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What’s New in TRACCESS CI (8.5)

At TTG Systems, we are continuously changing and updating our software to meet the needs of our clients. The main
features of TRACCESS CI (8.5) were incorporated to do just that.

Organization Unit and Learner Views are back! (aka Group/ User Views)

For those customers who have migrated from our previous functionality, the above statement makes sense. For those
whose first experience with TRACCESS is ClI, this is new and potentially life-changing (an attempt at injecting
excitement into a software document).

In previous versions, Administrators/ Supervisors had the ability to customize what an entire group, or an individual
user within a group, was able to see of the process that was assigned to them. This meant that even if an entire
group should see most of the tasks within a process, the process could be assigned, and subsequently specific tasks
could be hidden from their view. The same could be said for an individual user. These became known as Group and
User Views.
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= Learner/ Org Unit Views are based on Processes.
* Leamer Views and Org Unit Views are not related.
TRACC Ess CI (8 5) * When a Learer enters TRACCESS, the system will look to see
S they have a Learner View. If so, the Learner View will be displayed._
If there is no customized Crg Unit View, the entire assigned
Process will be displayed.
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LEARNER VIEW ORG UNIT VIEW

With the introduction of cascaded learning, the way that learning can be assigned changes what functionality is
required. Instead of assigning a large process to everyone, and making customizations afterwards, the goal of
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TRACCESS ClI is to remove common learning into a separate process, and assign it at the top. Tasks would only be
stored in Processes based on who requires this learning.

However, even with the introduction of cascaded learning, customers have let us know that there is still the need for
customizations to be made at the Organization Unit and Learner level at times — which led to the design of this

functionality in TRACCESS CI. Although the look of the program is different, the end result is the same.
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Where there has been a customization at the Organization Unit level, the ﬁ icon replaces the icon. Similarly,

| i ] |ll'
where there has been a customization at the Learner Level, the é‘-ﬁ or \E! replaces the or 'x:ll! (dependent
upon whether the customization is done on a regular process, or the Learner’s primary process).

TRACCESS CI combines the concepts of cascaded learning and organization unit views to allow these settings to be
quickly completed for related Organization Units. For example, if you do not wish for a particular Organization Unit to
have specific learning, whatever modifications are made to the Organization Unit View are cascaded to any child
Organization Units that stem from this parent.

Merge Employees and Tasks

During the course of the “life of the database”, several changes may occur. There may be TRACCESS Administrator
employee turnover, management turnover, legislation changes, course changes/ additions/ deletions, etc. that may all
affect the content and structure of the TRACCESS database. Regardless of cause, the result can be duplicate tasks
and duplicate employee profiles. Manually attempting to merge the two “like” objects inevitably results in a loss of
some kind of information and is prone to human error.

TRACCESS CI (8.5) introduces the merge employees and merge tasks functionality. Separately, these functions are
no simple endeavor.

Merge Employees keeps both profiles’:

# Bookmarks

Events

Group Assignment

Schedule/ Activities

Report Templates, Report Sharing
Task Ownership

Qualifications

SCORM Results

Set Qualification Dates

Import Learning Records

Capability Records (ASSESS - with Coaching Reports, Internal, External Form)
Knowledge Assessment Completion - and Saved Assessments

0 O O O O

Scanned Attachments

Merge Tasks keeps both objects’:

# Bookmarks

Events

Process Assignment (unless it is already in the same sub process)
Schedule/ Activities

Report Templates, Report Sharing

Task Ownership

Qualifications
o SCORM Results
o Set Qualification Dates (Manual)
o Import Learning Records (Manual)
o Capability Records (ASSESS - with Coaching Reports, Internal, External Form)
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o Knowledge Assessment Completion - and Saved Assessments
o Scanned Attachments

The most important thing to consider when merging employees and tasks is, “Which object will remain, and which
object will be deleted?” In order to answer this question, and in order to distinguish the difference between the two
objects, a very simple scenario is introduced: Big Fish/ Little Fish. Which one wins? The answer is obvious — the big
fish always wins. The big fish and little fish are then compared to objects in TRACCESS: a persistent object and a

transient object.

Little Fish = Big Fish =
Transient Object Persistent Object

This is some of the only functionality in the software that once done cannot be undone. You must be sure that you
are picking the correct object to be the transient employee or task, and the correct object to be the persistent

employee or task.

With the fish added as a watermark on the dialogs, the merge dialogs appear as follows:

Merge Tasks Merge Employees
Select the transient task of the merge. This task will he Select the persistert task of the merge. Select the transient employes of the merge. This Select the persistent employee of the merge
deleted after the merge Employes will be delsted atter the merge

COR First Aid Training Gonzales, Eduardo
Properties Properties Properties Properties

B Task B Task B Employee ~ & Employee ~

Capability Duration Duration: 365 days Capahility Duration Duration: 1095 days

Descrigtion This i the transiert task. Description

1g

Knowiedge Duratio Duration: 365 days Knowledge Duratio Duration: 1095 days "

Task Motes Tasf Motes bl
E Training Information El Training Information Cticlie £

3 G0l
24 f
m L T e
Little Fish Big Fish
Picture (] Ficture (]
thtle FISh Blg FISh Primary Process  Unclefined Primary Process  Corporate Policies
w v
Capability Duration Setting Capability Duration Setting Account Created On Account Created On
A read-only field that displays the creation 2 read-only field that displays the creation
date of the employes in TRACCESS date of the employes in TRACCESS
oK Cancel Help oK Cancel Help
The object on the left is always the transient object, the object on the right is the persistent object.
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Employes Zimmerman, Malika
Task HSE Standard First Aid
Bistor < Details Comments
Reason K| C| Date M krowledge
H]Th\s is the current state of the task. Xk 22602009 11:36 AM Status Elapsed
= ﬂTh\s task haz been merged with another task. XX 2026020091114 AM Bl ialifization Date Marcay, March 18, 2002 10:21 AM
—- E=fHistory has been merged with snother Employ... % % 202602009 11:10 AM
B Knovwledge Revised « x BISE00810:24 AM Assmsaar Syatem, Ovener
8 Capabity Revised ® x G200810:23 AM o EaEs =
¥ Capaniity Guslification Date Set (Caurse) % % BA20200512.00 AM SRR AT 1
¥ Knovwledoe Qualification Dete Set (Course) % % 6 202005 1200 A Final Azsezsment Mark a
.JIKnnwledga Cualification Date Cleared (Elapsed) x x 3472005 10:21 AM Biraiion Sty Duration: 1025 days
E=Y Capabilty Qualification Date Clesred (Elapsed)  x x 31720051021 AM
B Capahility Gualification Date Set (Manual) % x IAEZ00Z 1021 AM Revizion Date R,
MKnuwledga Guglification Date Set (Manual) X% 3M8200210:21 AM Attempts i}
MKnnwledga Revized ¥ % 14372000 10:24 AM Capabilty
ﬂCapabil'rty Revized ¥ 13200010023 AM
X L - Status Elapsed
ﬂCapabllfty Gualification Dete Set (Manual) ¥ oW 11021998 10:20 AM L L
¥ Krowledge Gualfication Date Set (Manual) % x 116211995 10:20 AM Rl R S :
= Bl History has been merged with ancther Employes  x  x  2/26/2009 11:10 AM Aszessor System, Cwvner
B Capability Qualification Dste Set (Manual) o 1002620081200 .. Aszessor Employee [0 =0
I Knowledye Qualification Date Set (Manual) ® % 1026720081200 .. Aszessor Employes Number 1
ﬂKnowledge Gualification Date Set (Assessmert) XX 202602009 10:00 AW Duration Setting Duration; 1095 days
S Capabilty Gualification Dete Set (Assessment) Koo 2952009 9:49 AM
Revision Date Ay
Attempts a
Cl Capahbility Assessment
Signature
Signer:
Signer Employes (D
Signature Type: Momne
Date/ Time:
Meaning:
Record Status: Mot Applicable
& » Attached File
Close Help

Task History Attachments

Have you ever wondered what to do with the endless stacks of paper that hold employees’ records of training? Are
you running out of storage space? Are you wondering how difficult it will be to supply an auditor with a record of
training when it is being asked for?

TRACCESS CI (8.5) introduces the answer to all of these problems. For each qualification that TRACCESS records for
a particular employee, on a particular task, the Operational Administrator or Supervisor can upload a scanned
document that is the “proof” of that qualification. For example, with tasks that have a duration (as with most safety
certificate tasks), employees will complete them over and over again. Whether completions are recorded by:

# a Learner taking the Knowledge Assessment

@ a Learner completing a SCORM resource

# a Supervisor completing the Capability Assessment for a Learner
# a Supervisor manually setting qualification dates for the Learner
@ a Supervisor importing learning records for the Learner

# a Supervisor setting course marks for the Learner

each of these setting/ clearing of completions can have a document associated with it.
of how these documents would appear after being attached.

Following are some examples
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# Course Sign In Sheet

Employes Zimmerman, Malica
Task SAF Red Cross First Aid
oo par Commers
Reason K C Dste Recorded On i =
[ This is the current state of the task X x 2M6200910:38 AM 272672009 10:39 AM S e
Knowledge Qualtication Date Cleared (.. x  x  6/11/200812:00 AM 272672008 10:33 AN e Sunday, June 12, 2005 12:00 AM
= Capabilty Qualfication Date Cleared (E... x x  B/10200812:00 AM  2/26/2009 10:39 AM
B nowiedge Revised X x  3S200810:24 AM 202672009 10:25 AM ST L S
1 Capabilty Revised X x  3G20061023AM  2026/2008 10:24 AM Assessor Employee D toarber
¥ Capabilty Qualfication Date Set (Courss) x  x  GA2R0051200 AM  2/26/2008 547 AW R AR £ A
¥ Knowledge Gualficalion Date Set (Cour.. x  x  G22005 1200 AM 202672009 947 AM Final Assessment Mark 0
5 5 = Duration Setting Duration: 1085 days
@ Historical Record Attachment Viewer &
Revision Dite s
88 0 | Attempts 0
Al capabity
Status Complete
Quaiication Date Sunday, June 12, 2005 1200 AW
T — Assessor Barber, Thomas
iy Assessor Employee D tharker
e Assessor Employes bumber 1008
RN umen
S Duration Setting Duretion: 1095 days
5 Revision Date Nt
A : Attempts 0
o ComesdEm Cl Capahility Assessmert
i it iz Signature
: Sigrer Barker, Thomas
Signer Employee D tbarber
" Signature Type: Explicit
: Datef Time: 272612009 947 AM
L Mesring: Gualfication Set From Course
- Record Status Okay
u v
Attached File Upload View Delete
Close Help

@ Written knowledge assessment completed in a classroom setting

Employes Zimmerman, Malika
Task HSE Standard First Aid
HEStOrT /" Details | Comments
Reason K| C| Date Recartied On B=kowiaass
B8 This is the currert state of the task X % 262003 10:53 AM 22602009 10:53 AM e Complets
Eknowiste Qualication Date Set (Asssssmert) % x 26008 10:00 AW 2/26/2008 10100 AM Quiification Det Thursday, Februsry 28, 2009 10:00 M
B Capabiity Qualfication Date Set (Assessmert)  x x 292003 549 AM 2266009 348 AM
Assessor Zimmerman, Malika
Assessor Employes D mEImmEran
Assessor Employes Number 129
e Final Assessment Mark 100.00
EHislnricil Record Attachment Viewer e Duretion: 1085 &
Lration Setting uretion: s
=, e 88 s - Revision Date e,
A ptemets 1
. Capahlity
Status Complete:
£ REVIBED MARCH 1902 Qusification Date Thursday, February 18, 2009 3:49 AN
R
LSSC ALBERTA & NWT BRANCH Assessor Barker, Thomas
AEC EXAM 1
o i Assessor Employes D tharber
. You
o még,..?.:' _'-":; f:;f"u aog_m Canada Aquatic Emergency Cars course fs Assessor Employee Number 1009
(M)  Occupational Heaih and Duration Setting Duration: 1095 days
T Ganadan Red Croms. | T Diilon of Albarta
©) St Jehn Ambuiance Revision Date: i,
) Ganadien Swimming Associaion
Attempts 1
 Which of the following Information must be
jven to th
dispatcher when you sall for an ambciancey . © % Seabatimcs C Capeklity Assessment
&) . today's dats, time of acciden, time of
h J ambul
B Yourname, rumber ot vcim, it o Signature
1§ Your nams, number of vicoms, vicim's locaian
& debm's ocation, wicin's nams,vein'e Signer: Zimmerman, Malika
&y 'gnosis, pessble complications and suggested treatment Signer Employee ID: mzimmerman
& When shauld you check the puise of a vietim wh is not braathing? Signature Type Implicit
= & befors you start vertilations o Date Time: 2126/2009 10:00 AM
Meaning: Knowlzdge Test Pass
Record Status: Okay
Attached File Upioad View Delete
Glose Help
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# Capability (Practical) sign off completed with your supervisor

x|
Empioyes Zimmerman, Malia
Task COR First Aid Training
IR0y /" Details | commerts
Reasan K C| Date Recorded On Fe kit 3
88 This is the current state of the task %k 2M22009F49PM 21202009 %49 P i Con
B Task Mocified xox 222009 3IFPM - 21272009 335 PM Guslification Date Wiednesday, Octoker 10, 2007 12:00 AW
8 Task Mocified Xk 2M2200933PM 21202009 %38 P
B Capabiity Quelification Dete Set (Coursel  x x 1122008 315PM 21272009 348 PM esnasnl Lomeipanitialia
¥ Knowledge Qualification Date Set (Course) % x  11/122008315PM 2202009 5:45 P 23333“ :”"’:WEE In? % :“é”;’"e’"’a”
8 Capahiity Qualification Date Set (Wanusl) % x 10A02007 12.00 M 2272009 3:44 PM e e
¥ Knowledge Gualification Dete Set (Manual)  x % 10/0/2007 1200 A 21202009 %44 P Final Assessment Mark 2200
Durstion Sefting Durdiion: 105 days
Revision Date NA
= Ee® s Aftempts 1
Capabity
Stelus Complete
Qualiisation Dats Wedneaday, October 10, 2007 12:00 AM
Assessor Barker, Thomas
48 Assessor Emplayee ID tharber
Assessor Employee Humber 1009
2] Durstion Setting Durdiion: 1035 days
Revision Date KA
Attempts 1
I Capability Assessment
Signature
Signe, System, Owner
Signer Employee ;s
@ Signature Type: Implicit
Datef Time: 211272009 344 FM
Mearing: Qualification Set By Impart
6 Record Stetus, Okay
Aftached Fils Upload View Delete
Close Help
# Certificate of completion, issued by an external source
=
Employee Zimmerman, Malica
Task HSE Standard First Aid
bistors Deta Comments
Reasan K | Date Recarded On s =
HTh\S is the current state of the task. X X 2/26/200910:31 AM  2/26/2008 10:31 AM Status Complete
x
x

Now you can have your completions, and the

TTG Systems Incorporated

Web site: www.ttg-inc.com

BSiCapablty Qualification Date Set (Manual)
¥ Knowledgs Qualfication Date Set (Manual)

% 1O26/20068 12:00 AWM 202652009 10010 A
w 1026/2008 12:00 AW 202652009 10010 AM

listorical Record Attachment

RESCUE DYNAMICS

ca

has atended

Emergency Mountaineering Elt.if:ﬁlj
Ing 1 St F\I{Rﬁlﬂ. -

e

Qualfication Date

Assessor
Assessor Employes D
Assessor Employes Mumber

Final &Assessment Mark
Duration Setting
Revision Date
Atempts

Capahiity

Status
Gualification Date

Assessor
Assessor Employes D
Assessor Employes Number

Durstion Setting
Revision Date

Atempts

€l Capabilty Assessment

Sunday, October 26, 2008 12:00 &M

Aguatic Emergency Care Course
i,

Hra,

9200

Duration: 1085 days
LS

1

Complste
Sunday, October 26, 2005 12:00 AW

Aquatic Emergency Care Course
A
A

Duration; 1095 days
LIS
1

= Quiober 26,2011 Signature
Emergency Care U | Signer: Barber, Thomas
=i Safety Institute e atwer Signer Employes 1D tharker
Signsture Type, Impiicit
Date/ Time: 212612008 10:10 AM
Meaning; CGualification Set By Import
Record Status: Ckay
Atached File Upload View Delete
Close Help

supporting documents to prove it, all in one location.
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Electronic/ Digital Signature

An electronic or digital signature is essentially a computer’s way of signing a person’s name to something. A
signature is legally binding, and short of being able to reproduce an actual signature within a computer, this is the
technical way of accomplishing the same thing. Providing an electronic signature validates that a person exists in the
database, using employee ID and password information. Therefore, when setting/ clearing completion statuses for
employees within TRACCESS, an operational administrator or supervisor can be asked to provide the equivalent of
their signature — or electronic signature.

Erfplayes Zirnnarman, Malica
Tazk SAF Red Cross First Ald
Histary Detalls T ]
Foston T Knowiedge
. This ks the rn.nﬂl ".N("_ll the task : Ratus C
S Wnowiedge Gualification Date Clesned { Gusification Date Sunday, June 12, 2005 1200 AM
E53 Capabiity Cualfication Date Clearsc (E2
B rrowisdge Revised Assersor Barbar, Thomas
8 Capabity Revised AS008 1023 AM :mm" ';;"
[ Capabiity Cusification Dabe Sst (Course) x  BAZ005 1200 AM )
M rirorwdedge Cusification Date St (Cour x  BA22005 1200 AM 2062000 24T AM Final Assessmant Mark 1]
= Duration Satting Duration: 1065 days
EIEIE) [
Revision Dale A
Astomgts ]
~ apabity
Status Compiete
kil ter sban [l Sundisy, Juna 12, 2005 12200 AW
Azzessor Barbor, Thomas
Assessor Employes D Earber
Assazsor Empicyes Number 1008
Duration Seting Durnbion: 10595 doys
Revision Date LY
Asempls L]
ClCapabiity Arsesament
Sigreture
Sager Barber, Thomas
Signer Empioyoe K tbarer
Signature Type: Explck
Dol Tirme 202672000 X AT AM
Meaaning: Qumsification St From Course
Récard Status Oy
v
- o || AtachedFis Uplaad Vi Dalgte
Clete L - — o
Ciose Help

The electronic signature information is displayed in the Task History dialog. This section of the dialog stores several
pieces of information including:

# Signer — Name of employee that corresponds to the employee ID/ password provided
@ Signer Employee ID
# Signature Type — This can either be Implicit or Explicit.

# Implicit means that the right to complete the action was granted based on having
successfully logged in to TRACCESS to begin with. For example, if a Learner successfully
passes a final knowledge assessment, they will not be asked to provide their employee 1D/
password again. This is an implicit right of a Learner — to complete knowledge
assessments online.

& Explicit means that the Operational Administrator/ Supervisor will be prompted when they
attempt to set/ clear completion statuses for other learners. This applies to the following
ways of setting/ clearing completions: setting qualification dates, completing capability
assessments, setting course marks.
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signoff
By entering your user Id and password pou are digitally signing
this record, which is equivalent to praviding pour handwiitten
signature.
Employee ID |bagnew

Password |1

Mearing |Passed Capabiliy

Qualfication Date

Signoff Cancel Help

& Date/ Time

# Meaning — the database contains several prepopulated ways that a completion can be set/
cleared. If the Signature Type is implicit, the prepopulated string will appear in this area. For
example, when a Learner completes a knowledge assessment online, the meaning field will
show “Knowledge assessment passed”. If the signature type is explicit, a prepopulated string
will appear in the meaning field, but the Operational Administrator/ Supervisor has the right to
change this text as desired.

# Record Status — this field is an added level of security against database tampering. There is
no way that this status will read anything but “Okay” if all database activity is through
TRACCESS. However, if someone attempts to manually modify the information in the
database tables, the field will be flagged as compromised, and the Record Status field will
display “Tampered”.

Supervisor Right Restrictions

In versions prior to 8.5, Supervisors had access to certain functionality that may not have been desired. In particular,
these include:

@ Being able to set their own learning as complete
& Having access to all of a Learner’s Processes, regardless of where the Process was assigned.

The first point occurs in the case where a Supervisor is responsible to learn the same materials as they are assigned
to manage. If an employee was a Learner and a Supervisor in the same Organization Unit, they were able to sign
themselves off. Now, if a Supervisor logs in, and selects themselves to sign off, a screen similar to the following is
displayed.
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[ElTRaccEsS €I
File Edit ‘ew Organization Supervision Process Tools  Bookmarks  Help
# [
Organization Manager Profile I Rale Summary AssignedLeaming]. Assignment Details I Learner Yiews I 4k
= 1.1; Azszigned Organization Units A

=¥ Universal Eterprises
=-ff Lesrners
Agnesw, Beatrice
Agnesy, Beatrice
Batber, =
Cotmnfort, Donald
Dizhiman, Yictor
Emery, Rodney
Employes, Jog
Frank, Benjamin vy

My Job
Process Manager

Report Manager

You cannot edit your owen gualification

Properties
El Employee -
Account Status Active
Can Change Password  Yes
Date of Hire
Defaut Language Englizh
Email Address tharber@univerzal_erterpriz
Ermployee ID thiarber
Ermployee MNumber 1009

Account Created On
& read-only field that displays the crestion date of the
employee in TRACCESS

In the second case, there are some organizations that are structured in such a way that a Supervisor is not qualified
to sign off on all of the processes that a Learner sees. In this case, if learning is assigned from a different “branch”
than where the supervisor is assigned, the application can be set to either supervise (or not supervise) this other
learning.

The following is a screen capture of a possible simple organization structure.

Crganization Manager
ization Units

=I-f{¥l Universal Enterprises

+-ff Learners

+- L Management

=i Departments
i Learners
Management
Adminiztration
Health, Safety, Environmental
Maintenance
Crperations
hysical Location
Learners
Management
UE Africa
UE Antarctica
UE Aszia
UE Australia
LIE Europe
UE Morth America
UE South America

i

R

T
-
-
S = = = = sm mmy T O SS S5 SSY SR T

s

O = B R O e

If the Supervisor is assigned to manage a branch within Operations, and the Learner acquires learning from both
Operations and Health, Safety, Environmental, the Supervisor may not get to manage the Learner’s HSE learning
(depending on how his rights have been set).
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P Fle Edt Vew Crowieon  Swersion  Process  Toos  Bockmards  Heb © Fin  Edt  Vew Oroanioton  Supendson  Process  Took  Bockmarks  Help
» [ e [
Crganianen Marages Profie | RoeSutmary | Assgredlesmey AstignmentDetaih | Lesrer views | i Qrganizanon Manager " Profie | Fode Summry | dssigred Lowrig, | Assagnment Delads | Learrer Viens |
e ety | - B s rerncs [P e
L} Lowews = ._.;c,:.-.:lm ST —
N =l L:-r._“wmmﬁ“_W*m” =} Heahtn, Safety, Cnvironmentsl

S S [Cannghets)
= i Operations
&l Corporate Pobcies [Oparahons)

5 parter, Thomas

by o

Progess Manager
Repon anager i
Frocess Manager
B
—— Repart Mamager
Fropames
e 5 Misc
s
Bngaen

bfrarkEuver pal_erderprine

Account Created On Harme
A reasionky feld thet dipiay the creation date of the
emeloyes in TRACCESS

In the above example, the Supervisor’s view is on the left, and the System Owner’s view is on the right. The
Supervisor is not able to see the HSE (Complete) process because he is not assigned to manage the Health, Safety,
Environmental Organization Unit — that has been assigned this process.

Forgot Password

Have any of your learners ever lost their password? We know that this happens from time to time, and who ends up
getting the phone call? The devoted TRACCESS Administrators are the lucky recipients of those phone calls or emails,
and although we hate to take this joyous task away from them, TRACCESS CI (8.5) introduces a “Lost Password”
functionality. This functionality works in conjunction with your employee email addresses — if some of your employees
do not have emails set in their profiles, this will not work for them.

If a Learner clicks on the TRACCESS icon, but cannot remember their password, a prompt is presented right on the
login screen.

TRACCESS CI

Employee ID:
Password:

Forgot your password? Enter
English
Forgot Password

Forgot your password? Enter your emall address tied to your account. We will send you an email swith
wour employes 10 and your password

= TTG Systems

Email: |
TRACCESS Information 3] Send Cancel Help
i W found your account and &

message has heen zent to
‘iemployesEiue com'
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Clicking on the Forgot your password? link will display a dialog requesting your email address. A message similar to
the following will appear in your email inbox.

CCESS: Forgoiten Password - Message (Plain Text)

i Fle Edt Wiew Insert Format  Tools  Actions  Help  Adobe PDF

i Reply | g Reply to Al | £ Forward | w2y X | e - - AT eg
From: jemployee@ue com Sent Fri 1/23/2009 2:07 PM
To: Joe Employee
Cit

Subject:  TRACCESS: Forgotken Password

broe, A
¥ou requested that your password for TRACCESS CI be sent to vou via email.

Four Employes ID and Password are:

Employee ID: 'Jemployee'
Password: 'joe'

This regquest came from IP address:
Afrter logyging in wou should change your password.

Anyone can reguest this information, but only you will receive this ewmail. This is done so
that you can access your information from anywhere, using any computer. If you received this
email but did not yourself request the information, then rest assured that the person making
the request did not gain access to any of your information.

Regards,
The TRACCESE CI Team

This wessagye has been sent by TRACCESS. This commwunication is intended for the use of the
recipient to vhich it is addressed, and may contain confidential, personal snd or privileged
inforwation. Please contact the sender immediately if you are not the intended recipient of
this communication, and do not copy, distribute, or take action relying on it. Any
communication received in error should be deleted or destroyed.

If your configuration happens to have a supervisor email address for several learners who do not have email
addresses themselves, entering the supervisor’s email address into the dialog will send a message to the supervisor
with all of the employee profiles that contain this email address.
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CCESS: Forgotten Password - Message (Plain Text)
Eile Edit ‘iew Insert Format  Tools  Actions Help  Adobe EDF

i i Reply | (= Reply to All | 123 Forward | ) B r S X|«-9-A|@ H
From: jemployee@ue com Sent:  Fri 1/23/2009 Z:07 PM
To: Jog Employes

e
Subject:  TRACCESS: Forgotten Password

Edward,
Fou recguested that yvour password for TRACCESS CI be sent to you via ewail.
Four Emwployes ID and Password are:

Employese ID: 'emack'
Password: 'saucepan'

Ewployee ID: 'Jjgarcia’
Password: 'fridayi3'

Ewployese ID: 'chowe’
Password: 'dishwasher'

Ewployee ID: 'Jjwaddle'
Password: '1953chevy’

Employee ID: 'Jjemployes'
Password: 'Sunsecl3d’

This request cawe from IP address:
Afrter logging in vou should change your password.

Anyone can reguest this information, but only wou will receiwve this ewail. This is done so
that you can access your information from anywhere, using any computer. If you receiwved this
email but did not yourself reguest the information, then rest assured that the person making
the reguest did not gain access to any of your information.

Regards,
The TRACCESS CI Team

This wessage has been sent by TRACCESS. This communication is intencded for the use of the
recipient to which it is addressed, and way contain confidential, personal and or privileged
information. Please contact the sender imwediately if you are not the intended recipient of
this comwunication, and do not copy, distribute, or take action relying on it. Any
comrunication received in error should he deleted or destroyed.

In this case, it would be the Supervisor’s responsibility to find out which one of his learner’s requested the password
to begin with. Generally, it is the person whose first name is addressed in the top of the message text. In the above
example, Edward Mack (emack) was the employee who made the password request.

Custom Learning Records Import

When importing employee profile information, the import format is extremely forgiving and flexible. However, when
importing learning record information, the import format was extremely rigid and unforgiving. If the columns were
not in the proper order, or there were too many or too few columns, the import would not work properly. This has
been amended slightly, to allow custom Employee Task properties (as well as two integrated properties) to be
imported at the same time as a learning record import.

The format of the import document for the first 15 columns must remain static, as before. However, now you are able
to add extra columns (after the Comments column) that can either represent a custom Employee Task field, or the
following integrated fields:

& Priority — high/ normal
# Number of Extra Final Assessment Retries — integer value

In the case of the above two fields, you must enter the text exactly as it appears in the Properties of the application.
If you have decided to change the name of either of these fields to something else, whatever it has been changed to
must appear as the header in the import file. These fields also contain information that is separate from the setting of
qualification dates, and therefore these are two cases where you are not required to enter a date in either the
Knowledge Qualification Date or Capability Qualification Date fields.
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B3 Microsoft Excel - Import Learning Records Legend.csv
i File  Edit Wiew Insert Format  Tools Data  Window Help Type aquestion forhelp = 2 & X
N T N L w0 -|B I U SES=5$ % 2 WBB|E .
id =Ry | 2 A B
11 - e Assessor Employes Number

A | B [ ¢ [ b [ E | F | G | H P g
| 1 |[Employee ID Employee Number First Mame Last Mame Task Name Task Level Assessor Name Assessor Employee D |Priority
| 2 |bagnew Beatrice  Agnew HSE CPR and CCR Barber, Thomas tharber High
3
4]
5 |
6 |
7
8 |
9 |
10|
11 b
4 4 » »\Import Learning Records Legend / < >
Ready UM

In the above screen capture, the HSE CPR and CCR task for Beatrice Agnew is being set to High priority. Although
the Knowledge and Capability fields are not shown on the graphic, they still exist in the import document. This is the
only information required to be entered to set tasks to high priority for learners using the import functionality. The
same is true of giving employees extra final assessment retries.

An example of a custom Employee Task property that you may wish to update using the Import Learning Records
spreadsheet is a Capability Mark. In TRACCESS, capability is either complete or incomplete. However, after hearing
feedback from clients that they require a capability mark, a solution may be to add a custom Employee Task property
of Capability Mark. You could then add a column to your import spreadsheet with the name Capability Mark.

Please note: In this example, Capability Mark is being added as a custom property and is therefore
not linked to a particular date. As with other custom properties, you can only save a single state of
this mark. The last mark that was entered into the database is the only record saved. It cannot be
associated with a particular capability completion.

Use of SCORM Modules

Two things have changed in the use of SCORM modules. One is essentially visual, while the other is functional.

When accessing a Knowledge Assessment, the first dialog that you see after clicking on the Task Knowledge
Assessment button asks you to select between a Practice and Final Assessment.

Take Knowledge Assessment

Pleasze zelect the type of azzessment you
would like to take.

In an attempt to create consistency within the application, (and to save the space of an extra button), the way that
you access a SCORM module has changed.
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[l TRaccess ¢ EEE B mccssa CE®E

Fie Wiew ook Doskmerks el P vew  Took  Dosknarls el

dhiala, [ HSE CPR and CCR

B, Ansigred Proceaaes

[ HSE CPR and CCR

Deacriphon

i 5 HEE Confined Space
= =) HSE First A
# G HSE Sterdard First A
i 1 H5F Achsanced Fiest Akl
* ¢ ardd COR
# {5 HEE al, Bological, & Hazer dous Sutrt
i 5 HEE Fire & Fploion
= = HEL Personal Frofective Lopsgment
% =] HSE Muits Espsure

Res
EZTHEE Standard Fret Ald

A THEE Sinndard Fest Aa

= 3 Froceaursi & Operstonal
S Rerdard Operating Praclics
§ HSE CPR Adut - Mancts.Crty Bussrated Case
W ML PR AR - Handds-Cnly Pocie Gide
¥ SAF CPR AG - Slanderd Bustabed Gude

E “ I Y Jarld o < 3 | v v".,.-[i'r

Reporl Manager egon Manage

The capture on the left is how a SCORM module would appear in versions prior to 8.5. The capture on the right is how

o

=

a SCORM module appears in version 8.5. Clicking on the button displays a dialog similar to the Take
Knowledge Assessment dialog, allowing you to decide between opening the module as a resource for review, or as a
knowledge assessment for credit.

Launch SCORM Module

Do you wish to launch this SCORM module
for review ot for crecit?

| Review || Credit |

| Cancel || Help |

The second difference in the use of SCORM modules is how they can be attached, and subsequently accessed. Since
the SCORM button always appears as the last button at the bottom of your screen, clients have told us that their
employees often do not see the button, or get confused by which method they should use to pass their tests — using
the Knowledge Assessment button or the SCORM button.

To alleviate this, a SCORM module can now be attached as the Knowledge Assessment. In this way, the Learner

simply has to click the U button — whether they are accessing an internal TRACCESS Knowledge Assessment, an
external ASSESS Knowledge Assessment, or now an external SCORM module.

Simplifying the Knowledge Assessment Question Import

Prior to version 8.5, the internal Knowledge Assessment Question import for TRACCESS Cl was not only intentionally
omitted from any training session, it was officially discouraged to attempt to create your own file from scratch. This
was because the Question Text field contained a long string of rich text mark up code, that if omitted or modified,
would prevent the import from working properly. The import format now makes the rich text mark up language
optional. In other words, if the long string is included correctly, the import will work. If the long string is omitted, the
import will work.
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The following captures show the acceptable import formats in 8.5.

B Change Password.ixt - Notepad B Change Password.txt - Notepad

File Edt Format View Help Fle Edt Format View Help
MMRSN o MMR SN

D:Change Password Upon Lagin

Q:A Learner must change their password the first time they log in to

i o] A Learner must change th the system.
password the first time they log in to the system.m A[l]C:False
All]C:False Al2]:True
AL2]:True

MMR SN

D:Minimum Password Length
Q:A minimum password length can be set by the System Owner in the
5 0%fni T\fc t0 Arial; bt System Options.|

in ar ang A minimum p rd length can be A[L]C:True
set by the System Owner in the System Options 1 Al2]:False
AL1]C:True
Al2]:False

~

The highlighted text is no longer required for the import to succeed. Also, an error in the prior versions of TRACCESS
Cl import had the Description text labeled as Q, and the Question Text labeled as D. If you are having difficulties
importing files questions, whose import files were created prior to 8.5, you may need to change the Qs and Ds where
required.

Custom Toolbar

Version 8.5 introduces two new toolbars: a global toolbar (where the system owner can place commonly used
functions), and a personal toolbar (where each learner can decide which functions he/ she uses most frequently.
Therefore, not only does this version introduce a TRACCESS Today button, but a way to create shortcuts to frequently
used TRACCESS functions, and also a way to access external sites, applications, etc. For Subject Matter Experts who
complete their modeling within an Excel spreadsheet, they may wish to create a link to this spreadsheet. For
Operators who use conversion utilities to complete their jobs, they may wish to create a link to this application.

ElTraccEss €1
* File Edt Yiew Organization Supervision Process Tools  Bookmarks  Help
I EEETR

Organization Manager ,F)T“j HSE CPR and CCR

Process Manager

+-8 Corporate Policies (Operstions) : Corporate Pol 4 Description
+- I General Safety
+- 85} HSE (Basic) | HSE (Complete) |
=&} HSE (Complete)
i:‘ Managemert _
@ =) HSE Confined Space Pre.requwsrtes Qwnets
= B HSE First Aid E=IHSE Stancard First Aid
-5 HSE Standard First Aid
b= HSE Advanced First Aid

: s Addi Remove Addi Remove
b >
Bepodt Manaoes " Resources Tazk MNotes

Properties = [ Resources -~
Capahilty Revision Date 3r5/2008 3:18:27 PM b = [ J Reference Materials
Description =g Assigned Reading
Haz Capakility Component ez @ HSE CPR (Mar 31, 2008) Bulletic
Has Knowledge Componert  Yes = 4 Procedural & Operational
Knowledye Duration Sefting  Durstion: 1095 days = ga Standard Operating Practice
Knowledge Revision Date  3/5/2008 31557 PM % HSE CPR Adutt - Hancs-Only Il
Mame: HSE CPRand CCR % HSE CPR Sdutt - Hancs-Only Pc
Tazk Motes by 08 SAF CPR Acult - Standard lust
Description 0 SAF CPR Adult - Standard Pock
Task description 0F SAF CPR Adult - Video
S SAF CPR Chid - llustrated Guid ¥
< >
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