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Training Records List

Here you will find a list of Training Records. As a standard EQMS user, you have permission to view your own
Training Records. If you are a Training Manager or Administrator, you will be able to view the records of others.
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Access your Access your User Sign out and

This dropdown
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to navigate
easily between
EQMS Modules

Training Man$er
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List Filters

As a standard user,
your own Training
records will be
displayed in the list.
Several fields are
available to help you
filter the results.

Date, Status, ID,
Provider, Trainer,

Category, Course,
Department and
Keyword filters are
available to be used
alone orin
conjunction with one
another.
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filter by Trainee
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Example Trainee AA Training Course 26 Apr 2017 New

Training Records List

Below the search fields, a list of matching Training Records will be displayed. Additional Search Criteria

Add additional fields to the search criteria by selecting

As a standard user, you will only be able to see your own records. As a

Manager or Administrator, you will be able to see all permitted records them from the dropdown list. Each available field relates

to Metadata created by the Module Administrator(s)




Training Record Details

Each Training Record within EQMS has its own details screen. From here you can update permitted
information and attach additional data where required.

Documents Tab Journals Tab
View any associated documentation and also add your own documents, Whenever information is updated within the record, a journal entry will be
certificates or additional records. If evidence is required to confirm the created, building a history for the record. Additional journal entries can

training record, a document must be associated be added with documents associated directly to them if needed
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To access, either select this text link or navigate p This trainin urse h iat: idan Audit Trail — View the

to the Documents Tab history of the Training

Record

*Ratings can be made optional in the System Settings by a Training Administrator
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