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Introduction

In any organization, to coordinate training, there must be a connection between people and the processes that
must be completed. People have access to their Processes through the Organization Units that they belong to.
People who access the TRACCESS System are called Employees of the system.

@ (TRACCESS Employee)

l

ii (TRACCESS Organization Unit)

!

B

Depending on the functions they must complete in the system, an Employee can have one of six roles:

(Processes)

A 1=
@ il Learner — accesses the system for the purpose of training only.
. L,l_l
|
l Supervisor — oversees a Learner’s completion of Processes within the system.
il 1
Operational Administrator — manages the Organization structure within the system

i Reporter — generates reports within the system.
ﬁ Subject Matter Expert — manages the Process structure within the system.

i System Owner — manages the entire system and exists separately from the overall
j Organization structure.

The role that a User has within the system dictates where they can be found. For example:

In the Organization Manager, Organization Units contain Learners and Management headings.

1]
l I Learners — contains Learners only
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fgi Management — contains Supervisors, Operational Administrator and Reporters

In the Process Manager, Processes contain a Management heading.

B

fgi Management — contains Subject Matter Experts

Processes are broken down into several objects.

B

Process Set

Process

Sub Process

Task — is used for those activities that are considered either complete or incomplete
(with no concept of progression). For example: Comply with Dress Code.

Task with Levels — is used for those activities that have the concept of progression. For
example: Operate Machinery may have a Basic, Skilled and Mastery level corresponding
to Turning the machine on, Fixing the machine or Designing a more efficient way of
running machine.

=

Competence Level — Basic, Skilled or Mastery

A Task, or individual Competence Level, can contain several components:

]

Task (or Competence Level)

k i ¥ Resources — can be in the form of a Course, URL, or TRACCable Resource.
U Knowledge Assessment — a written assessment on the theoretical component of the Task

j Capability Assessment — a hands-on demonstration to a Supervisor proving practical competence
in the Task.
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A Task icon can have a different appearance depending on the components it possesses.

Task without a Knowledge or Capability component (under construction)

Knowledge component only

Capability component only

Knowledge and Capability components

1D GEm

Knowledge and Capability components with durations — duration means that the component must be
reviewed over time to remain competent. For example: Comply with Standard First Aid is a task that
would contain a duration clock, since the course must be recertified every so often.

Once the master processes have been created which encompass all of the Tasks within the company, derived
processes can be created following the concept of inheritance. The concept of inheritance allows administrators/
subject matter experts to design new processes based on existing processes. For example, a process called
Comply with Health, Safety and Environmental contains all related Tasks. Certain groups within the system may
not be required to complete some of these tasks, or some of the tasks may have to be customized for particular
situations. A group that works primarily in the field may require the task Comply with H2S, whereas someone
located in the Head Office would not. Two derived processes may be created to customize the learning of each
group based on the initial process.

Once the Processes have been input in the system, a Learner’s progress is visually displayed using icons and colors
to indicate completion states.

Incomplete

Complete

Revised

i N i

High Priority

If a component contains a duration, the sequence of events is as follows:

L

- - —
\

Initially completed When a duration is

Task turns black with  about to elapse, the

a black clock clock turns red. @

If the component is
Durations are set on a completed again,
per task basis, but the the clock goes back
warning period for to black.
about to elapse is the
same for all Tasks. The If the component is
default period is 30 not touched during
days, but this can be the warning period,
== "G Sysiems changed for your the entire icon Page 5 of 38
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Configure TRACCESS CI

You have successfully installed the TRACCESS CD and are wondering what to do from here. The defaults in
TRACCESS CI are designed so that once the installation is complete, and your network administrators have left the
room, the database is ready to be populated. Certain System Options are available within the program to be
configured with company preferences, but do not require attention immediately.

Create an Operational Administrator and a Subject Matter Expert

A brand new database has a single default System Owner. If you require that other individuals have the ability to
create Organization Units and Processes, you must delegate these functions to an Operational Administrator and a
Subject Matter Expert.

Login to TRACCESS as a System Owner

1. Enter your Employee ID and Password in to TRACCESS CI security screen.
2. Click Enter to access the system.

If it is the first time you access the system as this Employee, you may be prompted to Change Your
Password.

Exercise

# Enter the system using the following Employee ID.

@ Employee ID: SystemOwner
® Password: welcome

If this is the first time you access the system, or your license file has expired, you will receive the
following message:

Question

A walicd TRACCESS license has not yet
heen applied or the current one has
expired . Would you like to apply a new
licenze?

Employee ID: |- ctemmons

Password: ]—

TRACCESS Cl

-

FE i AW % | 3 '-..'_' ""‘,..-..-‘_-'.\_? S iﬁﬁ\rersions.s.mm as TIG Systems

License File Required

3. Click Yes.

A standard Open dialog appears.
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Lok in: |@' Desktop j |‘=_“f( E3-
2 BMy Documents
k! -v_é My Cornputer

My Recent S Jmy Nebwork Places
Darauieitis &ll Features.dat

by Computer
by Mebwork File name: |AII Features.dat j Open |
Places
Files of type: | TRACCESS License Files ~| Cancel

Standard Open dialog

4. Navigate to the *.dat file which has been provided by TTG Systems, and click Open.

(=] TRACCESS CI

File  Edit “iew  Organization Supervizion  Process Tools  Bookmarks  Help

Organization Manager

{5 Organization Units
= System Owners

ﬁf’t System, Owner

Process Manager

Report Manager

Properties

System Owner’s View of TRACCESS CI

As a System Owner, you are the only role that is able to see all trees and all menus/ menu options. All other
employees are only able to see the areas that they have access to depending on their role assignments. For
example, someone who is only a Subject Matter Expert may not be able to see the Organization Manager, and
someone who is only an Operational Administrator may not be able to see the Process Manager.

The System Owner is the only role that sees the root nodes of the Organization Manager and Process Manager —
and therefore the Organization Units heading and the Processes heading. An Operational Administrator sees an

Assigned Organization Units heading in the Organization Manager, and a Subject Matter Expert sees an Assigned
Processes heading in the Process Manager. Because of this, the System Owner must first create an Organization

Unit for the future Operational Administrator to manage, and create a Process Set for the future Subject Matter
Expert to manage.

=s 11G Systems
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To create an Organization Unit
1. Open the Organization Manager.
2. Right-click on the Organization Units heading and select New Organization Unit.
A new Organization Unit appears in edit mode.

3. Type the name of the new Organization Unit in the highlighted area.

Exercise

# Add an Organization Unit named <Your Company Name>

TRACCESS CI [Z] [E] E]

File  Ecit “iew  Organization Supervizion  Process  Toolz  Bookmarks  Help

Organization Manager AssignedLeaming | Assignment Details | Corteris |
= ny Organization Units
Processes
28 { §="our Compan _'5%'

= System Cwners
ifé. System, Cuwener

Process Manager

Report Manager

Properties

B Organization Unit
Description
Matme =Your Company Mames

Hame
Maime of this Crganization Unit

Create an Organization Unit

To create a Process Set

1. Open the Process Manager.
2. Right-click on the Processes heading and select New Process Set.
A new Process Set appears in edit mode.

3. Type the name of the new Process Set in the highlighted area.

Exercise

# Create a Process Set named <Your Company Name>

=s 11G Systems Page 8 of 38
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=] TRACCESS CI

File  Edit “iew  Organization Supervizion  Process  Tools  Bookmarks  Help

Organization Manager

E= <Your Company Name>

Process Manager

= E Processes Description
+- B <Your Company MNames

{ A Management

Report Manager

Properties

E Process Set
Description

=%our Company hame=

Hame
Process set name £ ¥

Create a Process Set

Now that you have created the objects to be managed, you must now create the employees that manages them.
All employees are created in the Organization Manager, in the context of a particular Organization Unit. Once an
employee is created in the system, they can then be removed from all Organization Units and become Unassigned.

An Operational Administrator manages the Organization Units and Employees in the Organization Manager, and is
therefore added to the Management heading under an Organization Unit.

A Subject Matter Expert manages the Process Sets, Processes, Subprocesses and Tasks in the Process Manager
and is therefore added to the Management heading under a Process Set or Process. However, since all employees
are created in the Organization Manager, the Subject Matter Expert must either be added to the Learners or

Management heading under an Organization Unit. Subsequently, the Subject Matter Expert must be set to manage
a particular Process.

To create an Operational Administrator

1. Open the Organization Manager.

2. Expand the desired Organization Unit to view the Management heading.

3. Right-click on Management and select New Employee.
The New Employee dialog appears.

4. Enter the required information (First Name, Last Name, Employee ID), and click OK.
The Add/Remove Roles dialog appears.

5. Select the Operational Administrator role and click >>.

6. Click OK.

The new employee appears appear under the Management heading with the Operational
Administrator icon.

=s 1TG Systems Page 9 of 38
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Exercise

# Create an Operational Administrator using the following information:

@ Name: Joe Operational Administrator
@ Employee ID: jadmin

# Create a Supervisor using the following information:

Normally, a supervisor would be created by an Operational Administrator within the
Organization Manager. However, for demonstration purposes a supervisor is required to
be in the system for another section of this document.

# Name: Joe Supervisor
# Employee ID: jsupervisor

Please note: In TRACCESS CI, an employee can have any number of roles in different
Organization Unit contexts. The name “Joe Operational Administrator” is being used for
demonstration purposes only, and this employee could also be a Learner, Supervisor,
Reporter, and/ or Subject Matter Expert within the system. An employee can even have
all three management roles within the same Organization Unit, in which case they
would be represented with the multi-role icon.

=] TRACCESS CI
Eclit

File Wieww  Organization Supervizion  Process  Tools  Bookmarks  Help

Organization Manager

{5 Crganization Units
= ii <¥our Company Matmes
f{ Lesrners

Pmﬁle]. Role Summary l

{5 supervisor, Joe

= isi Management
! Operational Administrator, Joe
Y Supervisar, Joe
ﬁ System Owners
ﬁfé System, Owener

Process Manager

Report Manager

=]

Account Created On
A read-only field that displays the crestion dat..

Properties
Employee
CCoUrt | d0
Account Status Active
Can Change Passwoard  Yes
Default Language Englizh
Email Address

=~

Employes Mumber

Email Address

Account Status Active
Last Successful Login Mone
Employes ID jEupEr

Primary Process Mone
Accourt Crested On 210652
4 ¥

Create an Operational Administrator

To create a Subject Matter Expert

1. Open the Organization Manager.

2. Expand the desired Organization Unit to view the Learners heading.

The New Employee dialog appears.

Right-click on Learners and select New Employee.

Enter the required information (First Name, Last Name, Employee ID), and click OK.

The new employee appears under the Learners heading with the corresponding icon.

=s 1TG Systems
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10.

Right-click on the employee and select Remove.

The employee is now in the system, but is unassigned to any Organization Unit.

If you had wanted this employee to be a Learner or play a Management role in a particular
Organization Unit, removing the employee would not have been required. For demonstration
purposes, this employee is being created with a Subject Matter Expert role only.

Open the Process Manager.

Expand the desired Process Set or Process to view the Management heading.

Right-click on the Management heading and select Add/ Remove Employees.

The Add/ Remove Employees for Process dialog appears.

Select the Employee, and click >>.

Click OK.

The employee appears under the Management heading with the Subject Matter Expert role icon.

Exercise

# Create a Subject Matter Expert using the following information:

& Name: Joe Subject Matter Expert
@ Employee ID: jsme

Please note: In TRACCESS CI, an employee can have any number of roles in different
Organization Unit contexts. The name “Joe Subject Matter Expert” is being used for
demonstration purposes only, and this employee could also be a Learner, Supervisor,
Reporter, and/ or Operational Administrator within the system. An employee can even
have all three management roles within the same Organization Unit, in which case they
would be represented with the multi-role icon.

[=] TRACCESS CI

File  Edit ‘iew Organization  Supervizion  Process  Tools  Bookmarks  Help

Organization Manager Profile [ Role Summary ]
Process Manager .
= = Processes ¥ Subject Matter Expert, Joe

- B =Your Company Mames

= iai Management Employee Mumber
\d

T - Email Address

Subject Matter Expert, Joe Aceount Status Active
Last Successful Login Mone
Ermployee ID jEme
Pritnary Process Mone

Accournt Created On 21062007

Report Manager

Properties

E Employee i‘l

Account Status  Active
Can Change Pazsv Yes

Defautt Language  English ¢ >
Email Address jl

Account Created On
A read-only field that displays the creation dat...

Create a Subject Matter Expert
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Now that you have created a Subject Matter Expert and an Operational Administrator, you can instruct these
individuals to represent your company’s existing processes and tasks, and organization structure respectively
within the system.

Use TRACCESS CI to Configure Learning

When a Subject Matter Expert initially logs into the system, they have access to one main tree: the Process
Manager.

Exercise

Login to TRACCESS ClI as an Subject Matter Expert using the following information:

# Employee ID: jsme

# Password: (no password required)

(=] TRACCESS €I
File  Edit “iew Process Tools  Bookmarks  Help
Process Manager
E< <Your Company Name>
= ﬁ% Assigned Processes
= = our Co D -
= 3‘ Managemert esCription
i? Subject Matter Expert, Jog
fﬁManagemem
Properties
El Process Set
Description
Matme =Your Company Mames=
Hame
Process set name <

Subject Matter Expert’s view of TRACCESS ClI

There are several differences between the System Owner’s view and the Subject Matter Expert’s view. For
example, several objects are not available in the Subject Matter Expert’s view.

Organization Manager
Report Manager
Organization and Supervision menus within the main menu

Several options within the menus

SME sees the Assigned Processes heading in the Process Manager (the System Owner saw all of the Processes, and

therefore has the Processes heading).

Once the Subject Matter Expert has access to a Process Set or Process, they are allowed to manage everything
within the Process (including Sub Processes, Tasks, Resources, Capability Assessments and Knowledge
Assessments).

Create a Process, Sub Process, Task and Task with Levels

=s 1TG Systems
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To create a Process

1. Open the Processs Manager.

2. Right-click on a Process Set and select New Process.
A new Process appears in edit mode.

3. Type the name of the new Process in the highlighted area.

Exercise

# Create a Process named Corporate Policies

TRACCESS Cl o(=)E3

File  Edit “iew Process Tools  Bookmarks  Help

Process Manager a_n
& Corporate Policies
= ﬁ% Assigned Processes
- =Your Company Mames -
= iﬁi Managemert Deszcription
¥ Subject Matter Expert, Joe
+- =) Corporate P

{ A Management

Properties

El Process

Description

Matme Corporate Policies

Hame
Proceszs name

|

L=

Create a Process

To create a Sub Process

1. Open the Processs Manager.
2. Right-click on a Process and select New Sub Process.
A new Sub Process appears in edit mode.

3. Type the name of the new Sub Process in the highlighted area.

Exercise

# Create the following Sub Processes:

# Interpret Software Applications
@ Comply with HSE

=s 11G Systems
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&= Comply with HSE

T

- B =" our Company Mames
- fai Management

i? Subject Mattsr Expert, Jos

- & Corporate Policies

f 4 Management

File  Edit “ieww Process Toolz  Bookmarks  Help
Process Manager
= —,5% Azsigned Processes

Description

Interpret Software Applications

Comply with HSE

Description
Mame

Hame

Properties

= Sub Process

Cormply with HSE

Sub Process name

<

I

To create a Task

1. Right-click on the previously-created Sub Process, and select New Task.

A new Task appears in edit mode.

Create a Sub Process

2. Type the name of the new Task in the highlighted area.

Exercise

® Use TRACCESS CI

# In Comply with HSE Sub Process:

Create the Tasks using the following structure:

# In Interpret Software Applications Sub Process:

Comply with Standard First Aid
Comply with Advanced First Aid
Comply with CPR
Comply with H2S

=s 11G Systems
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[=] TRACCESS CI

File  Edt “iew Process Tools  Bookmarks  Help

P Ia -
[ocess vanage = Comply with H2S
=] rﬁ Assigned Processes

=B =Y our Company Mames
= [* Management
i? Subject Matter Expert, Joe
=& Corporate Policies
i:* Mareaement
= Interpret Software Applications Prerequisites Owners
+- [ Use TRACCESS Cl fi2 subject Matter Expert, Joe
= Camply with HSE
+] Comply with Standard First Aid

] Comply with &dvanced First Aid 3
] Comply with CPR Add/ Remove... Add/ Remove...

| Camply with H2S N,

Resources
Resources

Description

+

I e )

Properties
Knowledge Duration 1] :J
Knowledoe Revision Date
Comply with H2S
Task Motes

Hame
Tazk name

Create a Task

Create Task Properties

To create a TRACCable Resource

1. Expand the Task to view the Resources heading.
2. Right-click on the Resources heading, and select TRACCable.

A new TRACCable Resource appears in edit mode.

w

Type the name of the new Resource in the highlighted area.

&

In the Properties section, enter the address/ location of the TRACCable resource.
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Exercise
Create the URL Resources using the following structure:

@ In Interpret Software Applications Sub Process/ Use TRACCESS CI Task
Name: TRACCESS CI Task
URL: http://help.traccessci.com/8.1/TRACCESS CI Getting_Started Learner.pdf

# In Comply with HSE Sub Process/ Comply with CPR Task
Name: First Aid Web — CPR
URL: http://www.firstaidweb.com/cpr.php

Name: CPR — Adult
URL: http://www.firstaidweb.com/adult.php

Name: CPR - Child
URL: http://www.firstaidweb.com/child.php

Name: CPR - Infant
URL: http://www.firstaidweb.com/infant.php

(=] TRACCESS CI =13

File  Edit “iew Process Tools  Bookmarks  Help

Version 3.0 January 2008

Process Manager m—— -
et » TRACCESS C| - Getting Started
= zgigned Processes
= B =vour Company Mames Descrigtli_osarner)
+ (:‘ Management
=& Corporate Policies I
i:‘ Manosment
= Interpret Software Spplications
= Eﬁ TRACCESS C| Assesamert Properties
= Rezources
; K; s o " Azzessment D
= Comply with HSE Code
Epg ; : ;
f" [ Comply Wrth standard F|r§1 'a"d_ LRL kttp: fhelp traccessci.comiB. 1 fcontert TRA
] Comply with Advanced First Aid o CCFSS O - Gettinn Started (1 Aarnan ot
= Comply with CPR Revision Date
= [E; Resources
e CPR - Adult —Reuse Locations
CPR - Child
¢ CPR - Infart Usze TRACCESS Cl
T First Aid Web — CPR
+ Comply with H2S
Properties
Launch External Mo :J
Matme TRACCESE Cl - Getting Started (Les
Pazs Mark 100 _J
Revizion Date lJ
Hame Preview Assessment | | Wiew

Matme of the learning resource

Add/ Create a TRACCable Resource

To add/ create a Knowledge Assessment

1.

Above the knowledge Assessment tree, check the Use Question Filter.

To create more room to work with the Knowledge Assessment, double-click on the blue splitter bar
which separates the trees with their context views. The context view expands to take the place of the

trees.

Right-click on the Task and select Add Knowledge Assessment.

=s 11G Systems
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10.

11.

12.

13.

14.

Enable the Use Question Filter.

Uncheck the Requalifier field.

Right-click on the Knowledge Assessment heading and select New Question (or click the j button).

A generic New Question appears. This is actually the Question Description, which can be modified in
the Knowledge Assessment context view.

In the Knowledge Assessment, there is a Question Description and Question Text. These are not the
same object. Since the Question Text can now be formatted, and can include images, this type of
information cannot be stored in a tree view. Both fields are edited in the Knowledge Assessment
context view.

In the Knowledge Assessment context view, type the question text and press <Enter>.

Using the toolbar, format the text as desired.

$ B @ v o B U 7 8 s s = g

(optional) Click the EI button to insert an image into the Question Text.
In the Knowledge Assessment tree, expand the Question Description to view its answers.
Select each answer, and in the Knowledge Assessment context view, edit the answer text.

?
To change the correct answer, double-click the ¥ next to the correct answer.

7 Fi
The X' changestoa ™ .

(optional) To remove answers from a question, right-click on the answer and select Delete.
(optional) To add answers to a question, right-click on the question and select New Answer.

With the question selected, set the desired Properties for the question.

Create Knowledge Assessment using Imported Questions

1.

2.

Right-click on the Task and select Add Knowledge Assessment.

In the Knowledge Assessment context view, click Import.

The Select Import File dialog appears.

Select the format (TRACCESS 7.x or TRACCESS CI) of the file you are importing.
Click Browse.

Navigate to the file path, select the file and click Open.

The questions will import into the Knowledge Assessment editor.

Click OK.

To put the Knowledge Assessment online

1.

Ensure that there is at least one Possible question for both Practice and Final Assessments.

A Possible question means that it becomes part of the test bank and may be used in the test. A
Mandatory question means that it becomes part of the test bank and must be used in the test. If you
have a mandatory question-this “trumps” a Possible question — and your minimum requirements have
been met for putting the test online.
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2. Highlight the Task in the tree.

3. In the Properties section, set the Has Knowledge Component property to Yes.
The task icon changes from = (indicating that there is neither a Knowledge nor a Capability
component associated with the Task) to [A (indicating that there is a Knowledge component
associated with the Task).

4. Select the Knowledge Assessment node.

5. In the Properties section, set the Online property to Yes.

Exercise
Create the following Knowledge Assessment in the Comply with CPR task:

# The three steps to “check for breathing” are “Look, Listen and Feel”.

* True (v)
® False

# The number of compressions to breaths for an adult is 20:2.

* True
* False (v)

# The number of compressions to breaths for a child is 5:1.

* True (v)
® False

# A common way to check for circulation is demonstrated in the attached graphic. What is the name of this
major artery?

(graphic can be found on the following page http://www.firstaidweb.com/child3.php )

Carotid (V)
Coronary
Pulmonary
Hepatic

# Set at least one question as Mandatory for each the Practice Assessment and Final Assessment.

# Place the Knowledge Assessment online.
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[=] TRACCESS CI

File  Edit ‘iews Process Tools Bookmarks  Help
Use Question Fitter [V xz E 3 v B U I 8§ fcodir EE E = £|
Azsessmert Type otk j A commaon way to check for circulation is demonstrated in the attached araphic.
Requalifier B what is the name of this major artery?
Mandatory v & T
w8 .
. _
Possikle v RF\ 4o
Mot Used I il
e(DE XK E+ & 224
=) | Knowledge Assessment
= ? Steps to "check for breathing”
\f True . -
x’ False Description IName of Artery pictured
= ompressions: Breaths (Al
? c ions: Breaths (2dutt)
x’ True Order JRandom LJ
 False
=R @tisime of & picturead AnEwere iRadiU Select LJ
” 5
VJ Caroticl Correctness Rule ISingIe Correct Anzwer Required LJ
% Coronary 2
x;, Pl Practice Azzessment JMandatory LJ
x’ Hepatic Final Azzessment JMandatory LJ
= ompressions: Bresths (Chi )
? ions: Breaths (Child)
Tty Times Aszked 1.3
« True
x’ Falze Times Anzwered Correctly 10
Times Unanswered 19
Clear Statistics | | Try It

Add/ Create a Knowledge Assessment — Put the Knowledge Assessment Online

To add/ create a Capability Assessment

1. Right-click on the Task and select Add Capability Assessment.
2. In the context view, select the Action Editor tab.
3. Click Add.
A generic New Action appears in edit mode.
4. Type the action text and click <Enter>.
5. In the Action Details section, enter the steps required to complete the selected action.

6. Using the toolbar, format the text as desired.

d BER «» v« B U 7 § & b

P

To add Experts

1. In the context view, click the Properties tab.
2. Click Add/ Remove Experts.
The Add/ Remove Experts dialog appears.
3. Select the experts for this capability assessment, and click >>.
4. Click OK.

The names of the selected employees appear in the Experts box in the context view.
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To make the Capability Assessment accessible/ Put it “online”
1. Highlight the Task in the tree.

2. In the Properties section, set the Has Capability Component property to YES.

The task icon changes from [H (indicating that there is a Knowledge component only) to =1
(indicating that there are both Knowledge and Capability components).

Exercise
Create the following Capability Assessment:

# Adult CPR Simulation

Check the scene for safety

Determine unresponsiveness

Phone first.

Open airway

Check for breathing

Give 2 slow rescue breaths

Check for visible signs of circulation

Give 15 chest compressions followed by 2 breaths

Check for visible signs of circulation after 4 sets (15:2)

Continue with sets of 15:2 until adult starts breathing or until medical help arrives

@ Child CPR Simulation

Check the scene for safety

Determine unresponsiveness

Phone first.

Open airway

Check for breathing

Give 2 slow rescue breaths

Check for visible signs of circulation

Give 5 chest compressions followed by 1 breath

Check for visible signs of circulation after 20 sets (5:1)

Continue with sets of 5:1 until child starts breathing or until medical help arrives

# [nfant CPR Simulation

Check the scene for safety

Determine unresponsiveness

Phone first.

Open airway

Check for breathing

Give 2 slow rescue breaths

Check for visible signs of circulation

Give 5 chest compressions followed by 1 breath

Check for visible signs of circulation after 20 sets (5:1)

Continue with sets of 5:1 until infant starts breathing or until medical help arrives.

# Assign Joe Supervisor as an Expert for this Capability Assessment

@ Place the Capability Assessment Online.
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[=] TRACCESS CI

File  Edit ‘iew Process Toolz  Bookmarks  Help

Process Manager Propetties, Action Editor
= E:'_-n Assigned Processes

—- B =Your Company Mames Actions
+ iat Management .
--I& Corporate Policies

[3‘ Management
+ Interpret Softvware Applications
- Comply with HSE
+- [ Comply with Standard First &id
+- [ Comply with Advanced First Aid
—-[=] Comply with CPR
+ m Resources

Child CPR: Simulation
Infant CPR Simulation

+-| | Capabilty Assessment
+-| | Knowvledoe Assessment § _
+- 18 Camply with H2S $ BB v« B U J S&chga
~
Properties
E Action
Dietails v
< >
Description

Capabilty Azsessment action description

Add/ Create a Capability Assessment — Put the Capability Assessment Online

To create a Derived Process

1.

2.

Open the Process Manager.

Right-click on the Processes heading, or on a Process Set, and select New Derived Process.

The Select Base Process dialog appears.

Highlight the Process you wish to use as a Base for your new Derived Process, and click OK.

A new derived Process appears in edit mode. The Process name is Derived Process: Base Process.

Type the name of the new Derived Process in the highlighted area and press <Enter=>.

To show/ hide Tasks

1.

Expand the Process and Sub Process to view individual Tasks.
Sub Processes and Tasks that are inherited by the Base Process appear in italics.
Right-click on a Task, and select Hide Task (a hidden task appears in grey font)

— 0OR —
Right-click on a previously-hidden Task, and select Show Task.

To create Tasks/ Tasks with Levels/ To add/ remove existing Tasks to the Derived
Process

1.

=s 1TG Systems

(optional) Right-click on the Process and select New Sub Process.

To create a Sub Process in the Derived Process, that does not exist in the base Process. This Sub
Process appears in normal font.

(optional) Right-click on the Sub Process and select New Task (or New Task with Levels).
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To create a Task (or Task with Levels) in the Derived Process, that does not exist in the base Process.
This task appears in normal font.

3. (optional) Right-click on the Sub Process and select Add/ Remove Tasks (or Add/ Remove Tasks with
Levels). Select Tasks to add to the Sub Process, click >>, and click OK.

The Add/ Remove Tasks (or Add/ Remove Tasks with Levels) dialog appears. The added Tasks
appear in normal font.

Exercise

Create the Derived Processes using the following information:

# Create two Derived Processes, using <Your Company Name=> Corporate Policies as your Base
Process.

@ Derived Process 1:
Name: Field Company Policies

# Derived Process 2
Name: Head Office Company Policies

# In Head Office Company Policies Derived Process

# Hide the Tasks
Comply with H2S
Comply with Advanced First Aid

@ Create the Sub Process Interpret Emergency Procedures with the following tasks
Interpret Earthquake Procedures
Interpret Fire Drill Procedures

[=] TRACCESS CI

File  Edit “iew Process  Tools  Bookmarks Help

Process Manager

& Interpret Emergency
Procedures

Dezcription

=2 ﬁ% Azsigned Processes

—| - =Y our Company Mames

¥ iai Mansoement

& Corporate Policies ‘
&3 Field Corporate Policies : Corporate Policies
£ Head Office Corporate Policies : Corporate Policies | I Interpret Earthouske Procedures
i%i Management 8 Irterpret Fire Drill Procedures
Interpret Software dpplications
Camaly with HSE
B Compoy with Standard First Al
[ Corpoly with Advaneed First Ao
[ Cormedy with CRR
[ Coreiy with H25
Interpret Emergency Procedures
B Interpret Earthguake Procedures
B9 Interpret Fire Drill Procedures

T[]

e

++l'l++++!'l[

Properties
E Sub Process
Description
Matne Irterpret Emergency Procedures
Hame

Sub Process name

Create a Derived Process — Show/ Hide Sub Processes and Tasks — Add Tasks
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Use TRACCESS CI to Organize and Administrate Employees

When an Operational Administrator initially logs into the system, they have access to one main tree: the
Organization Manager.

Exercise
Login to TRACCESS CI as an Operational Administrator using the following information:

@ Employee ID: jadmin

@ Password: (no password required)

[=] TRACCESS CI

File  Edit “iew Organization Toolz  Bookmarks  Help

Organization Manager

= 15 Assigned Organization Units
- ii =Your Company MName:=
i Learners
- [si Management
! Cperational Administrator, Joe
o Supervizor, Jog

Report Manager

Properties

Operational Administrator’s view of TRACCESS CI

There are several differences between the System Owner’s view and the Operational Administrator’s view. For
example, several objects are not available in the Operational Administrator’s view.

# Process Manager
#® Process menu within the main menu
# Several options within the menus

# Operational Administrator sees the Assigned Organization Units heading in the Organization Manager (the System Owner
saw all of the Organization Units, and therefore has the Organization Units heading).

Once the Operational Administrator has access to a Organization Unit, they are allowed to manage everything
within the Organization Unit (including creating nested Organization Units, creating Learners and creating
Management employees).
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Create Organization Units, Employees with Learner roles, and
Employees with Management roles

To create an Organization Unit

1.

2.

Open the Organization Manager.

Right-click on the Organization Unit, and select New Organization Unit.

A new Organization Unit appears in edit mode.

Type the name of the new Organization Unit in the highlighted area and press <Enter>.

Follow the same steps to create another nested Organization Unit of the newly created Organization Unit.

Exercise

Under the <Your Company Name=> Organization Unit, create the Organization Units with the

following structure:

# Canada
# Field Operations
#* Head Office

® USA

# Field Operations
# Head Office

[=] TRACCESS CI

File  Edit ‘iew  OQrganization

Tools  Bookmarks  Help

Organization Manager

= =Your Col =
ﬂ' Learners
+i Management
+- il Canada
=i usa
ﬂ’ Learners
f? Managemert
+ i Field Operstions
+f{f Head Office

= fgy Assigned Organization Units
i B E=

AssignedLeaming[ Azgignment Details I Contents l

6‘1 Processzes

Report Manager

Mame of this Organization Unit

Properties
E Organization Unit
Description
Maime =Your Company Mame=
Hame

Create Employees as Learners

1.

Create Organization Units

Expand the Organization Unit to view the Learners heading.

=s 11G Systems
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2. Right-click on Learners, and select New Employee.

The New Employee dialog appears.

Version 3.0 January 2008

3. Enter the appropriate information (i.e., First Name, Last Name, Employee ID), and click OK.

If you wish to use the Messaging or Feedback features, ensure that a valid email is entered for each

Employee.

The new Employee appears under the Learners heading.

Exercise

# Name: Joe Field Operator

# Employee ID: jfoperator
@ Email address: jfoperator@your_company domain.com

Create Learners with the following properties:

@ Name: Joe Office Worker

@ Employee ID: joworker
@ Email address: joworker@your_company domain.com

# Organization Unit: Canada/ Field

# Organization Unit: Canada/ Head Office

(=] TRACCESS CI

File  Eclit

Wiy Organization Tools

Organization Manager

= 13 Azzigned Organization Units
= ﬁ =our Company Mames=
“" Learners
+ i Management
= '1 Canada
ﬂ’ Learners
[? Management
[ 'l Field Cperations
=1-fff Head Otfice
= ff Learners

i* Managemert

+ - ff usa

Bookmarks  Help

Pmlile]- Role Summary I Aszsigned Learning ]- Aszsignmert Details ]

= Office Worker, Joe

Report Manager

Properties
E Employee

Account Status Active
Can Change Pazswor Yes
Account Created On

A read-only field that displays the creation date of
the employee in TRACCESS

Employee Mumber

Email Addre=ss Jovworker@your_company _domain.com

Account Status Active
Last Successful Login Mone
Employee ID joworker
Pritnary Process Mone

Account Created On 21082007 1:01 P

Create Learners

To create Employees with Management roles

1. Expand the Organization Unit to view the Management heading.

=s 11G Systems
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2. Right-click on Management, and select New Employee.
The New Employee dialog appears.
3. Enter the appropriate information (i.e., First Name, Last Name, Employee ID), and click OK.
If you wish to use the Messaging or Feedback features, ensure that a valid email is entered for each
Employee.
The Role Selection dialog appears.

4. Highlight the desired role, click == and click OK.

The new Employee appears under the Management heading.

To modify an Employee’s personal properties
1. Highlight the Employee.

2. In the Properties section, highlight the field whose information you wish to modify.

3. Enter the new information in the space provided (i.e., certain information is modified directly next to the

property name, other properties have a ==zl button to open an edit box).

Exercise

# Create the Employee with the following properties:

Name: Joe Reporter

Employee ID: jreporter

Email address: jreporter@your_company domain.com
Organization Unit: <Your Company Name>

@ Access the following Employee, and change his email address:

# Name: Joe Supervisor

® Email: change to <your email address>
(Changing Joe Supervisor’s email address to your email address allows you to receive a
capability assessment request).

=s 1TG Systems
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File  Edit ‘“iew Organization Toolz  Bookmarks  Help

Organization Manager

PmlileI Rale Summary 1

= 15 Assigned Organization Units
= ﬁ =Your Company Mame=
i Learners
=l [‘ Management

Version 3.0 January 2008

= Reporter, Joe

Employee Mumber
Email Address

Email Address
Employee's email address

jreporter @your _company _domain.com

! Operstional Administrator, Joe
Reparter, Joe Accourt Status Active
T Supervisor, Joe Last Successful Login Mone
- ‘i Canada Employee 10} jrepoarter
- 'i LS, Pritnary Process Mone
2 Accournt Created On 21082007 1:10 P
Report Manager
Properties
jreporter@your_company_d o
Employee 1D jreporter
Employes Mumber J
First Mame Joe
Last Matne Reparter =

Assign Learning

Create Management Employees

1. Highlight the Organization Unit in the tree control.
2. In the context view, click the Assignment Details tab.
3. Click the Assign Learning button.
The Assign Learning dialog appears.
4. Check the checkbox next to the Process Set or Process you wish to assign to this Organization Unit.
5. Click OK.
Exercise

# Set learning assignments to Organization Units using the following parameters:

# Organization Unit: Canada/ Field Operations

# Process: Field Company Policies

Organization Unit: Canada/ Head Office
Process: Head Office Company Policies

=s 11G Systems
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TRACCESS CI

File  Ecit “iew Organizstion  Tool:  Bookmarks Help

Organization Manager Azsigned LearninM Azsignment D etails [ Corterts

= {E‘ Azsigned Organization Units

=i =vour Compariy Name= | Assign Learning...
if Learners =¥ =vour Company Name=
- fai Management - ﬁi Canada
| Operational Administrator, Joe = f{f Head office
Reporter, Joe B Head Office Corporate Policies
okl Supervisar, Joe
= ﬁi Canads

ﬁ’ Learners

i? Management
+-ffi Field Operations
+-f{ll Head Office

-l usa

Report Manager

Properties

El Organization Unit

Description

Iame Head Office

Description

Brief descrigtion of the purpose of this Organization
Unit

Assign Learning to Organization Units
Use TRACCESS CI to Learn

When a Learner initially logs into the system, they have access to two main trees: My Job and the Report
Manager.

Exercise

Login to TRACCESS CI as a Learner using the following information:

@ Employee ID: joworker

# Password: (no password required)
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[=] TRACCESS CI

File  ‘iew Toolz Bookmarks  Help

My Job . IE‘ | |
i& Aszigned Processes '5%' ASSIgned Processes E nd

—- & Head Office Corparate Policies

+ Interpret Software Applications B e Corparats Policies EI DI
= Comply with HSE Interpret Software &pplications E
B Comply weith Standard First Aid
2 (51 Comply with CPR Cariliy Wil 2=
B CPR - Adutt
_'}; PR . Child Irterpret Emergency Procedures
4 CPR - Infant

G First Aidweh — CPR:
+ Interpret Emergency Procedures

Report Manager

Learner’s view of TRACCESS CI
From here, the Learner can access certain functionality.
@ View Assigned Learning
@ View Task Resources
# Take Knowledge Assessments
#® View/ Request Capability Assessments

# Generate Self Qualification Reports

View the Assigned Learning/ Resources/ Take Knowledge
Assessment/ View/ Request Capability Assessment

View the Assigned Learning/ Resources
1. Open My Job.

2. Expand the Process Sets, Processes, Sub Processes and Tasks.
3. Click on a Task to view its properties in the context view.
4. Expand a Task to view its Resources.

5. Select a Resource to display it in the context view.
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TRACCESS CI

File  ‘iew Toolz Bookmarks  Help

i& Aszigned Pro::s::: ? FirSt Ald Web - CPR

—|- & Head Office Corporste Policies
+ Interpret Software Applications
= Comply with HSE
B Comply weith Standard First Aid
=] Comply with CPR
e CPR - Adutt
CPR - Child
52 CPR - Infant e= AT S
T First Aid e — CPR = daalsd
+ Interpret Emergency Procedures

Description

@l

Can you save a life?
every second is criticial
do?

According to recent stati

reme is rapidly becoming the
America. Once the hea

» CPR !
How CPR Works healthy human bra'”_ma\"
Dial 9-1-1 up to 4 minutes withou
Adult CPR damage. Unfortunately_, a.
Child CPR. take 6, & or even 10 minu

Tmfmmb 00

Mark As Complete

Report Manager

View Assigned Learning — View Task Resources

Take Knowledge Assessments

1. Select a Task in the tree to view the Task context view.

2. In the context view, click the button.
The Take Knowledge Assessment dialog appears.
3. Select either Practice or Final.
The Knowledge Assessment presenter appears.

If you select Practice, you can take the assessment as many times as desired without the marks
being recorded.

If you select Final, once the Assessment is submitted, the mark is recorded, and it counts as an
Assessment attempt. However, in TRACCESS ClI, Learners can now save assessments and return to
complete them at a later time.

If a Final Assessment is submitted, and the pass mark is attained, the Knowledge portion of the Task
icon turns black.

4. Navigate through the assessment questions.

5. Click Submit when completed.
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Exercise

@ For the Use TRACCESS CI Task:

@ View the TRACCable Resource and mark it as complete

# For the Comply with CPR task:

# View the TRACCable Resources and mark them as complete
@ Take the Final Assessment (and pass it!)

5]

omply with CPR

Guestion 4 of 4

A common way to check for circulation is demonstrated in the attached graphic.

What is the name of this major artery?
A

" Pulmanary
" Hepatic
" Coronary

* Carotid

Unanzwered: 1 | = Previous | | Finish |

Save Assessme... | |Send Feedback...” Submit | | Help |

Knowledge Assessment Presenter — Final Assessment

Assessment Summary (Final Assessment) 5]
Assessment Summary (Final Assessment)
Mame: Office worker, Joe
Task: Comply with CPR
Score: 100.00 %o
Passed: Yes
¢ ' >

| Print | | Close | | Help

Final Assessment Summary
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(=] TRACCESS I M=1E3

File ‘“iew Toolzs Bookmarks — Help

My Job

_ _ N Comply with CPR
= E:lh Azzigned Processes
=& Head Office Corporate Policies Be=c Rt
+ Interpret Softweare Applications:
= Comply with HSE
B Comply with Stancard First Aid
= Caomply with CPR
@ CPR - Sdutt Status Prerequisites
E‘ CPR - Child Priarity Mormal A. |
E}! CPR - Infant Knowledge Azsessment
[ First aidwish — CPR Elapse Date hlone
=) Interpret Emeragency Pracedures Qualification Date 21/06/2007 1:19
Revizion Date Mone R
| act Failad AHamet hlama —
» 4 | ¥
Resources ]
E EE Resources
B PR - Adutt
B cPR - Child
B CPR - Infant
[ First A web — CPR
I SO IRy D e
Report Manager

Knowledge Assessment Completed — Task Context View

View/ Request Capability Assessment

1. Select a Task in the tree to view the Task context view.

2. In the context view, click the button, (or right-click on the Task and select View Capability
Assessment).

The Capability Assessment appears.

3. Once you are confident that you are able to complete the actions within the Capability Assessment, click

2l

the button, (or right-click on the Task and select Request Capability Assessment).

The Select Recipients dialog appears.
4. Select a person to supervise your Capability Assessment, and click OK.
The New Message dialog appears.

5. Enter text in the Subject and Message body, indicating that you wish to complete a Capability Assessment.

Exercise

# For the Comply with CPR task, request a Capability Assessment from Joe Supervisor.
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New Message X

To Supervizor, Joe

Subject |F|equest for Capability Assessment for Comply with CPR

| have reviewed the infarmation within thiz Task and would like to complete the Capability
Azzessment at pour earliest convenience.

[ Faorward a copy to me

Send || Cancel || Help

Request a Capability Assessment

Use TRACCESS CI to Supervise Learning

Retrieve Message from external mail server

1. Open your external mail server (email address that was used in TRACCESS).

2. Read the contents of the message from the TRACCESS Employee.

B TRACCESS: Request for Capability Assessment for, Comply with CPR - Message (Plain Text)

EEiIe Edit  Wiew Inserk  Formak  Tools  Actions  Help

E._?«Eeplyh_—ﬁReplytoAl_l i Forward | (=4 = | G | ¥ ||§|13 X|a-o - 8| 'B‘H

From: ) Jae Office Worker [joworker@your_compary_domain. com] Sent:  Wed 9J6/2006 3: 18 PM
To: Joe Supervisor
Co

Subject:  TRACCESS: Request For Capability Assessment For Comply with CPR

poe Office Worker <jDworker@your_company_domain.com> iz regquesting @ capability
assessment for task 'Comply with CPR!

Tzer Contents:

I hawve rewviewed the information within this Task and would like to complete the
Capability Assesswent at your earliest convenience.

Thisz message has been sent by TRACCESS. This comwunication is intended for the use of
the recipient to which it iz addressed, and may contain confidential, personal and or
privileged information. Please contact the sender immedistely if you are not the
intended recipient of this comwunication, and do not copy, distribute, or take action
relying on it. Any comtruhication received in error should be deleted or destroved.

Retrieve a Capability Assessment Request via External Email

To complete a Capability Assessment for a Learner

1. Open TRACCESS CI using your Employee ID and Password.

Please Note: You must be logged in as a Supervisor, Operational Administrator or System Owner to
complete Capability Assessments
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2. Open the Organization Manager.
3. Expand the Organization Unit and Learners heading in which the Employee is a member.
4. Select the Employee.
5. In the context view, click the Assigned Learning tab.
6. Select the Process in which the Task is located.
The Sub Processes are displayed in the bottom of the context view.
7. Click the “+” next to the desired Sub Process.
8. Right-click on the Task, and select Open Capability Assessment.
The Capability Assessment dialog appears.
9. Enter your name in the Expert field.
10. Click the Date button.
A Calendar dialog appears.
11. Enter the date that the Capability Assessment was completed.
12. (optional) Enter any relevant Comments.
13. Click Save.
14. Repeat steps 9-14 for each Action.
15. Click Submit Pass or Submit Fail to complete the Capability Assessment.

The Capability Assessment can also be saved, if there is not enough time to complete the entire
assessment at once, or if there is to be a different expert for different actions.

The Submit Pass/ Submit Fail dialog appears.
16. Enter a date, your Employee ID, and password to save the Capability Assessment.

If Submit Pass was selected, the capability portion of the Task turns black.

Exercise

# Login as Joe Supervisor using the following information:

# Employee ID: jsuper
@ Password: (no password required)

# For Joe Office Worker, on the Comply with CPR task:

@ View the Capability Assessment
# Complete a Capability Assessment (and Submit Pass!)
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nternal Capability Assessment

Employee Evaluated: Office Worker, Joe
e | Action Assessment Data ]
[l Adult CPR: Simulation
,Q Childd CPR: Simulation + Check the scene for safety
’Q Infant CPR Simulation + Determine unresponsiveness
+ Phone first.

+ Open airnay

+ Check for breathing

* Give 2 slow rescue breaths

+ Check for visible signs of circulation

+ Give 5 chest compressions followwed by 1 breaths

+ Check for visible signs of circulation after 20 sets (5:1)

+ Continue with sers of 5:1 until child starts breathing or urtil medical help arrives

Assessor |Joe Supervi30r|

Signotf Date | Date...

Comments

Submit Pass| | Submit Fail | | Save | | Clear | | Print | | Cancel | | Help

Capability Assessment Presenter

File  Edit ‘iew Organization Supervision  Tools  Bookmarks  Help

Qrganization Manager Profile T Role Summary Azzigned Learning I Assignment Detailz ]

= {%. Azsigned Organizstion Units .j.!_-. Prfichsats

=il <vour Company Mame= S Head Office Corporate Policies
il Learners

+ i Management
= ‘ Canada
ﬂ' Learners
f- § Management
] i? Field Operations
=1-fff Head Office
=-{f Learners
Eﬁ: Office Worker, Jog
[,* Managemert

+fff usa,
JE-} Head Office Corporate Policies fl ﬁ;l
Report Manager Irterpret Software Mpplications
Properties Comply with HSE
i Irterpret Emergency Procedures
Description

Knowledoe Last Atte A

Naonrintinn

Capability Assessment Completed — Supervisor View

To create an Employee with multiple roles

Within an Organization structure, an employee may play the role of Learner in one Organization Unit, the role(s) of
Reporter, Supervisor, Operational Administrator, and Subject Matter Expert in others (and any combination
therein). For example, Eugene Campbell is the President of your company. He resides in Canada and works in the
Marketing and Sales department, where he must be up to date with the newest sales procedures and marketing
trends. As president, he not only wants to report on the learning progress of the Marketing and Sales department,
but also the entire company. When in the field, he supervises Learners, as well as creating new Organization Units
with company expansion. His knowledge of Sales makes him the Subject Matter Expert, although he defers
creation of the Marketing materials to another employee on his team.
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Exercise

Name: Eugene Campbell

Employee ID: ecampbell
Organization Unit/ Role: <Your Company Name=>/ Reporter, Operational Administrator
Organization Unit/ Role: Sales and Marketing/ Reporter, Learner

Login to TRACCESS CI as a System Owner, in order to access all of the functionality at once.
® Employee ID: SystemOwner, Password: welcome
# Create an Organization Unit within Canada/ Head Office called Sales and Marketing.

# Create an Employee with <Your Company Name=> Organization Unit

Organization Unit/ Role: Field Operations/ Supervisor

# Create two Processes: Sales Procedures and Marketing Procedures

@ Process/ Role: Sales Procedures/ Subject Matter Expert

# Assign the Sales Procedures and Marketing Procedures as Learning to the Sales and
Marketing Organization Unit

Selecting the Employee with multiple roles displays the Employee context view. Clicking on the Role Summary tab
shows the Processes and Organization Units the Employee is a member of, and the Employee’s role within this
particular context.

TRACCESS CI LExR
W File Edit Wiew Organization Process Tools Bookmarks  Help -8 X
Organization Manager Profile, Role Summary ]
O G o = gt
+ ftl Learners = & Processes = ﬁ Global
= N Management - @& <‘rour Company Name> Business Model = ﬁ <t'our Company Mamez
! Operational Administrator, Joe =B Sales Processes Learmer
Feporter, Jos fi% Subject Matter Expert Operational Administrator
T Supervisor, Jog Fieparter
Campbel, Eugene = Canada .
= f{# Canada = ¥ Field Operations
fﬁ Learners ﬁ‘?l Supervizor
¥ Management = ﬁ Head Office .
= Field Operations = ﬁ Sales and Marketing
+ fﬁ Learmers Leamer
] N M anagement Feporter
= §{# Head Difice
+ff) Leamers
% Management
= Sales and Marketing
+ ﬁl Learners

+ {4 Management
+ ﬁ United States
+ ﬁ System Owners

Process Manager

Report Manager

Properties

Account Status Active
Can Change Pazsword  Yes

Misc

Employee with Multiple Roles — Role Summary
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Exercise

Login to TRACCESS CI as an employee with multiple roles, to view the areas of TRACCESS in which
the Employee has access.

# Employee ID: ecampbell

@ Password: (no password required)

TRACCESS Cl
E File Edit “ew Organization Process Tools  Bookmarks  Help - F X
Organization Manager . . .
: — & Assigned Organization
¥ Azzigned Organization Units Units
My Job ﬁ <Your Company Mame>
Process Manager
Report Manager
Froperties
a2
E -]
=l
Name < | >

Employee with Multiple Roles’ view of TRACCESS CI

# In the Organization Manager, Eugene has access to:
# <Your Company Name=> Organization Unit as an Operational Administrator
# Canada/ Field Operations Organization Unit as a Supervisor

@ |In My Job, Eugene has access to:

# Head Office Company Policies from the Head Office Organization Unit (learning cascades down)
# Sales Processes and Marketing Processes from the Sales and Marketing Organization Unit

# |n the Process Manager, Eugene has access to:

# Sales Processes as a Subject Matter Expert

# In the Report Manager, Eugene has access to:

# All of the Learners in the <Your Company Name=> and Sales and Marketing Organization Units
#® All of the Processes assigned to the above Organization Units
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Contact TTG

TTG Systems Inc.

Edmonton, Alberta

Suite 200, 12310-105 Avenue
T5N OY4 Canada

www.ttg-inc.com

support@ttg-inc.com

http://support.traccesscentral.com

1.800.762.1355

Trademark notice

TRACCESS®, TRACCESS CI®, and CAP® are registered trademarks of TTG Systems Incorporated.

Windows® is a registered trademark of Microsoft Corporation.

Other brand and product names are the trademarks or registered trademarks of their respective holders. Although
all terms used in this manual that are known to be trademarks or service marks have been appropriately

capitalized, TTG Systems cannot guarantee the accuracy of this information. Use or omission of a trademark
reference in this manual should not be regarded as affecting the validity of any trademark or service mark.

Copyright notice

Copyright © 2008 by TTG Systems Incorporated. All rights reserved. No part of this publication may be copied or
reproduced in any manner without written permission of TTG Systems Incorporated.

Portions copyright © Microsoft Corporation. All rights reserved.
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