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What’s New in TRACCESS CI (8.2)

At TTG Systems, we are constantly changing and updating our software to meet the needs of our clients. The main
features of TRACCESS CI (8.2), as described below, were incorporated to do just that.

Fixed Date Durations

In TRACCESS 7x, a Task could contain a single duration. This was measured in days. If the Task contained both
Knowledge and Capability components, the duration always applied to both components. In TRACCESS ClI, a Task
could contain no durations, a Knowledge duration, a Capability duration or both - each with their own settings,
measured in days. In TRACCESS CI (8.2), a Task duration can be set as a Fixed Date. This means that rather than
someone's Task component elapsing based on the date that it was last completed, a Task component can be set to
elapse on a particular date.

How Durations Work

The requirements for qualification on a Task differ on a Task-by-Task basis. For some Tasks, once you have
completed the Task the first time, you will never have to review the information again. For other Tasks, it may be
more important to review information on a regular basis - to ensure that the proper procedure is both known and is
being followed.

A graphic illustration of a Task as it changes from incomplete to complete is as follows:

L]

—

(For this change to occur, the Learner answers Knowledge Assessment questions or the Supervisor answers Capability
Assessment questions on behalf of the Learner)

However, if you have a Task that requires review from time to time, you can introduce the concept of duration.
TRACCESS CI (8.0) introduced a new property for a Task - that either component (Knowledge and/ or Capability)
could have a duration, and that these could be different values. The possible resulting icons are:

o
@OREORORORE

In TRACCESS CI (8.2), not only can you set separate durations for the Knowledge and Capability components which
are measured in days, but you can also set a fixed date duration on a Task. Although the resulting icons appear the
same, their function is slightly different. Both types of duration are set using the Component Duration Settings dialog
(that can be accessed in the Properties section, when a Task is selected in the Process Manager tree).

Duration Setting
" naone
" Mumber of Days
Ewvery 3 Days
" Fixed Date
Allay re-oualiticetion sihin ,? dEys Gf Expiy
| oK | ‘ Cancel | | Help ‘

For example:

Task: Comply with CPR. CPR must be recertified every 3 years. This can be accomplished in a few ways:
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# Using the number of days duration: Convert 3 years into 1095 days

% Using a fixed date: Enter January 1, 2004, January 1, 2007, January 1, 2010, etc.

Number of Days Duration Example

When an Employee completes the Task components for Comply with CPR, the program will begin to count down to the
date when the Task will be required to be recertified. The following variables were used for this situation:

& Knowledge and Capability completed: March 1, 2004
# Duration: 1095 Days
4 Knowledge and Capability elapse date: March 1, 2007

& Warning Period for About to Elapse (which is located in the Tools/ System Options): 30 days
N O — N — BN — N

Feb 28, 2004 March 1, 2004 Jan 30, 2007 to be completed
before March 1,
2007

Fixed Date Duration Example

Regardless of when an Employee completes the Task components for Comply with CPR, the Task is set to expire on a
set date. The following variables were used for this situation:

# Knowledge and Capability completed: March 1, 2004
4 Fixed Date Duration: January 1, 2004; January 1, 2007; January 1, 2010

At this point, two different options can be set. The SME may wish for the Task components to elapse on this date,
and not allow requalification to occur before (likely because new information is to be implemented on this date).
Conversely, the SME may wish for the Employee to be able to complete the Task components in a short time period
before they elapse - resulting in qualification for the following period. If you wish for the first case to occur, you must
set the Allow Re-qualification within ___ days of expiry to 0. If you wish for the second case to occur, you must set the
number of days in this dialog.

Please note: the warning period for a Task that has a fixed date duration is set in the Duration
Setting dialog, and has nothing to do with the option in the Tools/ System Options dialog.
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Fixed Date Example (with no allowance for requalification)
N — N — NN}
Feb 28, 2004 March 1, 2004 Jan 1, 2007

Fixed Date Example (with 10 days allowance for requalification)
N O — N — N — ¥

Feb 28, 2004 March 1, 2004 Dec 21, 2006 to be completed
before Jan 1,
2007

Information about Number of Days vs Fixed Date durations

4 Tasks that are migrated from the 7 series containing durations will be Number of Days
durations

4 Tasks that were Practical Only with a duration will become Capability Only with a duration

& Tasks that were Knowledge Test Only with a duration will become Knowledge Only with a
duration

# Tasks that contained both components with a single duration will become Knowledge and
Capability, both with durations (this is due to the fact that the 7 series of TRACCESS only
had one duration - that applied to both components). If only one component requires a
duration in TRACCESS ClI, one of the durations will have to be removed. Conversely, if
you would like to change the duration setting of one of the components, it will also have to
be done manually.

# Warning period for expiry of Tasks is found in different places

& Number of Days Duration warning - this is set in the System Options, and is a global
number for all of these types of durations

& Fixed Date Duration warning - this is set in the Duration Settings dialog, and can be a
different value for each Task Component (including zero, which acts as a way to ensure
that the Task component always expires)

& Scheduling of training may be simplified using the Fixed Date durations - when using the
Number of Days durations, Employees will have to requalify on their Tasks at different times.
However, the Fixed Date Durations force Employees to have to requalify all at the same time.
SMEs/ Supervisors/ Managers could attempt to coordinate schedules, in order to stagger the
training that is to be received at different times throughout the year.

TRACCESS Reports

Although being able to track information is important, the ability to report on that tracked information is the single
biggest need of our clients. The reports introduced in TRACCESS CI (8.2) are the direct result of customer feedback
on how our reporting capability could be improved. However, knowing the new reports is good, but having all of the
reports together is better. The following is an explanation of all of the reports available in TRACCESS CIl. The New
reports are marked in the margin.
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Within TRACCESS, several types of reports are available in the Report Manager tree.

The ability to access these reports is dependant on your employee role, and what you are able to report on is
dependant on where you are assigned in the system.

Employees with a Learner role have access to the My Job tree, and the following reports:

& Self Qualification Report - the Learner is able to generate a report on their own learning
progress. It is the same as a Qualification Report, with the exception that it is reporting on a
single person.

MEN ® Self Qualification (Compact) Report - this is the same information as in the Qualification
Report (Compact), with the exception that it is reporting on a single person.

Please note: The main difference between the Qualification and Self Qualification reports is
that the Self Qualification Reports are for Learners, and the Qualification Reports are for
Supervisors reporting on Learners. The rest of the information is essentially the same.

Also, the Self Qualification Reports are the only reports that a System Owner does not have
access to. Since they do not have access to a My Job, they do not have any personal
learning to report on.

Employees with a Supervisor, Reporter, Operational Administrator or System Owner role have access to the
Organization Manager, and the following reports:

& Organization Report - this report is to obtain profile information on the employees within
the system. If a Supervisor or Operational Administrator would like to know the names of all
the Learners/ Management in their Organization Units, this would be the report to generate.

& Qualification Report - otherwise known as the 'anything and everything' status report. This
report allows you to select the learning, employees, knowledge/capability/both, learning for
specific dates, learning for specific Tasks statuses, and more.

NEW 4 Qualification (Compact) Report - rather than reporting on Task components, as with the
Qualification Report, this report focuses on a rolled-up Task status. As a result, the exact
same parameters run in the Qualification and Qualification (Compact) reports differed in size
by 91 pages to 36 pages respectively, since the individual components are not shown in the
Qualification (Compact) Report. The largest change can be seen in the summary sections.

MEW # Requalification Report - for those people who are responsible for scheduling training, this is
the report for you. This report concentrates on Employee's whose Tasks are either about to
elapse or elapsed.

# Summary Report - rather than showing all of the detail of the Qualification Report, this
report shows the percent completion of an entire process by each employee. Please note:
Someone who has completed all of their Knowledge Assessments, but who has not been
signed off on Capability Assessments will appear as having 0% complete on this report.

NEW & Task Completion Report - this report shows whether a Task Component is completed and is
presented in a compact, grid format. This report will display Complete or Incomplete, but will
not display dates.

& Task Summary Report - if you want to report on the completion of a Task, but do not know
where that Task appears in the system, select this report. It allows you to select the Task
(regardless of where it is assigned), and then select the Organization Units of Employees to
report on. You then have the option to report on those who have completed the Task, or those
who haven't.
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Employees with an Operational Administrator, Reporter, or System Owner role have access to the following additional
report. (By default, the Reporter role does not have access to this report, but can be given this right within the Role
Permission Set Editor).

& Activity Report - allows the Operational Administrator to report on system usage. Generally,
the activities reported on here are when the database is read, or an action is initiated - but not
when a database object is modified. For example, successful logins to the system are recorded
here - renaming a Task is recorded in the Data Change report.

Employees with an Operational Administrator or System Owner role have access to the following additional reports.
(By default, the Operational Administrator role does not have access to these reports, but can be given this right
within the Role Permission Set Editor).

MNE W 4 Data Change History Report - modifications to the main TRACCESS objects are reported
here. These objects include: Organization Units, Employees, Process Sets, Processes, Sub
Processes, Tasks and Tasks with Levels.

MEW 4 Export Report - this report is reserved for specific functionality. Its purpose is to aid in
transferring summarized learning from TRACCESS to an Enterprise Resource Planning (ERP)
Software program.

Each report type has two main steps:

1. Create a report template - this sets the report criteria or options. A template will appear
below the report type in the tree. (Once the template has been created, you also have the
option to edit the selections made).

2. Generate the report - runs the report template, and creates a report instance in the Generated

Reports box. This step can be completed immediately after the template is created, or at any
time in the future.

General Information on Generated Reports

As indicated above, for each report you must first create a report template. Once this has been completed, you can
generate the report results. This is done by accessing the Generate Report dialog.

Generate Report dialog

Generate Report

Title 21 Activity

Suititle [4an 1, 2007 to present

Deseription [Jan 1, 2007 to present

Layout |8 1rzx1 -

| Generate || Cancel || Help |

In most cases (with exception to the Export Report), the Generate Report dialog contains the same fields:

& Title - Before generating a report, you must provide a name for the report. The Title field is
populated with the name of the Report Template. The Report Template name and the
Generated Report name can be the same - or you can choose to enter a different name.

Please note: Indicating the Report Type in your Generated Report Title is unnecessary. All
Generated Reports will be listed under their corresponding Report Type in the Report
Manager and the My Reports dialog.

Also, you cannot leave the Title field blank. The program will not allow you to generate the
report without a Title.
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# Sub Title - text in this field will appear in the Header of the generated report, below the
Report Type - Report Title line. Other than this location, this information will not be seen in
the context view of the Report Manager (see Description). This field can be left blank if you
wish. Below is an example of what would be seen in an Activity Report, using the information
provided in the Generate Report graphic above.

am 11G Sysiems _Acmw Report - All Activity LﬁzTRACCESS cl

an 1, 2

# Description - text in this field will appear in the context view of the report manager, when
the report template is selected in the tree view.

[] TRACCESS €1

File  Edit “iew Orgsnization  Supervizion Process Tools  Bookmarks  Help

Organization Manager

& Ces
Process Manager = Al Acthlty
Report Manager Type  Activity
=[5 Activity Author System, Gwner Shared t4ith
i

+ j Compact Qualification
+- ] Data Change History
j Export

j Organization

3 auaiification ‘ Add! Remove Employees
j Requalification
1 summary

j Task Completion Genersted Reports
+ ] Task Summary

] [

Title Date Genersted Genersted By | Description
UAI\ Activity 82702007 208 PM System, Owner| between Jan 1, 2007 to present

Properties

Date Last Ger 8i27/2007 2:09:00 PM ;‘
El Report Template

Description
Hame All Activity = | H i H : —— |

Description
Description of this report template |

Edit | ‘ Generate || Help ‘

Contrary to the Subtitle, the Description can be changed after the report has been generated.
To do so, right-click on the generated report in the context view, and select Edit.

Edit the report's description

:aetween Jan 1, 2007 to present

| oK H Cancel || Help |

& Layout - What is set for the currently-logged in Employee will determine which paper type
layout will default as shown first. For example, anyone who has "Letter" as their preferred
paper type will get the "8 1/2x11" formatted reports. Anyone who has "A4" as their preferred
paper type will get the "A4" formatted reports. The preferred paper type setting can be
viewed in an Employee's Properties. The default setting is Letter, however if you reside in an
area that uses A4 paper, you can change the default (Tools/ Object Definitions/
Employee/ Preferred Paper Type) so that you will not need to reset this option for each
Employee that is entered into the system.
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Please note: Changing the default setting will affect each new employee that is entered
into the system. All existing employees' properties will have to be changed manually

Generated Report Custom Graphic
By default, the graphic that appears in the top left corner of all reports is a TTG Systems graphic.

However, using the Modify Image Lists function (Tools/ Language/ Modify Image Lists/ General Images tab),
this image can be changed to an image that better suits your company (i.e., a company logo). For example:

UFE

Since the image must be 191x41 pixels in size, and the background of the header is black, if your logo does not fit
these dimensions, simply add black to make up the size (as shown above).

Generated Report Footer

‘ 7102007 11:52:23 GMT -08:00 C- Complete A -Aboutto Elapse |- Incomplete E-Elapsed R-Revised MNA - Not Applicable Generated By System, Cwner

Bidiyyyy D Process |:| Employse I:l Crganization Page 10of 3

The report footers are made up of 3 sections of information:
& Date/ Time — the bottom line indicates the format of the date that appears above it.
# Legend — this is made up of 0, 1, or 2 lines, depending on the report
# Report Status Letters
@ Colors indicating summary type
& Generated By/ Pages

% Lists the name of the employee who generated the report and is displayed as Last Name,
First Name

4 Displays Page x of x
Activity Report

The Activity Report allows the Operational Administrator or System Owner to report on system usage. Generally, the
activities reported include when the database is read, or an action is initiated - but not when a database object is
modified. For example, successful logins to the system are recorded here - renaming a Task is recorded in the Data
Change report.

A generated Activity Report appears as follows:
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a
N AL 5 5 M #i- BusinessObjects
Main Report

1] G S 1. Activity Report - All Activity
2= TTG Systems i
I nJan
Date/ Time Activity Employee Hame Employee D Identity Host Details
8/20/2007 4:01:20 PM Session Logout Lippiatt-Long, Mike milang 182168100110 SessionTime
00:00:41
B/20/2007 4:00:39 PM Successful Logn Lippiatt-Long, Mike millang 182168100110
BM32007 1:09:24 PM Session Logout Lippiatt-Long, Mike milang 192168100410 SessionTime
000015
81372007 1:09:08 PM Successful Logn Lipgiatt-Long, Mike millang 182168100110
Systemn, Owner
B/27/2007 120916 PM Export Summatized System, Owner systemowner 182165100101 LogFilePath
Learning Records F:#8_sitesiDocumentationEngine ik
INIMPEX tsyatemowner_1'ExportLo
gsWOHS Export log
B/27i2007 12:05:11 PM Successful Login System, Owner systemowner 192168100101
B8M 32007 1:0%:05 PM Session Logout System, Owner systemowner 192168100110 SessionTime
000241
BM 32007 1:06:24 PM Successful Login System, Owner systemowner 192168100110
8M3£2007 1:06:23 PM Session Logout System, Owner systemanner SessionTime
01:03:45
8M372007 12:02:40 PM Successful Logn System, Owner systemowrer 182166100110
B/ 302007 2:00:14 PM Session Logout System, Owner systemomnrer 182166100110 SessionTime
000214
8/ 3r2007 1:58:00 PM Successful Logn System, Owner systemowrer 182168100110
7192007 20507 PM Session Logout System, Owner systemomnrer 182166100110 SessionTime
00:00:57
7192007 20410 PM Successful Logn System, Owner systemovwrer 182168100110
BI27/2007 2:08:55 PM GhT -05:00 Generated By System, Owner
Midheyyy himm:sstt Pege Sof 5
Current Page No.: 5 Total Page Mo.: 5 Zoam Factor: 100%

The following columns are displayed in the Activity Report:
* Date/ Time
% Activity - this can include any of the Activities selected in the Activity Report
& Employee Name - displays Last Name, First Name
* Employee ID

% ldentity - is the domain identity that the webserver received as authentication. The
TRACCESS application forces the use of the ID of the currently-logged in Employee.
This field is particularly useful if an Employee is logging in from somewhere other than within
the network. Otherwise, if your Employees are always logging into TRACCESS from within
your network, this field will always be blank.

& Host — the Internet Protocol (IP) address of the system running the client that generated the
activity. This IP address is the TCP IP address that the webserver sees when it received the
request. This may be the client machine, a Router, a Proxy, or a spoof.

Page 10 of 30

TTG Systems Incorporated Suite 200,12310-105 Avenue * Edmonton, Alberta « Canada T5N0Y4 Toll free: 1.800.762.1355

Web site: www.ttg-inc.com Email: info@ttg-inc.com + sales@ttg-inc.com + support@ttg-inc.com el: 780.462.6365 + Fax: 780.450.0186




an [1G Systems

The Competency Intelligence Leader

A page such as the following is designed to return what this webserver sees as your IP
address.

http://whatismyipaddress.com/

& Details - depending on the Activity, this field provides more specific information.

For example:
If the Activity is Open Resource, this field displays the Resource Name.

If the Activity is Session Logout, this field displays the amount of time that you were
logged in.

Data Change History Report

The Data Change History Report displays modifications to the main TRACCESS objects. These objects include:
Organization Units, Employees, Process Sets, Processes, Sub Processes, Tasks and Tasks with Levels. A detailed list
of the information that is captured for each object is provided on the Interpret Data Change History page.

Examples of uses of this report are:

# For Subject Matter Experts- to provide a "timeline" for the development of an object -
specifically Tasks. This report will show who initially created a Task, what the original name
was, when Knowledge and/ or Capability components were added, etc. When several SMEs
are using the database, some Tasks may be repurposed by someone other than the creator of
the Task, and you may wish to track these changes in order to establish a "protocol or
procedure" for creating your learning.

# For Supervisors - to show when particular changes were made to Employee profile
information, and by whom.

4 For Operational Administrators - to view the changes made for both Organization Units
and Employees.

Since this report does not filter the objects that a particular SME, Supervisor or Operational Administrator has access
to, this is reserved as a System Owner Report. If any of the above Roles require information from this report, they
can make a request of the System Owner to generate the report. It is the System Owner's responsibility to "weed
out"” the information that is not required by that individual.

Please note: This report is new to TRACCESS CI (8.2). Because of this, any object that existed in the database prior
to using this version will not have its Data Change History information tracked. Attempting to generate report results
as soon as you upgrade to TRACCESS CI (8.2) will result in a report that contains no data.
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@ S| [N Mo A - BusinessOblects
Main Report
—~ 'ITG systems Data (Fhan_qe History Rgport Task Changes g TRACCESS CI
=
Organized by Object
Date/ Time: Ei Hame E D E Humber  Action Description
Task
Comply with Confined Space Awareness
312007 System, Crvner SystemonTey 1 Update The property value 'Has Knowledoe Component' has changed from'™No'to 'Ves'.
1021 4840
80312007 System, Owvner systemowrer 1 Update The property value 'Has Capahbility Component’ has changed from Mo'to "es'.
100210440
i3 2007 System, Crvner SystemonTer 1 Update: The property value ‘Knowledge Duration Setting' hes changed from 'Mone' to 'Duration: 1095 days'
100181 440
3152007 System, Cruvner SystemonnTer 1 Update The property value 'Capabilty Duration Setting' has changed from Mone'to ‘Durstion: 1095 days'.
10175940
a3 42007 System, Owvner systemowmer 1 Update The property value 'Mame' has changed from 'Task 340' {o'Comply with Confined Space
10169540 Awvareness2' for language English.
3152007 System, Ovvner systemowrer 1 Updsate The property value 'Name' has changed from MULL to 'Task 340° for language English.
101634480
87312007 System, Crhvner systemomTer 1 Update: The property value 'Capabilty Duration Setting' has changed from MULL to 'Mone'
1016 33AM
312007 System, Cruvner SystemonTey 1 Update: The property value ‘Knowledge Durstion Setting' has changed from MULL to 'Mone'.
1016 338M
80312007 System, Owvrer systemowmer 1 Update The property value 'Task Notes' has changed.
10163340
312007 System, Cruvner SystemonTey 1 Update: The property value 'Has Capahbiity Component' has changed from MULL to o',
101 B 33AM
8312007 System, Owner Sy stemowTer 1 Updste The property value ‘Has Knowledge Component' has changed from MULL to ‘Mo’
1016 33480
80312007 System, Cwvner systemowvmer 1 Create The ohject wascreated
843172007 10:24:07AM Generated By System, Owner
Midhyyyy hommess it Page 1 of 4
Current Page No.: 1 Total Page No.: 4 Zoom Fackor: 100%

In TRACCESS CI (8.2), the types of modifications that are tracked are shown in the tables below.
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TTG Systems Incorporated

Web site: www.ttg-inc.com

Suite 200, 12310-105 Avenue = Edmonton, Alberta = Canada T5N0Y4

ttg-inc.com - sales@ttg-inc.com + support@ttg-inc.com

Organization Unit Employee Process Set
Cbject Creation ’ Cbject Creation ’ Cbject Creation ’
Property Changes ¥ Property Changes ¥ Property Changes ¥
Delets ’ Delets ’ Delets ’
Cbject Movement ¥ Archive ¥ Object Movernent ¥
archive T8y Purge v Archive T8y
Purge [F: Restore ¥ Purge [F:
Restore [ Object Movernent [ Restore [
UMDO - Delete o UMDO - Deleta [ UMDO - Delete o
UMDO - Property Change ¥ UMDO - Property Change ¥ UMDO - Property Change ¥
UMDO - Create i UMDO - Create i UMDO - Create i
UMD - Mowve ¥ UNDO - Move [ UMD - Mowve ¥
REDC - Delete ’ REDO - Delete R REDD - Delete ’
REDO - Property Change v REDO - Property Change v REDO - Property Change v
REDOQ - Create o REDOQ - Create o REDOQ - Create '
REDC - Move . REDOC - Maove [F: REDC - Move .
Process Sub Process

Cbject Creation v Object Creation v

Property Changes V Property Changes V

Delete ¢ Delete é

CObject Movement J CObject Movement J

archive R archive R

Purge R Purge R

Restore PR Restore PR

UMD - Delete ¢ UMD - Delete ¢

UMDO - Property Change v UMDO - Property Change v

URDO - Create ¥ URDO - Create ¥

UNDG - Move ¥ UNDG - Move ¢

REDO - Delete ¢ REDO - Delete é

REDO - Property Change J REDO - Property Change J

REDC - Create ¥ REDC - Create ¥

REDCC - Mave i REDCC - Mave ¢

Task/ Competence Level Task with Levels

Cbject Creation v Cbject Creation v

Property Changes v Property Changes v

Celets ¥ Celets ¥

archive v archive -‘

Purge ¥ Purge ¢

Restore ¥ Restore ¥

Ohject Movernent R Object Movernent R

UMDO - Deleta R UMDO - Deleta R

UMDO - Property Change y UMDO - Property Change y

UMDO - Create ¥ UMDO - Create ¥

UMD - Mowe PR UMD - Mave PR

REDO - Delete T/ REDC - Delete T/

REDC - Property Change ¥ RED - Property Change ¥

REDC - Create ¥ REDC - Create ¢

REDD - Move R REDD - Move R
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Export Report

The Export Report is to aid in transferring summarized learning from TRACCESS to an Enterprise Resource Planning
(ERP) Software program.

Learning records within TRACCESS are held at a Task level that is not required in an ERP. That information can be
summarized and exported for import into the ERP system.

Records are summarized based on "Export Categories”. All of the Tasks within the Export Category must be complete
to display the Category as complete. If even a single Task is incomplete, the Category will be incomplete.

The export is a flat text file with the relevant information that has changed since the last export.
This text file will act as the log for the export.
In order to export summarized learning records, a few steps must be carried out:

# Create Task Export Categories

To export summarized Learning Records, Tasks must be organized into categories.
Categories can be as large or as small as desired. For example, you may wish to sort all
Sub Processes into Categories, or you may wish to sort all Processes into Categories. Keep
in mind that the Export returns only two states: Complete and Incomplete.

# Create an Export Report

Once Task Export Categories have been created, the export report simply involves selecting
which employees and export categories to report on.

Once the report has been generated, you can save the report in the form of a text (*.txt file). This text file can
subsequently be imported into your ERP or HRIS application.

When an export report is generated, the time of this action is recorded. You may notice in the above graphic, each
line of the report ends with a date (the date that the employee became complete or incomplete on a particular export
category). When a future export report is generated, there are a few things that can dictate from when the
information is generated.

& |n the Options page of the template wizard, there is a "Only include records that have changed
since the last export”. This option can be disabled to show all records.
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A = 1S R S e 3
4

: £ Cveryrite existing file {* Increment existing fle name

i) | [v Cnly include records that have changed since last export.

b L TRy T ———

& In the Properties section when the Export Report Template is selected in the tree, there is a
property called Date Last Generated. Clicking on the date in this field brings up a Calendar
dialog. If you would like to clear the date, the report will be generated the following time
using all of the status information for Export Categories.

[E] TRACCESS CI

File  Edit Views Organizetion  Supervision Process  Tools  Bookmarks  Help

Organization Manager
o
Process Manager o OHS EXpDr‘t

Report Manager

Type  Export

+ ] Acivity Author Ewanuk, Michels

+ 7] Compact Qualification

+ ] Data Change Histary

=] j Export
-

Shared With

4] j Organization
i j sl ton | Add/ Remove Employees
+- 7] Requalification
+ ] Summary

+1 ] Task Completion Generated Reparts
+ ] Task Summary

Tithe: Date Generated Genersted By | Description
HOHS Export 82772007 237 PM System Owner  to be imported into ERP

Properties

Date Last Generated S2T2007 23753 PM j
E Report Template

Description | | | = | ‘ = |
Mame ©HS Export E- =

Description |

i . Edit | ‘ Generate | | Help ‘
Description of this report template

If either of these remain unchanged (the above option "Only include records that have changed since the last export"
remains enabled, and the Date Last Generated is not cleared), the following Export report will only show information
that has changed since the last export.

Organization Report

The Organization Report could also be thought of as a Roster Report or a Personnel Report. This is the only report
that does not display Employee Task Statuses, but displays the personal properties of an Employee.

Examples of uses of this report are:

# For Supervisors - to provide a list of the members of his Organization Unit, and their
information

# For TRACCESS Operational Administrators
4 to ensure that all required information has been entered for their personnel

& to check that the information that is entered for employees is valid - for example, since
the email functionality is important for TRACCESS CI to function properly, the
Administrator may wish to check if each employee has a valid email address. Also, if a
company has experienced a merger or take-over by another company, the email
addresses of some may have changed, and others have yet to change. This report will
display the current information without having to look at each person's properties.

If your purpose in creating an Organization Report is to display all Employees within a particular Organization Unit,
you will not need to create a filter. However, if you wish to show only employees from particular Organization Units
that fit particular criteria, you will need to create a report filter.
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For example, in the email example listed above, filters could be added to the Organization Report template. Without
adding a filter, you would select the Org Unit to report on, as well as enabling the email property. This would list all
employees of the Organization Unit. However, you could add any of the following filters to shorten your list of results:

& Employees whose Email Address Equals <blank>.

@ Employees whose Email Address contains <old company name=>.

=] Report - TRACCESS CI =]
= —
W & e P M1 fa4 @ i - BusinossObjects
Main Repart
Organization Report - UE - All
AllEm i85
Summary
Total Learners 137
Total Management 4
Total Employees 131
Organized by Organization Unit
Universal Enterprises
Agnew, Beatrice
Rales: Learner
Account Crested On 144172008 11:36 &AM
Account Status Active
CanChange Password Vs
Email Address bagnew@universal_enterprizes.com
Employee 1D bagresy
Employee Number
First Wame Beatrice
Irvalid Login Attemats a
Last Mame Agrew
Last Successful Logn
Maximum Reports Override a
Must Change Passward Mo
Passwaord Changed Date
Paszword Duration a
Preferred Paper Type Letter
Primary Process Unelefined
Barber, Thomas
Roles: Learner
Account Created On 1441172008 11:37 AM
Account Status Active
Can Change Passwoard Vs
Email Address tharber@universal_enterprisescom
Employee ID tharber
12772007 1:00:37 Ph GMT -06:00 Generated By System, Owner
iy bommesstt [ Organization Page 1 of G4
Current Page Mo.: 1 Total Page Mo.: 84 Zoom Fackor: 100%

The results of the Organization Report will change depending on the fields that were selected, and filters created, in
the Template Wizard.

Qualification Report

The Qualification Report, in simple terms could be known as the "anything and everything report”. All qualification
statuses for all Employees on all process information can be reported on.
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[=] Report - TRACCESS CI

—
e bW 29 M i BusinessObjects’
Main Report
L] G s Qualification Report - HSE - UE Learners AP,
== TTG Systems . fim e TRACCESS CI
n ! Al onln i L
Know| % of Total Capability. % of Total Combined Stahus % of Total
Assirnments Assigments e
Complete 142 27 4% 240 46.2% Complete 178 53.0%
About to Elapse 44 8.5% 28 5.4% Incomplete 158 47 .0%
Incamplete 14 27% 14 27% Total Assignments 336
Elapsed 136 28.2% 54 10.4% Total Unique Employees 29
Revized i} 0.0% i} 0.0% TotalUnique Tasks 336
Total Assignments 336 64.7% 336 64.7%
Organized by Organization
Knowledge Task Status
Date Status Date Status Date Elapse Status
Universal Enterprises
Agnew, Beatrice
Universal Enterprises'UE CorporateHSE
Universal EnterprisesWE Corporate \HSE\Confined Space
Comply with ConfinedSpace Awareness 94 052004 A 10082004 £ 10/8/2004 9M0/2007  Complete
Comply with Confined Space Ertry 9/ 072004 A 10/8/2004 c 100872004 91072007 Complete
Comply with Confined Space Rescue 91052004 & 1003/2004 ] 1008/2004 94 0/2007  Complete
Universal Enterprises\UE Corporate \ HSEfrst Aid
Comply with Standard First id 104252004 C 1001252004 c 10M12/2004  10A2£2007  Complete
Comply with Acdvanced First Aid 10/ 22004 [ 1001 272004 5 10M 202004 10202007 Complete
Comply with CPR 10M2/2004 C 1001272004 C 10122004 10A22007  Complete
Universal Enterprises\WE Corporate HSE\Chemical, Bi i and
Comply with Hazardous Storage Requirements 1 0/25/2004 % 11092004 c 11/9/2004 1042502007 Complete
Comply with Hazardous Exposure Response 10/25/2004 [ 1192004 C 11/9/2004  10025/2007  Complete
Universal Enterprises\WE Corporate HSE'Fire and Explosion
Comply with Fire snd Explosion &yvareness BI26/2004 E /172004 o /172004 -— Incomplete
Comply with Fire and Explosion Emergency Response BI2652004 E 9/1/2004 A 94172004 -— Incomplete:
Universal Enterprises\UE Corporate HSE\Personal Protective Equipment
Comply with General PPE Reguirements 11/9/2004 i 11192004 [ 11/9/2004 11/9/2007  Complete
Comply with PPE Maintenance and Repair 11/9/2004 % 11092004 c 11/9/2004 11/9/2007  Complete
Universal Enterprises\UE Corporate \ HSE\Noise bposure
Comply with Moise Exposure Cortrol 81172004 E B11/2004 E B8/11/2004 -— Incomplete.
Comply with Audiometric Testing Requirements M1 1/2004 E 80112004 E B8#M1/2004 -— Incomplete:
BI2772007 1:02:46 PM GMT -06:00 C-Complete A - Aboutto Elapse | -Incomplete E-Elapsed R - Revised NS - Not Applicable Generated By System, Owner
Midiyyyy bomm:ss tt [ Process [ Employves [ organization Page 1 of 29
Current Page Mo, 1 Total Page Ho.: 29 Zoom Factor: 100%:
Knowledge/ Capability/ Task Status
Knowledge Capability Task Status
Date Status Date Status Date Elapse Status
c . | -.- Incomplete
c - 1 — Incomplete
— I c = Incomplete
- I c Incomplete
o c - Complete
c | - Incomplete
R c = Incomplete
- I c Incomplete

Both components (Knowledge and Capability) contain two columns:

@ Date - The date formats are all represented the same way on a report. This format is
indicated in the bottom left section of the report footer.
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# Status - The status is represented by a letter, whose legend is found in the center section of
the report footer.

If a particular component is not chosen to be reported on (in the Options page), the date
will appear as --- and the status will be listed as N/A.

The Task Status contains three columns:
4 Date - same as above
& Elapse - is the date that the first component (Knowledge or Capability) will elapse.
# Status - is a roll-up of both components, and can be either Complete or Incomplete.
For example:

Knowledge = Complete, Capability = Incomplete, Task Status = Incomplete
Knowledge = Complete, Capability = Does not exist, Task Status = Complete
Knowledge = About to elapse, Capability = Complete, Task Status = Complete
Knowledge = Revised, Capability = Complete, Task Status = Incomplete
Knowledge = Revised, Capability = Incomplete, Task Status = Incomplete

Depending on how the report is organized, the detail lines will be listed in different orders.
& Organization Unit

(Organization Unit Mama)
Smith, Jane
Py M Py M Pr M ary Podi
Sub Process Mlame (First Asd)
Task Hame (Comply withi Standand Firs? Ad

Task Name (Comply with Advanced Firs? Aid)
Sub Process Name (Interpersonal Skilly)

Task Mafme (Conduct & Mesting)

Task Nane (Inbersct with Co-vVorkees)

4 Employee

Smith, Jane
Process Set Name\Process Set Name'\Process Name (Company Policies)
Sub Process Name (First Aid)
Task Mame (Comply with Standard First Aid)

Task Mame (Comply with Advanced First Aid)
Sub Process Name (Interpersonal Skills)

Task Mame (Conduct a Meeting)

Task Mame (Interact with Co-Waorkers)

% Process
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Process Set Name'\Process Set Name\Process NMame (Company Policies)
Sub Process Mame (First Aid)
Task Mame (Comply with Standard First Aid)
Smith, Jane
Smith, John
Task Mame (Comply with Advanced First Aid)
Smith, Jane
Smith, John
Sub Process Mame (Interpersonal Skills)
Task Hame (Conduct a Meeting)
Smith, Jane
Smith, John
Task Mame (Interact with Co-Workers)
Smith, Jane
Srnith, John

Task

Task Name (Comply with Advanced First Aid)
Smith, Jane
Smith, John

Task Name (Comply with Standard First Aid)
Smith, Jane
Smith, John

Task Name (Conduct a Meeting)
Smith, Jane
Smith, John

Task Name (Interact with Co-Workers)
Smith, Jane
Smith, John

Objects appearing in Detail Lines

Organization Unit Structure and Name

The entire Organization structure above the selected Organization Unit is listed, separated by forward slashes

.

If you are a reporter who only has access to an Organization Unit named Operators, but
this Organization Unit is nested within other Organization Units, the first line will not show
Operators, it will show Organization Unit/ Organization Unit/ Organization Unit/ Operators.
This was designed to distinguish between Organization Units with the same name. There
may be two groups called Operators and therefore the two reports on these separate
groups may appear as follows:

<Your Company Name>/Operations/Shift A/Operators
<Your Company Name=>/Operations/Shift B/Operators

Employee Name
The name is listed as Last Name, First Name
Process Structure and Name

The entire Process structure above the selected Process is listed, separated by forward
slashes (/). This includes all of the Process Set Names, ending with the Process Name.

Sub Process Name

Task Name

Qualification (Compact) Report
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The Qualification (Compact) Report concentrates on a Task as a whole, rather than its components. With less
information to be presented (i.e., the statuses of the components and the elapse date for the Task), the report
information was able to fit in a portrait layout as opposed to a landscape layout, allowing more lines to a page,
resulting in less pages.

[E]Report - TRACCESS CI

1 e M - BusinessObjects

Report - UE - HSE

'RACCESS CI
n Unit
Summany
Complee Fpoutto Bapse Incomples Hapsed Rewised Total Complete @)
178 e} 158 14 o 236 530%
Organized by Organization
Fnowedge Capabiltty Task Status

e Complatin

Universal Enterprises

|Agnew, Beatrice
Uriversal EnterprizesWE CoporatetHse
Uriiversal Enterprises\UE Corpora@HSBCorfined Space

Comply with Confined $pace Aimeness 104004 1078004 A Complas
Camphy with Confined Spase Eniry 21073004 10/8.£1004 A Completz
Complywith Confined $pace Rescue Ar10/3004 10/842004 A Complatz
Universal Erterprises\UE CorporeiHSEFrst Sd
Comphy with Standard Fir 4 1071272004 01RO 5 Complas
Complywith Advanoed Frst Ad 1071272004 02RO I Complas
Complywth GPR 104127204 1012704 c Complas
Universal Ertterpri ses\UE Corporate\HSEVCherni od, Bioiogel, and Hazerdous Substrces
Comphy with Hazardous Starage Requiements 1072505004 182004 e Completz
Comphy with Hazardous Exposure Fespornse 1072505004 1184004 5 Complatz
Universal EnterprisesiUE CorporasHSEFre v Explosion
Comphy with Fire and Explosion Aamness 26,204 2172004 E Incomplate
Comphy with Fire and Explosion Emergency Resporss /26,204 2172004 E Incomplate
Universal ErterprisesiUE CorporateiHSE\Perscral Protecive Eopiprent
Comphy with General PP E Requirmets 1004 144004 C Complaz
Comphywith PP E Mairtenanceand Repair 1197004 184004 I Complaz
Universal Erterpries\UE Corpora@HSENriss Expoare
Comphy with Noise Exposure Conrl 113004 211,004 E Incomplate
Comphywith #udiometric Testing Reqemens 113004 21100 E Incomplae
|Process Summary - Universal Enterprises\E Corporate HSE
Complae Aboutto Bapsa | Incomplee Hapsed Rewissd ‘ Total Complete 3|
10 3 4 4 i 14 4%

Employee Summary - Agnew, Beatrice
Complas #poutto Bapse Incomplde Bapsed Revisad Total Complete @)
10 3 4 4 o 14 T1.4%

|Barber, Thomas |
Universal ErterprizesE CopordsHaE
Ui versal ErterprizesylE Corport=HSRCorfined Spone

Comphywith Confined Space Augeness Q14004 91004 A Complatz
Comphywith Confined Space By A14/004 971004 A Complatz
Comphywith Confined Spac: Resoue Q14004 971004 A Complatz
Universal Enterprises\UE CorporaeHSERrst Ad
Comply with $tandard First 4d 10/18/204 101272004 c Complas
Comphy with Advanced Frst Ad 10/16/2004 101272004 c Complas
Comphy wih CPR 10/16/204 101272004 c Complae
Universal Enterprises\UE CorporatetH SE\Cherni cdl, Biologiedl, and Hazardous Subehances
Comphywith Hazardous Storage Requiemerts 10729/204 10F25FEH T Complate
Comphy with Hazardous Exposure Resperse 10/28/204 105254204 c Complets
Uriiversal Enterprisesil)E Corpora=/HSEFire and Bxplosion
Complywith Fire and Explosion Auarness SH7/004 301304 E Incomple
Comphywith Fire and Explosion Bmergency Fesgnee AT 313204 E Incomplee
Unii versal Enterprises\UE Corporate’HSEVPersondl Probecive Bquiprmert
B2TARE00712:07:22 PMGMTEN Complete A AbouttoElapse |-Incomplete E- Hapsed R- Rewised N/A- Mot Applicable Page 1of 14
MfdAny hmmess [ Process [ Emplayes [ organizaticn Generated By Systam, Ourer
(Current Page MNo.: 1 Total Page Mo.: 14 Zoom Factor: Whale Page

The Qualification Report has long been known to be the most useful, and most widely used, report. However, with all
of its summaries, it is also one of the largest reports to generate (in number of pages).

Another difference between the Qualification and Qualification (Compact) Reports is seen in its summaries. Compared
to a regular Qualification Report, with each summary section taking up 10 lines of space on a page, the Qualification
(Compact) Report summaries have been reduced to 3 lines each. The end result of this compaction is that a report
that is normally comprised of 29 pages (Qualification Report) becomes 14 pages (Qualification - Compact Report).
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Detail Lines
Knowledge Capability Task Status
Status Completion
Universal Enterprises
[Agnew, Beatrice
Universal Enterprises'UE Corporate HSE

Universal Enterprises\UE Corporate \HSE\Confined Space
Comply with Confined Space Aveareness /M 072004 10582004 & Complete
Comply with Confined Space Ertry M 072004 10/8/2004 & Complete
Comply with Confined Space Rescue M 072004 1052004 o Complete

Universal Enterprises\UE Corporate\HSEfrst Aid
Comply with Standard First Aid 104 252004 1001 22004 [ Complete
Comply with &dvanced First Aid 104 2/2004 10/ 242004 [ Complste
Comply with CPR A10M2/2004 100122004 &} Complete

Universal Enterprises\UE Corporate'HSE\Chemical, Biological,and
Comply with Hazardaus Storage Requirements 1072572004 11352004 c Complete
Comply with Hazardous Exposure Response 10/25/2004 1182004 C Complete

Universal Enterprises\WE Corporate\HSEFire and Bxplosion
Comply with Fire and Explosion Awareness G/26/2004 9¢1/2004 E Incomplete:
Comply with Fire and Explosion Emergency Response BI26/2004 9/1/2004 E Incomplete:

If the Knowledge/ Capability components have been completed, their respective columns will indicate the date of
completion. However, what appears in the Task Status columns warrant explanation.

4 Completion - this can be either Complete or Incomplete.
& Status - this follows an order of precedence

# | (Incomplete) - Either half of the task is incomplete without having elapsed or been
revised

4 E (Elapsed) - At least one half of the task has elapsed and the other half is complete,
revised, non-existent or also elapsed

4 R (Revised) - At least one half of the task is revised and the other half is complete, non-
existent, or also revised

4 A (About to Elapse) - At least one half of the task is about to elapse and the rest of the
task is complete, non-existent, or also about to elapse

& C (Complete) - The entire task is complete without either half being about to elapse

Totals Summary

Summary
Complete About to Elapse Incomplete Elapszed Revised Tota Complete (%)
178 38 158 144 1} 336 53.0%

The summaries for the compact layout include the following data:
4 Complete — The number of complete tasks
& Incomplete — The number of incomplete tasks

# About to Elapse — The number of tasks that were given a status of About to Elapse according
to the rules of status precedence.

# Elapsed — The number of tasks that were given a status of Elapsed according to the rules of
status precedence.

4 Revised — The number of tasks that were given a status of Revised according to the rules of
status precedence.

4 Total — The total number of tasks being reported on.

& Complete (20) — the percentage of complete tasks out of the total number of tasks.
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The following screen capture is an example of the same Total Summary that would appear in the Qualification Report
when using the same information to generate results.

Summary
Knowledge % of Total Capability % of Total Combined Stars % of Total
Assigments Assigments Assignments

Complete 142 27.4% 240 46.2% Complete 178 53.0%
Ahout to Elapse 44 8.5% 28 5.4% Incaomplete: 158 47 0%
Incomplete 14 27% 14 27% Total Assignments 336
Elapsed 138 26.2% 54 10.4% Total Unique Employees: 24
Revised o 0.0% o 0.0% Total Unique Tasks 336
Total Assignments 336 64.7% 336 64.T%

Requalification Report

The main purpose of a Requalification Report is to obtain information on which Tasks are going to reach a status of
About to Elapse or Elapsed by a certain date. This would likely be used by Training Coordinators as a tool in the
planning of future courses.

TRACCESS CI
I ] i 8- BusinassObjects
‘ Main Report.
~
1] G s Requalification Report - HSE - UE Learners
== TTG Systems .
Mo ting Labels
Universal Enterprises
C K C K C K C K C K c K c K C
g4 5% |Ed |52 |E = = F 53 |§F |58 3 | 1 g5
Ea = o = =3 g8 E £ v g0 =% E R £ 0 B > 5 2R
2s 2g 25 25 H z 25 25 2E 2E R 2E g = g
22 (23 |28 >3 5% [53 |52 iz > 2 == e E g 22
1 S 0 =2 s 2 £ 5 g7 ] £ S ] = & 5 & Ex
E E E E ES ES EZ EE £ E E E &} o S
a [5] g 5] ek S@ i R [5] g 3 3 <
Laughin, Nathan 111 82007 E 111 82007 E 11212008 E 11212008 E 1272002007 | E |1 272002007 E 122002007 E 1172008
Hicholson Ernest 10/E2007 | 1072007 | 10/802007 [ 10/82007 [1 0252007 [11/2202007 [1 0:252007 |11 /222007 11041252007 [ 11/22007 [104 22007 | 1182007 104 22007 [ 112007 | 11/82007
Rodney 111 82007 E 111 82007 ] 1122008 = 1122008 E 1272002007 | E [1 272002007 E (122002007 E 1172006
verson, Wayne 2102010 [ 1/302010 | 21152010 [1/30:2010 | 36282010 | 362010 | 3282010 | 3M62010 | 3M52010 | 352010 [3A52010 | 332010 | 3152010 [ 3435200 | 4122010
i Andrew E E E E E E E E E E E E E E E
Moffkt, Termy 10/82007 10272007 | 10082007 | 10/22007 [10/282007 [114 62007 |10282007 |11/ 62007 [1 04 22007 | 11/32007 [10/ 22007 [11/32007 {106 22007 | 11432007 | 1192007
Emery, Rodney 10/8I2007 | 9HS/2007 | 10/82007 [ 9452007 (10252007 [10/262007 [1 0252007 [10/262007 [1 01 2/2007 [1 04 52007 [{ 041 2/2007 104 SI2007 104 22007 [104 52007 | 11/82007
Pernell, Robert 111 82007 E 111 82007 E 11212008 E 1122008 E 1272002007 | E |1 272002007 E 122002007 E 11712008
Gilbreath, Roy 10/E02007 | SME2007 | 10/802007 | 9462007 [1 0252007 [10£31/2007 [1 04252007 [10/31/2007 11041 252007 [1 04 82007 [1 04 22007 [104 82007 [ 04 22007 [104 §2007 | 1182007
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This report is unique in that it does not show page breaks the same way as the other reports. Rather than simply
scrolling down through a report, you may have to scroll both across and down this report. This is determined by the
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number of Org Units/ Employees are selected, and how many Tasks are selected for those Employees. In the above
example, only one Organization Unit was selected (containing 24 Employees), and 15 Tasks were selected (each
containing both Knowledge and Capability Components). Using a letter-sized report layout, the maximum number of
components that can be displayed across is approximately 15. Therefore, this report ends up being 2 pages wide.
Had this report comprised of more than one Organization Unit of the same approximate size (24x2), and the same
Tasks, this report would be 2 pages high by 2 pages wide.

Detail Lines
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> 2 > 2 > = > 8 = &
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Nicholson Ernest 0452007 | 10552007 | 10052007 | 10582007 (1052572007 [1
Rodney 1111872007 E 1141 82007 E 10722008
verson, Wayne 21172010 | 173002010 ) 211162010 [ 153062010 | 3282010
i Andrew E E E E E 2
Moffit, Temy 105872007 [ 100272007 [ 10482007 | 10022007 [1052552007 1{
Pernel Robert 11182007 E 114182007 E 1122005 l
Gilbreath, Roy 1045/2007 | 9ME2007 | 10082007 (94 &2007 [105252007 é
e e e L

Task Names/ Components

Along the top axis, the Task names and their components appear. The components that actually appear is
determined by three factors:

4 what is selected in the options page of the Template Wizard. If the Knowledge Only
component is selected, only the Knowledge will appear, regardless of if the Task contains a
Capability or not.

Select Requalification Report options:

Page 3o0f 3

Report On
 Hnowledge Only (" Capahility Only + Both

End Date [12/31/2007 11:53:59 PM Date...

Learning

Options

& whether or not the Task contains the component at all. For example, if the Both option is
selected, as in the above graphic, and the Task does not contain one of the components, only
one component will appear for that Task.

& whether the Task component contains a duration - Those Tasks that contain a particular
component but that do not contain a duration will not appear in the Requalification Report.
Seeing as the main purpose of this report is requalification status, and seeing as a Task
component without a duration never requires requalification, it would be deemed as useless
information.

Legend for grid

& Date appearing in Orange - The report was generated based on an End Date in the future.
This qualification is not currently elapsed, but will be by the End Date specified.

# Date appearing in White - This qualification is considered complete, and will elapse on the
date listed which occurs in the future (but further in the future than the specified End Date)

# E - Elapsed - This qualification for this Task Component is already elapsed.

4 | - Incomplete - There is no qualification date for this Task Component.
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Possible Outcomes

Contrary to the majority of the other reports, the Layout for the Requalification Report is not determined when
creating the Report Template. Rather, it is selected in the Generate Report dialog, in the Layout field.

# Labels on every page - This format should be selected if you wish to export your results to
an Adobe Acrobat PDF format. In this case, the names of the Employees are repeated on
subsequent pages, making the document easier to understand and read.
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(Current Page No.: L Total Page Mo.: 2 Zoom Fackor: 100%:

4 Labels on first page only - This format should be selected if you wish to export your results
to a Microsoft Excel spreadsheet format. In this case, the names of the Employees are not
repeated on subsequent pages, making the document easier to manipulate, without having to
remove an extra column of information.
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Summary Report

The Summary Report shows the percent completion of an entire process by each employee. It is further divided into
High Priority and Normal Priority Task completion.
appear as 0 Tasks, 0 Complete for a percentage of 100%.

Please note: Someone who has completed all of their Knowledge Assessments, but who has not

been signed off on Capability Assessments will appear as having 0% complete on this report.

Examples of uses of this report are:

& For Supervisors/ Administrators - to provide a quick "summary" of the completion of Processes
by Employees, to be given to Management.
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Task Completion Report

The Task Completion Report is a quick way to display whether or not an Employee is complete or incomplete on a
Task - without all the summaries and dates. Completing this report first allows for a quick check on Employee-Task
status, which could then be followed up by specific investigations using the Qualification Report.

As with the Requalification Report, this report can become both wide and high. The report allows for 10 Tasks to be
shown on a single, letter-sized page. If more than 10 Tasks are to be reported on, the report will become more than
a single page wide. Also, this report shows 24 Employees in a single Organization Unit. If more than one
Organization Unit, with a similar number of Employees was selected in the Report Template, the report would become
a minimum of 2 pages wide by 2 pages high.
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Possible Outcomes

As with the Requalification Report, the Layout for the Task Completion Report is not determined when creating the
Report Template. Rather, it is selected in the Generate Report dialog, in the Layout field.

4 Labels on every page - This format should be selected if you wish to export your results to
an Adobe Acrobat PDF format. In this case, the names of the Employees are repeated on
subsequent pages, making the document easier to understand and read.
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Label on first page only - This format should be selected if you wish to export your results
to a Microsoft Excel spreadsheet format. In this case, the names of the Employees are not

repeated on subsequent pages, making the document easier to manipulate, without having to
remove an extra column of information.
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Task Summary Report

The Task Summary Report allows you to select a Task (regardless of where it is assigned or where it appears in the
system), and then select the Organization Units of Employees to report on. You also have the option to report on
those who have completed the Task, or those who haven't.

Please note: the system does check to see if the selected Employee has access to the selected
Task through one of their Organization Unit assignments. If a particular Employee had access to a
Task in the past, had completed it, but was subsequently moved to different Organization Unit
assignments without access to the Task, this employee will never show up on a “Complete” Task
Summary Report.

The Task Status column will only reflect Complete or Incomplete Tasks, not both. However it will provide further
information on type of complete or incomplete. For example, you may see:

# Selecting Complete will show the following possible states in the Task Status column:

4 Complete
& About to Elapse
# Selecting Incomplete will show the following possible states in the Task Status column:
% Incomplete
4 Elapsed

% Revised

Page 29 of 30

TTG Systems Incorporated Suite 200, 12310-105 Avenue = Edmonton, Alberta = Canada T5N0Y4 Toll free: 1.800.762.1355

Web site: www.ttg-inc.com Email: info@ttg-inc.com + sales@ttg-inc.com + support@ttg-inc.com el: 780.462.6365 + Fax: 780.450.0186




an [1G Systems

The Competency Intelligence Leader

—
e - L /8 i M- BusinassObjects
Main Report
[ G s Task Summary - HSE P
am T1 ysiems oL TRACCESS CI
1 | L
Report Summary
Tatal Unigue Employees: 24
Total Unigue Tasks: 336
Total Task Assignments: 336
Total Complete Task Assignments: 173
Total Incomplete Task Assignments: 161
Total Percent Complete: 521%
Organized By Task
Task Staus
Comply with Advanced First Aid
Agnew, Beatrice Complete
Barber, Thomas Complete
Campbell, Eugene Complete
Comfort, Donsld Complete
Dishman, Victor Complete
Emery, Rodney Complete
Frank, Benjamin Complete
Gilbreath, Roy Complete
Iverson, Wayne Complete
Kester, Russel Complete
Moffit, Terry Complete
Micholzon, Ernest Complete
Quach, Mike Complete
Rice, Joshua About to Elapse
Thartan, Keith About to Elapse
“fourt, Jimimy About to Elapse
Task Summary - Comply with Advanced First Aid
Total Employees: 24
# Complete 16
% Complete 67 %
Comply with Audiometric Testing Requirements
Comfort, Donsld About to Elapse
Dizhman, YVictor Complete
Frank, Benjamin Complete
Iverson,YWayne Complete
83172007 1:59:43 PM GhT -08:00 Generated By System, Owner
Wity bemimess t [ Task Page 1 of &

Current Page Mo, 1 Total Page Mo.: 8 Zoom Factor: 100%

Page 30 of 30

TTG Systems Incorporated 0,12310-105 Avenue * Edmonton, Alberta « Canada TSN OY4 Toll free: 1.800.7 55

Web site: www.ttg-inc.com Email: info@ttg-inc.com + sales@ttg-inc.com + support@ttg-inc.com el: 780.462.6365 + Fax: 780.450.0186




