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Introduction

This document is intended as a general guide to the features of the Training Management Tool. It is not
intended as a sales guide or user handbook. Screen shots are used only as a guide and may look slightly
different from those in the software. This guide is by no means an exhaustive list of features but purely
just a guide as what TMT can do for you.

The Training Management Tool will be referred to as TMT throughout this document.

Description

TMT is a tool for managing training requirements and training carried out within a training department,
training centre or throughout any type of organisation. TMT will work for both internal and external
courses.

TMT may be used by training companies, human resource staff, training managers, general managers
and company directors to track skills and competence throughout an organisation, department etc. It is
a very powerful tracking, reporting, analysis and marketing tool.

TMT is suited to small, medium and enterprise sized businesses.

With TMT what you see is not what you get as there is lot more and given just a short period of time
using TMT you will come to realise the full potential, feature rich and dynamic functionality. TMT
offers the flexibility to operate around you and not the other way round.

Features
This section of the document will outline some of the many features of TMT.

Centralised View

The main screen of TMT incorporates several views allowing listings of courses, companies, events
and much more to be viewed from one place.

= Training Managensenl Tosl Prolelype Wer 100 =101 =i
B telp
TWT Syalem Wiew
| Course Cawrse Code | Course Tile | Catmgory | Lzl | v
- b=
T e Wigual Basic B Advanced Pregramming Developmen!  Advenced §
: “isual Basic b Program ming Corfrols Develcpmen!  Advenced
+ Curnculurm Ward 10 Camputers Eleginrsar
¥ Event \Ward 10 Campulers Advenced
- Wi & Campuiers Beginrsar
e Farms Wyard 9 Campulérs Agenced
| Faopha
+ Training Homds Anal
+ WEnua
+ Reparts 1] i
+ Selup
Baich Taalz Dratmis f Ophons
S Hew To TMT (Deimie [ Dptians | Qusek Entry | Cotena |
“ Seorch Tools M, of Courses f
;(]f Feycle Bin
)
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Courses

Courses can be created with a duration, retake frequency, min/max attendees, category, level, delivery
method, costs and other useful information.

Courses can be activated and deactivated making them visible and invisible respectively. Inactive
courses are deemed expired and thus can’t be scheduled to run once deactivated.

Courses can be internal (provided or run internally) or external (provided and run by external training
providers).

Courses can be scheduled and non-scheduled types. Scheduled courses are courses that will run on
specific dates. Non-scheduled courses might be courses such as CBT (computer based training) courses
that are run as and when students can make the time.

[ Course Dietails | Exrn Datais | Costs | Cussam|

Coursa Code WWORDIOBER W oacne [ memsl  F Schaduled

Tria |-,v.-.ru-| 10
Frica =00 i People |4 Mex People [y
Dhiraban 3 Dhenys «| Rtk 1 | famrs  w

Course Calegony = Campufers i 1
‘\Ward Frocessing
opmenshests
Coursa Laval |EF|:;|rn|:r o [ )
Dalrvany Metod |C|=::rr.|nrr ] | = |

As most courses will be templates for scheduled course dates or events other details such as checklist
items, prerequisites, documents, forms, modules/content, related or equivalent courses, resources can
be created in the course settings screen.

Ceitda; VHPRO - Visual Basic for Prolessionals

sodules | Prarequisites| Fielated | Resounces | Vendars| Vanuss
Checkiist | Classes| Docements | Fomns | Keywords | instrucices |

when | Checklistieme | Checklist Type |
Ondey Course Handouts  Coursa Matanal

Courses can be scheduled to run on individually specified dates or over a period of time using a pattern
via the course scheduler.

Course.  WHPRD - Visual Basic lor Prolessionals

Course Dee Template | Scheduled Dates |

FromDate  [onn/z004 mj Dista | Dy O ik
Skipavary 4 Waaks 'i
Total detes  [p

Do ot schaduleon

[ h"!ﬂl‘ldﬂy‘
] Tuesdmy

| Thearsdany
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Events

When courses are scheduled they are created as events so in effect a course might not even be a course.
It could be an exam or sit-in conference.

Courze WBIPRO - Viseal Basic for Professionals

Event Diatmits | Custom |

Faleranca |F¢|:'Fr.|“-1-|"
Diate ee-fug1971
Werniue |I-h:||:|"n1l.'= ey |

Cless: Maom. S-Joan-2004, VBFRO - Visual Basic for Professionals

.rﬁ'ét_!'agl—i Inisinictars I Resources |

Wdher | ChecklisiMame | Checklisi Type | Completed |
Ordey  Counss Handous Coursa Matarial ~ YES

Enrolment

People or attendees can be enrolled onto courses from the enrolment screen, person details, people
listing, course dates, event listing, New To TMT wizards and from the Search Tools. People can also
be requested and waitlisted onto courses.

Claes: Mon, &-Jan-2004, VBEPRO - Visual Basic lor Professionsls

- Peopla Salectan ~Enmlled -

Hame | Comparn: |EmpiD | Mame | Compary | Emp ID | Dale Enalied | =
Pad Evendan  EveCom Software  EVEMID

B s
Criterns r Mo, al peaple: 0 E}‘ﬂ I':} {j| [Ho of erwolments ;0
El:-ursaFI-a-;uams T Wo'rlisted"
Mo of reguests 0 5 {] D {]| iNn of wafisted : 0
Name | Campany [ Emp 1D | Date Pequestad | || (M Prioity | Mame | Compony [ Emp D | Dot e

a *] a | =]

Enrolment letters and other associated documents can be emailed to the attendee or printed for each
enrolment or group of enrolments.

Letter and Email Generation
Letters and/or emails will be generated automatically for certain actions such as enrolments, scheduling
of resources / instructors and course requests.

For the larger companies a letter / email generator will be supplied to run by itself independent of
TMT. This will enable large amounts or letters / emails to be generated whilst the users continue
uninterrupted with their work. This will be especially useful when batches are scheduled or hundreds of
letters / emails are sent to the printer / email server at once.
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Attendance

Attendance on a course date can be monitored and a person’s grade and competence monitored thus
building up a person’s competency / skills profile. This information can be used later for training needs
analysis.

Clags: Mon, S-Jan-2004. VBFRD - Visual Basic for Professionals

amandenca |

Conflict Management

TMT will warn the user of any scheduling conflicts such as over enrolling attendees onto a course or
double-booking a resource / instructor. TMT will also try to resolve conflicts by suggesting alternative
courses, course dates or resources.

Certificates
Certificates may be printed at the end of courses and handed to successful attendees.

EveCom

EveCom Software Training

Certificate

Thia & extifis That

Paiil Evenden
e cortripiieted] Eh fllowiag eourse
Visual Baxic for Experi Programaners
4 50 Doy Conse
On

Mcaday, 5 Jameey 2004-10-14

Imstroctonts)
Fle da Trasiacton

Curriculum

Create curriculum or training paths and assign courses to them. Curriculums can be assigned to people
and job titles.

Custicuum Details | Custam |

Cumcuium Title |h-'|3 Cetified WB Fragrammar

Descrpticn Bacame & kicosoh Certfied Visual Besic progmmmer =)
and make otz ol money. =
Courses:
Coursa Code | Courss Title | Category [ Lowval |
VERADNY Vigual Blesic § Acvenced Programming  Development  Advanced
VERCONT ‘izgual Besic & Frogrammirg Canirols Development  Advanced

Quialifications

Qualifications can be tracked throughout TMT. They can be assigned to courses, curriculum, job roles
and to people.
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Qualifications already gained by a person or qualifications gained “on the job” without taking any
formal courses can be assigned to people on an ad-hoc basis. Qualifications could be experience and do
not have to have been gained by taking formal examinations.

Custom Labels and Fields

TMT allows the user to change the titles of labels and columns in listings as not every company likes to
use the same terminology. Some companies may prefer students to be called delegates. Also, this
allows for TMT to be used internationally so labels may be translated to the language of the relevant
part of the world that the system is being used in.

Coursa Code ||L?-,,.:.n| Cods
Tia |E'venl Tita
Frica |' el

Duratian [E el (i)

Coursa Categony |E1u1:n| Calegary

Courss Leval |E:||1|:|||‘r_...-

Dealivery Medhiod ||;-,,-pn| Souncs

TMT comes with the facility to allow the creation of custom fields. This will allow for TMT features to
be extended to the client’s requirements by the client. Fields can be for text, numbers,
formulas/calculations, lookups and much more. These fields can also be included in lists and reports.

Scramn Fropetins
Al 7| =] =
Ewpanancs |I=‘rcn:_|-¢n'-'nm|;| -
= EW
[T
Imr\u:?r:.:.-mllnn
I Jadr Arcaplence Trslr::]
al 0O Mema:
Age #33 |
o a O
Caphan
5]
alug
|
Formida:
|Date - [DOB} in deys
Defaults

Default values can be entered into TMT thus creating templates in effect and saving time when
entering data.

I-IEIJL_-'E_B_D-BEE'.I Company | Curmculum | Event | Forms | People | Yenus|
Frice 500 ¥ acive [ Inemal  F Scheduled
Min Peopia F Mex Paopla g
Chemtian ] Daye =] Reinke || [,-5 are |

Coirza Cabegory = Comipiiars “ !* |
‘Ward Processing
Spreadsheets

Coarza Lewval |F_|p'{4|'n;r " i * |

Dialhen Method |-;_;|15=-,..;..;.n- ]
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Quick Entry

Data can be entered quickly into TMT via the use of default data thus minimising the amount of data
the user has to enter. Courses can be created by just entering a course code and course title. By using

quick entry the need to go into the actual details screen is eliminated as everything can be done from
the main centralised screen.

[ Whaw
Course Coda | Coursa Title: ] Calegary | Laval | |
WHEADN visual Basic b Achvanced Pragramming Developmerd  Advanced
WEBCONT Wisual Besic & Frogramming Canirols Development  Advanced

WORDIOBEG  Ward 10
WORDMOADY  Ward 10
WORDSE3ES  Word i
WORDSADY  Ward 8

Compuiars Baginnar
Compuiars Advansed
Compusars Eaginmer
Computers Aboanced

1] d 1]
~ Dieils | Options -

Details { Opticers | Quick Entry || Coteria |

Cogse Codle F

Caisse Tile |'

Criteria / Filters
Criteria may be applied to listings to refine the data.

Wi

Compamy Hama [ sea Iﬁl:-u_rﬂy [ couny |
EveCom Saftwars Lid. Bundardand  Tyne & Weer  England

| suon’

DCretaile f pdans:

Details  Opsions | Quick Enry [Criana |

Company Mame |

Anad | County |

Fost Code | Couniry [ Apphy

For enhanced filtering of data advanced filters may be create or applied. Also, filtering criteria may be

built automatically by selecting items from a list or search results and then applying the build filter
feature.

|Frice He H

‘akie |15|;|:|

AND vF

Criteris

CourseCode = "%"
AMD Price <= 1500

[ #dd || Remove | cloor |
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People / Contacts

All people stored within TMT are stored as contacts regardless if they students, employees, contacts or
instructors. This means that people are only ever entered once into the system. Employees may have a
primary and secondary job titles assigned to them. Employees may be set up as having people below
them thus in effect becoming a manager or team leader. An employee can also be set up as reporting to
a person or set of people.

[ Contact Detmis | Addvess | Employmen Datais | Custon |
Smkrshon |h1' Infals |p|:| Gandar |"\iﬂh’: j

Fararame |p4-_._|

Summme ||:._.;.-,_._.:_.,

KreawiAs [Paut EF

Tel [ ousssss Mabile o7 oosez
Email ||-||Il.-@m-1:-|.l.-|r Sifbeeare 0. Lk

‘Wab Sila h*wmﬂmn’::h‘am cauk

Diate: of Birth WE

Instructors

Instructors can be created and designated to courses and course events. Instructors have a general
competence assigned to them as well as a competence level for each course they teach. This will enable
the user to analyse who are the good and bad instructors.

Self-Service

Self-service is a feature of TMT that allows a student or employee to view course events that they are
waitlisted, enrolled, reserved or requested onto as well as courses that they have already attended.

Users may request to attend a course by specifying a date when they would like to attend. Requests will
then get accepted and enrolled or rejected by a training administrator.

Resources

Create resources that can be grouped. Resources are stored as two different types in TMT. They can be
human resources such as instructors or non-human such as equipment, course materials and food that
can be hired for an event or exam.

| Aasaurce Datails :] Cugtom |

Fiesouna }":.-p'hnnr.l Projecior Acive

I~ Human Fesource

Resouca B [Eoupmen .|+

Venues

Venues can be created for a course to be carried out at. Venues can be created as just simple locations
or rooms or can be associated with a company or part of a company.
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[verue Detais | Custom|

Wenue Mame [ﬁ;.'_;;','.'-';ﬁ""" T
Company Mama EvaCom Sotwane Lid — |
= Training
Micnasat
Frica |r:_'|n et | ﬂ Artive =
Max Peaple M

Multi-Level / Hierarchical Company Structure

Some software systems only allow companies to be entered as one level companies whereas in the real
world some companies quite often consist of departments and other levels. TMT caters for this by
allowing companies to be stored within a company hierarchy. This powerful feature allows employees
to be assigned to any part of an organisation and training needs analysis to be carried out on
departments or the company as a whole. Each level of the company can have a different address thus
allowing information on company locations to be stored.

Campany Datails [ T:EI'FIEEFE-EME.M-;! Cusicm |

= Eveilom Saltsans Lid
= [T Devedaprent

Training kanagemant Satteara Deparmeant

Venues and courses can be assigned to a company thus making it a vendor in effect.

Training Needs Analysis and Requirements

Training needs analysis for people can be performed in several different ways from within TMT. These
include job/role based needs (or job profiling), questionnaires/appraisals (forms) and manual input of
training requirements.

Job based training needs works by assigning required competencies for skills relevant to a job title.
These skills can then be associated with people with target dates and requirements.

Fersan: Malcolm Smith

Skl Feqg |Actual |Gap |Training Reg
Design Product

Frototype Product 8 15 2O

Roles are assigned to a job title detailing what functions a job title should entail.

Job Title:  Wisual Basic Developer

Fole I
Design %B Screens
Lilise ADO in%B

Tasks or skills are assigned to a job role detailing what is required to be carried out for the role.
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Fale: Design ¥B Screens

Task / Skill
Choosing a font
Choosing the right contrals

Each skill can have courses associated with it where each course would aid in attaining a certain level
of proficiency in carrying out the task.

Skill: Choosing a font

Course
YBBEG -Visual Basicfor Beginners
WBAACCZ000 -Yisual Basic for Applications for Access 200

Skills can also be associated with courses from the course listing thus allowing flexibilty in how job
profiling is set up.

Course: YBBEG - ¥isual Basic for Beginners

Skill
Choosing a font
Choosing the right contrals

Forms

Forms can be created and grouped and used for course evaluations, appraisals, questionnaires, surveys,
Training Needs Analysis and more. Actions may be associated with forms such as scores of 30 to 34
would be a training need, 35 to 50 would be an interview etc.

Fairm Dalails | Custom |

Foem Thie [FoRsaaH

Form Type |I'.'l'.u.r-sl:-‘=_mlur:ll-cll Splact

Ferm Components;

Compansnt Typa Im A

Saquence |17

Comparent Ted  |Flapge raie ihe tollowing =]

El
Renge From ] Range From .f:' Possible Scom [

Add I Seguence [ Component Test |
1 Flaasa rate the folowng

Chengs I 11 Coursa Conbant

112 Cipurga kabanal

Froami FORMINH
Ertared e Malcolm Smith

Caurge: VBPTO - Visual Basic lor Prolessionals
Mo [iem _ Isubbem | R e
1 Fleasa rabe Fie [0 lowing _ . Rl
11 Course Cortant
LE: Courss Matanal  Matatall  Matvary = Fielavanf

13
2 Whatyou ed sboutthe courss Courss Corfant " Cwita Relavart ™ Veny Ralewen
3 Fozsibke Imgrovements
4 Commenls
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Access TMT Information from Within Your Own or Other Applications

TMT has its own programmable interface allowing it to easily integrate with products such as Excel,
Word, HTML, ASP and Visual Basic. Data can be extracted from TMT and displayed to your
requirements.

i L Hrrasn® Viesal Baw - Wordbampied] - [FewHacro (Code)] o =
Bl £ ew dmert Forel Debug Bun Deck Wik bk ] ]
Lol Bl - o opa HFED O wiron
Friogect - propest A [esensra =] [FeL P =

=y =l
orEia - —— =

ve d irl =

B mommal al koriveboouwent ., Bange. Tnsercdfcer "Oourme List Sawple® & whilew

o B Prapect {10 Frabarey I
B Prajeat {Wardsanple |

Prsoit whand Difec g Ser aniTnceriscs = Crescedbiest | “THTLitsbLL.cleInter fnme |

|

Fraira
7 Fchies I hhsDE T THAT Lics Asrsnsms
P

4 T call oniTnrerisce, Bl Connest |Pacspsth)

l':l*

- pEREEinG Sriceris
Ser obiiTahle =

obj Incerfsces. 5L Soursslist [scrloursslods, =tr

|

Fewtaurun Pk
Alphabatic ]cuwl

i 1
[ vt T2 Mot ohiTebsle Im Bothing Then
icermce chrough the re T
For lngRec = 1 To oibiInterfscs.CSL RscordCount (obiTakls|
worvs o ficst record [or nest if aftst lEt tims rou
Cmll ohiTntecmce.E5L MextPecord [obiTesls|
rence line of cext tput to docusent
mtrLine = ohjIntecEscs.C5L_Fisldvs los |ob]Tekls, "Cour
mtrlkine = mtrLines "= " d cbiTneerfece.ESL Fislddsl
strhine = serkine & vEevlins
1 -
| S i

Competency Based

Almost everything within TMT is able to be competency tracked including courses, students,
employees, instructors, venues and even companies. Competency has several meanings in TMT as it
can be how competent a person is doing his/her job as well as being a level of measurement of quality
of a company or venue. Competency information can be used to define training needs analysis, which
instructors are best suited to training on which courses, which courses are more suited to skills, which
managers/departments have the best staff, general feeling of people towards their company and
superiors and more.

Reminders

TMT will remind the user of checklist items that need completing as well as impending courses,
training schedules, evaluation forms to complete and conflicts.

Keyword Searching

Keywords can be assigned to courses and alternative keywords may be assigned to keywords. This will
enable the searching on courses using keywords such as Word Processing. Word processing may also
be known as WP so this and alternative keywords may be assigned to Word Processing. This would
mean that searching for Word Processing would also yield results containing WP.

Importing and Exporting

Data can be imported into TMT from other sources such as text files, Excel, other databases. Data may
also be exported from TMT to Excel, Word, HTML, XML, text, ODBC, ASP, E-mail and much more.
Data is imported by the user specifying the source data and mapping the source with the destination
data.

Another handy feature of exporting data could be for training centres as they could export course
listings, send the course listings to clients and then the clients could import this into their TMT system.

Bills / Costs

Running costs of events and the charging of attendees may be redirected to individual contacts or
companies.
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Discounts
Discounts may be assigned to contacts or companies.

Checklists

Checklists can be assigned to courses and course events. These checklists will act as “to do” lists and
will remind the user to carry them out when due to do so.

History

Course events and other scheduled items such as resources will be sent to the history database once not
directly needed by the user such as when a course event has passed and all related data has been
entered such as enrolment, attendance and appraisal details.

Reports

Reports are all customizable and can be created in Word, HTML, Excel and other formats. There are
generic as well as sample reports supplied with TMT. However the user can create their own by
specifying the report name, location, data to go into report and where the data will go in the report.
Data is inserted into reports by finding and replacing values. For example the user may specify that
occurences of “<FullName>" should be replaced with the value of the full name of an Attendee. For
more complicated reports TMT will allow the user to design the report from within TMT and the report
will be created on the fly in the specified format such as Word etc. Not everybody has time to create
reports so EveCom Software will develop reports for clients as well as have a link to free reports on the
EveCom Software web site that will be updated constantly.
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Set up and Set Up Options

Options within TMT can be switched on and off so that the client only need have available what is
relevant to their business.

New users with appropriate access rights may be set up within the system. For example some users
may be set up for administrative or management purposes and others self-service only. Each user will
be given a user name and password. For self-service a user will have to be associated with an
employee.

There are many other set up options available within TMT as well as colour / caption preferences,
lookups and more.

Multiple Copy Buffer

TMT offers the user the ability to store search results and selections in a multiple copy buffer. It is
called a multiple copy buffer because lots of the same type of data as well as different types of data
may be stored in the buffer separating related data by user supplied references. For example the user
could select a group of people from EveCom Software, paste them into the buffer under a reference of
EveCom and then select another group of people from Smith Incorporated and paste them with a
reference of Smith Inc.

Items in the copy buffer can be used throughout the system such as for pasting as enrolments. Multiple
items in the copy buffer could be selected and enrolled in one go.

Batch Tools

Batch tools allow the user to carry out functions such as updating lots of data in one go. For example a
user might want to update all course prices by an increase of 10 where the course category is
computing.

New to TMT

New to TMT allows the user to easily carry out tasks via a set optional wizards. An example would be
enrolling a group of people where the TMT would give the user the option of which wizards they
would like to use. The wizards for this example could be course creation, course scheduling, people
creation and enrolment. The user might choose only to go to enolment wizard if the course has already
been created and scheduled.

Search Tools

TMT allows the user to create their own powerful custom searches with optional parameters. These
searches may span across several different types of data such as courses and people. Parameters are
values that will be used as criteria and may be entered during the search creation or entered when the
search is executed.

Custom searches may be applied to selections all over TMT as well as views on the main screen.

Results from searches may be acted on from within the search tools. For example for a search bringing
back a group of people working for a particular company a multiple enrolment may be carried out or
the results may be pasted into the multiple copy buffer (explained in another part of this document).

Recycle Bin

When a user deletes data in TMT it is first marked for deletion and then put into the recycle bin. Once
in there users with the appropriate access levels may completely delete or restore the data. Restoring
the data puts the data back to where it was deleted from. If the audit trail is switched on then all
deletions and restorations of data will be stored in the audit trail.

Audit Trail

An audit trail can be kept for data as it is created, updated and deleted. The audit trail is useful for
tracking changes made to data as well as who is making the changes.
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The audit trail can be set up to hold data no older than a certain period of time for different parts of the
system. For example when course audit data is 6 months old it might get deleted. This will keep the
audit trail down to a managable size. The user can specify to export the old audit trail datato a
specified destination before deleting it, so that an audit trail history may be backed up and archived.

The audit trail can be switched on or off for different parts of the system.

Internet / Intranet
TMT is also available for the internet and intranet.

If you do not have the required resources to host TMT on your own web server then EveCom Software
will host TMT for you.

Comments / Feedback

Within TMT there is a facility to allow the user to submit comments, bugs and feedback to EveCom
Software.
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EveCom Software has a customer feedback forum and FAQ (frequently asked questions) on its web
site enabling clients to talk with each other and to discuss suggestions, bugs as well as leave general
feedback. EveCom Software staff will also be contributing towards messages in the forum so feel free
to ask anything.

Further Development
Development and enhancements of TMT will be ongoing at all times.

In early 2005 there will be features within TMT that will be extended into their own independent
products enabling the user more control and choice. These extended products will be:

¢ Training Consultancy and Analysis Tool (TCAT) — extended training needs analysis

¢ EveCom Software Contact — extended contact management

¢ EveCom Software Event Manager — extended event and resource scheduling and management
*  EveCom Software Report Generator — extended report generation

In 2005 EveCom Software will be developing another system named Training Reservation System
which will be for training centres and companies running training courses. This will come with online
booking and payment facilities, all of the extended independent TMT features and integrate with
popular accountancy packages. This will be available to be hosted on the web server of the client or on
the web servers at EveCom Software thus making EveCom Software an ASP (application service
provider).

In 2005 EveCom Software are contemplating getting into the E-Learning market and developing
systems for deploying Online Courses. This is possibly some way off from initiation and we might
consider partnering with existing E-Learning companies so as to give clients more choice in which
systems they wish to integrate with TMT.
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Technical Requirements

500Mhz or faster Computer

128Mb Memory

50Mb+ Hardisk space

Win 98/2000+

SQL Server 7/2000+ or MSDE

E-Mail

1IS 5/6+ (only required for intranet/internet)

Note:
We can supply MSDE for free if you don’t have it already.

Contact Details
Paul Evenden - Technical Director of EveCom Software Ltd

Paul may be contacted via submission forms available on the web site
Visit www.EveComSoftware.co.uk

Please note that e-mail addresses are not stored in documents available on the site due to web trawlers
that look up e-mail addresses and then send lots of spam and junk mail to them.
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