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Manage Learning Processes and Tasks

This Quick Reference Guide reviews key Process and Task functions that you perform as a
Subject Matter Expert (SME):

e Create Processes and Sub Processes
Create Tasks and set Task properties
Set Task relationships and usage
Add Task resources

Modify Process or Task objects
Create Derived Processes

As an SME, you manage Process Sets, Processes, Sub Processes, and Tasks within the
Processes manager. To access this area, click on the Processes button in the Ribbon or on the
Processes manager heading.

Organization

Processes |

= .. ProcesTe
Bﬁ Universal Enterprises
['" Management
- UE Agriculture
= UE Corporate
[+ UE Forestry
[+-Er UE Government Services
g UE Health Sciences
i E-E UE Manufactuing
- UE Mineral
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Bookmarks

Organizetion| Processes |Reports  Guestion Bank

Create Processes and Sub Processes

In the Processes manager, the primary object is called a Task; however, Tasks are contained in
one or more Process structures. There must be at least one Task in a Sub Process, and at least
one Sub Process in a Process. Process Sets can be used to conveniently group similar learning

Processes.
E Process Sets

E Processes
r Sub Processes

D Tasks
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To create a Process Set or Process:

1. Open the Processes manager.

2. Select a Process Set or Process that was created by your System Owner.
3. From the Ribbon, select New Process Set or New Process as required.
4

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

New Process New Process Set
Button Button

Rename  Delete

To create a Sub Process:

1. Click and select a Process.
2. From the Ribbon, select New Sub _-Process.

3. Type the name of the new Sub Process in the highlighted area.
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Cut Copy Paste Rename Delete || |New SubProcess | Change
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To create a Task:

Click on a Sub Process, right-click, and select New Task.

Type the name for this new Task, then click Enter. Define Task properties in the dialog box
that appears in the lower part of the Manager pane. Completing the Properties dialogue box is
addressed in the next topic.

Processes

=, _:_ Assigned Processes

>

|
[

=-=) Microsoft Cffice Word

[+-[=] Getting Started with Word

Knowledge Revision Date
Mame

Reparts
Properties
= Task

Allow Knowledge Reassessment Yes
Capability Duration Setting Mone
Capability Revision Date
Certificates None
Drescription
Has Capability Compaonent Yes
Has Knowledge Component Yes
Knowledge Duration Setting MNone

Getting Started with Word

Task Motes

Bl Training Information
Credits 0.00
Hours of Training Credit 0.00
Hours to Learn Task 0.00

3. Continue adding as many Tasks as you need. When the Process is selected, you can view
the Tasks as the Learner would see them with the Grid View tab.

GContents d View
& Microsoft Office Applications. |
L4 [55) Getting Started with  |[5<] Editing and [=2] Formatting Documents 5] Working with Golumns| [] Workingw
‘Word Proofreading in Word and Tables in Word Graphical
Documents inWord Word
Microsoft Office Excel [55) Getting Started with  |[55] Performing Formatting and [ Filtering and [ workingw
Excel Caleulations on Data Printing Worksheets in Summarizing Data in Tables ant
in Excel Excel Excel Excel
Microsoft Office PowerPoint [55] Getting Started with | [55] Working with Slides in|[S5] Working with the Slide| [5] Working with Tables |[5<] Enhancing
PowerPoint PowerPoint Layout and Themes in Charts and Diagrams with Multin
PowerPoint in PowerPoint Elements i
Microsoft Office Outlook [F5) Getting Started with  |[F<] Working with E-mail |[F<] Managing Mailand  |[5<] Managing the [ workingw
QOutlook Messagesin Qutlook ContactInformation in Calendarin Qutlook and Notes.
Cutlook

If there are Task titles with too much text to display easily, use the Show/Hide icon to toggle to
a simpler view. Then hover over Task folders to reveal their names.
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Show/Hide
Toggle
Show/Hide
Toggle
&= Microsoft Office Applications [‘J| r
HEEEEE
Microsof Ofice Excel = = =
Microsoft Ofice PowerPoint .E| EE E E E Collsberating with Others in Excel
MicrasoR Office Outlack '|E| EEEEE

‘—i Formatted: Normal

Primary Task Icons
The two main Task components are Knowledge and Capability, but a Task can have a number of
related settings, indicated by icons on the Task folder:

other
|:| Task without either Knowledge or Capability component (under construction).

Knowledge component only.

Capability component only.

8
[j) Knowledge component only with duration.
k]
&

Capability component only with duration.

Both Knowledge and Capability components (Knowledge is indicated in upper right half)
E Both Knowledge and Capability components, both with a duration.

The Task folder icons will be determined by the properties that are set or modified for Tasks.
The steps for setting Task properties are reviewed next.

Set Task Properties

The Properties dialog box appears in the lower manager pane when a new Task is created.
Some Task properties are set by default. You need to define others using your SME knowledge.
Typical properties determined by an SME include whether the Task has a Knowledge and/or
Capability component, the Task Duration, and the Revision Date.

Knowledge/Capability Components

Tasks in TRACCESS contain Knowledge (theory) and/or Capability (practical) components.
The Knowledge component is automatically set to ‘yes.” The Task can be set be have the
Knowledge component only, Capability component only, or both. You can change what
component(s) the Task is made up of by changing the Knowledge or Capability Component
property to Yes or No.
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Properties

B Task

Capability Duration Setting
Capability Revision Date
Certificates
Desaription
Has Capability Companent
Hag Knowledge Compandnt
Knowledge Duration Setting
Krowledge Revision Date
Hame
Task Notes

E Training Information
Credits
Hours of Training Credit
Howrs to Leam Task

Allaw Enswisage Reassessment Tes

Hene
None
Tes
Ter

Hane

Getting Started with

0.00

0.00

e e s

Has Capability Component

ledge Component

Subject Matter Expert (SME)

Knowledge Duration Setting
Knowledge Revision Date

Mame T

Tarl Klntar

Knowledge/Capability Duration
If retraining in the Task is required at regular intervals, select the Knowledge or Capability
Duration Setting. A Duration Setting dialog box will appear.

Dwration Setting

Dwration Setting

() Nane

(®) Number of Days

Every 365

() Fixed Date

+ Days

() Nane

() Mumber of Days

Every 6 B Days

(®) Fixed Date

Allevy re-gualification swithin 0

Add Absolute Date

Add Reoccuring Date

i

[

Delete Delete
Edit Edit
days of expiry. Allow re-qualification within -~ |30 2| days of expiry.
OK l [ Cancel l [ Help l OK l [ Cancel l [ Help l

Add Absolute Date

Add Reoccuring Date

i

The most typical duration setting is the Number of Days option. Once a Task is completed, it will
remain at a Complete status for the number of defined days. Alternatively, you can enter
Absolute Dates (e.g. December 31, 2013) or Recurring Dates (e.g. each January 1 and July 1).

While a Learner can retake an assessment at any time with the Absolute Dates option, you can
set the Fixed Date option so that reassessment is restricted to a period close to the specified

date.

Revision Date

A key Task property is the Revision Date for Knowledge and/or Capability. Revision dates are
set when the learning requirements change so significantly that Learners need to retrain,

regardless of their last training date. Typically, this change occurs when there is a significant
risk if employees continue to rely on the previous training.
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1. Click on the Capability or Knowledge Revision date field.

2. A calendar appears. Select the date when the procedure was changed. The Task icon for all
Learners trained before this date will turn red. The Task icon will remain black for those
trained after the procedure changed.

3. A dialog box asks if you would like to send an email to Learners trained before the procedure
changed, to encourage them to complete the new or updated training. You can edit the email
to provide more specific information.

Froperties

B Task

Capability Durstion Setting

Allow Enowledge Reassessment Tes

Hone

I Capability Revision Date

Certificates

Description

Has Capability Compansnt
Haz Knoaledge Compansnt
Knamledge Duratian Setting

Hone

es
Tes
Hone

| kravtedge Revision Date

Hame
Task Notes

El Training Information
Credits
Howrs of Training Credit
Haurs to Leam Task

Task Description, Name, and Notes

Getting Started with Woerd

0,00
0,00
000

The Properties dialog box includes fields for information about the Task including Description,
Name, and Notes. The Description and Name fields are visible to all Learners. Informative data
in those fields will be helpful to Learners. In the Task Notes field, you can enter points that will

only be visible to SMEs.

&1 Advanced Fire Fighting

Description

four nomination to attend this training will come from SHE and the course will be booked by the Training Co-ordinataor,
The course is provided by GTSC and wil take one day.

Training Information

The Training Information properties can include some values for standard time or credit units.
The Training Information Report will collate these values to indicate, for example, the total

training time spent this period.

B Training Information
Credits
Hours of Training Credit
Hours to Leam Task
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Task Tabs

When you create a new Task in the Processes tree, three tabs also open in the context pane:
Resources, Relationships, Usage. These tabs allow you to further design how the Task will
function in the system and how it is to be completed by Learners.

| I I |
[ CpieD [ COR Advanced Excel

[ Organization

Description

Processes

B . Assigned Processes

e Use TRACCESS

§ Management

B Use Cl

= Process 102 : Corparate Policies

{4 Management
Computer Training Resources
COR Introduction to PCs -

=] COR Microsoft Access
COR Microsoft Excel
=] COR Microsoft Outlook n
=1 COR Microsoft PawerPoint
COR Microsoft Word

COR Task 2687

= COR Advanced Excel
Commaon Practices

|>

&3

Reports

Properties

My Job 3 Create Coaching Report

Organization

Description

Processes

=] Create Questions

=] Aszemble and Link Azsessments

=) Perform Advanced Azsessment Functionality
=) Interpret Browser Based Authoring Interface
=) Generate ASSESS Reparts

| - Create Assessment Dverview Feport

>

LI Relationships [T

=] Create Grade Book Feport Prerequisites

=1 Create Question Statistics Report

-5 TTG Create GAP Report

Resources Tab

A resource is an information source used by the Learner to assist in completing a Task. Any
number of resources can be linked to a Task. Categories and Sub-Categories can also be chosen
for the resource. These will provide additional information and structure for the Learner which
can be useful if the Task includes numerous resources.

There are three main types of resources:

, ) ) 5= Working wih Pivot Tables and Charts in Bxcel
4 URL (Uniform Resource Locator) — Typically, this L
resource address links to a file external to the TRACCESS SR
system; the file can be on the Internet, or even a local drive.
Course
) o TRACCable
"1 Course — Usually this represents an external training TRACCable SCORM
course; completion of the Course completes the Task. The Add/ Remove Resources...

Learner’s Supervisor can set the completion of the Course
Resource type. Satisfactory completion of the Course will complete the Task.
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‘B TRACCable — This resource also links to an external file but one where Learners can
record their completion of the file review. If a TRACCAble Resource type is used, the Learner

will be given an option to . Then the background of the Resource icon will

change to black E The Learner can revert this to Incomplete = again if desired.

To add a Resource:

1. Expand the Task on the left hand side to reveal the Resources object.

2. On the Ribbon, select the type of resource item you want to add.

3. If the resource has already been entered into the database, reuse it by selecting Add/
Remove Resources.

4. When the resource is added, type the resource name in the highlighted field. To assist
Learners, add a Description of the resource.

Relationships Tab

In this tab, the SME sets the relationships between Tasks. Some Tasks cannot be started until
prerequisites set by the SME are completed. On the other hand, completing one Task may mean
that another Task is also completed. The SME uses boxes in this tab to establish and manage
those relationships. This tab is also where the owners of a Task—those who can modify Task
properties—are displayed.

CETWEE Relationships [UFELS

Prerequisites Owners

Add/ Remove.., Add/ Remaove...

Tasks to Aute-Complete Auto-Completed By

Prerequisites
A Task in TRACCESS can be a prerequisite of one or more other Tasks. Learners will receive a
reminder that they should not complete Task 2 if the prerequisite Task 1 has not been
completed.

To add a Prerequisite:

1. Select the Task from the Processes manager.
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3. Click Add/Remove then select the appropriate prerequisite Task(s) from the dialog box that

appears.
3-
[ Organization I CcOR Advanced Excel
[ Processes Description
7 s TRACCESS o)
[i'. h anagement

+-y Use Cl

5= Process 102 Corporate Policies
4§ Management

=) Computer Training

-[=] COR introduction to PCs
1-[=] COR Microsaft Access
=] COR Microsoft Excel
COR_Microsoft Cutlook
[=] COR Microsoft PowerPoint
=] COR Microsoft Word
B COR Task 2687

[ COR Advanced Excel @

(-] Common Practices

My Job

FELIVGCA Relationships |[IEEET[S

Prerequisites

Oy

Organization

Description

Processes

Add/ Remove.., '

& Create Assessment Overview Report

- Create Questions

=] Assemble and Link Assessments

=) Perform &dvanced Assessment Functionality
=] Interpret Browser Based Authoring Interface
=-[=] Generate ASSESS Feports
L= SME .
=] Create Grade Book Repart
=1 Create Question Statistics Report
=] Create Survey Feport

=] Create Coaching Report

L= Create GAF Report

=] Create Item Analysiz Repart

=] Create Score List Report

[

LA Relationships (VST

Prerequisites

owners

7]

Add/ Remave...

4. Click the add button >> then click OK.
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Currert Prereguisites
FD Lead M= Excel Level 2

Tasks

FO Lead inWelness & Fitness ~
FD' Lead Infection Cortrol Operatio
FO Lead Information Transfer

FOr Lead Inspection of Hydrants

FD Lead Iv Setup (Spiking [v's) Pro
FO Lead Junior Members on Hazat
FC Lead Medical Aid Priorities

FD Lead Medical Management Proc

FCr Lead M= Word Level 2 =
FD Lead Non Residertial Prevertio
FD Lead Non-Yehicle Extrication &
FC Lead on Electrical Hazards

FD Lead on Electrical Satety v

< | b

search

L 1=

[ ok ]| cancel |[ Hew

Tasks Current Prerequistes

SAF Standard First Aid -~ TTG Access Report Manager
Take Knowledge Assessments
Task 2646 - Basic [unused]
Task 2646 - Skilled [unused]
Task 2646 - Mastery [unused]

Access! Use My Job
TTG Access!Use TRACCESS Tod
TTG Add Bookmarks/! Access Boo
TTG &dd Comment Box to Questio
TTG Add Email hilestones

TTG Add Milestones =
TTG Adds Edit Latest Updates

TTG Assign Learning to Organizat

< | >

[E3]

Search

[ o | cne |[ Hew

The prerequisite Task selection process is complete. To help Learners identify prerequisite
needs, include the prerequisite status of a Task in its description.

E Fundamentals on Safety part 1
Description

Intreduction to ABC Safety Fundamentals, Includes introduction, transfer of product, and management
of change process. This sub-module Part 1 is a prerequisite for Part 2 and 3.

Owners
In the Relationships tab, the Owners box lets you specify one or more people who will have the

ability to modify the properties of that Task. As the SME, you are automatically a Task Owner.
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Tasks to Auto-Complete

The Auto-Complete feature allows you to specify more complex relationships between Tasks.
For example, an off-site course set for one Task may achieve outcomes for one or more in-
house Tasks. The Tasks to Auto-Complete feature allows the SME to assign one or more tasks
to be automatically completed when a particular task is complete.

Note: You can also set up a single Task to be completed when multiple Tasks have
been complete with the Groups to Auto-Complete feature. Please consult
http://help.traccess.com/ for more info.

To set Auto-Complete, highlight a Task in the Process Manager, click the Relationships tab,
then click Add/Remove. Select the Tasks to Auto-
Complete using the Add/Remove button. The
Relationships tab for each Auto-Completed Tasks will
show the Task(s) that will lead to the Auto- Add/ Remove..
Completion of that Task. If Tasks involved have a
Capability component, the SME can restrict the sign-off to the Knowledge component so the
Capability can still be confirmed internally.

I L

|
[«] Provides Knowledge
[] Pravides Capability

As an SME, you will need to perform several processes related to the Auto-Complete function.
Auto-Complete will set Tasks to complete; however, it cannot reset the status of a Task to
incomplete. Auto-Completed Tasks must be reset individually by the SME. Also, any Refresher
Durations of the source and Auto-Completed Tasks will need to be adjusted by the SME.

Usage Tab

The final Task tab—Usage—shows where that Task is used. This tab gives SMEs a fast and easy
way to identify all the places a Task is being used or reused in the system—more specifically,
where Tasks exist in Processes and Direct Assignments. This function is especially useful when a
change needs to be made to a Task. It gives an SME a complete understanding of how the
change could affect the system.

Resources Relationships m

I Process Manager Direct Assignments

&= Smith, Sandy [50001]

=] Wenking with Prvol Tables and Charts

Altering the Process Layout

Modify Processes, Sub Processes, or Tasks

To rename a Process, Sub Process, or Task, simply highlight the item, select the Rename
option from the right-click menu or the Ribbon, then enter the new name in the highlighted
field.

If you have the appropriate permissions, you can rearrange the order of a Sub Process or Task.
To move an item, drag the item to the target location then drop it. The dragged object will
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appear after the object it was dropped on to. Drag and drop the items again as needed to place
them appropriately.

Copy or Delete Objects

You can easily copy an object from one part of the Process Manager to another. Process Sets,
Processes, and Sub Processes can be Copied or Deleted. If copied, they will keep the same
name though they are new objects so you may want to rename the copied item.

In this example, the Task, COR Introduction to PCs, is copied from the Computer Training Sub
Process then pasted into the Common Practices Sub Process. The pasted Task has kept its
name but the highlighting shows that new information can be entered over that title. In the
third image, the new Task nhame, COR Computer Orientation, has been entered over the
highlighted text

Frocesses I
i Ua TRALCESS O -
- Live TACCESS Ol oo Configuas Leamin |
sl Line TRALTESS 1 soConiguees Admn B
il Use TRACTESS 1 hoboan o
ot i Lise TRACEESS £l o Plrgant s "_":"‘:"L"
- Llsa TRACCESS C1 taSugpits Lasrar o RemOLte
= Process 102 : Coporshe Polces
Hrrraren trors ol bromems
Reports Copabity »
oy Frswmbn "
Hte Task
Geverition i -5 COR Microsoft Ward
otk o =] Commaon Practices
=g
Snowieage Durstion et Hone ————
S— -[H COR Code of Conduct

-5 COR Coid Weather Survivat
-[8 COR Drug & Alcohol Policy
-[F COR interpret Layout of Faciity
-E=] COR New Emplovee Orientation

% COR Non ! Palicy
g COR Sgfe Driving

= -1 COR_Microsoft Wrd
: -E=] COR Supe Training = -
Task copied and e — =) Common Practices |

pastéadblr;to new g -2 COR Code of Conduct
ub Process

(8 COR Drug & Alcohol Policy

[3 COR interpret Lavout of Facility
=1 COR New Employee Orientation
5 COR Non Harassment Policy
=1 COR Safe Driving

=1 COR Supervisor Training

3 COR Travel Policy

Task re-named in

new Sub Process E COR_Caomputer Origntation

- Smetreerttomto

If an object is deleted, the Tasks in the object are not deleted but become invisible. The related
structure of the Process Set, Process, Sub Process, is lost. Tasks cannot be deleted until they
are removed from all active use. Even when Tasks are Removed, Learning records are until the
Task is deleted. Then Learning Records are lost. To retain the Learning records, the Task should
be archived not deleted.
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Create Derived Processes

A Derived Process is created by copying a parent or Base Process then hiding the Tasks not
relevant to your Organization Unit or group of Learners. Any changes to the Parent Process are
reflected in the Derived Process. Derived Processes are an efficient way to create a Master
Process and then one or more versions of that Process.

To create a Derived Process:

1. Open the Processes manager and select a Process Set or Process.

2. Inthe Ribbon select New Derived Process. The Select Base Process dialog box appears.

= % =

Mewy Pracess | Mewy Derived Process | Mewy Process Set

3. Inthe Select Base Process dialog box, highlight the Process you want to use as a Base for
your new Derived Process, and click OK. A new derived Process appears at the bottom of
the Processes list in edit mode with the name of Derived Process: Base Process.

-7 Universal Enterprises
g1 UE Agriculturs
-7 UE Corporate
=
&= General Safety
4= Health, Safety, Envirormental
£ H3E (Basic) : Health, Safety, Environmental
&= Operations Policies L
5 UE Forestry
B UE Government Services
£ UE Health Sciences
gy UE Marufacturing

E3

3

oK ][ Cancel ][ Help

4. Type the name of the new Derived Process in the highlighted area and press Enter.

Organization l

Processes |

= ,T, Processes

-y Universal Enterprizes

-1 Use TRACCESS
G-[f Management
- Use Ol
i Use ASSESS
£ Use AUTHOR
&= Use FIND
EE=TR

5. The new Process will be displayed. Expand the Process and Sub Process to view individual
Tasks. Sub Processes and Tasks that are inherited by the Base Process appear in italics.
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Processes

= .. Processes
&5 Universal Enterprises

B Use TRACCESS
k-2 Management

-4 Management
A=) Computer Training
Camman Practices
=) safety Certifications
== Communication
Safety

6. To hide Tasks not relevant to the Organization unit or group of Learners, right-click on the
Task and select Hide Task. Hidden Tasks will appear in grey font. To show a hidden Task,
right-click on the previously hidden Task, and select Show Task.

£ MS Office Basic

£ MS Office Intermediate

Microsoft Office Outlook E lS] Microsoft Office Outlook E B E B
Microsoft Office Word = &N Microsoft Office Word N ARG
Microsoft Office Excel = &N Microsoft Office Excel NN R
Microsoft Office PowerPoint Microsoft Office PowerPoint N A

When the Derived Process is assighed to an Organization Unit, the Learners will only see the

Visible Tasks.

== &5 MS Office Basic

[ Getting Started with

[5] working with E-mail

Outlook Messages in Outlook
Microsoft Office Word [55) Getting Started with  |[5] Editing and [ Formatting Documents
Waord Proofreading inWord
Documents in Word
Microsoft Office Excel [53) Getting Started with  |[5] Performing [=] Formatting and
Excel Calculations on Data in) Printing Warksheets in
Excel Excel

Microsoft Office PowerPoint

[55) Getting started with
PowerPaint

[55] working with Siides in
PowerPoint

In the Processes manager for an SME, the name of the Derived Process will appear as Derived
Process: Base Process. For an Operational Administrator or Learner, the Process name will

show as Derived Process only.

This completes the review of key processes and functions a SME uses in TRACCESS CI.
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