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Manage Paperwork

Some classes require paperwork to be submitted to the Training Division. If this is the case, the class is

considered pending until the paperwork is received. The Training Administrator can manage the
paperwork submittal process in the training database.

1. Hover over Attendance. Click on Manage Paperwork.

Training Attendance Reports Status

Class Attendance Status

Personnel Attendance Status
i Update Attendance

Manage Paperwork

Manage Denies

This will take you to the Paperwork Management page. All the classes waiting for paperwork
are listed here. To select a class, click on the roster icon.

Year [Al 7]

ot |Al ~|

Quarterly Classes

2010 3rd gquarter

> D IS-701: NIMS Multiagency Coordination Systems (1)

2010 2nd guarter

I:] 2nd Qtr Defib 2010 (5)

D CBT 435 Abdominal Pain (2)

|:| CBT 938 Street Medicine (5)




FireTrex v1.0
Training Software User Guide

3. This will take you to the Paperwork Verification page. The class title is listed at the top. All the
employees who completed the class are listed in the first column. You can also view the date the
class occurred, the instructor and the class hours.

2nd Qtr Defib 2010
Employee Date Instructor # Hrs Clear Received Delete
Macomber, Scott 3/17/2010 Nankerviz, John 20 ‘ﬂ M .
Miller, Heath S/17/2010  Nankervis, John 20 | v .
Tavlor, Steve /172010 Nankervis, John 20 ‘ﬂ |z .

4. At this point you can change the date or instructor if needed. To do this, hover over the
date/instructor until the hand symbol is visible. Click to change the entry.

5. Use the Clear button & if the employee did not actually attend the class or if the paperwork
was never received. The class will still be assigned to the employee, but it will be considered
incomplete rather than pending.

6. Use the Delete button . to unassign the class to the employee.

7. Click on the Received button Mwhen you receive the required paperwork from the employee.
The employee’s name will drop off the list. NOTE: The class will remain pending until the
employee confirms their attendance.



