last Name Birthdate Facility

Daniel Kornfeld (1958-01-27) - Red Crescent Medical Center

Dismas Keneth Matovelo (0000-00-00) - facility

Dora Hod (0000-00-00) - HPC

Drissa Konate (1954-07-03) - Red Crescent Medical Center
v

Pre test score Post test score

Notes

Custom field 2

1. To enter a trainer, first start typing the name in the fiLast Namedbox. Names with matching letters
will display underneath the box (called type-ahead). If the person exists in the system already,
select them from the list and he or she will then show in the text boxes.

2. Click on
is more than one trainer for this training.
3. 1 f the person does
t he same

not

e X i

st,

you

can

add

t h e toiatidtrera astthe traner fort the wlass. Continue this process if there

them by c

f Add MewaPsrsohoh eu niid éPeopledmenu. Once you fill out the

information, you will return back to the flrainingoform.

1 Note: when adding a trainer, you need to mark them as a trainer. S e e

form for details.

tAdd &lewiPersono

1 If you are adding a trainer that is not marked as a trainer the system will ask you to modify

their record so they are coded as a trainer. See Trainer

4. Add the participants for the class in the same way as the trainers.
5. To remove a trainer or
persondés name.

Adding Scores for Participants

parti ci pRenmto vferoo m itntke ncelxas s ,0
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1. To add a pre-test score click on the hyperlink entitled Pre-Test

2. To add a post-test score click on the hyperlink entitled Post-Test

3. Toaddanothert est score for a person, <click on the fAScor e
4. Click on the fAAdd Scoredo |ink then enter the AlLabel
5. Thenclck in the AScored box to enter the score for th



6. Click on the fAiReturn to Training Sessiond button wh

*participant Information Tota! Particioants! &

Firzt Mame Miclclle Mame Last Mame Date of Bitth Facility Diztrict

Wasmide Albert 1969-11-23 unknovn unknown Pre-Test Post-Test Scores Remove
MBS . ALPHONSE 1959-10-09 unknioyn unknoyn Pre-Test Post-Test Scores Retnove
Carmelite = |/ — — e
Rachelle Cheristin 1950-10-03 unknoyyn unknown Pre-Test Post-Test Scores Remove
Mackenson Louis 1971-05-18 unknown unknown Pre-Test Post-Test Scores Remove
Madee Mercier 19758-10-27 unknioyn unknoyn Pre-Test Post-Test Scores Retnove
Tatiana Therosme 198301 -26 unknoyvn unknoyn Pre-Test Post-Test Scores Retmnove

Welcome, Robert | logout

B TrainSMART

chart

TRAININGS PEOPLE REPORTS MY ACCOUNT

Test scores
Course VCT Skills

Person Marlyse A Dickson

Scores Label = Score
Mo records found.

Add Score

RETURN TO TRAINING SESSION )

Unknown Participants

If the Participants are Known button was unchecked when the training was created, the user can now
enter the number of participants by Primary Qualification, Age Range, and Gender. This functionality
can be enabled with a check box under My Account > Country Setup.

Once the initial data is entered and tionSvhereenumberdf Cont i nu
participants based on primary qualification can be entered. The System will total the results at the bottom
of the section. The user is only able to select primary qualification and not secondary qualification.

Participant Qualifications
| community Based worker ~|| 458 Range:| unknown =|| male:] | Female:[20 |unknown:| |
| social Services =l 4ge range:| 15-13 x| male:[10 | Female:[10 |unknown:| ]
[ Hurse =l age range:| 20-25 x| male:| | Female:| |urknown:z0 ]
| Physician =l| 458 Range:[ 25+ x| male:[s | Female:| |unknown:| ]
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Document Upload

The functionality now exists to attach documents to a training. TS will allow the user to upload a word,
excel, or pdf document that is less than 10MB. At the bottom of the view/edit training page the user will
see an Attached Document section. This section allows the user to upload a document from their
computer and will track who uploaded it, when, and the size of the file. Clicking on the hyperlink will open
the file in whatever format it was saved in.

Attached Documents

Filename Size Auther

TrainSMARTCountryStatus doc 0.03MB Kate Waldman

Upload Date

2010-03-04 08:56:05 Delete

Document Upload

Browse Upload

Allowed file extensions: doc docx xls xlsx pdf
Max upload size: 10M

View/Edit Training

To view or edit an existing training, you must first search for it.

¢ hieak sehef@Tr @VmniewgE€di t Tr ai

1. From the main menu,0
— Select Criteria
show filter
Province (training location) | --All--

East
North
Northeast
South
West

Training category | [ --All-- v

Training name | [7
[--al |
Training location [— select — =l
Training organizer [--au-- =l

Level

r
-

Training topic | [ | [--All--
r
[

PEPFAR --All--

Start date Day (00 |/ Month |00

Enddate 1. (o1 |/ Month 05

© Al trainings

—-All-- -

/ vear 0000 | &

/ Year 2010 =]

© Trainings with known participants only
© Trainings with unknown participants only

2. Select your criterion/criteria to reduce the result list. You can filter by:
1 Region (select one and press and hold the ctrl key to select more)

1 District (based on the region selected), (select one and press and hold the ctrl key to select

more)
Training Category
Training Name

f
f

TrainSMART Manual

Page 18 of 86

ni

n ¢



Training Location

Training Organizer

Training Topic

Training Level

PEPFAR Category

Start Date

End Date

Trainings with known participants, trainings with unknown participants, or all. All is the

default if no button is selected

3. After the criteria has been selected you will need to click on the show boxes to have the columns
you want to appear.

E R

4. Cl i ck on t buttonfoBhow tha reswts

5. When you find the class you are looking for, click on the fiDolink to bring it up.

6. |f you do not see the training you are |l ooking for,
New Trainingodo |ink.

7. Youcanprintthelistbycl i cking on.the APrinto | ink

8 You can export the |ist to Excel by clicking on the

9. All columns are sortable by clicking on the column header.

10. This search can also be used as a report by returning to the screen selected criteria based on

personal selections.

Duplicate a Training

If you want to start a new training session by copying an existing training session, you can duplicate it and
change the details.

1. Select a training session.

2. Click on the fADuplicate this Trainingo |ink.
Training category lm ID 34

Date created: 2010-03-08 11:03:17

*Training name IEMR trainig j Created by: Robart Mclaughlin
Insert new Date modified: 2010-03-08 11:17:05
e Modified by: Robart Mclaughlin
“Training start date Day |01 |/ Month |03 |/ Year |2010 =

View/Print Training Roster

ssign Evaluation to Trainin

“Training end date Day |05 |/ Month |02 |/ Year 2010 = ufssigned
Duplicate this Trainin
*Training length |5 © hours @ days © weeks Delete this Training
3. ltwillask you to confiirmthatyouwant t o A Dupl i ¢ aClick ontfidKdtsproEeech i ni ng. 0

4. It will open a new training session and copy over the following fields to be edited:
Training Name

Start Date

Training Length

Training Organizer

Training Location

Training Level

PEPFAR Categories

Training Topic

=4 =8 =8 -8 -8 _-4_-9_-9

Note: trainers and participants will not be copied over to the new training.
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View/Print Training Roster

After you select a training session, you can view and print the class roster if the participants have been

added.

ng category

IMaIar\a -

1D 24

Date created: 2010-03-08 11:03:17

IEMR trainig j Created by: Robert Mclaughlin
Insert new Date modified: 2010-03-08 11:17:05
I Modified by: Robert Mclaughlin
“Training start date Day |01 |/ Month |03 |/ Year |2010 =
*Training end date Day |05 |/ Month |03 |/ Year (2010 =
*Training length |5 © hours @ days ¢ weeks
1. Click on the 1|ink Tr ai
Print
Course Name [njection Safety and Waste Management Gtart Date: 2006-11-08
Training Center GSIP End Date: 2006-11-09
Course Length 2 days
Training Topic Injection Safety
Training Level Level 2
PEPFAR Category Medical Transmission: Injection Safety
Course Trainers
Last Name First Name Days
Anderson Audrey 1]
La Fleur Mandy o
Total Trainers: 2
Course Participants
Last Name First Name Date of Birth Facility District
Allicock Kessa UNKNOWN 2 unknown
Cadogan Yvette UNKMOWN 2 unknown
Charter Teon UNKNOWN 2 unknown
Cole Schimze UNKNOW/N 2 unknown
Glasglow Foianne Linden Hospital CompLex unknown
Hunte Suedelle Linden Hospital ComplLex unknown
Jacobs Matasha UNKNOWN 2 unknown
Jonas Shonette 0000-00-00 Linden Hospital ComplLex unknown
Luke Odessa UNKNOWN 2 unknown
Noble Onicia UNKNOW/N 2 unknown
Sampson Charlene UNKNOWN 2 unknown
Sanderson Collette UNKNOW/N 2 unknown
Singh Sophie UNKNOWN 2 unknown
Stellingburg Le Andre UNKMOWN 2 unknown
Velloza Helkah UNKNOWN 2 unknown
Wagner Shenika 0000-00-00 Linden Hospital ComplLex unknown
Williams Remona UNKNOWN 2 unknown
Wong Judy UNKMOWN 2 unknown
Total Participants: 18

n

ng

Roster
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Deleting a Training

An existing training session can only be deleted if there are no trainers or participants attached to it.

1. Select a training session.

Date created: 2010-03-08 11:03:17

2. Click onethéidDdrat ningodo | ink.
3. It will not let you delete it if there are trainers or participants.
V|'=\'”"fEdit Training m
Training category IMalarla l ID 34

IEMR trainig
Insert new

*Training name

*Training start date

*Training end date

Day |0 -;' Month |0 - [ Year m
Day ;‘ Manth / Year m =

\ Wiew/Brint Training Roster
Assign Evaluation to Training

Created by: Robert Mclaughlin
Date modifiad: 2010-03-08 11:17:05
Modified by: Robert Mclaughlin

assigned
Duplcate this Trainin

*Training length © hours @ days © weeks Delete this Training
Assign an Evaluation
The user can assign an evaluation to the training
1. Select a training session.
2. Click on the AAssign Evalwuation to Trainingbo

3. The Evaluation page opens up and allows the user to select from one of the already created

Evaluations

View/Edit Training

Training category IMalaria 'l

ID 34
Date created: 2010-03-08 11:03:17

IEMR trainig
Insert new

*Training name

*Training start date

*Training end date

" hours

*Training length % days

Day f Month / Year =
Day ,‘ Month / Year =

' weeks

Created by: Robert Mclaughlin
Date modifiad: 2010-03-08 11:17:05
Modified by: Robert Mclaughlin

Viewy/Print Training Roster
Assign Evaluation to Training
unassigned

Duplicate this Training
Delete this Training

-

" TrainSMART

Republic of Tijaan

TRAININGS PEOPLE

Assign Evaluation to Training

EMR trainig

Evaluations |--choose--

Participant Questions
Physical Questions

REPORTS

‘Welcome, Robert | logout

English | French

EVALUATIONS MY ACCOUNT

TrainSMART Manual

Page 21 of 86



Once an Evaluation is selected a two hyper links appear.

1. Enter Evaluation Data allows the users to enter participant responses to the evaluation

2. View Data displays the data for all respondents.

IMaIaria 'l

Training category

*Training name IEMR trainig
Insert new
“Training start date pay |01 |/ Month |03 |/ Year 2010
“Training end date Day [05 |/ Month |02 |/ Year |2010

*Training length |5

People

People are either participants or trainers in the system.

Add New Person

This is the form for adding a new person.

i hours ¥ days = weeks

=
=

34
e created: 2010-03-08 11:03:17

ified: 2010-02-08 11:17:05

Modified Bye Robert Mclaughlin

Wiew/Print Trai&a Rostar

Enter Evaluation Data View Data
Duplicate this Trainin
Delete this Trainin

APeopl ed then

1. From the main menu, <click on
Personal Information
Is active
Title [Mr -
*First Name [jo
Middle Name
*Last Name
Suffix |--choose-- x
National ID
File Number
“Gender Female & Male C Unknown ©
Birth date Day / Menth / Year
Age
Duplicate Check
If the person already exists, please select their name below.
FirstName | MiddieName | LastName Dateof Birth Gender Facilty National ID
| Johnson Desormeaux  1375-05-05 male All Souls’ Clinic
| Joe Jehnson 1980-01-08 male university of Tjan
| Jonas Musavini 1974-08-07 male All Souls’ Clinic
| Joe Steel 1988-12-15 male All Souls' Clinic

f Note: Fields marked with an * are required.

sel
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Personal Information

2. If this person is no longer active (ie., hasmoved to another area ol decease
Active?0 b o x.

Enter the personds Title.

Enter the per smohadppropfiatelboaxt na me

Enterthe per sondés middintheralevaneboxt opti onal )
Enter the per mthedpproptiaeddx. na me

As you type in either the first name or last name field the system will perform a duplicate check
and return a table with matching names

8. If the person appears select that person and click continue. You will be directed to their record. If
you do not find a match continue below

9. Enter the fNational IDO :
1 Note: this may not display for all countries.
10.Enter the fAFile Number o:
1 Note: this may not display for all countries.

No oMo

11. Check the circle for the gender of the person.
12. Enter their birth date in the relevant text boxes.

13. The user can also enter age if birth date is not known. If birth date is entered age will be
calculated.

1 Note: If age is entered the birth date will be set to January 1 of the year based on age

Current Contact Information

14. Use the drop down to select the region A of the facility (this will reduce the amount of facilities the
user needs to search through)

15. Use the drop down to select the region B of the facility (this will reduce the amount of facilities the
user needs to search through)

16. Use the drop down menu to select the correct Facility

1771 f the facility does not exist, cl i Beet bansefi he A Add N
New Facilityoform for more details.

18. Enter the personal address and contact information for the person (optional).
1 Note: this may not display for all countries.
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r— Facility

*Province |South i
District |Nilot B

“Facility [university of Tijan = 1nsert new facility

— Address and Phone

Address 1

Address 2

Province |--choose-- ¥

District

City
Postal code
Home phone
Work phone
Mobile phone

Email |jj@u.tijan.t
johndoe@example.net

Email Secondary

Fax

Qualifications
19. Select the fProfessional Qualificationofrom the drop-down list.

1 Qualifications consist of nine primary qualifications, which are uniform for all projects, and
secondary qualifications, which are customizable. The user can select a primary qualification
or a secondary qualification. If the secondary qualification is not in the drop-down list, the
administrator will need to add the value.

Qualifications

*Professional qualification IPhySiCiaﬂ d
Primary responsibility ICIlnlc Administration j
Secondary responsibility Iclinical Services j

Training needed
Custom field 2

Comments ;I

20. Select a fPrimary Responsibilityofor the person (optional).

21. Select a i 8&condary Responsibilitydfor the person (optional).

22. Enter data for the fiCustom Field 1,0if it exists (optional).

23. Enter data for the fiCustom Field 2,0if it exists (optional).

24. Enter any comments you would like to add (optional).

25.Click on the ASaveodo button to save the personéds rec

26. If there are any data points that are required but not filled in, the system will not save the record
but will show the error in red.
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Trainer Information
This is the area where you specify whether the person is a trainer.

Trainer Information Show/Hide

Is person an active trainer?

Active trainer IﬂchocSE" 'I
*Trainer type IMasterTramer 'I

*Trainer Affiliation |M\mstry of Education j

“Trainer skills (check all that apply)

M ART V¥ Palliative Care

~ pmTCT

Primary language I--chUUSE“ 'l

Secondary languages (check all that apply)

¥ English [ French

™ Mandarin [~ Spanish

™ swahili ¥ Tijaani
L} Start Date Name Location

1 2008-07-01 Adherence Workshop University Hospital
4 2008-05-01 PMTCT Willows Hotel

Click on the fShow/AHdinthgHistotydarek (shovn aboyee n t he

If the person is a trainer, select the correct option from the drop down menu.

Select the fiTrainer Typeodfrom the drop-down box.

Sel ect the AT ffram theerop-ddvwntax! i at i ono

Check the relevant boxes for the skills of the trainer (what they can teach).

Select the primary language spoken by the person.

Check the appropriate boxes for other languages the trainer may speak (optional).

Click on Chheg@®@Savédutton to save the changes.

© No ok~ wDdhPE
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Recommended Classes

In this section the user can determine topics that each person in the database needs further training in.

The topics are based on a personds qualification and
Depending on which topics are chosen TS will show trainings in the future that have the topic that the

person needs. The site administrator needs to set up topics for each qualification then each training

entered needs to have the topics it covers selected. Once this is compete the user can select up to four

topics that pertain to that qualification and then TS will return the matched trainings

Recommended Training Topics
|Infections Opportunistes j
|PTME =l
|TAR -l
| TB/VIH =
Upcoming Trainings
D Start Date Name Topic(s) Department Training Organizer
114 2009-10-15 test Infections Opportunistes, TAR Sud Departement ganitaire du Sud

View/Edit Person

To view or edit a person in the system, you must first search for him or her.

1. From the main meni, thlincled rPRedhd¥pleev/ Edi t

PEOPLE REPORTS MY ACCOUNT

— Select Criteria

Department I——All-- 'l

Facility |——choose—— j
Training Name I——AII-- j
Qualification I——All-- j

First Name || |

Last Name | |

" Trainers only
[ Participants only
" Unattached only

& Everyone
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2. Select your criteria to reduce the result list. You can filter by:

Region

District (based on the region selected)

Facility (has autotype)

Training Name (specific training)

Qualification

First Name (has autotype)

Last Name (has autotype)

Type of person: Trainers only, Participants only, Unattached only (this will return all people in
the database that are not attached to a training either as a participant or a trainer), and
Everyone.

E R

3. Click Bnmdo thet thon t o sltwilshow thedollowmgfieldistinghe table below to
help you find the person.

1 ID (assigned by the system)
1 Last Name
1 First Name
1 Gender
1 Birth Date
1 Qualification
1 Region
4. When you find the person you are looking for, click on the ADolink to bring up his or her record.
5. Ifyoudonot see the person you are |l ooking for, you can
New Persono | ink.
6. You can print the list. by clicking on the APrinto I
7. You can export the Iist to Excel by clicking on the
8. All columns are sortable by clicking on the column header.
9. This search can also be used as a report by returning to the screen selected criteria based on

personal selections.

Add a Person to a Class from the Personods
To view or edit a person in the system, you must first search for him or her.

In the upper right hand box on the person page there is a hyper link, Assign this Person to a Class.
Clicking this link opens a new page that displays all trainings that happened in the last month. If the
course that is needed is older than a month the person can be added to the class by navigating to the
training and adding the person from the training page.

—

Date created 20p3-03-05 06:28:38
Created by Fabidla Saint Martin
Date modified 2p09-10-15 132:06:11
Personal Information Modified by Robrt Mclaughlin

uuID

Assign this person to a dass

“First Name |Melody

Middle Name

*Last Name |Achille
National ID
File Number
“Gender Female & Male ©” Unknown

Birth date Day 18 |/ Month |11 |/ Year 1983
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If the class to add to appears, click the appropriate check box and click submit. The person will now be
added into that class.

» Melody Achille
Aszsign | D Training Category Training Name Start Date Training Organizer Location
- 7 HIVIADS E_arr,r Infant Diagnesie (EID) Training for Healthcare 0091010 WDH MDH Training
Workers Centre
= Training on Prevention of Mother to Child Transmisson -
| 16 HVIAIDS of HIV (PMTCT) 2008-10-10 FTECH Chato Mijini
Hostellerie du
17 HVIAIDS Life Planning Skills in Education (LPSE) 2008-10-10 EGPAF Roi
Christophe/UMF
| 18 HIWIAIDS Home-based Care Services Training 2009-10-10 EGPAF CDs
Centre
- . Methodiste
[ 1 HWIAIDS HN Care and Treatment Monitoring (CTC1 & 2} 2009-10-01 EGPAF o .
d'Haiti a Petit-
Goave
- Mational Training for Comprehensive Management of -
- 5 HWIAIDS HIV and AIDS (Basic ART) 2009-09-28 Tunajali Morogoro Hotel

External Class

If a person in the database has taken a class that was not captured in TS that class can still be tracked

for the person. On the personds page there is now the
that was taken when the class has not been entered into TS. The system will capture training name,

date, length, location, and who funded. There is no reporting on this information.

External Class History

Name Start Date Length Location Who Funded
PMTCT 201M0-03-M1 ] atlanta US coc
Add an external class

Change History

The system wil/l now track c¢hanges coma the fuhctonalitgcarrbeai n f i el
enabled with a check box under My Account > Country Setup. Once enabled, a box will appear at the
bottom of the personds record and will display date of
The fields that will be tracked are:

First name

Last name

Gender

Birth date/age

Facility

Quialification

Responsibility

Active trainer
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Change History

Date Changs Previous entry

2008-08-11 08:45:58 Facility university of Tijan

Places

This is where you would go to enter facilities (where people work) and training locations (where trainings
are held).

View/Edit Facility

To view or edit a facility in the system, you must first search for the facility.

1. From the main neeesuq tchemr ks @InEadilt®o A Vi ew/ Edi t

r— Select Criteria
Facility Name |--A]l-- hd
Region |--all-- =
District |--all-- =
Facility Type |[--all-- >
Facility Sponsor |--All-- =2
Facilities 58 Results Print Export @
Add Mew Facility
e Faility Mame Region District Type Sponsor
315 | AgaKhan Hospital Dar es Salsam | llala Hospital unknawn
306 | Aghe Khan Mwanza Mwanza Heslth Centre unknawn
310 | Arumery Hospital Arusha Arumery Hospital unknawn
339 | Babati Hospital Manyara Babati Hospital unknown
347 | Bagamoya Hospital Pwani/Coast Bagamaya Haspital unknawm
342 | Berega Hospital Morogoro Kilosa Hospital unknawn

Select your criteria to reduce the result list. You can filter by:
Facility Name

Region

District (based on the region selected)

Facility Type

Facility Sponsor

w

Click on the fAPreviewd button to show the results
below to help you find the Facility.

ID (assigned by the system)

Facility Name

Region

District

Type

=A =4 -8 -8 -4
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1 Sponsor
1 Region
4. When you find the facility you are |l ooking for, c
5. If you do not see the facility you are looking for, you can add a new one by clicking on the
AAdd New Facilityo |ink.
6. You can print the list by clicking on the APrinto
7. You can export the Iist to Excel by clicking on t
8. All columns are sortable by clicking on the column header.
9. This search can also be used as a report by returning to the screen selected criteria based on
personal selections.
Add Facility
This is the form to add a new facility.
1. From the main menuQherd ikl eont. PAcdc eBaci | ity

*Facility
Address 1

Address 2

*Region |--choose-- 2
District |--choose-- s

Town
Postal code
Phone
Fax
*Facility type |--choose-- =
Facility sponsor |--choose-- B

Comments =

Enter the name of the facility.
Enter the fAddress 10(such as street address) for the facility (optional).
Enter the fAddress 20(such as office number) for the facility (optional).

Enter the iCityo r T ofwhe €acility. This uses type-ahead, so type a couple of letters to see the
list of existing cities.

6. Select the fDistrictofrom the drop-down list (optional). This will populate if the city, district and
region already exist.

7. Select the fRegionofrom the drop-down list. This will populate if the city and district are known.

8. Enter the i Bstal Coded(optional).

9. Enter the fiPhonednumber (optional).

10. Enter the i &oOnumber (optional).

11. Select the fFacility Typedfrom the drop-down list.

12. Select the fFacility Sponsorofrom the drop-down list (optional).

13. Enter any comments (optional).

14.Cl ick on the AAdd Facilityd button to save the faci

a bk wbd
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Delete Facility

If there are no people attached to a facility you can delete the facility using the delete button on the Edit
Facility page.

Facility |Enduleni Hospital i

Facility name |Enduleni Hospital
Address

Address 2

Region |Arusha 2
District lNgDTgDrD;I
Town |Unknown
Postal code
Phone

Fax

Facility type |Hospital -
Facility sponsor |--choose-- |

Comments =1

1. If the facility has people attached to it the delete button will not appear.

View/Edit Training Location
1. Fromt he main menu, ,bheoksehedPl|l avesw/ Edit Facility

Select Criteria

Training Location Name [—-All-- =l

Region |--All-- -

District |--all-- =

2. Select your criteria to reduce the result list. You can filter by:
1 Training Location Name

1 Region
9 District
3. Click on the APreviewo button t ongtelloimthettadble r esul t s.

below to help you find the Training Location.
91 ID (assigned by the system)

1 Location Name

1 Region

1 District
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4. Whenyou find the training | ocation you are |l ooking f

5. If you do not see the training location you are looking for, you can add a new one by clicking on

the AAdd New Locationodo |ink.
6. You can print the I|list by clicking on the APrinto |
7. You can export the Iist to Excel by clicking on the
8. All columns are sortable by clicking on the column header.
9. This search can also be used as a report by returning to the screen selected criteria based on

personal selections.

Add Training Location
This is the form for adding a new training location.

1. From the mai n nmemeas 0 ctlh erk Teaigirgdafationd & d d

Please enter training location information:

*Lacation name ||

*Region |--choose-- =
District |--chooze-- Ao

Town

2. Enter the name of the training locationorcenteri n t he box A.L®dcati on Name

3. Enter the city of the training location. This uses type-ahead, so type a couple of letters to see the
list of existing cities.

4. Select the district from the drop-down list (optional). This will populate if the city, district, and
region already exist.

5. Select the region from the drop-down list. This will populate if the city and district are known.
6. Click on t he #fAddsave thetmainingdeation.b ut t on

Delete Training Location

If there are no trainings attached to a training location you can delete the training location using the delete
button on the view Training Location page.

Location Iumknnwn — alliance Francaise du Cap-H j
*Location name | Alliance Francaise du Cap-H
*Region |Nord -
District |--choose-- 7

Town |Nord

1. If the Training Location has trainings attached to it the delete button will not appear.
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Reports

Reporting can be done on trainings, participants, trainers, facilities, or Assessments. For all reports:
f You can print the list by clicking on the APrinto |
1 Youcanexportthelistto Excelbycl i cking on the AExporto |ink.

Trainings by Name

This report is useful when looking for specific trainings by different criteria (e.g., by region, the name of
the organizer, PEPFAR category).
1. From the main menyphehi clel ectfidpai ns$ ng Rep

2. Select ATraini ngsdropdowrNisgtmeo from t he

Select training report ITralnlngs by Name j

— Select Criteria

show filter

Province (training location) Il --All--
East
North
Northeast
South
West

District (training location) r --All--

Training category Il --All-- 2

Training name Il

[--an-- =l
Training location | [ | [— select — =l
Training organizer r I--AH-- j
Training topic | [ | [--al-- |
Level Il m
PEPFAR r m
Training Method [ Ih
|
Training of Trainers r
Refresher course r
National curriculum [ Iﬁ
National curriculum -
comment
prumary tanguage | 1 | [FAF S
Secondary Language Il m
Start date Day |00 |/ Month |00 |/ Year 0000 =
End date pay 08 |/ Month[03 |/ vear[2010 | EH
3.l n the AShowo column, check the boxes of the criter
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4. For example, checking fRegiondand firraining Nameowill show you the trainings that occurred by

regon To select multiple Regi orfirsthiesandhald d®ve the arlikeyB 6 s ,
to select others.
Id training_start_date course_name province_name
1090 2/29/2008 Abdominal Manifestations of HIV Erongo
1102 2/29/2008 Abdominal Manifestationsf HIV Erongo
805 9/26/2006 Adherence Counseling For RNs Khomas
821 11/14/2006 Adherence Counseling For RNs Khomas
901 9/17/2007 Adherence Counseling For RNs Khomas
1110 9/26/2006 Adherence Counseling For RNs Khomas
724 9/15/2007 Advance ART Workshop Karas

Filter the criteria by using the drop-down lists, to help narrow down the results.
Adjust fi &t Dateoif desired (the default is date of oldest training in system).
Adjust i Bd Dateoif desired (thed ef aul t sda®). t odayb
Click on dtBrrtesed the vwesultsb

© N o O

Trainings by Participant Count

This report is useful when you need to know how many people took a specific training (e.g., by topic,
level, PEPFAR).

menydPhehi skl ectiRdpai ns ng
Par t idop-downrigt. Count 6 from

Reports
t he

1. From the main
2. Selecti Trainings by

Select training report |Trainings by Participant Cuuntj

— Select Criteria

Province (training location)

District (training location)

Training category

Training name

Training location

Training organizer

group filter

- | A

East
North
Northeast
South
West

Al

|— select —

[--n--
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Training topic
Level

PEPFAR

Training Method
Funding

Training of Trainers
Refresher course
National curriculum
National curriculum
comment

Primary Language

Secondary Language

I e e o e o e e |

|--ai--

--All-- -

- All-- -
—-All-- -

—-All-- -

—-All-- -

—-al-- =

Start date Day |00 |/ Month |00 |/ Year 0000 =
End date o (08 |/ Month[03 |/ Year 2010 | &
3. Iln the AGroupd column, check the boxes of cr
4. For example, grouping by Region will show you the participants by region. To select multiple
Regi on Adb6s o rlecRliedinstome a8l Aokd, dows the ctrl key to select others.
Cnt province_name
576 Kavango
449 Otjozondjupa
199 Ohangwena

1 Grouping by region and PEPFAR category will show you participants with the region listed
and then broken down by PEPFAR.

cnt

© N oo

Click

0
205
57
164
150
159
11
170
109

province_name
Kavango
Kavango
Kavango
Kavango
Kavango
Otjozondjupa
Otjozondjupa
Otjozondjupa
Otjozondjupa

pepfar_category_phrase

PMTCT

ART

Counseling and testing
Palliative Care
PMTCT

ART

Counseling and testing
Paliative Care

Filter the criteria using the drop-down list, to help narrow down the results.
Adjust fi &t Dateoif desired (the default is date of oldest training in system).
Adjust fi Bd Dateoif desired (thed ef aul t i s

todaybés date).

0 n bittBrrtesed the wesults
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Unique Participants by PEPFAR
This report will display the unique participants for each PEPFAR category for a time range.

1. From t
2. Sel ect

he main

me n y jnenchl8ieat RarticipantsiRBperso0d t s

AUNIi g uwe RPeErPtFiACRI oi@prdosmlist h e
3. Filter by region and district if desired (location of the training, not the participant). To select

multiple Region Ab6s or Region Bdéds, sel
4. Select the Training Organizer(s) desired.
5. Adjust fiStart Dateoif desired (the default is date of oldest training in system).
6. Adjust i Bd Dateoif desired (thedefaulti s t odaydés date).
7. ClickontheiPr evi ewd0 button to see the resul
Select participant report |Unique Participants by HIV/AIDS Indu:atnrj
r— Select Criteria
Region (facility location) [--all-- =
Artibonite
Arusha
Centre
Dar es Salaam
Dodama
Grande-Anse
Iringa
Kagera
Kigoma =l
District (Facility location) [—al— |
Training Organizer [ AIDSRelief
[~ Bugando Medical Centre
[~ EGP&F
[~ I-TECH
[ ICAP
[T IntraHealth
- MDH
- Tunajali
™ unknown
Start date Day (23 |/ Month |03 |/ vear 2009 =
End date Day |16 |/ Month |10 |/ vear |2009 =
Unique by HIv/AIDS Indicator and training arganization not unique overafl,

ect t he

t s.
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Unique Participants by Training Level
This report will display the unique participants for each training level, for a time range.

1. From the main meny jhendil8iea Rarticipant ReRoetp® r t s

2. Select AUnique Partici pandrop-donylistTr ai ning Leveld fron

3. Filter by region and district if desired (location of the training, not the participant). To select
mul tiple Region A6s or Region Bdéds, select the first

4. Select the Training Organizer(s) desired.

5. Adjust i &rt Dateoif desired (the default is date of oldest training in system).

6. Adjust i Bd Dateoif desired (thedefaulti s t odaydés date).

7. Clickonthed Pr evi ewd button to see t he flnique Bartitimantgby es ul t s
PEPFAROabove).

Select participant report [Unique Participants by Training Level =

— Select Criteria

Region (facility location) |--All-- B

District (facility location) |--All--

Artibonite

Arusha

Centre

Dar es Salaam

Dodama

Grande-énse

Iringa

Kagera

Kigoma d|

Training Organizer alDsSRelief

Bugando Medical Centre
EGRAF

I-TECH

ICAP

IntraHealth

MDH

Tunajali

aaaaaaaam

unknown

Start date Day |23 |/ Month |03 |/ Year 2009 =

End date Day [16 |/ Manth |10 |/ vear 2009 | &

Unique by Training Level and training organization, not unigus overall,
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Unique Participants by Qualification

This report will display the unique participants for each qualification, for a time range.

1. From t
2. Sel ect

mul tiple
Select the Training Organizer(s) desired.
Adjust i St DRart té desired (the default is date of oldest training in system).
Adjusti En @ t B desired (the defaulti s

N o ok

he main
AUNni que

Regi on

me n y jnenchl8ieat Rarticipant ReBoetp®@ r t s

Par t i tomphadrdpslowblist. Qual i fi cati ono
3. Filter by region and district if desired (location of the training, not the participant). To select

Abds

or Region

todayébs

Bo6s,

date) .

s el

ect t he

bthetrdsuwdtaiwilltiook simiaeto Wnigue Parteigants ly s

Click on APreviewbod
PEPFAR above).
Select participant report |Unigue Participants by Qualification j

r— Select Criteria

Region (Facility location)

District (Facility location)

Training Organizer

Start date

End date

==All-- =
Artibonite

Arusha

Centre

Dar es Salaam

Dodoma

Grande-Anse

Iringa

Kagera

Kigoma |

&l

AIDSRelief

Bugando Medical Centre
EGPAF

I-TECH

ICAP

IntraHealth

MDH

Tunajali

agdaaooananon

unknown

Day |23 |/ Month |03 | / Year |2009

Day |16 |/ Month |10 | / Year |2009

Unique by training organization not unique overal,
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Participants Trained

This report will display participant counts for certain criteria (e.g., by region, qualification, training topic).

1. From the main menu, click on ARep@rtso then
2. Sel e articipdht® Trainedo f r odnmop-dotvrelist.
Select participant report |Participants Trained j
— Select Criteria
group filter
Province (facility) r --All--
East
North
MNortheast
South
West
District (facility) | [~ Al |
Facility r --choose-- j
Qualification (primary) i --All-- j
Qualification (secondary) r I--A\I-- j
Training organizer - - AIDSRelief
- Center for Health Advancement
r EMR Spec
- EngenderHealth
- Fistula Care
Training topic r I--AH-- j
peear | [ | [FA-E
Funding r I--AH-- A
Gender r I~AH~ =2
Age r min |0 max clear
Is active r I"AH” |
Training of Trainers r
[T Return Unique Participants
Start date Day |00 |/ Month |00 |/ Year 0000 =
End date o (08 |/ Month[03 |/ Year 2010 | &
3. Il n Gheupo column, check the boxes of criteri
4. To select multiple Region Abds or Region Bbs,
select others.
5. Filter the criteria using the drop-down lists, to help narrow down the results.
6. Check the box if you would like unique participants returned or all participants
7. Adjusti St Rartti desired (the default is date of oldest training in system).
8. Adjustfi ErDa t & desired (thedefaulti s t odayds date).
9. Clickonthei Pr evi ewd button to see the results.
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Participants by Facility
This report will display participant names (unique) for certain criteria (e.g., by region, qualification, training

topic).

1. From t he

2. Sel ect

mai n Repart <o itctkemmns él ect
AParticipant s-downlistaci |l ityo

Select participant report |Participants by Facility =l

— Select Criteria

Province (facility)

District (facility)

Facility

Facility Type

Facility Sponsor

Training name

Training organizer

show filter

r

oo O g o oa

—Al- =

AIDSRelief
Center for Health Advancement
EMR Spec

EngenderHealth

aooon

Fistula Care

E Health Professions Unit

AParticipants Re
from the drop

Training topic | | [--al-- =l
eeprar | = | [ =
Funding | — | [--Al-- =
Gender | [ All-- =
Age | 7 | min[0 max clea
Isactive | = | [--Al-- =
Training of Trainers | [~
Start date Day |00 |/ Month |00 |/ Year 0000 | (=
End date a0 (08 |/ Month [03 |/ Year[2010 | &
" Combine First and Last Names
3. In the AShowd column, check the boxes of criter
4. Filter the criteria using the drop-down lists, to help narrow down the results.
5. Adjust AStart Dateo if desired (the default is date
6. Adjust AEnd Dateo if desired (the default is todayé
7.1 f you want the first and | ast names t o Naeneis® one
box.
8 Click on the APreviewdo button to see the results
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Participants by Name
This report will display participant names for certain criteria (e.g., by region, qualification, training topic).

1. From
2. Sel ect

t he

mai n

AParti ci pandrop-dotnrylistNa me o f

End date

Select participant report | Participants by Name j
— Select Criteria
show filter
Province (facility) | 7 --All--
East
Morth
Mortheast
South
West
District (facility) | [ --All--
Facility - |--choose—— j
Training name - I--AH-- j
Qualification (primary) r I--AH-- j
Qualification (secondary) Il I--AH-- j
Training organizer - - AIDSRelief
[~ Center for Health Advancement
r EMR Spec
Training topic | [ | [--All-- =]
PEPFAR | 7 | [--Al-- >
Gender r --All-- =
Age r min |0 max cles
Isactive | [ | [--Al-- =
Email r
Phone r
Training of Trainers -

Start date Day |00 |/ Month |00
Day (08 |/ Month 03

[T Combine First and Last Names

/ Year 0000 =1

/ Year 2010 =1

w

I n the

AShowod col umn,

check

t he

me n y jienchl8iea Rarticipant ReBoetp® r t s

4. Filter the criteria using the drop-down lists, to help narrow down the results.

5. Tos el
select others.

ect

mul tiple Region

AObSs

or

6. Adjustfi St Parttd desired (the default is date of oldest training in system).

7. Adjusti EnDa t # desired (the defaulti s

todayébs

da

8. If you want the first and last names to be in one field, checkt h e

box.

rom t he

boxes of crite
Regi on Bdés, sel
te).

fiCombine First
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9. Clickonthedi Pr evi

ewo

Participants with Scores
This report will display participant names for certain criteria (e.g., by region, qualification, test scores).

1. From
2. Sel

ect

t he

mai n

me n u
fi P with Sdoreso p & m 0 sn -tlotvrelistd r o p

button

cl i

to

c k

f d e straiming th sytént). e

see

on

t he

he b

iReports, d then
oxes. of cri
Regi on Bd&s,

or

(the

resul ts.

def aul t
def aul t i s

Select participant report |Participants with Scores j
r— Select Criteria
show filter
Province (facility) | | [FAl- |
East
Morth
MNortheast
South
West
District (facility) | --All--
Facility [l Iﬂchccseﬁ j
Training name r I--A\I-- j
Qualification (primary) Il I--A\I-- ﬂ
Qualification (secondary) | [ | [—Al—- =l
Training organizer Il Il AIDSRelief
- Center for Health Advancement
- EMR Spec
Training topic [--ai-- =l
PEPFAR —-All-- -
Training of Trainers
Show post-test scores above
Show score increase above o
Start date Day |00 |/ Month [00 |/ Year 0000 =
End date .. (08 |/ Month[03 |/ vear 2010 | =
[T Combine First and Last Names
3.1ln the AShowd column, check t
4. Filter the criteria using the drop-down lists, to help narrow down the results.
5. To select multiple Region Ab6s
select others.
6. Adjust AStart Dateodo i
7. Adjust AEnd Dateo if desired
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8 I'f you want the first

box.

9. Click on

Trainings with Unknown Participants Report

The report can be found under Reports>Training Reports>Trainings with Unknown Participants. The
report is similar to the other reports within TS. Criteria can be selected to limit what data is returned.

the APrevi ewod

and

button

ing report | Trainings with Unknown Part\c\paﬂtsj

Select Criteria
show

Central {training location) [

Region B (training location) r

Local Region (training location) r

Training category

KUNES|

Training name

Training location

Qualification

Age Range

Gender

Training organizer

Topic Area

Training level

PEPFAR

Training method

Funding

Refresher course

National curriculum

[ I e [ A e e e e |

National curriculum comment

National curriculum comment

Primary Language

Secondary Language

Notes

I R I B |

End date

Start date Day 00

End date
Day |07

filter

--choose--
default
test

--choose--

--choose--

—-all-- =
--4ll--
— select — j

--choose-- j

-4l =]

——all-- |
Al

--al-- =

——all-- =

--all-- =

-l =

—-All-- |

—-all-- =
--all-- =]
--all-- =

/ Month |00 |/ Year 0000 =

/ Month |04 |/ Year |2011 =

be in

resul
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Trainer Report

This report is useful for finding trainers with specific skills and languages.

1. From t

he main

— Select Criteria

Province (facility)

District (facility)

Trainer type

Trainer language

Select topic taught

Al

Al -

Trainer skill |[--All--

Palliative Care
PMTCT

Al T

[~ ART Basics for Nurses
[~ ART Basics for Physicians
[~ Blood Safety Basics
Fistula Repair
Fistula Treatment
Improving TB/HIV Care
Integrating Family Planning and HIV Services
Pediatric HIV Care and Treatment
PMTCT

Psychosocial care for PLWHA
Quality of Care: ART

Quality of Care: Palliative Care
Strategic Information

-
-
-
-
-
-
[~ PMTCT Program management Orientation
It
It
It
-
[~ Training Methods TOT

[T combine first and last names

2. Select your criteria to reduce the result list. You can filter by:

Region

4,

District (based on the region selected)
Trainer Type

Trainer Skill

Trainer Language

Topic Taught

E

If you want the first and last names to be in one field, checkt h e

box.

Clickonthei Pr evi ewo

Trainers by Name Report
This report will display unigue trainers by name.

No aMwDdPR

mai n
Trainer
Showbo

t he
ect f
t he i

From
Sel
I n

menu,

col

button

cl

b y-donrelishe 0O
umn,

to s ee

i ck on
from

check t

meny Phehi sclkel ecti Rdp @ai ner

t he

iRe
t h
he

i Comb i

Reports

ne First

resul ts.

ports, o then fASel e

e drop

boxes of criteria

Filter the criteria using the drop-down lists, to help narrow down the results.

NnStart Dat eo
AEnd Dateo i
n the APrevi

Adj ust
Adj ust

Click o

i f
f d
ewo

desire
esired
button

d (the

(th
to

def aul t i s dat
e default is today
see the results.
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The report includes:
Region A

Region B

Trainer Type
Trainer Skill
Trainer Languages
Topic Taught

=A =8 =8 -8 -a-A
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Select trainer report | Trainers by Namej

— Select Criteria

North (facility) r

Central (facility) r

South (facility) r

Faci

ty

Training name

Qualification (primary)

= e e .|

Qualification (secondary)

Training organizer

Topic Area

PEPFAR

Pre test Score

Gender

Age

Is active

Email

Phone

Training of Trainers

Start date

End date

show  filter

--choose-- ﬂ
default
test

=

--choose-- ﬂ
=
--choose-- ﬂ
=
--choose-- j

--All-- |
--All-- =l
--All-- I

- I~ AIDSRelief

I~ Center for Health Advancement

™ GAIA

I~ Health Professions Unit

™ Institute for Sustainable Development/ISD
I~ MOH-UCP

™ Tijan MNational Training Center

I~ 115

™ University of Tijan

I~ West Regional Training Center

--All--

--All-- =

--All-- =l
--all-- =]

min |0 max clear

--all-- x|

o 3 a3 3 a0 a a7

Day |00 |/ Month |00 |/ Year | 0000 =

Day |05 |/ Month |08 |/ Year | 2011 =

"' combine First and Last Names
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Trainings by Facility Participant Count Report
This report will display the unique participants by facility for a time range.

8. From the main menu ,

click on

9. Se | eTainingd by Facility Participant Counto

fi R e Faxilitt Rse, pdo rtthse.nd i Sel ect

from -dotwrelistdr op

1001 n the AGroupodo column, check the boxes of criteria
11. Filter the criteria using the drop-down lists, to help narrow down the results.
12.Adjust fAiStart Dateo if desired (the default is date
13. Adjust AENnd Dateo if desired (the default is todayb?d
14.Click on the APreviewd button to see the results.
Select facility report |Trainings by Facility Participant Count ¥|
— Select Criteria
group  filter
Facility | [ | |--choose-- =
Facility Type | = | [--Al-- =l
Facility Sponsor Il --All-- -
Department (facility) Il --All-- hd
Training Name -
|--All-- =l
Training location | [ | [— select — =l
Training topic | 7 | [--All-- [
Training level | = | [--All-- =]
PEPFAR category | [ | [--All-- =l
Training Organizer | [ | [--All-- =
Training of Trainers | [T
Start date Day |10 |/ Month |07 |/ Year 2008 =
End date .21 |/ Month [09 |/ vear 2000 | &
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Trainings by Facility Name
This report will display facility names for certain criteria (e.g., by region, qualification, training topic).

1. From the main menu, click on AReports, o then fASel ec
2. Select ATrainings by Faowhlsttty Named from the drop

3. I n thed AcSchlouvmmn, check the boxes of criteria you wan
4. Filter the criteria using the drop-down lists, to help narrow down the results.

5. Adjust AStart Dateo if desired (the default is date
6. Adjust AHEnde®atredd i(the default is todaybs date).

7. Click on the fAPreviewdo button to see the results.
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