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Personnel Attendance Status
The Personnel Attendance Status page gives the Training Administrator the ability to view the status of
assigned classes for a particular individual for any chosen time period.

1. Hover over Attendance. Click on Personnel Attendance Status.

Attendance Reports Sts
Class Roster

Class Attendance Status

Personnel Attendance Status
B Update Attendance
‘Alning
& Manage Paperwork

d Manage Denies

2. This will take you to the Attendance Status by Personnel page.

3. Use the drop down menu to select the appropriate Personnel. You can also change the Year and
Qtr if desired.

Year Qtr Personnel Iil Status | Has Mot Attended I:]

‘ Select an emplovee and their attendance status ‘

4. This will display the individual’s attendance status for the time period selected.
5. Classes highlighted orange are mandatory classes. Classes with an asterisk are annual classes.
6. The current status is set to Has Not Attended. Therefore, the report lists all incomplete classes.

Year Qtr Perzonnel |Monahan.Dave M Status |HasNotAﬁendedtD

Class Paperwork Status Attended

Thursday Series MCO
= Annual Test Class

* Hearing Test

* Mask Fit Testing

7. To delete the class, click the red delete button BH. The class will no longer be assigned to the
individual.
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8. Use the drop down menu to change the status to All. This allows you to view complete, pending,

and incomplete classes.

var (20 qu [ |y] Persomnet Vorahan. Dave || Saws (A V]
Class Paperwork Status Attended

4th Qtr Ladder Drill [ Complete | 12/13/2010
Building Construction Review [ Complete | 12/1/2010
Clief Office Traning  Complee 1232010
EMT Run Review [ Complete | 11/2/2010
Ladder Dril Pending Confirmation 12/6/2010
NIMS 100 Pending  Pending Confirmation 12/13/2010
SCBADonsing . Incomplete E
Thursday Series MCO [ Incomplete | 7]
* Annual Test Class _ ]
* Hearing Test _ /]
* Mask Fit Testing . Incomplete ]

9. If you would like to clear attendance for the individual, hover over the attended date until the
hand symbol appears. Click on the date.

10. A message will appear asking if you ‘really want to clear this attendance’. Click OK.
NOTE: This will also clear the paperwork if the class requires paperwork.

" Message from wehpage m

\ ? } Do wou REALLY wank to clear this attendance?

G

L Ok J[ Cancel ]

G

11. The class is still assigned to the individual, but is now incomplete. If you want to un-assign the

class to the employee, click on the red delete button 1)

PUMMARAl Voratan Dave 3] S (A V]
Class Paperwork Status Attended

4th Qtr. Ladder Drill 12/13/2010

Building Construction Review I

Chif Office Traig. 1232010

EMT Run Review 11/2/2010

Ladder Drill 12/6/2010

NIMS 100 Pending 12/13/2010

SCBADonming | Incomplete ]
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12. To view the classes that were not assigned to the employee, select Not Assigned.
13. Here, you have the ability to assign the class to the individual.

yor [200y]  qu [ ] Personsel | Morahan, Dave__[v] Sz | NotAssignea__|¥]

Class Paperwork Status Attended

Quarterly Hose Evohitions — _

Tech Rescue _

14. Hover over the words Not Assigned until the hand symbol appears. Click to select.
15. A message will appear asking if you ‘really want to assign the class’. Click OK.

-J Message from webpage H

A\ ? ) Do wou REALLY want to assign this classy?

= [ Ok J[ Caniel ]

16. The class no longer appears on the Not Assigned list and moves to the Has Not Attended list.
17. If you would like to print the personnel attendance status at any time, click on the print button

E— .
™ in the upper right corner.




