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Adding a Training Provider

[bookmark: _Toc45189283]Introduction
The Barcode Scanner functionality allows 
[bookmark: _Toc45189284]Print Barcode Report
From the Main Menu navigate to Training Scheduling | Administration | 
Search for and select the relevant Training Event.
· On the Event Detail screen, select the Attendance tab.
· On the Event Attendance screen, select Attendance Register | Print Barcode.
[image: ]
· The Barcode Report will show all the employees that have been booked on the selected event, with a Barcode displayed next to their name.
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[bookmark: _Toc45189285]Download Barcode Scanner App
A Barcode Scanner App, such as ScanPet, can be downloaded and used to scan multiple barcodes, one by one. 
[image: Description: cid:image005.jpg@01D3053C.AF276E90]
[bookmark: _Toc45189286]Barcode scanning and generating import file

· Before a Training Event, the Event Coordinator must print the Barcode Report.
· During the Training Event, the Barcode Scanner App will be used to scan multiple barcodes, one by one, as the specific employees are identified on the list.
· A CSV or Excel file will be generated by the App, which will include a list of employee numbers in rows in the document.
· After the training event, the above generated file must be emailed to the Event Administrator.
[bookmark: _Toc45189287]Preparing import file

· Once the Event Administrator receives the file, the file must be opened in Excel and the data manipulated according to the below format:

[image: Description: cid:image006.jpg@01D3053C.AF276E90]

· Copy the employee numbers into column B in the file
· Update the event ID in column A
· Ensure all the lines are populated
· Save the file as a Tab-delimited file (.txt file).
· Below is an example of how the results will look like once the data has been manipulated in Excel: 
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[bookmark: _Toc45189288]Importing the file

· To import the file in the system, navigate to Training Scheduling | Training Scheduling | Upload Attendance Barcode File.
· The below screen will be displayed:

[image: ]

· An example of the barcode file can be downloaded on this screen.
· The file which gets uploaded into the system must be a .txt file.
· Multiple barcode files can be uploaded at once.
· Once all the barcode files have been added, select the Upload Files button.
· Once the file(s) has been successfully uploaded, the employee’s Event Attendance Type status will be updated accordingly.
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