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If after reading this manual you have questions or problems in your use of Training ExPress, please call the ImageTrak Software Technical Support Department at 1-800-446-7089.

Information in this document is for informational purposes only and is subject to change without notice.  ImageTrak Software, Inc. assumes no responsibility for errors or omissions in this document.  Nor is any liability assumed for any damages resulting from the use of the information it contains.  The software described in this document is furnished under a Software License Agreement.  The software may be used only in accordance with the terms of the Software License Agreement.
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ImageTrak Software
Software License Agreement
     This agreement is made and entered between ImageTrak Software Inc., PO Box 26106, Greenville, SC 29616 (hereinafter referred to as "ImageTrak Software" and the Licensee as designated at the end of this agreement. Installation of this software program on your computer gives legal acknowledgement that you will abide by the following terms of agreement. ImageTrak Software grants you a non-exclusive, non-transferable license to use this copy of the program and accompanying documentation according to the following terms:
You may:

a.
Install the program on only one computer or one networked computer server if a multiuser copy is purchased.

b.
Make one copy of the program in machine readable form solely for backup purposes provided that you reproduce all proprietary notices on the copy.

You may not:

a.
Use the program on more than one computer or workstation at a time in a network or a multiuser system (unless multi-user copy is purchased.)

b.
Use the program outside of the United States.

c.
Modify, translate, reverse engineer decompile, disassemble, create derivative works based on, or copy (except for backup copy) the program or accompanying documentation.

d.
Rent, transfer, or grant any rights in the program or accompanying documentation in any form to any person without the prior written consent of ImageTrak Software which, if given, is subject to the transferee's consent to the terms and conditions of this license.

e.
Remove any proprietary notices, labels, or markers on the program and accompanying documentation.

This license is not a sale. Title and copyrights to the program, accompanying documentation, and any copy made by you remain with ImageTrak Software. Unauthorized copying of the program or the accompanying documentation, or failure to comply with the above restrictions, will result in automatic termination of this license and will make to ImageTrak Software other legal remedies.

Upgrades
ImageTrak Software mandates that each copy of its software in customer use complies with its most current standards of quality and excellence. For 90 days following the delivery date to you, ImageTrak Software will provide free of charge bug fixes and product enhancements to the MSDS ExPress product generally made available to its customers. For each succeeding year the license is in force, you will be required to purchase a MSDS ExPress Support Contract in order to continue to receive product enhancement information and continued telephone support of the product. Failure to purchase this support contract will result in the immediate termination of product support from ImageTrak Software. Resumption of product support thereafter will require payment of any years' support contracts outstanding plus a one-time fee of $250.00.

Limited Warranty and Disclaimer

ImageTrak Software warrants that, for a period of ninety (90) days from the date of delivery to you as evidenced by a copy of your receipt, the media (diskettes) on which the program is furnished under normal use will be free from defects in materials and workmanship and the program, under normal use, will perform without significant errors that make it unusable. ImageTrak Software's entire liability and your exclusive remedy under this warranty (which is subject to your returning the program to ImageTrak Software with a copy of your receipt) will be at ImageTrak Software's option to attempt to correct or help you around errors with efforts which ImageTrak Software believes suitable to the problem, to replace the program or media with functionally equivalent software or media as applicable, or to refund the purchase price and terminate this Agreement.

EXCEPT FOR THE ABOVE EXPRESS LIMITED WARRANTIES, IMAGETRAK SOFTWARE MAKES AND YOU RECEIVE NO WARRANTIES OR CONDITIONS. EXPRESS, IMPLIED, STATUTORY, OR IN ANY COMMUNICATIONS WITH YOU, AND IMAGETRAK SOFTWARE SPECIFICALLY DISCLAIMS ANY IMPLIED WARRANTY OR CONDITIONS OF MERCHANTIBILITY OR FITNESS FOR A PARTICULAR PURPOSE. IMAGETRAK SOFTWARE DOES NOT WARRANT THAT THE OPERATION OF THE PROGRAM WILL BE UNINTERRUPTED OR ERROR FREE.

Some states do not allow the exclusion of implied warranties so the above exclusions may not apply to you. This warranty gives you specific legal rights. You may also have other rights which vary from state to state.

Limitation of Liability
IN NO EVENT WILL IMAGETRAK SOFTWARE BE LIABLE FOR ANY LOSS OF DATA, LOST PROFITS, COST OF COVER OR OTHER SPECIAL, INCIDENTAL, CONSEQUENTIAL, OR INDIRECT DAMAGES, ARISING FROM THE USE OF THE PROGRAM OR ACCOMPANYING DOCUMENTATION, HOWEVER CAUSED AND ON ANY THEORY OF LIABILITY, THIS LIMITATION WILL APPLY EVEN IF IMAGETRAK SOFTWARE HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGE, YOU ACKNOWLEDGE THAT THE LICENSE FEE REFLECTS THIS ALLOCATION OF RISK. SOME STATES DO NOT ALLOW THE LIMITATION OR EXCLUSION OF LIABILITY FOR INCIDENTIAL OR CONSEQUENTIAL DAMAGES, SO THE ABOVE LIMITATION MAY NOT APPLY TO YOU.

Government Use
Use, duplication, or disclosure by the Government is subject to restrictions as set forth in subdivision (b)(3)(ii) of the Rights in Technical Data and Computer Software clause at 252.227-7013. Contractor/manufacturer is ImageTrak Software, PO Box 26106, Greenville, SC 29616.

General

a.
This agreement will be governed by the laws of the State of South Carolina.


b.
This Agreement is the entire agreement between us and supersedes any other communications or



advertising with respect to this program and accompanying documentation.


c.
If any provision of this Agreement is held invalid, the remainder of this Agreement shall continue



in full force and effect.


d.
If you have any questions please contact, in writing, ImageTrak Software, PO Box 26106, Green-



ville, SC 29616.
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Chapter 1.  Introduction and Installation

Welcome to Training ExPress.  This is an add-on program to MSDS ExPress.  In this manual we will explain the additional functions that you can perform to keep track of your training requirements and the training of your employees. 

Before you install Training Express you must have already installed MSDS ExPress.  Training ExPress must be installed in the same directory as MSDS ExPress because some of the files are shared by both applications.

Before beginning the installation, exit from all other programs you have running on your computer and follow these steps. 

1. Put the Training  ExPress installation disk in your CD-ROM drive.

2. Double click the My Computer icon on your desk top.

3. Locate the icon for your CD-ROM drive and double click it.

4. Locate the folder called Training ExPress Installation and double click it.

5. Now locate the file called Setup.exe and double click it.

This will start the InstallWizard. After a few seconds you will see the Welcome screen.  After you have read it click on the Next button to continue.  The license screen is the next screen.  Please read the license and then click on the Yes button to continue and you will see the following screen:
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This screen allows you to choose the program folder on the start menu that will contain the icon to start the Training ExPress program.  Clicking Next will choose the default folder Training Express.  If you wish to place the icon in another folder select the folder from the list of existing folders and then click Next. 

If you have a Network version of Training ExPress the following screen will appear:
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The first installation that you do will be the Network Installation.  This will create the data structure and copy all of the program files to the network drive.  Once this is completed you will do Workstation installs on each of the other network computers that need access to the system.  Once you have done the Network install and have started to add data to your system, you must not run the network install again as it will destroy your database and reset it to empty. 

If you are installing a standalone version of Training ExPress you will not see the above screen but will see the next screen.
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This screen is used to select the folder where the program will be located. The default location is C:\ProgramFiles\MSDS Express v5.  This is the default location for the MSDS ExPress system.  Network users should be sure to choose the proper network location on this screen.  If you wish to install the program in another location, click on the Browse button to select another location using the following screen:
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Once you have made your selection click OK to return to the folder selection screen and then click Next to continue.  You will now see the following screen displaying the options you have chosen:
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If any of the options are not what you want you can click the Back button and return to the previous screens to change your selections.  If you are satisfied with your selections, click the Next button to start the copying of all of the files. This will take from 1 to 2 minutes depending on the speed of your computer.  Once it is complete you will see the following screen:
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Click on Finish and then Shutdown and Restart your computer to complete the process.  You are now ready to run Training ExPress.  The rest of this manual is a tour of the system to help you learn how to use the system.

Chapter 2.  Using Training ExPress
You are now ready to run Training ExPress.  Click on Start, Programs, Training ExPress, and then click on Training ExPress.  The first time you run the program you will see the following screen:
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Click OK to continue.  At this point it will take 30 to 40 seconds before the Logon screen comes up due to some final installation tasks that take place.  When these are completed you will see the following screen:
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This is the Logon screen for Training ExPress. There are five levels of security in Training ExPress.  The system comes preloaded with two users.  The superuser Name is “admin” and the password is “admin”.  The level 4 user name is “user” and the password is “user”.  These passwords can be changed and more added in the setup section of Training ExPress.  Enter “admin” for the Name and “admin” for the password to get the main Training screen:
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This is the main Training screen.  It has seven menu buttons plus a button to Exit the system.  The four buttons on the left side of the screen are used to view and make changes to the four main data areas of the system, employee data, job code data, training class data, and department data. The other three buttons are used for reporting and other advanced features of the system.

Tool Bars and Drop down Menus

As you move from screen to screen you will see various drop down menus and tool bars appear at the top of the Training ExPress window.  In most cases they will look like the following:
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In the center of the tool bar are located a set of buttons that look like the buttons on a VCR.  These buttons can be used to go forward or backward one record and to go to the first or last record in a file.  As you pass your mouse cursor over the buttons the system will display their function to help you remember what they do.  You will also note that there is a Save, New, and Delete Record button on the right side of the tool bar.  These will be used to make changes to the data records as described in the rest of the manual.

One of the most useful button is the Binoculars button, fourth from the left on the tool bar.  This button can be used to search any of the data files.  To use it on a particular file, click your cursor on the field that you want to search on, such as last name on the employee screen and click on the Binoculars button.  You will see a dialog box like the following:
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Note that in the title bar of the dialog box the name of the field being searched is displayed.  The field name is determined by which field your cursor was in when you clicked the Binoculars tool button.  You can now enter the last name you wish to search for and set the options below it to control your search.  Then you click on the Find First button to go to the first record that contains the item for which you are searching.  You can then click on close to go back to the employee screen or click Find Next to go to the next occurrence of the search item.

Two other items of general utility are the Escape Key and the X box in the upper right hand corner of the display screens.  Pressing the escape key will undo the last thing you did, such as typing a change in a field or starting to add a new record.  It will not undo the deletion of a record.  Once you have confirmed a delete operation there is no way to undo it.  The X box in the upper right hand corner of each of the display screens is used to close the screen.  Clicking on it closes the screen so that you can see the screen behind it.  You do not need to close one screen to look at another.  You can move the screen to the side and then display another.  This allows you to have several screen open at the same time so you can compare information on the screens to each other.

Training Records

The first set of data you will need to enter are the training courses your employees are required to take.  Click on the Training button to display the following screen:
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This screen allows you to maintain a list of all of the training courses that your employees are required to take.  For each course you assign a class code and a description.  In addition, you can assign different regulation compliance levels to each course.  The frequency field is used to indicate how often the training must be repeated.  

To add a new course, click on the New Record button on the tool bar at the top of the screen.  The data screen will be cleared and the cursor will be positioned in the class code field.  Enter the class code you wish to assign to the new course and press enter.  Type the course frequency in months and press tab, and then enter the description.  Use the mouse to click on the boxes under the appropriate regulation compliance level. Click on the Save Record button to save the record. If you want to add another course, click on the New Record button and repeat the above procedure.  

To delete a course, locate the course using the Next and Previous record button on the tool bar or click on the binoculars button to find the record.  Once you have the desired record on the screen, click on the delete button.  You will receive a message to confirm the deletion.  If there are any employees who have training records that refer to the course being deleted or any job codes that refer to this course as a requirement, you will not be able to delete the course.
Jobs Codes and Training Requirements

The next data that you will enter are the job codes and their training requirements.  Click on the Job Code button to display the following screen:
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This screen is used to add your job codes and their training requirements.  On this screen you enter each job code and description by using the New Record and Save Record buttons on the tool bar.  

To add a new job code, click on the New Record button.  The screen will be cleared and the cursor will be positioned in the Job Code field.  Type the job code and press tab.  Now type the description of the job and press enter.  Next click on any of the training regulations click boxes that apply.  Finally click on the Store button to save the new course.

To add the training courses required by this job, click on the drop down arrow in the first detail line of the lower part of the screen and choose one of the course codes.  When you choose the code the description and frequency will be automatically completed and a new detail line will be displayed.  To add more courses  repeat the procedure for each course.

To delete a course from the requirements, click on the course code of the line you wish to delete.  Now click on the Delete Record tool button.  The system will ask you to reconfirm the deletion.  Select YES if you want to delete the course and NO if you do not.

If you wish to delete a particular job and its requirements use Binoculars tool button to find the job of interest and then click on each requirement line and use the Delete Record to delete each of the requirements.  Then use the Delete Record button to delete the job.  The system will ask you to confirm the deletion.  Click YES to delete, NO to retain.  You can only delete the job if no employee is coded as having this job in their records.

Employee Records

Once you have entered the course records, the job codes, and the training requirements, you are ready to start entering the data on your employees.  Click on the Employee button on the main menu screen to see the following screen:
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This screen displays the main biographical data about an employee and the associated training history, job history, scanned employee document, and department chemicals.  The biographical data is on the top part of the screen and the other information is displayed on the tabbed section in the lower part of the screen.  You will notice that on the upper left hand corner of the screen is a check box labeled Search Mode.  If you want to search on Current Job Code or Current Department in the upper part of the screen you will have to put a check in this box before doing the search.  

To add a new employee to the system, click on the New Record tool button.  This will clear the screen and position the cursor in the social security number field. Type the social security number and them press tab to go to the employee number field.  Type the employee number and press tab to go to the last name field.  Continue this until you have completed all of the fields on the screen.  The date fields should be entered in the format mm/dd/yyyyy.  For the Current Job Code and Current Department fields you should click on the down arrow on each field and select the code from the drop down list. After you have completed all of the fields on the top of the screen, click on the Save Record button to store the new employee.

The Binocular button may be used to find an employee record by highlighting the field you wish to search on and then clicking the binocular button and entering your search value and type of search as described earlier.  Once you have located an employee you can make changes in the data and then click on the Save Record button to save the changes.  The Delete Record button is used to delete an employee.  First locate the employee and then click on the Delete Record button to remove the employee from the system.  Before you can delete an employee you must delete the job history and training history records for that employee.

The Training History tab displays all of the training courses this employee has taken.  To add a new course click on the down arrow of code column in the first blank detail line and choose the course code for the course you wish to add.  Press enter and the description will be filled in automatically and the cursor will move to the date taken field.  Type the date the course was completed and press tab. The renewal date will be automatically calculated by the system.  Click on the Save Record button to save the new course.  If you change the date taken field you can click on the Recalculate button to have the program recompute the renewal date.

To delete a course, click on the code number of the course to be deleted and then click on the Delete Record button.  The system will ask you to verify that you really do want to delete the course.  Select YES to delete the course, NO to keep the course.

Click on the Job History tab to display the following screen:
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This screen displays the job history of the employee.  When you add a new employee the system you should add a record to this screen with the employee's job code, start date, and department.  If the employee changes job codes or department you should enter an end date for the last line and add a new line for the new job code or department.  This way you will have a complete history of the jobs and departments in which the employee has worked.

To add a new line to the job history click on the down arrow in the code column and select the appropriate code from the drop down list.  Press enter and the description will be filled in and the cursor will advance to the start date field.  Enter the start date and press enter.  Now click on the down arrow of the Department column and select the appropriate code for the department.  You must select a department before you can complete the addition of the new record.  Click on the Save Record button to store the new information.

Click on the Department Chemicals tab to display the following screen:
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This screen displays all of the chemicals that the employee uses in the department in which he works.  This information cannot be changed on this screen.  It is dependent on the department in the employee's record and the chemicals that you have assigned to that department in MSDS ExPress. 

Click on the Employee Document tab to display the following screen:
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The Document tab allows you  to scan any related document into this employee's file just as MSDS's are scanned in MSDS ExPress. If there is a scanned document, there will be a check in the box by the word Employee and the View Document button will not be grayed out. To view the document, click on the View Document button.  In order to view the documents you must have the Microsoft/Wang Imaging tool that comes with Windows 95/98/NT installed and it must be associated with the TIF file type. 

If there is no check then you can scan a document in by clicking on the box in front of Employee Training Document.  This will cause the following screen to appear:
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Note that the box labeled Scanner indicates No Scanner.  Click on the down arrow and you will see a list of the TWAIN scanner software programs that are installed on your system for scanning.  If there are no listings it means that there is no TWAIN scanner installed on your system.  If you want to scan documents you will need to have the appropriate TWAIN compatible software for your scanner installed on your system. Chose the appropriate program and you should see the following screen:
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Once you click on the Scan button to start scanning what appears will depend on the scanner you are using and on the software for the scanner.  You may need to experiment some in order to make the scans go smoothly.  Once the scan is complete you may have to click on the Scan New window to bring it to the front and then click on the Close button.  This will make the Scan New window go away and the check to appear in the box to indicate that there is now a document.  If you click the Stop button on the Scan New window the scan will be aborted and the check mark will not appear.

If you need to delete or add pages to a document that has already been scanned you should view the document and then use the buttons on the tool bar or the drop down menus to delete or insert pages into the document.  To print the document you should view the document and then use the Print tool button or the File, Print drop down menu.

If you wish to delete a scanned document, click on the check box.  You will be prompted to confirm that you want to delete the document.  If you do not want to delete the document click NO.  If you do want to delete the document, click on Yes.

Unlike previous version of Training ExPress, this version makes use of the TWAIN standard for scanning.  This means that many different scanners can be used.  It also means that the behavior of the scanners will vary from model to model depending on manufacturer and the software being used.  Appendices A and B of the MSDS ExPress User Manual contain specific instructions on how to setup Hewlett-Packard scanners using Deskscan II and Precision Scan Pro 1.0/2.0.

In previous versions of the program it was not possible to look at the scanned files outside the software and tell which files were associated with which documents.  In this new version you can look at the files in the EmployeeDocs folder and tell which file goes with which employee by looking at the name of the documents.  Each name consists of the letter “E” followed by the employee number, a dash, and an internal ID number.  Thus if you know the employee number you can locate the document file and perform other operations on it outside of Training ExPress such as E-mailing it to another person in your company.

Departments

Clicking on the Departments button on the main menu screen will cause the following screen to be displayed:
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This is the same screen that is used for displaying departments that is used in the MSDS system.  You cannot make changes in this data in the Training ExPress program.  All changes must be made in the MSDS ExPress system.  

Training Reports

Click on the Reports button of the main menu screen to display the following screen:
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There are three categories of reports: employee, department, and job code.  The above screen shows the list of employee reports.  Click on the department button to get the following screen:
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Click on the Job Code button to get the following screen:
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To produce a report click on the name of the report to highlight it and then click on the Print button to print the report to your default printer.  If you want to see what the report looks like before you print it, click on the print preview button to see the report on the screen.  Then you can press ctrl-P to get the regular Windows print dialog box to select which printer you want to print to, how many copies, etc.

When you run the Training Needed Report you will be asked to enter a beginning and ending date for the report.  The program uses these dates to search for all of the renewal dates that fall in between the dates.  This gives you a list of employees who need training during this time period.

Workshop 

The Workshop button gives you the ability to use the Microsoft Access Wizards to create your own queries and reports and to export data to other applications.  To use this section you will need to have a full version of Microsoft Access installed on your machine.  Instructions on how to use these wizards are contained in the Microsoft Access manual.

Setup Information

Clicking on the Setup button on the main menu screen will cause the following screen to be displayed:

[image: image24.jpg]Facily | Users

Facily:
Address Line 1
Address Line 2:

Ciy:

| T

[Greenile State: [FC | ZpCoser [25576
Telephone: [5642359216
Emergency Telephone: [00-4467088
Emergency Contact: [Tames Runde





You can change this data to include your company name and address by filling in the data fields and then closing the screen to make the changes.  

Setup Facility Information

Click on the users tab to display the following screen:

[image: image25.jpg]EE

Facily Users

Users
TLogi Nane Tevel  Passnad =
» [ 1 Jadmn
main T 5 Jon
eer [ 7 =
* S





There are five security levels.  Level 1 is the superuser level and will have access to all screens including the setup screen.  Only one or two users should have this name and password.  Level 2 users have access to all of the capabilities of the level 1 user except for the setup screen.  This means that they can make changes to any of the data screens, print reports, and use the workshop to create custom reports and queries.  Level 3 users have access to the capabilities of the level 2 user except for the Workshop section.  They can make changes to any of the data screens and print any of the standard reports in the Reports section.  Level 4 users have only view capabilities and standard report printing capabilities.  Level 5 users can only view data and view and print  employee documents.  They cannot print any of the reports.  To change a user name or password highlight the item to be changed and type the new name or password.  To add a new user click on the line with the * at the end of the list and type the new name, level and password.  When you have made all of the changes and additions close the screen to put the changes into effect.

Exiting the System

Click on the Exit key on the main menu screen to exit the Training system and return to the desktop screen in Windows. 
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