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User Guide: Entering Training Records into HR Database


Purpose: This procedure documents how to add/remove/modify; courses/procedures, training programs, and PE003 training history record for all PCB facilities.
Process Owner: Human resources department.

Process Description: Maintaining of employee training record data.
Process Inputs: PE01, PE003, PE017, QA01, QA001, QAM7.5, QAM7.2-7.4.
Process measurements: Training completion by due date, Internal and external audit results.

Output and Records: Human Resource Training Database (HRTD), CS002, CS003, PE003, PE017.

Responsibilities: 
1) The Human Resources Department is responsible for accurately maintaining employee job descriptions, qualifications, internal and external employee certifications, Employee workmanship samples/records and other training records.
2) The Human Resources Department is responsible for ensuring only latest revision of documents are accepted as a training record.

3) The Training Committee is responsible for ensuring training is effectively completed by their due date.

4) The Human Resources Department is responsible for ensuring that the responsible trainer has been indicated on PE003 In-House Training Record.

Process:
1) Creating a new Procedure/Course:

Courses may contain but are not limited to User Guides, Process Maps, and Forms. To add or remove a course from a Training Program see section 3 of this procedure. Use the Create a Course task to establish details about courses offered. Find this task on the Setup tab. 
a) Click “Employee Development”, then “Training & Development”, then “Create a Course”.
b) Enter the associated departmental prefix (ie: CR, EN, LG, MS, SM,etc.) or other document identification number (ie: QAM 7.3,  QAMREVIEW, etc.) and click “Filter Results”.
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c) Click “New”, enter a unique code, typically the document identification number with revision (i.e. PE1015C: PE = department, 1015 = procedure number, C = revision).
d) Enter the full name of the course in the “Title Box” (i.e. PE1015C Entering Training Records into HR Database). 
e) Select the “Course Type” from the list, some examples are: Web-Based Training (only offered online), Classroom Training (classroom setting) and Self Study (a quality system document provided to employee for their individual study).
f) Select the “Scheduled” check box if the course has a start date and end date on the calendar, but not a locked-in time and day each week. This is intended for web-based classes.

g) Select the “Training Program Only” check box if this course is only for employees who are enrolled in the related training programs.

h) “Training Programs” is display only. If this course is part of a Training Program, the Training Program name will be listed here. (See Training Programs below).
i) Select the “Internal Course” check box if the course is being offered internally only.

j) Select the “Meal Included” check box if applicable.

k) Select the “Allow Self-Completion” check box if the course can be completed on own outside of a classroom setting (i.e. Web-Based, Self Study, etc.) 

l) The “Inactive” check box shall always be checked when the course is no longer available but needs to be tracked for historical purposes (ie: obsoleted or updated revisions).

m) Enter the name of the document or a course description in the “Course Description” box, and if training is or is not required as recorded by Training Committee on CS003 form. If a course description already exists as a file, click “Browse”, select your file, and then click “Upload File” in the Course Description Attachment box. 
n) If applicable, enter the number of hours in this course in the “What is the duration of the course in hours?” box.

o) If applicable, enter the number of credit hours available for this course in the “Number of credits the course carries” (if any) box.

p) If applicable, select the company or group that is offering the training from the “Training Provider” list. Select the company from the “Company” list.

q) For training that shall be retrained after a period of time, enter the number of months after the course is completed that retraining is required in the “Months” box. Leave this box blank if retraining is not required. NOTE: Enter a whole number in this box; decimals are not allowed.
r) If applicable; enter the numeric cost of the course in the “Cost” box. Enter the numeric deposit for the course in the “Deposit Cost” box. Enter the numeric cost to cancel enrollment in the “Cancel Cost” box.
s) If applicable; enter how many days before the course begins that an employee must cancel enrollment in the “Cancel Period” box. NOTE: Enter a whole number in this box; decimals are not allowed.
t) If applicable; enter the numeric cost to drop a course once it has already begun in the “Drop Cost” box.Enter how many days an employee has to drop a course once it has begun in the “Drop Period” box. NOTE: Enter a whole number in this box; decimals are not allowed.
u) If applicable; select the training material from the “Training Material” list
v) If applicable; select the “Show: on course catalog check box to include the course training materials in the course catalog.  

w) If applicable; select the training resource from the “Training Resource” list.
x) If applicable, select the “Show” on course catalog check box to include the course training resources in the course catalog. 
y) Click “[image: image2.png]


” to continue to the next tab named “Prerequisites” or click “Submit” to finish the process.

2) Obsoleting a Procedure/Course

When a new revision of an existing procedure/course is released, it must be added as a new course described in step 1 Creating a new Procedure/Course of this user guide. An Issue and Revision (CS003) record must be filled out. The procedure/course from the old revision must be obsoleted by placing a “z” in front of the description, typing obsoleted in the Course Description, and checking the inactive check box.

a) Click “Employee Development”, then ”Training & Development”, then “Create a Course”.

b) Enter the associated departmental prefix (ie: CR, EN, LG, MS, SM,etc.) or other document identification number (ie: QAM 7.3,  QAMREVIEW, etc.) and click “Filter Results”.

c) Enter a unique code, typically the Procedure number with revision(i.e. PE1015C: PE = department, 1015 = procedure number, C = revision).
d) Place a “z” in front of the course “Title”.
e) Write a list of all assigned Training Programs on the Issue and Revision Record for removing the course in Step 3.3 Updating a Training Program to add or remove a procedure/course..

f) Enter “obsoleted” in the “Course Description” box. 

g) Click the “Inactive” button, when the course is no longer current but should be tracked for historical purposes (i.e. updated the revision). 

h) Click “Submit” to finish the process.
i) Once a course has been obsoleted it needs to be removed from its Training Programs. See step 3.3 Updating a Training Program to add or remove a procedure/course.
3) Training Programs:
Training programs are procedure/course groupings that are assigned to a specific job title(s). To create a new training program an employee shall use form PE017. PE017 forms shall be kept in the HR Training File cabinet according to “Program Code/Title” as indicated on PE017). 
Definition: A training program consists of different courses or procedures that fit together to form a cohesive learning track according to a specific job. Specific competencies are achieved and thus assigned to any employee who successfully completes the program. Certain programs to be mandatory for certain employees; those employees can be enrolled through this process. The Global Training Program is assigned to all Employees. The courses covered in The Global Training Program were designed by QA and HR. 
These courses are: 
PE025 New Hire Department Orientation Checklist

PE026 QAMREVIEW Quality Overview Training for New Hire

QA1008 ESD Control

QA1026 Compliance to NC Regulation 10 CFR Part 21

QA11 Records Control

SM012 Quality Concern Form

3.1) Creating a Training Program
a) Click “Employee Development”, then “Training & Development”, then “Training Program” tab.

b) Click “new” to enter a new Training Program with a unique code for the program.

c) In “Description”, enter Training Program Title. 
d) Enter a summary of the Program in the Program Summary box as needed. 

e) Click “[image: image3.png]


” to continue to the next tab to add courses to the Training Program (see section 3.3 of this procedure) or click “Submit” to finish the process.

3.2) Obsoleting a Training Program
a) Click “Employee Development”, then “Training & Development”, then “Training Program” tab.

b) Type the unique code in the search bar or browse through the list of Training Programs.
c) Place a “z” in front of the description.
d) Write “obsoleted” in the Program Summary box.
e) Check the inactive button. 

f) Click “[image: image4.png]


” to continue to the next tab or click “Submit” to finish the process.

3.3) Updating a Training Program to add or remove a procedure/course:

a) For a existing course the revision must be current before adding to training program.  Update or add the course per step 1 Creating a new Procedure/Course.  Ensure previous revision is obsolete per step 2 Obsoleting a Procedure/Course.

b) For a new course add the course per step 1 Creating a new Procedure/Course before adding to training program.   
c) Click “Employee Development”, then “Training & Development”, then “Training Program” tab.

d) Type the unique code in the search bar or browse through the list of Training Programs according to the list from the obsoleted course written on the PE017, see above.

e) Click “[image: image5.png]


” to continue to the next tab to add/remove courses to/from the Training Program (see above Step 1 Creating a new Procedure/Course).

f) Select “New” for each course that needs to be added to the group. Add courses in the order that they should be taken within the program. Find the “Z” course, obsoleted course, click on the “[image: image6.png]


” to remove the obsoleted course from the Training Program.

g) Click “[image: image7.png]


” to continue to the next tab, Click “Submit” to finish the process.
4) Entering Training History Record into Epicor:
Select the “Employee Training History” task to view, add, and update training information for employees.
a) Click on the “People” tab along the top banner.
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b) Type in the employee’s last name in the “Select a Person” box.   If more than one employee with same last name ensure correct person is selected.
c) Click on “Employee Training History” link under the “Employee Development” function. 
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d) Find the Procedure/Course in the records panel on the left side of the screen. Click on the training record that the employee was trained on as indicated on the PE003.  In the event a Procedure/Course revision level indicated on a PE003 does not match the current revision in Epicor, check what revision is on TCS or check the Issue and Revision Record for the document in TCS quality system to confirm latest revision level is current in the Epicor database. Follow up with Trainer to confirm correct revision is on form, only the trainer can alter the form PE003, if applicable. (If there was no training done, there will be no date next to the procedure code and the record will be at the bottom). The records are in cronalogical order with the most recent record at the top and the needs training at the bottom.



e) Click on the “Completion” drop down box and select the appropriate completion status, (i.e Passed, Failed, No Training Required etc.).

f) Click on the “How Acquired” drop down box and select how the training was completed, (Internal Training, Third Party Vendor, Self Taught, On-The-Job, etc.).  If the completion is of No Training Required, nothing is needed for this portion.

g) Enter in the “Aquired Date” to which the training was completed.

h) Scan PE003 and save in the: (R:\Training\Training Records for all locations except North Carolina which will be stored in R:\NCPublic\Training) according to prefix, procedure code, revision, and date trained. 
i) For any authorized trainer denoted by a “Q” on completed PE003 In-House Training Record, enter a “Q” in the “Comments” box at the bottom of the page.  Select the authorized trainer(s) (all those employees assigned a “Q” on completed PE003 form) and also enter their training completion/date.
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j) Click Submit at the top to save the updated record.



5) Workmanship Sample Records
Periodically, Workmanship Samples (Welding, Brazing, must be produced by Manufactuing personnel to exhibit Certification or Recertification of individuls who perform Special Processes per Customer required procedures. The samples are delivered to Human Resources with a completed PE003 In-House Training Record. The employee records are updated as necessary in the HR Training Database per requirements of this procedure. It is the responsibility of the authorized trainer to complete the PE003 form.  All samples shall be stored in a container labeled “Workmanship Samples” with each sample retained, with all submitted documentation, providing traceability to employee name. Samples shall be maintained and stored on-site and archived by the HR Department per requirements of the Document Revision Index (CS002) for “Workmanship Samples”. 
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