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1. 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. 

1. Microsoft Access Installation 
a. In order 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. In the Start Menu, open the All Programs section, and verify that Microsoft 
Access 2010 appears in the Microsoft Office 2010 folder. 
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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: 

http://www.fns.usda.gov/school-meals/professional-standards
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e. Download the Microsoft Access Installer to your computer desktop.  

 

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

 

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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2. 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”. 

 

c. Open the Training Tracker Tool from the file location it was saved to. 
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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: 
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e. The Training Tracker is now active. 
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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 
iii. 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. 
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c. 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.  

 
ii. Fields marked with a red asterisk (*) are required fields, and must be 

added for each Trainee being entered into the Training Tracker Tool. 
iii. 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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d. 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. 

 
ii. Training information can be deleted by clicking on the “Delete” button to 

the right of each Training entry. 

 
iii. Information deleted from the Training Tracker Tool is deleted 

PERMENANTELY and cannot be retrieved. 
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e. 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. 

 
ii. 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. 
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iii. 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. 
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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. 
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g. 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. 

 
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 
i. 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. 

 
ii. 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. 

  



  
Training Tracker Tool User Guide 
Release 1.1 
      

 

April 15, 2015 Page 19 
 

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. 

 
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. 

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

ii. School District is a free-form entry field. 
iii. 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. 

 
i. Trainee Title is a drop-down menu that the User will select the users 

Position Title from. 
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ii. Trainee First Name is a free-form entry field. 
iii. 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. 

 
i. Key Area is a drop-down selection menu that the user will select the 

Key Area that the Training being entered falls under. 

 
ii. 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. 
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iii. 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. 

 
 

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.   

 
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.   

 
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. 

 
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. 
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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. 

 
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. 

 
ii. This will remove the Training Information entry from the Training 

Tracker PERMANENTLY. 

  



  
Training Tracker Tool User Guide 
Release 1.1 
      

 

April 15, 2015 Page 25 
 

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. 
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i. Detailed Report 
1. The Detailed Report shows all information that was entered for each 

Training Information entry in the Training Tracker Tool. 

 

 
a. The Detailed Report can be sorted by Ascending and Descending 

order by Trainee Name, and the Completion Date. 
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ii. Summary Report 
1. The Summary Report shows the total training hours that each Trainee 

has accumulated. 

 
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. 
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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. 

 
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. 

 
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.   

 
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. 
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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. 

 
ii. 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: 

 

 
Or by filtering the report using the Filters available: 

 
ii. From the Filtered/Sorted Report page 
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Click on the “File” tab of the Microsoft Access control ribbon: 

 
iii. This will take the user to Microsoft Access file page 
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iv. To print the report you have Filtered/Sorted, click on the Print button, and 

select the Print option needed. 
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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: 

 

 
Or by filtering the report using the Filters available: 

 
ii. From the Filtered/Sorted Report page 
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Click on one of the Export buttons on the Microsoft Access control ribbon. 

 
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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Text File: 
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PDF File: 

 
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. 

 Information 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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