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Training Plan Management

Learn how to build, edit, and

Purpose: . . .
P manage training plans Administrative Role(s) with Access:

- What is a Training Plan? . Training Plan Manager
A collection of courses in TRAIN
compiled to address specific gaps in

knowledge, skills, and competence

« Training Plan Reporting
View our How to Create Training_Plan

Reports user guide for additional
information
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How to Manage Training Plans (continued)

Navigate to Training Plans

(TRAIN )
|

Go to the Admin menu. Then, click on the Training Plans
tile. This will take you to a page listing the training plans
available to you, including their title and status.

Users

(TRAIN

Training Plans

My Training Plans D

23 record(s) found. Show inactive

Title *

FY 20 All WIC Staff

FY¥21 Training Plan All WIC Staff

FY22 WIC All Staff

FY22 WIC All Staff

ID0H Skin Testing

IDOH TE Basics and TB Tests Used to ldentify T Infection
|DOH TE Skin Testing

IDOH TE Skin Testing 2021

IN WIC Clinic Services

IN WIC Nutrition Services

Training Plans
Train ans

Q

L >

Add Training Plan

a To search for a training plan,
type keywords or the training
plan ID into the (a) text field.

To limit your results to training
plans you created, check the
(b) My Training Plans box.

Status
Published
Published

Unpublished

M) Click the (c) three-dot action
menu to view a drop-down
e menu with the options to Open,
i Edit, Clone, or Delete the
training plan. You can also Edit
Settings and View the training

) plan roster.

Published

Published

( - -
Training Plans

Add Training Plan

/. Add Training Plan

o sl B(I|H|E|E

“oo N

_/Q\_TIP: Required
fields are marked
with a red bar.

S a
a All sctions must be completed in order

\ Shaw components anly after learner registers

(d) Section order: When this box is checked, learners will
be required to complete the training plan’s courses in
the order they are displayed.

(e) Components: When this box is checked, only learners
registered for the training plan will see its courses.

= J

i warersousd )
[ |

J

Create a New Training Plan

Click the Add Training Plan
button to the right of the search
bar to create a new training plan.

Next, create the initial settings for your plan:

(a) Title: Type the name you want to give your
training plan here.

(b) Description: Type an overview that includes
important details you think learners should
know about your training plan. Click the
Preview button to see how the description
will look when published.

(c) Active: When this box is checked, learners
can search for the training plan and it can
appear in the learner’s record. When this box
is unchecked, the training plan will be hidden
from learners and will not appear in the
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How to Manage Training Plans (continued)

Create a New Training Plan (continued)

(Nutiﬁcatinn a

Continue creating the initial
settings for your plan:

Proof of c:cnrﬂpletic:r19
(f) Notification: If you want to notify learners

that their target completion date is [ Provides proof of completion

approaching, type the number of days Logo image The following list of file extensions are allowed: jpg. .ipeg. .png
prior to the completion date you want them Image cannot exceed 512KB

to receive a reminder. This automatic
reminder will be sent to the learner and the Bl Drogs Kk Rers or Aok to eplos
Training Plan Manager.

(g) Proof of Completion: When enabled, Availability %
learners can download a mini transcript of
the courses they completed in the training Indiana X
plan. Check the box to enable this feature. U J
See Step 9 for more details.

(h) Availability: Click the blue Add button to select which
groups of learners can access the training plan.

Cancel

B Add Training Plan (i) Save: Click the green Save button on the top right of

the screen to save your training plan.

Add and Edit Sections

Once you have saved the initial settings for your plan, you will be directed to an overview page
featuring your plan’s settings. You can also access this page by clicking your plan’s title on the
Training Plan homepage, shown in Step 1.

Ve

< Back i )
SEI‘I"IplE Edit Settings ..

P (a) Every training plan must

have at least one

This training plan is abouwt mental health. section_ View the default
All gections must be completed inorder  False Sect|0n t|t|ed Training
v gt iy oo Pl Plan Content here.
Active True
:’::“:‘:LMMMI . (b) Click the three-dot action
S —— menu to edit the default

section title, or to delete
the section after creating
a new one.

Training Plan Usage

Uzage across all of TRAIN
Completed

MSMMNQLIMH)'M pHI'ﬁIB’IIQﬂS Leamers
¢ Py (c) Click the Add Section
P rrrcpn IV buttc_)n to add a ne_w_
D D section to your training
Training Plan Content add courses | | §
— plan.
Tithe Format

-
N\
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How to Manage Training Plans (continued)

Add and Edit Sections (continued)

Provide the details for your  (agd section )
new section.
Section title a
Completion requirements a ® Learner is required to take ALL courses out of this section
Learner is red o take N courses
(d) G|Ve your new Sect|0n a t|t|e here_ Learner is required 1o take ‘checked® courses only
MNumber of required courses B

(e) Select your completion requirements

. m Required courses must be taken in the order defined in this section
here. There are currently four options

for completion requirements, listed : d
below: \_ cance
[Learner is required to take all courses included in this section. j

[ Learner is required to take some courses included in this section: if you select this option, enter a
value in the (f) number of required courses field. Learners can choose which courses they take.
J
( Learner is required to take “checked” courses only: if you select this option, the list of courses in A
this section will include a (g) column for checkboxes.
\ J
KRequired courses must be taken in the order defined in this section: select (h) this option if your
section’s courses must be taken in a specific order. Be sure the courses are listed in the correct order.
. J

-
Content

>> Click the blue (i) Save button to save your new training
Training Plan Content

_ Mo | @ plan section.
Title Format amquineu n @

To change the order sections are listed, click the

e : (j) three-dot action menu and select Move up or Move
\ ) down.

Add and Edit Courses

(Training Plan Content
(a) Search for existing courses by - rses are required andom ord
typing a course title, e R Roquned
keywords, or course ID SRR
number |nt0 the SeaI'Ch bar. Redycing Stigma; Open Commuynication about Mental Health Webcast (recorded)
\ ¥ iblig wie Prof Webcast (recorded) )
s N

Add courses (b) Click the magnifying glass or press enter on

e Q your keyboard to complete a search. Search

= results will include courses within your
organization and any courses available at the
National level.

Cancel Add courses
\_ J

4 TRAIN
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How to Manage Training Plans (continued)

Add and Edit Courses (continued)

Add courses

(c) Check the box next to the title of the course that
you want to add to your training plan.

(d) Click the blue Add courses button to add the e
selected courses to your training plan. s e el

— addsection | (D) s Stags ot o AHO Do (WO e st e (Rl

Training Plan Content Add courses : » AHD Research Agenda (AHD Learning Corr Hoalth F ===

Format Required B nmunization Strate ing the Evidence and What Works... F {oalth F ===

Blended Learning Series i -
coc

ps of East Tennessee State University (AHD Learming Community  Webstream/Archiy
Webcast

Reducing Costs by Going Unstream ‘Webstream/ Archii
Webcast

Deleta N
S - Jj a Mental Health and You
(e) Added courses will appear in the section view. ~ g
(f) Click the three-dot action menu to view your options for Move to section
managing a course in the section: Move up, Move down, -
Move to section, or Delete.

time, hover your computer mouse over this icon and drag
your course where you want it to go.

(g) If you want to move your course more than one line at a
-?

(h) If you select the Move to section option from the action menu, a pop-up will appear. The current
section is highlighted in blue. Select the new section and click the green Move button.

View and Edit Training Plan Details

To view settings and content on a training plan, click the three-dot action menu to the right of
the published status on the list of training plans. Then, select the Open option.

( / N
TRAI
ADMIN  SEARC USERSITE  HELP Q
e N
Training Plans Add Training Plan Published E
Q
Open
My Training Plans
23 record(s) found. Show incive Edit Settings
Title 4 Status Roster
FY 20 All WIC Staff Published
FY21 Training Plan All WIC Staff Published H C | one
FY22 WIC Al Staff Unpublished H
FY22 WIC Al Staff Published B h
IDOH Skin Testing Open Delete
IDOH TB B: d TB Tests Used to Identify TB Inf it settings
asics and ests Used to Identi Infection -
Y ! Roster FUmrsnea H
IDOH TB Skin Testing Clone
\ 4
IDOH TB Skin Testing 2021
Delete
IN WIC Clinic Services ruonsneu
IN WIC Nutrition Services Published
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How to Manage Training Plans (continued)

View and Edit Training Plan Details (continued)

This will open an overview of your training plan details, including (a) the number of courses,
(b) training plan usage statistics, and (c) training plan content.

(< sac 1) Y
Samp|ﬁ it Setting:

>> Information on when the Training
Plan was created and last updated is
located on the bottom of the page.

Al sections must be completed inorder  False

Shaw components only afver bearner False

registers
Active
Created by Role #31 Admin (Dec 6, 2023) MotiBoation
E.Ipdaud by Role #31 Admin (Dec 6, En’éﬁj Provides proct of complation

)) To update your training plan settings, | ™" |uga
click the (d) Edit Settings button in SRS

the upper right hand corner of the SSapeaSlG S o peemiasiens

page Ccnlenla foseen :
Click the green Save . T S| §
button once you're finished. X - J

Export Content

To export a complete list of the training plan course content, click the three-dot action menu
located to the right of the “Add Section” button. Then, select the Export Content option.

~
Content Add Saction OP

\I/

()= TIP: Lists will

Training Plan Content

- = — ~ download as a
s ! Xlsx spreadsheet.
\E = =/

Manage Learners in Training Plans

To access a list of learners registered for a training plan, select the Roster option in the three-
dot action menu located in the training plans list or on the training plan details page.

e N 3\
Title * Status ¢ Back B
Black Maternal Mortality: Understanding Root Causes and Potential Interventions Published B Outh‘EﬂkZ Eplden‘l] Ccs il’! a Edit Settings

R : Connected World
Outbreak: Epidemics in a Connected World Open
Clane

Edit Settings 12 courses @ Published = Clone
Outbreak: Epidemics in a Connected World - Popup I I

Roster
Foundational Training for Public Health AmeriCorps Clone The Smithsonian National Museum of Natural b

one Health Foundation present the volunteer training plan for Qutbreak:

Health Equity Training Plan Preview Proof Of Completion Epidemics in a Connected World.

The training plan contains:
Health Equity Training Plan - Applying Health Equity to Specific Topics Delete
w Show More

COVID-19 Vaceination Training Programs for Healthcare Professionals Published 3 \_ o Y,
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How to Manage Training Plans (continued)

Manage Learners in Training Plans (continued)

The roster page shows you learners’ (a) name, (b) completion status, (c) the date they
registered for the plan, and (d) their target date for completion if they were assigned the plan.

7% Back N

Outbreak: Epidemics in a Connected World > Roster

Q
e ( Status Registered Date  Target Date

- Tools = a D
Name “ Export a Status Registered Date Target Date _ Aug 9, 2021

“ NotComplted) Feb1,2019 May 17,2019 : Details

o
B
| Complated | Jun 8, 2020
[ ol NotGompleted)  May 12, 2020 Jun 1, 2020 H Set Target Date
| NolGampled)  Mar 13,2019 May 17,2019 H | Completed | Nov 17, 2023 Remove
[ - J

>> To export a .xlIxs file of the training plan roster, click the (e) Tools button and then the (f) Export
option from the dropdown menu.

>> Click the (g) three-dot action menu to view individual learner details, set a new target date, or
remove the learner from the training plan.

f 1 ( Details - This option will display learner details as they relate to the A
pre— ﬂ —— training _plan, including registration, assigned date, target date,
completion status, and more.
Set Target Date \_ J
Remove ( Set Target Date - This option refers to the date by which you expect A
m the learner(s) to complete the training plan.
Send Email To Selected Users L J
- ;= s ) ) ..
o = Remove - Selecting this option will remove the learner(s) from the
Q - \training plan. )
= - r : : : ™
. Send Email To Selected Users - This option allows you to send
T H messages to users who opted to receive emails from TRAIN.
| & J U J

>> To take an action for more than one learner at the same time, check the (h) box left of their name and
click the (i) Actions button. Then, select an action from the drop-down menu. This action will apply to
all checked learners.

Assign Learners to a Training Plan

On the roster page, click the Assign Users button located in the top right.

{ Back

2021 PHAP Core Curriculum > Roster A=sianisere I(_

Q
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How to Manage Training Plans (continued)

Assign Learners to a Training Plan (continued)

= ﬂﬁ\ On the Assign Users page, you
Assign Users can apply certain training plan
ey | settings to a batch of selected
SRp— B Ves Prsiem el o -« | learners.
e BT / (a) You can search for users by typing their
B ‘&) D name, login name, email address, or TRAIN
i D e user ID number here. Click the magnifying
S G glass to view search results.
Nama Usemama Emall
= = e | (b)  Tofilter your search for users by a specific
5 —B group, click the Filter By Group button.
- | o ] ]
B | (c) You can also search for users by typing their
o . L e J name, login name, email address, or TRAIN
User ID number here. Separate User ID
(Peiase Assign Users numbers by carriage returns, spaces, or
Assign Users commas.
Training Plan reventing Heart Disease and Stroke (d) Use the Target Date option to add an
Target Date None Change expected completion date for learner(s).
Send emalinotification  Yes Preview emall notification Change This will be visible to learners in the Your

Training Plans tab of Your Learning.

Hint: The selection shown above will be applied when you assign users

Select whether you would like to send an
Separate User IDs by carriage returns, spaces, or commas. Enter up to 1000 IDs at a time. emall nOt!fyIng the Iearn?rgS) that they have
Q been assigned to the training plan here.

Search Users | Add multiple users by User 1D (e)

(f) Click the green Assign Users button to
\L submit the assignment for processing.

(g) Click the blue Assign Users button
in the confirmation window to finish
assigning the training plan to your
selected learners.

Assign users confirmation

Assign 2 users?
The users will be assigned without Target Date.

(h) This confirmation message will The users will receive email notifications.

appear after you have successfully
assigned learners to the training Assign Users
plan.

p
Hint: The selection shown above will be applied when you assign users

Successfully assigned: 2 users

Search Users | Add multiple users by User ID

-
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How to Manage Training Plans (continued)

Proof of Completion

Edit Settings Page.

To enable Proof of Completion, check the (a) box on the

(T : N
Proof of completion
a Provides proof of completion
Logo image The following list of file extensions are allowed: jpg, .jpeg, .png
Image cannot exceed 512KB
B Drop image here or click to upload E
\. v

(b) Drag animage or click here to upload a custom logo for the Proof

of Completion documentation.

(c) To download a sample of the Proof of Completion document, click
on the three-dot action menu on the Training Plan menu. Then,
select the Preview Proof of Completion option. The default
sample will include the TRAIN logo and the learner’'s name,

courses, and completion dates.

(Training Plans

My Training Plans
3,213 record(s) found. Show inactive

Tite *

2021 PHAP Core Curriculum

Host Site Supervisor Trainings

KDHE: Ryan White Medical Case Manager - Training Plan
LCDHD 2021 Clinic QA - Lab Tech

LCDHD 2022 Clinic QA - APRN

LCDHD 2022 Clinic QA - Nutritionist & LPN

\_ LCOHD 2022 Diabates Educators/365 Techs

Add Training Plan

Status

Published

Published

>> Learners who have completed
a training plan that offers Proof
of Completion can click the
Download link located to the
right of the training plan under
the Your Training Plans tab of
Your Learning.

Proof of
Completion

This is an optional
setting. If you enable this
part of a training plan,
learners can download a
mini transcript of all the
courses they completed
in the plan.

Proof of Completion is
only available when
learners have achieved a
Completed status.

Training plan completion
is calculated through a
completion of required
courses only.

If a learner completes
optional courses, they will
also be included in the

Proof of Completion
\fcu ment. /

YOUR LEARNING

Prool Of
Completion

Status Target Date

Kot Completed

J
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How to Manage Training Plans (continued)

Proof of Completion (continued)

4 N
< Back
2021 PHAP Core Curriculum > Roster Assign Users
Q,
tions - Tools =
Name “ Status Registered Date Target Date
— _ Nov 3, 2021 Feb 28, 2023
® — Details
NoiComplated)l  MNow 15,
— Set Target Date
o =
Download Proof Of Completion 6_
| Mot g Mov?2
Remove
S = y

Administrators can download a copy of the Proof of Completion document from the
learner’s three-dot action menu on the training plan roster page. By selecting the
Download Proof of Completion option from the dropdown menu, a copy will
automatically download as a .pdf file.

Clone a Training Plan

To clone a training plan, select the Clone option in the three-dot action menu located in the
training plans list or on the training plan details page.

s
¢ Back
( \ H H Ed $ir
Status Preventing Heart Disease and Stroke Edit Settings
Published B Roster
4 courses @ Published »
Ope Clone
Edit Setting
This free course is designed for Community Health Workers (CHWSs) for the purpese of enhancing their understanding of heart diseg
Raster " e " o i i M 1 & N ot
e betes. With this knowledge, CHWs will be better equipped to help their clients strategize prevention of these chronic diseases. This il Delete
l Clone l pliment a CHW's existing expertise about their community’s resources that focus on healthier style choices.
Preview Proof Of Completion This course is designed as a series. There are four online, self-paced modules totaling four hours, This is followed by a 30-minute face-to-face meeting at
a local coalition to demonstrate skills learmned. Upon successful completion of the series and live session, CHWs will earn a certificate of completion
-  Show More
\_ Published Y, \_ Y,

/C)) Why Clone a Course?\ > Edit the cloned training plan as needed. Remember

to change the (a) name of the plan before clicking
. the (b) Save button.

Cloning a course can be a helpful (b)
shortcut if el need to keep most » Consult Steps 3-5 for guidance on editing training
of the plan’s details the same. plans.
For example, if you need to add e Qs
or remove a few courses for 8 Add Training Plan s——
specific learners in a particular T D |
group, you can clone an existing Doscpdon s z[n|mnu]o0]e
plan and avoid building a new

\ one from scratch. j .
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