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Introduction

a. Welcome to the Training Tracker Tool User Guide. This document will
guide you through the basic use and maintenance of the Training Tracker
Tool.

Microsoft Access Installation
a. Inorder to use the Training Tracker Tool, users computers will need to have
the Microsoft Access 2010 software installed. In order to ensure that this
software is available on your computer, click on the Windows Icon on your
computer’s task bar:

b. Inthe Start Menu, open the All Programs section, and verify that Microsoft
Access 2010 appears in the Microsoft Office 2010 folder.

, Cisco WebEx Connect «
| Games
| lava
, Java Development Kit
. Maintenance
. Malwarebytes Anti-Malware
| Microsoft Office
I @ Microsoft Access 2010 I
[&] Microsoft Excel 2010
m Picrosoft InfoPath Designer 2010
m Microsoft InfoPath Filler 2010
@ Microseft OneMeote 2010
|9 Microsoft Outlook 2010
|E| Microsoft PowerPoint 2010
[B] Microsoft Publisher 2010 —
|i—| Microsoft SharePoint Workspace 201
(W] Microsoft Werd 2010
; Microsoft Office 2010 Tools
; Microsoft Office 2013

W Lync2013 -
4 Back

m

cearch proarams and files Js] |
Search programs and files
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c. If Microsoft Access appears in your Start menu, please continue onto
Section: 2. Installation

d. If Microsoft Access does not appear on your Start menu, please locate the
Microsoft Access 2010 Installer on the HHFKA web page:

= glipdates

http://www.fns.usda.gov/school-meals/professional-st

e : \ o

5 st Visted  System Deshbosrd - . Systern Dshbeard - L.

USDWA, united S Deparimant of Agricun
s Food and Nutrition Senvice

Programs | Datn | Mowsrsom | Resesres | forms

StaMag  Advnced Sewch | e Search Tgs

andards

Ao 2 Vap

- 60 & Peb

Child Nutrition Programs

Pr Standards
= Fresh Fres and Viegotabie Program

School Meals [ ari ]

VP

= Specisl Mak Program [SMP)

= Summer Food Service Program
(5FSP)

> Chidd and Adult Care Food Program
TCACER

= Malional Schoo Lunch Program
HELPY

Browss By Subject
+ Foderal Register Documents.
» Legisiation

» Pulicy Professanal Standards for schoal nutrition prafessienais is 3 key provison of tha Haalthy, Hunges-Frea

» Press Releases
= Regulstions

= CH Labaling

+ Disaster Ansistance
» Food Safety

+ Grants

= Resaarch & Raports
= Reports

Kids Act of 2000 (HHFKA). The rule, pubiished March 2, 2015, requires & minimum amount of snnual
training hours for all state drectors of school nutrition programs, state director of distributing agencies,
school nutnition program directors, managers, and stafl. Required traning topic areas will vary acconding
ta pasition and job requirements. Thare are alse minimum hinng standards for new state directars of
school tutrition programs, state drectors of distributing agencrs that overses USDA Foods, and schodl
Futnian program diractars,

In devaloping tha final professional standards nuls, USDA considarad nput frem 3 variety of sources,
inchuding reprasentatives from state agencies, school districts, and schoal nutntion professional
associabions. FNS carefuly reviewed al comments and Estened to the concems of stakebolders.

The final rule eases hinng options for small school distncts; adds hinng options that emphasize program
axpenence; reduces the required annual traming howrs for all SFA personnel; phases in the training
requirements in school year 2015-2016; and adds other practical Nexibilites for the first year of

implementation. The rule is effective beginning July 1, 2015.

m Final Rula; Professicnal Standards for Schood Nutrition Programs Persennel as

Healthy, Hunger-Fraa Kids Act of 2010

Required by the

® Press Release: USDA Ar

&5 Grants to Support Updated Professional Standards in School

phC ations

-- Lakter of Intent

- Application Cover Sheet

Laarmng Objecbves

L]

u Leaming Topss
B Profesional Stan
L

5 for Schoal Nutntion Professionals Web Site

Jab Description Temglate for CHP Director (NFSMI)
L Tralnlng T:'an:lclng Tood
-- Downlead ool (requiras MS Access)

d instaber (for users without MS Access)

== For Additional Help
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e. Download the Microsoft Access Installer to your computer desktop.

1, TrainingTracker_Access Runtime.zip

f. Open the Microsoft Access 2010 Installer folder, and open the Files folder.

[= o=
@@?| , % TrainingTracker... » TrainingTracker_Access Runtime » A4 |+¢| Search Training Tracker Access_Runt. JDI
Organize * = Open Include in hibrary - Share with = Burn MNew folder == = i li:f}]
| Organize this folder's contents. h . Date madified T S
T Favorites P

B Desktop . Files 4/14/20153:19 PM  File folder
4. Downloads 4 | autorun.inf 4/14/2015 3:16 PM Setup Information 1
=\ Recent Places ﬁu setup.exe 4/14/2015 3:16 PM Application 525

g. Open the AccessRuntime.exe file and complete the installation of the
Microsoft Access 2010 software.

****Please Note: you may need to have the System Administrator approve this
installation on your machine. If you encounter any issues installing Microsoft
Access 2010 on your computer, please contact your System Administrator to

approve the installation. ****
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Installation

a. From the Training Tracker Tool Website, click on the “Download tool” link.

b. A pop-up window will appear from your Web Browser asking you to

confirm that you wish to “Open” the file. Click the “Save” radio button, and

click “OK”.

Opening TrainingTracker_verl.0.accdb

You have chosen to open:

(2] TrainingTracker_verl.0.accdb
which ist Microsoft Access Database (26 ME)

from: http:/fwww.fns.usda.gov

What should Firefox do with this file?

=

Openwith | Microsoft Access (default)

@) : Save File

Do this automatically for files like this from now on.

| ok

]| Cancel |

c. Open the Training Tracker Tool from the file location it was saved to.

April 15, 2015
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Training Tracker System

Acrobat

B | G 'd == =~ B I U
Paste Refresh Find
= an- X -5 - | AW
Clipboard Sort & Filter Records Find Text Formatting
_!/:' Security Warning 5Some active content has been disabled. Click for more details. | Enable Content | b

% HHFKA Training Tra

m Enter Training Information Delete Training Information Reports E

b 4
TrainingTr...
tem.ac...
'IE » »
The HHFKA Training Tracker allows school nutrition staff to e
raining [res that has been done in accordance with the Professional Sta
em.lac..
Further information:
httn-/Inrafessinnalstandards nal nsda oowflist-learnine-nhiactiv ~
a4 ini
Farm View | Mum Lock |

d. Locate the yellow bar labeled “Security Warning”, which states: Some
active content has been disabled. Click for more details. Click on the
“Enable Content” button:

@| s ™ - |5 Training Tracker System
Home Acrobat
i o A PDamaove S0 — Met
-] A - Al = o o
B3 Ccop iz s W Toggle Filter B B saye
Paste = ) Refresh . B J U|A-%-30
{3 Advanced All™ Delete
Clipboard Sort & Filter Records Text Formattin

E) Security Warning  Some active content has been disabled. Click for more details. I| Enable Content |I

% HHFKA Training Tracker

m Enter Training Information Delete Training Information Reports Exit

4

The HHFKA Training Tracker allows school nutrition staff to enter and monitor training
that has been done in accordance with the Professional Standards rule.

Further information:

http://professionalstandards.nal.usda.gov/list-learning-objectives
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r| L RN RN Training Tracker System
Home | Acrobat
% cut ‘%gRemove Sort @ =i New % <pelling ﬁ ‘&Rephce . == 5= &= [ v -
3 copy | "z selection - ¥ Togale Filter =5 save ] = GoTo~ _;_ ,=_ =—.— -
Forte T Advanced - R:ﬁev;h X Delete - EMO”‘ Find [} Select B ZaaU | A-%-5- | S S | @' | =
Records Find Text Formattir [F]

Sort & Filter

Clipboard
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4. Training Tracker Tool Pages:

a. The Training Tracker Tool is broken down into a number of pages and tabs
to make entering the data easier, and to allow users a comprehensive view of
that data whenever is necessary. Below you will find a basic breakdown of
the tool, and some general information regarding each page and tab. More
specific information can be found in Sections:

I. 5. Training Tracker How To — Entering Training Information
Ii. 6. Training Tracker How To — Deleting Training Information
lii. 7. Training Tracker How To - Reports
Iv. 8. Training Tracker How To — Printing & Exporting Reports
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b. Training Tracker Tool - Home Page
I. The Training Tracker Tool home page contains some basic

information about the Training Tracker as well as the USDA
Professional Standards Rule’s home page. This page will provide
further information regarding HHFKA Rule, and the trainings
connected to it.

ZSD2  Professional Standards Training Tracker

m Enter Training Information Delete Training Information Reports Exit

4

This Tracking Tool will assist school nutrition staff with tracking and
monitoring all of their training. For additional information on the
United States Department of Agriculture’s Professional Standards
for School nutrition employees,
http://professionalstandards.nal.usda.gov

Tips and Instructions for the Training Tracker

* Information entered into the Training Tracker is only saved to the computer it is installed on.
¢ Training information must be saved before going to another tab.

* If you delete an entry from the Training Tracker that was entered as part of a multi-subject
training, ALL of the subjects entered will be deleted.

e Training Dates can only be entered for dates in the past.

¢ Training information that is deleted from the Training Tracker Tool is deleted permanently and
cannot be retrieved.

* Information in the Training Tracker Tool is not password protected, and can be accessed by
anyone with access to the computer that the Tool is installed on.

April 15, 2015 Page 10
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. Training Tracker Tool - Enter Training Information
I. The Enter Training Information page of the Training Tracker Tool is

where all Training information for a school or school district’s
employees will be entered. For more information on the Enter
Training Information Page, please see Section 5. Training Tracker
How To — Entering Training Information.

2SD2  Professional Standards Training Tracker

Home Enter Training Information Delete Training Information Reports Exit

Enter Training Information

b School Information

School Name School District

Address

Address 2

City State/Territory Zip

Trainee

Trainee Title * |Z| Trainee First Name *

Trainee Middle Initia

Trainee Last Name *
Training

Key Area: * B Key Topics * IZI

Training Subject *

(Can select multiple)

Course Title Completion Date *
Training Provider
Comments

*=Required Fields Save Clear Close

Record: W 1ofl L1l Search

Ii. Fields marked with a red asterisk (*) are required fields, and must be
added for each Trainee being entered into the Training Tracker Tool.

1ii. Information that is entered on the Enter Training Information page
must be “Saved”, (by pressing the “Save” button) before navigating to
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a new page. If the information is not “Saved” it is LOST and will
have to be re-entered.
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. Training Tracker Tool - Delete Training Information
I.  Information entered into the Training Tracker Tool can be deleted on the

Delete Training Information page. For more information about the
Delete Training Information page, see Section 6. Training Tracker How
To — Deleting Training Information.

JSD2  Professional Standards Training Tracker
— |
Home Enter Training Information Delete Training Information Reports Exit
Delete Training Records
1D Trainee Name Training Date Training Objective Learning Area Subject
4 208 Doe, John 3/1/2015 1000 Mutrition 1100 Menu Planning 1110 USDA Mutrition Requ =
209 Doe, Jane 3/1/2015 1000 Mutrition 1100 Menu Planning 1110 USDA Mutrition Requ =

1. Training information can be deleted by clicking on the “Delete” button to
the right of each Training entry.

ZSD2  Professional Standards Training Tracker
— |
Home Enter Training Information Exit
Delete Training Records
1D Trainee Name Training Date Training Objective Learning Area Subject
4 208 Doe, Jlohn 3/1/2015 1000 Mutrition 1100 Menu Planning 1110 USDA Mutrition Req\l =
209 Doe, Jane 3/1/2015 1000 Mutrition 1100 Menu Planning 1110 USDA Mutrition Requ =

iii.  Information deleted from the Training Tracker Tool is deleted
PERMENANTELY and cannot be retrieved.

April 15, 2015

Page 13




Training Tracker Tool User Guide
Release 1.1

ITCON

TO COMPUETE YOUR PUZILE

Training Tracker Tool - Reports
I. The Training Tracker Tool offers three types of reports, Detailed,

Summary and Summary by Key Area. These three reports show the
information entered into the Training Tracker tool in varying degrees of
detail. For more information on the Reports see Section 7. Training
Tracker How To - Reports.

JSDA  Professional Standards Training Tracker

|

Home Enter Training Information Delete Training Information Exit

o . . ; Summary Report By  Filter Summary
Detailed Report Filter Detailed Report Summary Report Filter Summary Report e e

Back Detailed Report
Descending By Mame Ascending By Name Descending By Date Ascending By Date
Trainee Name Title School Name School Address School District Key Areas Key Topics
Doe, Jane Other Staff 1000 Mutrition 1100 Menu Plan
Doe, John Other Staff 0 1000 Nutrition 1100 Menu Plan

1i. Each report is filterable by Training Date, Trainee First Name, Trainee
Last Name, and Trainee Title. These filters can be used in any
combination. Please note: the Start Date and End Date filters must be
used together.

25D~ Professional Standards Training Tracker

Home Enter Training Information Delete Training Information Exit

Detailed Report Filter Detailed Report Summary Report Filter Summary Report SummKaer;(i?:aort By Ff;:s;ftugr::;v

»
Filter Detailed Report
Start Date ] End Date
Trainee First Name |Z| Trainee Last Name |Z|
Trainee Title |E|
Filter
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1ii. Each report can also be sorted in Ascending or Descending order using
the buttons available on the Report itself. Sorting by name is available
for each report, however sorting by date is only available on the Detailed
Report. For more information on this, please see Section 7. Training
Tracker How To — Reports.

Descending By Name Ascending By Name

Descending By Date Ascending By Date
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f. Training Tracker Tool - Exit Tab
I.  The Training Tracker Tool Exit Tab is used to close the Training Tracker Tool.

Before exiting the Training Tracker Tool, the user will be prompted to confirm
their choice.

2502 Professional Standards Training Tracker

Home Enter Training Information Delete Training Information Reports

Caution £

Are you sure you want to ext?
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J. Exporting Reports
I. Users can Export the Training Tracker Tool reports into three formats,
Excel, Text File, or PDF/XPS file. This feature can be accessed directly
from the Sorted/Filtered Reports page. For information on how to access
the Sorted/Filtered Report page, please see Section 7. Training Tracker
How To — Reports.

External Data

':':'j \Tl:; @ :n? ¥ Text File ':':'j === [ === === [ === [ s (A Access il
#7 | P B @F Gauee 57 S0 S0 $# v = g s
Saved Excel Access ODBC Saved Excel  Text XML PDF  E-mail = Manage
Imparts Database %fﬁ Mare = | Exparts File File orXps EZk More ~ Replies
Import & Link Export Collect Data
Eack Detailed Report
Descending By Name Ascending By Name Descending By Date Ascending By Date
Trainee Name Title School Name School Address School District Key Areas
Doe, John Other Staff 0 1000 MNutrition
Doe, Jane Other Staff 1000 Mutrition

Ii. This feature is standard within Microsoft Access, and interacts with
Microsoft Office software installed on the user’s computer. For further
information about how to export a report from the Training Tracker Tool,
please see Section 7. Training Tracker Tool How To — Reports.
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h. Printing Reports

File External Data

Users can Print the Training Tracker Tool reports. This feature can be
accessed directly from the Microsoft Access Menu Ribbon. For information
on how to access the Microsoft Access Print feature, please see Section 7.
Training Tracker How To — Reports.

[A] = |

H Save

Save Object As

@_] Save Database As
Save as Adobe PDF

Lj Open

I_j Close Database

Eﬂ TrainingTracker_ver..,
IE_|"| TrainingTracker_ver...
(8] TrainingTracker_ver...

(8] TrainingTracker Syst...

Info

Recent

Mlew

This feature is standard within Microsoft Access, and interacts with user’s
computer. For further information about how to Print a report from the
Training Tracker Tool, please see Section 7. Training Tracker How To —
Reports.

Print

3 Nl O

o

CQuick Print

Send the object directly to the default printer
without making changes,

Print

Select a printer, number of copies, and other
printing cptions before printing.

Print Preview

Preview and make changes to pages before
printing.

April 15, 2015
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5. Training Tracker How To — Entering Training Information
a. In order to enter Training Information into the Training Tracker, the user will
need to open the tool, and click on the Enter Training Information page.

USDA  Professional Standards Training Tracker

Home Enter Training Information Delete Training Information Reports Exit

Enter Training Information

oo scodmfomaten
School Name | School District | |
Address |
Address 2 | |
City | | State/Teritory [ | Zip L ]

Trainee Title * | |Z| Trainee First Name * I:l
Trainee Middle Initial l:l

Key Area: * EI Key Topics * | El
Training Subject *
(Can select multiple)

Course Title | | Completion Date * l:l
ining Provi Minutes [ ]
Training Provider | | nutes
Comments
*=Required Fields Save ” Clear H Close
|Record: L] 1ofl H | "k Mo Filter ‘ Search

i. The Enter Training Information page is broken down into three sections,
School Information, Trainee Information, and Training. Only fields that are
marked with a red asterisk (*) are required fields, and must be entered to
save a Training record.
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1. School Information
a. The School Information section can be entered at the user’s choice,
and should be determined by the overall supervisor responsible for the
Training Tracker Records.

School Information

School Name School District

Address

Address 2

City State/Territory dp

I. School Name is a free-form entry field.

Ii. School District is a free-form entry field.

Ii. Address is a free-form entry field.

Iv. Address 2 is a free-form entry field.

v. City is a free-form entry field.

vi. State/Territory is a free-form entry field.
vii. Zip is a free-form entry field that is restricted to numerical values.

2. Trainee Information
a. The Trainee Information section is required for the Training being
entered into the Training Tracker Tool.

Trainee
Trainee Title * |Z| Trainee First Name *

Trainee Middle Initia

Trainee Last Mame *

I. Trainee Title is a drop-down menu that the User will select the users
Position Title from.

Trainee Title * El
District Director

Manager

Other Staff

State Agency - Child Nutrition Director

State Agency - Child Nutrition Staff

State Agency - CN & FD Director

State Agency - CN & FD Staff

State Agency - Food Distribution Director
State Agency - Food Distribution Staff
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o Araas F
REY Area:

Training Provide

Trainee First Name is a free-form entry field.

Trainee Middle Initial is a free-form entry field.

Iv. Trainee Last Name is a free-form entry field.
3. Training

a. The Training section is required for the Training being entered into
the Training Tracker Tool.

Key Topics

Training

|E| Key Topics *

Save Clear Close

Key Area is a drop-down selection menu that the user will select the
Key Area that the Training being entered falls under.

T .
Key Area!

B

1000 Mutrition

2000 Operations

3000 Administration

4000 Communications and Marketing

Key Topics is a drop-down selection menu that the user will select
the Key Topic that the Training being entered falls under. This field
will show different options based off of the selection made in the
Key Area drop-down menu.

*

B

1100 Menu Planning
1200 Mutrition Education
1300 General Mutrition

April 15, 2015
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Ii. Training Subject is a multi-select field that the user will select the
specific Training Subject(s) that the Training being entered falls
under. This field will show different options based off of the
selection made in the both the Key Area, and Key Topic drop-down
menus.

Training Subject * 1210 MNutrition Activities

Can select multiple) 11220 Classroom and Cafeteria Integration

1230 School Gardens

Iv. Course Title is a free-form entry field. This field will be used to
specify the name of the training that took place.

v. Completion Date is a free-form entry field with a Calendar tool
attached. This field is restricted to the Date format MM/DD/YY .

Completion Date * i
| March, 2015 i
Su Mo Tu We Th Fr Sa

1 2 3 4 5 o 7

g 9 10 11 12 13 14
15 16 17 13 19 20 21
22 23 24| 25 26 27 28
29 30 31

1. Trainings can ONLY be saved in the Training Tracker Tool if the
completion date is the current date, or in the past. Trainings that
take place in the future CANNOT be entered until the completion
date of the training has passed.

vi. Length is divided into two fields, Hours and Minutes.

ength : * Hours

Minutes |E|

1. Length is a free-form entry field that is limited to numeric values.
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2. Minutes is a drop-down selection menu that the can select 1 of 4
options: 00, 15, 30, or 45.

Minutes |E|
o0
15
30
45
a. At least one item must be entered for the length of the Training.
vii. Training Provider is a free-form entry field.
viii. The Comments field is a free-form entry field that is limited to 250
characters.
b. User Page Guidance
I. Three buttons at the bottom of the page will allow the user to “Save”
the record they have entered, “Clear” the information from the Enter

Training Information page, or “Close” the training tracker.

Save Clear Close
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6. Training Tracker How To — Deleting Training Information

a. Information that has been entered into the Training Tracker Tool can be
deleted from the Training Tracker using the Delete Training Information

Page.
JSDA  Professional Standards Training Tracker
|
Home Enter Training Infarmation Delete Training Information Reports Exit
Delete Training Records
1D Trainee Name Training Date Training Objective Learning Area Subject
4 208 Doe, John 3/1/2015 1000 Mutrition 1100 Menu Planning 1110 USDA Nutrition Requ =
209 Doe, lane 3/1/2015 1000 Mutrition 1100 Menu Planning 1110 USDA Nutrition Requ =

I. To delete information from the Training Tracker, the user will click on
the “Delete” button located to the right of the Training Information entry
that they wish to delete.

1D Trainee Name Training Date Training Objective Learning Area Subject

3/1/2015 1000 Nutrition 1100 Menu Planning 1110 USDA Nutrition Reql = I

¥ 202 Doe, John
209 Doe, Jane

3/1/2015 1000 Nutrition 1100 Menu Planning 1110 USDA Nutrition Requ =4

1. This will remove the Training Information entry from the Training
Tracker PERMANENTLY.

April 15, 2015
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7. Training Tracker How To — Reports
a. The Training Tracker Tool has three reports that users can use to
access the Training Information entries that have been entered into the

Training Tracker Tool: Detailed Report, Summary Report, Summary
by Key Area Report.

ZSD2  Professional Standards Training Tracker

Home Enter Training Information Delete Training Information Exit
Summary Report B Filter Summa
Detailed Report Filter Detailed Report Summary Report Filter Summary Report Ker\\:Ar:a ¥ e Ke;rv

April 15, 2015 Page 25



Training Tracker Tool User Guide
Release 1.1

ITCON

SOLUTIONS & SERVICES
T COMPLETE Y¥OUR PUZZLE

i. Detailed Report

1. The Detailed Report shows all information that was entered for each
Training Information entry in the Training Tracker Tool.

Back

Detailed Report

|- Descending By Name | | Ascending By Name |

|- Descending By Date | | Ascending By Date |

Doe, Jane Other 5taff

1000 Nutrition

Doe, John Other Staff

1000 Nutrition

Thursday, March 26, 2015

1100 Menu Plan 1110 USDA Mutrition

1 3/1/2015

1100 Menu Plan 1110 USDA Nutrition

1 3/1/2015

a. The Detailed Report can be sorted by Ascending and Descending
order by Trainee Name, and the Completion Date.

Back

Detailed Report

|- Descending By Name |

|. Ascending By Name |

|- Descending By Date | | Ascending By Date |

Doe, Jane Other Staff

1000 Nutrition

Doe, John Other Staff 1000 Mutrition
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ii. Summary Report

1. The Summary Report shows the total training hours that each Trainee
has accumulated.

Back Summary Report
Descending By Name Ascending By Name
Trainee Mame Trainee Title Training hours
Doe, John Other Staff 1
Doe, Jane Other Staff 1
Thursday, March 26, 2015 Pagelofl

a. This report is first grouped by Trainee Name, then sub-grouped by
Trainee Title. This means that if an individual’s Title changes, they
will receive a new entry in the Summary Report.

I. If a Trainee Name is entered incorrectly, it will receive its own entry
in the Summary Report

b. The Summary Report can be sorted by Ascending and Descending
order by Trainee Name.

April 15, 2015 Page 27



Training Tracker Tool User Guide
Release 1.1

ITCON

iii. Summary by Key Area Report
1. The Summary by Key Area Report shows the Total Training hours,

broken down by Key Area that each Trainee has accumulated.

Back Summary Report By Key Area
Descending By Name Ascending By Name
Trainee Mame Trainee Title Key Areas Hours Total
Doe, Jane Other Staff 1000 Mutrition 1
1
Doe, John Other Staff 1000 Nutrition 1
1
Thursday, March 26, 2015 Pagelofl

a. If a Trainee Name is entered incorrectly, it will receive its own entry in
the Summary Report
2. The Summary Report can be sorted by Ascending and Descending order
by Trainee Name.
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b. Filters
I. The Detailed, Summary, and Summary by Key Area Reports can all be

filtered by the Training Date, Trainee First Name, Trainee Last Name, and
Trainee Title.

Filter Detailed Report
Start Date End Date
Trainee First Name E| Trainee Last Name E
Trainee Title E

Filter

1. The Start Date and End Date filter refer to the Completion Date of the
Training Information Entries being filtered. These fields are free-form
entry with a Calendar tool attached. These fields are restricted to the
Date format, e.g. MM/DD/YY.

Start Date 4 End Date e
4 March, 2015 3 4 March, 2015 3
| Sy Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
i 2 3 4 5 § 7 1 2 3 4 5 6 7
! 8 9 10 11 12 13 14 8 9 10 11 12 13 14
15 16 17 18 19 20 21 15 16 17 18 19 20 21
22 23 24 25| 25| 27 23 22 23 24 25| 20| 27 I8
29 30 3 29 030 3
Today |I|:u:|ay

2. The Trainee First Name and Trainee Last Name filters are drop-down
menu selections that will populate with the Trainee First Name, and
Trainee Last Name that are entered within the Training Tracker Tool.

Trainee First Name |Z| Trainee Last Name E

lane
John Doe
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3. The Trainee Title filter is a drop-down menu selection that will populate
with all of the Trainee Titles available in the Enter Training Information
page of the Training Tracker Tool.

Trainee Title |

Manager
Other Staff

State Agency -
State Agency -
State Agency -
State Agency -
State Agency -
State Agency -

District Director

Child Mutrition Director
Child Nutrition Staff

CM & FD Director

CM & FD Staff

Food Distribution Director
Food Distribution Staff

1. The Training Tracker Tool Report Filters can be selected singly, or in

combination as required for the users reporting needs.
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8. Training Tracker How To — Printing & Exporting Reports

All three of the Training Tracker Tool reports can be Printed to hard copy records,
or Exported into a new file format outside of Microsoft Access

a. Printing Reports
I. In order to print a Training Tracker Tool Report, first filter or sort the Report
that you wish to print.

This action can be done by clicking one of the Sort buttons within the report:
Descending By Name Ascending By Name

Descending By Date Ascending By Date

Or by filtering the report using the Filters available:

Filter Detailed Report
Start Date End Date
Trainee First Name E| Trainee Last Name E
Trainee Title E
Filter
1. From the Filtered/Sorted Report page
Back Detailed Report
Start Date End Date
Trainee First Name Trainee Last Name Trainee Title
Descending By Name Ascending By Name Descending By Date Ascending By Date
Trainee Name Title School Name School Address School District Key Areas
Doe, Jane Other Staff 1000 Nutrition
Doe, John Other Staff 0 1000 Nutrition
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Click on the “File” tab of the Microsoft Access control ribbon:

®-Is Tr
External Data
e o] Text File = m—— 0 Access A
E e %7 GE 50 ee ew (=3 ==y
= #24 XML File &y word Merge
Saved Linked Table Excel Access ODBC Saved Excel Text XML PDF  E-mail Create Manage
Imports  Manager Database QEM‘”E' Exports File File orXPs %MO"E' E-mail Replies
Import & Link Export Collect Data
3
[ —
. Back | Detailed Report

lii. This will take the user to Microsoft Access file page
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(&l =

File External Data

H Save

Save Object As

IE_] Save Database As
| 7 saveas Adobe PDF

j Open

[ Close Database

@ TrainingTracker_ver...
@ TrainingTracker_ver...
@ TrainingTracker_ver...

IE_] TrainingTracker Syst...
Recent

New

Print

Save & Publish

Help

=] Options

B9 Exit

Information about TrainingTracker_ver2 12

Ci\Users\mjackowski\Desktop\USDA\ Training Tracker\Training Tracker DB\ Training Tracker_ver2 12...

Compact & Repair

L
Lra%J Help prevent and correct database file problems by using Compact and
Repair.
Compact &

Repair Database

Encrypt with Password
lj‘* Use a password to restrict access to your database. Files that use the 2007
Microsoft Access file format or later are encrypted.
Encrypt with
Password

Training Tracker

View and edit database properties

Iv. To print the report you have Filtered/Sorted, click on the Print button, and
select the Print option needed.
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@lﬂ«."‘lv{{ivl:

File External Data

(=] save

Save Object As

Quick Print

Send the object directly to the default printer
without making changes.

(8] save Database As

] .| Save as Adobe PDF

ﬁ Cpen

[ Close Database

Print

Select a printer, number of copies, and other
printing eptions before printing.

@ TrainingTracker_ver...

(8] TrainingTracker_ver... -

Print Preview
(&}] TrainingTracker_ver... ! Preview and make changes to pages before
A printing.
@ TrainingTracker Syst...

Info

Recent
Mew
Save & Publish

Help

2] Options

bd Exit
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b. Exporting Reports

I. In order to Export a Training Tracker Tool Report, first filter or sort the
Report that you wish to print.

This action can be done by clicking one of the Sort buttons within the report:
Descending By Name Ascending By Name

Descending By Date Ascending By Date

Or by filtering the report using the Filters available:
Filter Detailed Report

Start Date End Date
Trainee First Name E| Trainee Last Name E
Trainee Title E
Filter
1. From the Filtered/Sorted Report page
Bark Detailed Report
Start Date End Date
Trainee First Name Trainee Last Name Trainee Title
Descending By Mame Ascending By Name Descending By Date Ascending By Date
Trainee Name Title School Name School Address School District Key Areas

Doe, Jane Other Staff 1000 Nutrition
Doe, John Other Staff 0 1000 Nutrition
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Click on one of the Export buttons on the Microsoft Access control ribbon.
Al 9=
File External Data

LR P EE Y E k=

_r ord Merge

Saved Linked Table Excel Access ODBC Saved | Excel Text XML PDF | E-mail Create Manage
Imports Manager Database FEMWE' Exports File File  orXPs %MC’"E' E-mail Replies
Import & Link Export Collect Data

| Back Summary Report

| Descending By Mame | | Ascending By Mame |

Doe, John Other Staff 1

Doe, Jane Other Staff 2
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This will open a window asking the user to confirm the location they wish to save
the file to.

Excel File:
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Export - Excel Spreadsheet @

Select the destination for the data you want to export

Spedfy the destination file name and format.

Eile name:  |c \Users\mjackowski\Documents\Summary Report., xdg|
File format: | Excel 97 - Excel 2003 Workbook {*.xls) |Z|

Spedfy export options.

Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, ar report.

[7] open the destination file after the export operation is complete.
Select this option to view the results of the export operation. This option is available only when you export formatted data.

Export only the selected records.

Select this option to export only the selected records. This option is only available when you export formatted data and have records
selected,

CK ] [ Cancel
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Text File:
Export - Text File [~ 8|3l

Select the destination for the data you want to export

Spedify the destination file name and format.

File name: | .\ sers\mjackewski\Documents\Summary Report, bt

Spedify export options.

Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

[] open the destination file after the export operation is complete.
Select this option to view the results of the export operation. This option is available only when you export formatted data.

Export only the selected records.

Select this option to export anly the selected records. This option is only available when you export formatted data and have records
selected.

Ok ] [ Cancel
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PDF File:

[A] Publish as PDF or ¥PS

5l Recent Places . L . .
- . Business USA Licensing and Other State Requirements_files

. o i . My Meetings
U_Q_leranes IIEIM)' Shapes
jt Docnflments | My SrnartMusic
o Music | Outloek Files
= Pictures | Status Reports
E Videos

+ 4| i

QU 3 v Libraries » Documents » v |‘?| Search Documents R |
Organize * Mew folder FE - @
@ Microsoft Access Documents I|brary Arrange by:  Folder

Includes: 2 locations
= F it
4' avorites . _PslShares . Timesheets
Deskt =
esktop E . Add-in Express EDecIaration Contractor.pdf
Download
4 Uownloads . Army Builder @Declaration Ermployment.pdf

EIDESC Sort Gp Key AreaSurmmary Report.pdf

X Fair Credit.pdf

'@img-618091634-0001.pdf
Eﬁ]img—618091642—0001.pdf

@MattJackowski - Employee Review Input Form -2014,
ErptSortDetaiIedReportNoFiIter.pdf

[ EL RS ummary Report.pdf

Save as type: ’PDF (*.pdf}

@ Minimum size

+ Hide Folders

Open file after publishing Optimize for: (7) Standard (publishing
online and printing)

{publishing online)

[ Options... ]

Tools ~ [ Publish l ’ Cancel ]

V. Reports exported in this method can be saved or emailed as necessary.
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9. Training Tracker How General Information

» The Training Tracker Tool is a stand-alone tool, and does not require
internet access for use or updates.

» |nformation entered into the Training Tracker Tool can be
viewed/deleted by anyone who has access to the Training Tracker
Tool.

= Please check the HHFKA Rule website regularly for updates to the
Training Tracker, and rules.

= The Training Tracker Tool can be hosted on a shared drive on an
internal network. This method of use will allow for multiple users to
access and update the Training Tracker Tool.

= Records Deleted From the Training Tracker Tool are deleted
permanently.
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