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Notices 

Every effort has been made to supply complete and accurate information, 
however the information in this document is subject to change without 
notice. UNIT4 Business Software Limited assumes no responsibility for any 
errors that may occur in the documentation.  

Microsoft ® Excel, Windows ® and Microsoft ® SQL Server ™ are either 
registered trademarks or trademarks of Microsoft Corporation in the United 
States and/or other countries. Crystal Reports is a trademark of Crystal 
Decisions, Inc. All other brand names, product names and company logos 
are trademarks or registered trademarks of their respective owners. 

This document contains information that is proprietary to and considered a 
trade secret of UNIT4 Business Software Limited. It is expressly agreed 
that it shall not be reproduced in whole or in part, disclosed, divulged, or 
otherwise made available to any third party either directly or indirectly. 
Reproduction of this documentation for any purposes is prohibited without 
the prior express written authorisation of UNIT4 Business Software Limited. 
All rights reserved. 

UNIT4 Business Software Ltd © 2010. 
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Welcome 
 

Welcome to Training administration training. 

This is a training course to consider the initial design and setup of the ABW 
Training administration module and its basic operation. The course contains 
eight training sessions as follows: 

• Session 1 – An overview of Training administration. 

• Session 2 – Setting up ABW for Training administration. 

• Session 3 – Course calendar. 

• Session 4 – Competence. 

• Session 5 – Gap analysis. 

• Session 6 – Assigning course participants. 

• Session 7 – Course maintenance and completion. 

• Session 8 – Course evaluation forms. 

• Session 9 – Enquiries and reporting. 

• Session 10 – Self Service functionality. 

 

The course is designed for super users, and you should be familiar with 
using and working in a Microsoft Windows environment. 

Before starting this course you should have attended the following ABW 
training courses: 

• Introduction to ABW. 

• ABW Financial Basics. 

• HR Employee. 
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Training basics 

Your trainer will explain: 

• Location of facilities including toilets, tea and coffee. 

• Fire procedures within the building and the marshalling points. 

• Mobile phones and PIM – make sure that they are switched off. 

• Breaks – there are regular breaks during the course including coffee 
breaks at convenient points throughout the day and a lunch break of 
approximately 1 hour. 

• Feedback – forms are distributed to provide feedback on the course. 
Please fill them in before you leave. 

 

Introducing the course 

Your trainer will explain the course format and materials: 

• The course is a combination of demonstrations, which you can follow 
on your PC, and exercises to confirm your understanding of the 
topics covered, which unless stated otherwise should be 
completed on ABW client A3. 

• teaching aids, such as PowerPoint presentations, are used where 
appropriate to help explain concepts, processes or procedures 

• A number of documents support the course: 

• Training administration course Delegate’s Workbook to guide you 
through the course 

• Training administration course Exercise Workbook containing a set 
of exercises to do as you work through the Delegate’s Workbook. 

Additional information on the Training administration module is available in 
the ABW Reference Manual and On-line Help. 
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Objectives of the course 

The objectives of the course are to help you: 

• Understand the basic structure of the ABW Training administration 
module and its interaction with other components of ABW. 

• Understand how to set up the Training administration fixed registers. 

• Understand how to add and set up courses and course calendars. 

• Understand how to add delegates to a course and show the 
completion (successful or otherwise) of the course. 

• Understand the link with employee competences. 

• Understand how to run enquiries and produce reports. 

• Understand the Training administration functionality available via 
ABW Self Service. 

At various stages in the course you are asked to complete exercises to help 
you understand the concepts and tasks that are described by your trainer. 

Each session has a set of key learning points that you can use to check 
that you have understood how to perform the tasks that are described in 
the training session. 

 

Further courses to attend 

After the training, you can attend additional training related to individual 
ABW modules to support your specific business processes. 

Courses that you may consider include: 

• Enquiry, Browser and Analyzer. 
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Session 1 
Overview of Training 
Administration 
This session provides an overview of the Training administration module. 

During this session we will cover the scope and integration of the ABW 
Training administration module as well as outline the process flow for the 
set up and administration of the training administration module. 

The course will then look at the preliminary setup of the Training 
administration fixed registers. 

We will then look at how to set up and add courses and course calendars, 
and how to add delegates to a course and show the completion (successful 
or otherwise) of the course. 

We will then move on to look at the link with ABW Competence by running 
a gap analysis to identify those employees in need of training (Training 
Need) and allocate them to an appropriate course. 

We will also explore the variety of reports and processes available for 
reporting on the Training administration information. 

Finally we will explore how you can use ABW Self Service to support the 
Training administration process. 

 

Key learning points: 

Understand the scope of ABW Training administration. 

Understanding how the ABW Training administration module 
interfaces with other modules of ABW. 
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Introduction to Training administration  

ABW Training administration can be used for both internal (Employee, 
defined within Employee register) and external (Customer, defined within 
ABW Accounts Receivable) resources. 

ABW Training administration may be used to: 

• Identify which courses need to be defined and what competence 
level can be gained through these courses. 

• Allocate courses to a time slot and instructor in the course calendar.  

• Record and monitor the price and costing details for courses. 

• Run a gap analysis in ABW Competence in order to identify what 
areas of competence need improvement. 

• Select the required resources and set them up in the training needs 
list. 

• Register participants to the course from the employee/customer 
register or training needs list (Training needs). 

• Update resource competences automatically on successful 
completion of the course. 

• Generate and send course certificates to participants using browser 
templates and mail merge documents (ABW Worderator).  
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Training administration Integration 

ABW Training administration is integrated with ABW Competence. Training 
needs can be derived from existing data in ABW Competence by performing 
a gap analysis and data in ABW Competence can be automatically updated 
upon completion of training courses.  
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Training administration Processes 

This is the process flow for the set up and administration of the training 
administration module:  
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Session 2 
Setting up ABW for Training 
Administration 
This session shows you how to set up ABW when the Training 
administration module is used. 

This session is divided into five demonstrations: 

• Training administration attributes 

• Course types 

• Course instructors 

• Relations on course codes 

• System set-up parameters. 

By the end of this session you should have a firm understanding of how 
ABW is set-up for use with Training administration. 

 

Key learning points: 

Understanding what attributes need to be set-up before the module 
can be used. 

Understanding what fixed registers need to be set-up before the 
module can be used. 

Understanding the relationships between different system 
information. 
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Setting up the system is the first element in the process flow through the 
Training administration module. 
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Training administration attributes 

Before the Training administration module can be used, we need to ensure 
that a number of attributes have been set up. 

1. Display the Attributes window: 

 Select AGRESSO Common | Attributes and Relations | Attributes. 

 In the grey search bar in the Attribute ID column, type I* and click 
Find (F7) to display the attributes relevant to Training 
administration: 

 

2.  There are three main attributes: 

• COURSE – course code. This is an attribute whose values are 
defined in the Course codes window. You will note that Mnt is A 
meaning that the attribute values are defined and maintained in 
a window other than the normal attribute values window. This 
attribute represents the general course e.g. First Aid at Work and 
not the specific course incidence on a particular date which is 
defined in the course calendar.  

NOTE: In the example above, Field is defined as Free.  Alternatively 
this could be aligned to a posting category which would enable the 
course code to be attached to any costs posted in the General 
Ledger. 

• COURSTYP – course types. This is a higher level course 
description giving the ability to report at a higher level e.g. 
Health & Safety Courses. When course codes are defined each 
course code must be attached to a course type. 

• COURSINS – course instructors. When the course calendar (being 
the specific incidence of the course on a particular date) is 
defined an instructor can be attached. Course instructors must be 
set up as resources in ABW. 

3.  Close the window. 
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Course types 

Course types give a higher level structure to the courses. Course types 
should be defined to be appropriate to your organisation. 

1. Display the Course types window: 

 Select AGRESSO Human Resources | Human Resources | Training 
administration | Fixed registers | Course types: 

 

2.  Define a new course type using the following fields: 

 Type IT for the Attribute value. 

 Type ‘IT Training’ for the Description. 

 Leave the ‘S’ field as the default of ‘N’ for an active status. 

3.  Press save or F12 to save the details. 

4.  Close the window. 

 
NOTE: You can have a relation on the course attribute (see Relations on 
course codes section) that define another reporting structure if, for example 
you wanted to distinguish between internal and external courses in addition 
to the formal structure above. 

 
Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 2.1: Defining a value for COURSETYP. 
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Course instructors 

Course instructors can be set up in two places depending on whether the 
attribute COURSINS is defined as a relation on employees (RESNO).  

1. Display the Course instructors window: 

 Select AGRESSO Human Resources | Human Resources | Training 
administration | Fixed registers | Course instructors: 

 

2. If you define an instructor in this window and the attribute COURSINS 
is defined as a relation on RESNO, then the value for COURSINS in the 
Rel.value column (as shown above) will also be defined in the Relation 
tab on the resources master file.  

Conversely the definition of a relational value for COURSINS on the 
resources master file will result in that employee appearing in the 
above window as a course instructor. 

3. You can further define different levels of course instructors in the 
Attribute values window for the COURSINS (IC) attribute. This 
allows you to distinguish between your instructors’ teaching levels (for 
example senior level courses, medium level courses etc.). 

4. Display the values for COURSINS which are defined in the Attribute 
values window:  

 Select AGRESSO Common | Attributes and Relations | Attribute 
values. 

 Type COURSINS in the Attribute field and Tab. 

  Select Find (F7) to display previously defined attribute values: 

 

5. Close the window.  
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In the example above, values have been defined to cater for the situation 
where an instructor is considered to be a senior instructor (value SEN).   

If you also wanted to differentiate between internal and external trainers, 
you would need to define an additional resource type of T (Trainer).  This is 
because external trainers are in effect suppliers, but as course instructors 
must be resources (i.e. an attribute value for RESNO), so that they are 
available in the Course instructors window. By allocating external trainers 
against the resource type of e.g. T (Trainer) instead of e.g. E (Employee) 
you could utilise them as a course instructor within Training administration 
and capture whether they are e.g. senior, junior etc. 

NOTE: Care needs to be taken to ensure that the value of RESNO used 
doesn’t result in duplicate suppliers. So a range of values for RESNO may 
need to be set aside for suppliers who are also trainers. 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 2.2: Course instructors.  
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Course codes 

The main process flow through Training administration is that the 
attendance on a course results in an enhanced Competence for the 
employee. This is achieved by attaching a competence level to a course so 
that on completion the competence for the employee is set to the level the 
course delivers.  

It is possible to define courses that have no competences attached but it is 
not possible to enter or transfer an employee to training needs window if 
there is no competence set for the course. The relationship between 
courses and the competences that they deliver is a major part of the 
Training administration functionality. 

If the competence module is either not set up or is not being used, the full 
functionality of Training administration can be used by defining the course 
itself as a competence. This presumes that Competence is available in the 
ABW menu. This case will be considered first. 

 

Defining a Course as a Competence 

1.  Display the Competence types window: 

 Select AGRESSO Human Resources | Human Resources | 
Competence | Fixed Registers | Competence types. 

 Check that COURSE has been defined as a competence type, and if 
not insert a new row (Alt + F2) and define COURSE as a competence 
type as shown below. 

 

2.  Press save or F12 and close the window. 

3.  Display the Attribute Values window to ensure that there is at least 
one attribute value for LEVEL: 

 Select AGRESSO Common | Attributes and Relations | Attribute 
values. 

 Type LEVEL in the Attribute field and Tab and select Find (F7) to 
display attribute values. 



UNIT4 Training Services  Session 2: Setting up ABW for 
  Training Administration 

 

20  Version 561.1 

Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4.  Close the window. 

5.  Display the Course codes window: 

 Select AGRESSO Human Resources | Human Resources | Training 
administration | Fixed registers | Course codes: 

 

6.  As COURSE is an attribute with automatic maintenance, the attribute 
values are defined in the above window (as opposed to the Attribute 
Values window).  

7.  As COURSE is defined as competence it will need to be populated 
with attribute values from this window, so initially the value will not 
exist until the window is saved.  

 Insert a new row (Alt + F2). 

 Type SA for Course. 

 Type Safety Awareness for Description. 

 Select Health and Safety for Type. 

  Type 1 for Days and 7 for Hours. 

8.  Press save or F12 to save the course code details without the 
columns for Comp.type, Competence and level completed.  

9.  Select Find (F7) to display the window again and complete the link to 
the competence type which is the value for the course code itself.  

 Select Course for Comp.Type. 

 Select SA for Competence. 

 Type 0 for Level. 

NOTE: You can only link one competence value per course. 

10. Press save or F12 to save the details. 
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11. Close the window. 

NOTE: There must be a value for Level for the transfer to employee 
competence to be effected. You may need to define a strategy for courses 
of part days. 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 2.3 Setting up Course Codes. 

 

 

Relations on course codes 

As with any other attribute in ABW, relations may be defined on the course 
code attribute. This may be for holding additional information or for 
reporting.  

In this example, courses are either held internally (that is on the 
organisation’s premises) or externally at an outside training establishment.  

For this purpose an attribute COURSGRP (Course Group) is defined to hold 
the values EXT (External) or INT (Internal). The attribute is user defined as 
(Attr. ID=S3) see below: 

1. Display the Attributes window: 

 Select AGRESSO Common | Attributes & Relations | Attributes 

 Type COUR* in the grey search bar in the Attribute column then 
select Find to display the results: 

 

2. Close the window. 

3. To set up the attribute values, display the Attributes values window: 

 Select AGRESSO Common | Attributes & Relations | Attribute values 

 Type COURSGRP in the Attribute field and press Tab. 

 Select Find (F7) to display a list of existing values against 
COURSGRP: 
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4.  Ensure that the above values are shown. 

5.  Close the window. 

 

Defining relations against the Course codes attribute 

Once the attribute COURSGRP Course Group has been created, you must 
then define a relation between this attribute and COURSE (Course Code).  

1. Display the Relations window: 

 Select AGRESSO Common | Attributes & Relations | Relations | 
Relations.  

  Type COURSE in the attribute field and press tab. 

 Select Find (F7) to display a list of existing relations against Course 
code: 

 

2. Ensure that there is a relation between COURSE and COURSEGRP. 

3. Close the window. 

 

Defining relations in the Course codes window 

When the course codes are defined, the relations can be attached in the 
course codes window by selecting Relation from the Tools menu or in the 
Relations per Attribute/Attributes per Relation windows in ABW Common. 

1. Display the Course codes window: 

 Select AGRESSO Human Resources | Human Resources | Training 
administration | Fixed registers | Course codes. 



Session 2: Setting up ABW for   UNIT4 Training Services 
Training Administration   

 

Version 561.1  23 

Notes 

 

Select the row detailing Course MA then select Relations from the 
Tools menu and the following window will open: 

 

NOTE: This window is the same as the Relations per attribute window 
in ABW Common, with the attribute and attribute values prefilled.  

 Close the (Relation) window. 

2. Display the Course codes window: 

 Select the row detailing Course SA then select Relations from the 
Tools menu. 

  Enter the Rel.Value INT (Field help is available). 

3. Press save or F12 to save the details. 

4. Close the course relation and course codes window. 

 

Defining relations in ABW Common 

Relational values can be defined in ABW Common by selecting Relations 
per attribute window (same window as defining relational values in the 
Course codes window). However if more than one relational value is to be 
entered at one session, it might be more economical to select Attributes 
per relation: 

1. Display the Attributes per relation window: 

 Select AGRESSO Common | Attributes & Relations | Relations | 
Attributes per relation 

  Enter values of COURSE for COURSGRP EXT as shown below: 

 

2. Close the window. 
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Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 2.4 Relations on course codes. 



Session 2: Setting up ABW for   UNIT4 Training Services 
Training Administration   

 

Version 561.1  25 

Notes 

 

System set up parameters 

There are four main system set up parameters DELETE_NEED, 
HS_EQUAL_ID, TA_NEW_CV_PER_COURSE and WB_TA_COMMENT which 
are relevant to the Training administration module.  

DELETE_NEED 

Within ABW Training administration, you can register whether an internal 
resource has a specific training need.  This system parameter controls 
whether or not resources will be deleted from the Training needs or Course 
Training needs windows in ABW Training administration when they are 
included as course participants from Training Needs against the relevant 
course (with a status of N, P, C or T).  

1. Display the System parameters window: 

 Select ABW Settings | System Administration l System Setup | 
System Parameters l System Parameters 

 Select Find (F7) to display all of the system parameters. 

2. Check that DELETE_NEED is activated to ensure that training needs 
are to be automatically deleted when a participant is entered on a 
training course. 

3. Press save or F12 to save the details. 

4. Close the window. 

 
NOTE: If this parameter is activated and a resource is registered as a course 
participant directly from Training Needs, their training need will automatically be 
deleted regardless of whether they have actually attended the course (i.e. status of 
course participant can be N,P,C or T).  

HS_EQUAL_ID 

HS_EQUAL_ID is relevant if you are defining trainers as resources and the 
resource ID and supplier ID are different. When defining resources, a 
supplier is automatically set up (or amended) when a resource is saved. If 
the supplier ID for resources who are trainers, is not the same as the 
resource ID and you don’t want to duplicate supplier ID’s you may need to 
deactivate HS_EQUAL_ID so that the correct supplier ID can be manually 
entered in the resource window. 

For this course do not change the settings for HS_EQUAL_ID.  
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TA_NEW_CV_PER_COURSE 

Within ABW Training administration, you can update resource competences 
automatically on successful completion of the course. 

This system parameter controls whether or not competences should be 
overwritten or added as a new line in the competence module. 

If activated, Training administration will add a new line for each 
course/competence regardless of whether they have the same details as 
previously or not.   

1. Display the System parameters window: 

 Select ABW Settings | System Administration l System Setup | 
System Parameters l System Parameters 

 Select Find (F7) to display all of the system parameters. 

2. Ensure the TA_NEW_CV_PER_COURSE is deactivated to ensure that if 
the same competence value already exists in the competence module 
it will be overwritten with the value from Training administration.   

3. Press save or F12 to save the details. 

4. Close the window. 

NOTE: This system parameter is only available in 5.5 SP2 onwards.  

WB_TA_COMMENT 

The system parameter WB_TA_COMMENT allows course calendar 
comments to be shown on the web. 

1. Display the System parameters window: 

 Select ABW Settings | System Administration l System Setup | 
System Parameters l System Parameters 

 Select Find (F7) to display all of the system parameters. 

2. Ensure the WB_TA_COMMENT is activated with a value of W;A to 
ensure that course calendar comments marked with W and A are 
shown on the web.  

3. Press save or F12 to save the details. 

4. Close the window. 
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Session 3 
Course calendar 
This session shows you how to set up a course calendar so that participants 
can then be assigned to a specific course.  

 

By the end of this session you should have a firm understanding of how to 
schedule specific courses. 

 

 

Key learning point: 

Understand how to set up a course calendar. 
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Course calendar is the second element in the process flow through the 
Training administration module. 
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Course calendar 

Specific instances of a course are defined in Course calendar. 

1.  Display the Course calendar window: 

 Select AGRESSO Human Resources | Human Resources | Training 
administration | Course calendar. 

Select Find (F7) to display all of the course calendars: 

 

2.  The CourseID is not an attribute value but is stored only in the 
Training administration module. When defining the course ID you 
can use the course code plus a sequential number or any suitable 
convention. Each CourseID must be unique. 

3.  Insert a new row (Alt + F2) and set up the following course calendar: 

Course ID: MA002  

Course:  MA 

Course (T): Managing Attendance 

Type:  Management Development 

Date from: 01/10/2011 

From:  0900 

To:  1700  

Instructor: Anne Harper 

Town:  QSH 

Number:  5 

NOTE: The column headed number is the maximum number of course 
participants. 

Price:  0.00 

Cost:  0.00 

Info:  Leave Blank 

NOTE: To add information about the course, select the Zoom command 
on the Data menu. A window will be displayed where you can enter 
additional comments. 
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The Updated and User values will be populated automatically by the 
system when the window is saved. 

Status (Column headed T):  N  

Description:   Enter up to 60 characters of text. 

Note - The status can be used as follows: 

• N - Active (scheduled). 

• P - Parked (planned). 

• C - Closed (cancelled). 

• T - Terminated (completed). 

1.  Press save or F12 to save the details: 

 

2.  Notice that since a comment has been entered, the Info box is now 
checked. 

3.  Close the window. 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 3.1 Schedule a course. 
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Session 4 
Competence  
This session introduces you to competences which you can use in Agresso 
to record skills, qualifications, and personal attributes of resources. The 
competence module also forms the basis for Gap Analysis covered in the 
next section. 

  It covers: 

• Overview of Competence module.  

• Competence Types and Competences. 

• Setting up Competence types. 

• Entering competence information in Smart Client. 

• Entering Competence information in Self Service. 

• Competence Enquiries. 

• Printing a resource CV. 

By the end of this session you should have a firm understanding of the 
purpose of competences, and how you set them up in ABW. 

 

Key learning points: 

Understanding the broad definition of competence in Agresso. 

Understanding how to set up competence types and competences. 

Understanding how to enter competence information for single and 
multiple resources. 

Understanding how to enter competence information via Self 
Service. 

Understanding how to perform competence enquiries. 

Understanding how to produce a CV for an employee. 
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Although Competence is held as a separate module in ABW, it is the third, 
optional, element in the process flow through the Training administration.  
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Overview of Competence 

The competence module in Agresso is used to record and report on: 

• Skills – languages, software, technical, soft. 

• Qualifications. 

• Personal Attributes. 

• Training Courses. 

The Agresso definition of competence differs to that of Human Resources in 
that it covers more than just behaviours and abilities. This means that all 
the skills, abilities, personal attributes, qualifications and training in your 
organisation are in the one place making administration and reporting 
more simple. 

Competence information can be entered via Smart Client or Self Service, 
employee can enter their own competence information into Self Service 
and this information can go through the approval process using Agresso 
Workflow. In Smart Client, competence information can be entered for 
multiple employees at once, easing the burden of administration on your 
Human Resources department.  

The Competence menu is located in Agresso Human Resources: 

 Select Agresso Human Resources | Human Resources | Competence.  
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Competence Types and Competences 

This session will give you an overview of how the competence module is 
configured and used in Agresso. Competences are grouped into 
Competence Types in Agresso, the Competence Type is the category and 
the Competence is the individual skill, qualification or ability. 

 

 Language Qualification 

Spanish 

French 

Dutch 

German 

Italian 

Danish 

Swedish 

Norwegian 

BA 

BSc 

MA 

MSc 

Prof Qual 

A Level 

GCSE 

PhD 

 

Competence details are entered into the Employee Competence 
Information window. You can see the Competence Types are set up as tabs 
and the Competences are listed in the drop down menu. 

 

 

 

 

 

 

Competence Type 

 

 

 

 

Competence  

 
Competence 
Types 
 
 
Competence  
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In Agresso, the competence types are set up as tabs, which means a 
different window can be configured for each different type of competence.  
In most cases, organisations will want to record different information for 
different types of competences, for example: 

• You will want to record an expiry date for first aid courses: 

 

• And a subject for qualifications: 
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Setting up Competence Types 

The Competence Types, Competences and fields which are set up to 
capture data about each competence are all user defined. Therefore it is 
important to understand how to configure the competence module. Before 
setting up a Competence Type, you need to understand what the 
competence type is 

A Competence Type is an Attribute: 

Qualification 

BA 

BSc 

MA 

MSc 

Prof Qual 

A Level 

GCSE 

For example, in the diagram below, you can see that the tab is called 
‘Edqual’. The attribute values for EDQUAL form the list of competences 
available to choose from: 

 

 

 

 

Competence 
Type 

 

 

 

Competence  

Attribute 

 

 

 

 

Attribute 
Value  
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Set up a new Attribute 

Therefore to set up a new competence type and competences, it is 
necessary to create a new attribute. 

Display the Attributes window: 

 Select AGRESSO Common | Attributes and relations | Attributes. 

 Select Edit| Insert Row or Alt + F2 to enter a new row. 

Enter the following new attribute: 

 

Save and close the Attributes window. 

 

Set up the Attribute Values 

Display the attribute values for the Professional Memberships competence 
attribute. 

 Select AGRESSO Common | Attribute and relations | Attribute 
values. 

 Select PROFQUAL for the Attribute. 

 Tab to the table field. 

Enter the new Attribute values. 

 

Save and Close the window. 
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Set up the Competence Type 

By setting up a competence Type we are defining a new tab in the 
Employee Competence Information window. When setting up the tab, you 
also need to decide on the fields which will be presented on the tab in order 
to capture the right information about the competence. 

Display the Competence types window: 

 Select AGRESSO Human Resources | Human Resources | 
Competence | Fixed Registers | Competence types. 

 Press F7 to display a list of existing competence types: 

 

To define a new competence type:  

Select ‘Edit’ and click ‘Insert Row’. 

Select the ‘PROFQUAL’ attribute from the list. 

 

There are a number of other fields in this window which are used to set up 
the fields which will be presented in the new tab. 

There are explained below: 

Sort The order the competence types / tabs will 
appear on the competence information window. 

Headings 1- 3 Used to capture free text information. 

Heading 4 - 13 Used to capture information which is presented 
as a drop down list (attribute values). 

Free dates 1 & 2 Used to capture date information. 
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Unit Used to capture numerical information. 

Level Select an attribute which will be used to 
indicate the skill or qualification level achieved. 

Period Select a period type: 

N - No time information. 

GL - ABW standard period register. 

PR - Payroll period. 

TS - Project period. 

D – Date. 

Y – Year. 

Checkboxes These checkboxes are used to determine which 
module in Agresso the competence will be 
available in: 

C – competence module / windows. 

A – applicant module / windows. 

TA – training administration windows. 

CV – will be exported into the employee CV. 

RP – resource planning windows. 

MS – mobile services functions. 

SSe – Self Service.  

Info A free text field. Information entered will be 
shown on the page Competences in Self 
Service. This field is default hidden. 

Status This field makes it possible to hide redundant 
competence rows.  Valid values are: 

Active (N) - The competence type is active. 

Parked - It is not possible to enter new rows, 
but the competence will be shown. 

Closed - It is not possible to enter new rows, 
and the competence will not be shown. 
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Rules for setting up this window: 

• If you do not want a column to be displayed in the competence tab, 
leave it blank. 

• The value you enter into the column will be displayed as the heading 
in the tab. 

• You cannot delete competence types once they are set up, so set the 
status to Closed to hide them. 

 

For Professional Qualifications, capture the following information: 

• Company Sponsored (text) - Use Headings 1, 2 or 3. 

• Membership Level (attribute) - Use Headings 4 -13. 

• Date Attained (Date)  - Use free date 1 or 2. 

• Expiry Date   - Use free date 1 or 2. 

 

Enter the information as shown below: 

 

Click Save or F12 to save the new competence type. 

 

Note: 

There are many hidden fields on this window, to display these fields: 

 Click Setup on the toolbar. 

 Press F7.  

  Check ‘Show’ against any fields you wish to be displayed. 
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Click OK. 

 

View the new Tab: 

 Select Agresso Human Resources | Human Resources | Competence 
| Employee Competence Information. 

 Enter ResID: 1000 and press Tab. 

 

 

 

 

 

 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 4.1: Setting up competence types. 
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Entering competence information in Smart Client 

There are a number of different ways competence information can be 
entered for a resource.  

In Smart Client, Competence information can be entered via tow menu 
options, they are shown below: 

 

 

1. Employee Competence Information 

Enter competence details for a single resource. 

2. Competence Information 

Select a competence and enter multiple records for multiple 
resources simultaneously. 
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Employee Competence Information (single resource) 

• Display the CV05 Employee competence information window: 

 Select AGRESSO Human Resources | Human Resources | 
Competence | Employee competence information: 

 

• Select the resource for which you want to enter competence 
information: 

 Select 1005 for the ResID. 

 Press Tab to display the competence information.  A tab will appear 
for each competence type. 

 

• Enter the information for the first competence row: 

 Select BSC for the Education. 

 Press Tab to display the competence description in the next field. 

 Type Information Technology for the Subject. 

 Type 1993 for the Year: 

 

 Click on Language tab and enter Dutch with Fluency level 2: 

 

 Save. 
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• Zoom to enter additional information: 

 Tab back into record and select the Information Technology 
competence row. 

 Select Data | Zoom or Check the ‘Info’ box. 

 Select English UK for the Language: 

 

• Enter and save the following additional information: 

 Select Edit l Insert Row or Alt + F2 to enter a new row. 

 Enter “Specialises in the integration of technology interfaces” in the 
Description field: 

 

 Click Save or press F12 and close the window. 

 (The Update date and User are completed automatically.)  

• Save the employee competence information details and close the 
window. 

• Display the CV03 Competence overview per resource window, and 
display the competence information you entered above: 

 Select AGRESSO Human Resources | Human Resources | 
Competence | Competence overview per resource: 

 

 Type 1005 for the ResID. 
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 Tab to display the competence information: 

 

 

• Close the window. 

 

NOTE: 

This window can also be accessed from the Resource master file tools: 
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Competence Information (multiple resources) 

You can enter competence information for multiple resources at once using 
the Competence information window where you can register, maintain, and 
enquire on competence information for all resources in Agresso. 

This window is useful for mass updates of information on a single 
competence, for example to update resource competences after several 
resources have attended a first aid course. 

1. Display the Competence information window: 

 Select AGRESSO Human Resources | Human Resources | 
Competence | Competence information: 

 

2. Select the Competence Type for which you want to enter information 
against resources: 

 Select EDQUAL for the Competence type: 

 

3. Enter the competence information: 

 Type 1002 for the ResID. 

 Tab to Competence information field to display the resource 
information. 

 Select MA for the Qualification. 

 Type Business for the Subject. 

 Type 1996 for the Year. 
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Enter another record: 

 Type 1005 for the ResID. 

 Tab to Competence information field to display the resource 
information. 

 Select BA for the Qualification. 

 Type Biology for the Subject. 

 Type 1997 for the Year: 

 

4. Save the details. 

 

NOTE:  

If identical information is entered through the different entry windows, the 
competence information is duplicated for the resource. 
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Entering competence information using Self Service 

In Self Service, competence information can be entered via: 

  Personnel | Courses and Competence | Competence: 

 

A resource can use Agresso Self Service to view and amend their own 
competences, and to display their CV. Entering competence information 
using this method is useful if you want to devolve responsibility to 
individuals to maintain their own competence records. 

Login to Self Service as System user: 

 Select Personnel Information | Courses & Competence | 
Competences:  

 

No competences are shown. You must select a competence type 
from the list. 

  Select Qualifications. 
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Andrew’s existing qualifications are listed. 

Click ‘Add’ to add a new record. 

Select a record and click ‘Delete’ to delete a record. 

Save your changes before closing the window. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 4.2: Entering competence information 
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Competence Enquiries 

Competence Enquiries are used to view competence information for single 
or multiple resources or applicants. 

 Select Agresso Human Resources | Human Resources | Competence 
| Enquiries 

 

Competence Enquiry – Resources  

1. Open the Competence enquiry – Resources: 

  Select AGRESSO Human Resources | Human Resources |  
Competence | Competence overview per resource 

 

 Enter 1000 in the RESID column in the grey search bar and press 
F7: 

 

2. Use the ‘Setup’ tool to show / hide additional fields. 

3. Close the window. 
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NOTE: The Competence enquiry – Resources can also be run as a browser 
enquiry. 

 

Workflow Enquiry / User Log – Competence 

The competence information entered by employees via Self Service can be 
processed for approval using Agresso Workflow. These two enquiries are 
used to monitor and manage competences which are currently in workflow. 
This is covered in the HR Workflow Training Course.
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Session 5 
Gap Analysis 
 

This session introduces you to the analysis you can perform in Agresso to 
find information about resources and their competences. It covers: 

• Looking at requirement rules and analysis. 

• Performing and saving a simple competence enquiry. 

• Identifying and transferring resources to training needs. 

• Viewing and formatting your enquiry results. 

• Performing advanced competence enquiries. 

 

By the end of this session you should have a firm understanding of how 
you can conduct requirement rules and analysis enquiries to generate 
competence-specific information. 

 

Key learning points: 

Understanding the purpose of requirement rules and analysis to 
search for competence information. 

Understanding how to perform simple and advanced enquiries on 
resource and applicant competences. 

Understanding how to view and format enquiry results. 

Understanding how to transfer resources to training needs. 
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Gap analysis and training needs is the third, optional, element in the process 
flow through the Training administration module. 
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Requirement rules and analysis can be used to enquire about combinations 
of resource and applicant competence information as well as making 
enquiries based upon relation and flexi-field values. 

Available both in Smart Client and Self Service, Requirement rules and 
analysis enables you to review your results in a tabular format as well as 
create and format your results graphically. 

The Simple Mode of enquiry allows you to identify resources and/or 
applicants that meet a specific competence, relation or flexi field 
requirements/values or a combination of these values e.g. are based in 
London (Relation), do not have a valid certificate in First Aid at Work 
(Competence) and have indicated that they would be prepared to be a 
Company First Aider (held in a flexi-field against the Resource Master File).  
The enquiry can also be based upon imported demand requirements. 

Where you identify resources that do not have a required competence (e.g. 
First Aid at Work), you have the ability to register them for training needs 
from the enquiry window. 

The advanced enquiry mode enables you to: 

• Limit your resource pool (Resources & Applicants) to those within a 
global browser template.  

• Utilise requirement formula to enquire about resources and 
applicants who meet specified criteria and/or have combinations of 
competencies, relational or flexi field values e.g. Competence of 
English at fluency level 4 OR Competence of French at fluency level 4 
AND be in Cost Centre OR be female, based in London and know 
German at fluency level 3 or better. 

• Enquire about Applicants instead of or in addition to resources. 

Firstly, we will look at a Simple Mode of enquiry and look at identifying and 
transferring resources to Training Needs.  We will then examine how we 
can create graphical representations of our results.  

We will then move on to explore some of the advanced mode enquiry 
features.  The advanced mode functionality which utilises requirement 
formula to produce sophisticated enquiries will not be covered in this 
session and will form part of your implementation consultancy. 
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Simple Mode Enquiry 

We will complete a simple enquiry using the requirement rules and analysis 
window to search for resources that have the following competence: 

• Registered Competence in the French language. 

• The competence level in French needs to be greater than or equal to 
the fluency level value 3 (conversational or better). 

1. Display the Requirement rules and analysis window: 

 Select AGRESSO Human Resources | Human Resources | 
Competence| Requirement rules and analysis: 

 

 

Rule Enter the name of a new rule or 
select an existing rule. 

Description Enter a description for the rule. 

Status The status of the rule: Active, 
Closed or Parked. 
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Requirements 

Type Use this window to enter one or 
multiple requirements for your rule. 
You can base the requirement on. 

• Competence 

• Relation 

• Resource 

• Course 

• Employment  

• Flexi Field 

For example, you may be searching 
for all applicants who speak French 
(competence) who live in London 
(Resource) and work in London 
(Employment). 

ID Your rule may be a combination of 
lots of difference requirements. Each 
requirement is given a code which is 
used to identify it. The codes are 
based on the type of requirement: 

C – Competence (C1, C2..) 

R – Relation (R1, R2...) 

A – Course (A1, A2...) 

E – Employment (E1, E2...) 

S – Resource (S1, S2...) 

F - Flexi-field (F1, F2...) 

Summary Information field showing a 
summary of the requirement. 
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To demonstrate, create a rule with a requirement of French, Fluency > = 
3: 

 

Enter the name of the rule, a description and click ‘add’ to enter a 
requirement. When Competence is select as the requirement notice two 
things: 

1. The Requirement Type has an ID of C1. 

2. A new section has appeared on the window called Competence 
Requirement. 

Enter the competence requirement: 

 

The requirement specifies a fluency level of 3 or above, however this 
cannot be entered into the Competence requirement.  
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Use the Detail Restriction to add more details to the requirement, click ‘Add 
Detail Restriction’: 

 

Click ‘Execute Analysis’ to see those employees who have this requirement 
or more: 

 

The results indicate that: 

• 35 resources were analysed (Total Analysed). 

• 5 resources have a competence in French at or above the required 
level. 

• 3 resources have a French competence fluency level of 3 (Match % 
100%). 
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• 2 resources have a French competence fluency level of 4 (Match % 
133.3%). 

Note that resources with a match per cent of less than 90% are not 
shown (refer to ‘Do not show if match % < field’). 

Column Setup 

Use the Column Setup tool to change the fields which are displayed in the 
results table.  

 

 Click Column Setup: 

  

Switch the checkbox on for the fields that you wish to include and click OK. 
When you return to the results table, your fields will be displayed. 
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Point % and Match % 

There are two scores shown on the results tab, they are shown below: 

 

The values calculated for Match % and Point % depends on whether levels 
are used or not. 

No Levels 

The employee will either have the competence or they will not giving the 
following values: 

Employee has competence: Match % = 100% Point % = 100% 

Employee does not have Competence: Match % = 0% Point % = 0% 

Levels 

The value calculated for Match % and Point % is based on the number of 
levels in the scale. 

If there are four levels, as in our example, the Match % value calculated is 
based on the requirement. Our requirement was Level 3 therefore if an 
employee has level 3, they will score 100%. 

If an employee has a level other than Level 3, values are calculated based 
on  

100  %                                        So, 100 = 33.33% per level  
No of Levels below level required             3      achieved 

 

Giving the values below: 

Level Match % 

1 33.33% 

2 66.66% 

3 100% 

4 133.33% 
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Point % is calculated based on the highest achievable level, in our 
example, this is Level 4. Therefore if an employee has Level 4, they will 
score 100%. 

If an employee has a level other than the highest achievable level, values 
are calculated based on. 

100 %                                       So, 100 = 25% per level achieved 
No of Levels below level required        4 

 

Giving the values below: 

Level Point % 

1 25% 

2 50% 

3 75% 

4 100% 

 

The Analysis summary gives an average Match % and Points % for all 
employee analysed: 
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Do Not Show if Match % < 

This search field is used to determine the match % which is used to filter 
the results shown in the results table. The default value is 90%, so any 
employee with a match% of less than 90% will not be shown.  

However, if you wish to view employees whose match % score is less than 
90% then change this value: 

 Change the value to 60% and click ‘Execute new analysis’. 

 

The new results are shown below, notice that employees who do not 
match the requirement are shown with an ‘x’. 

 

Save the Rule and Results 

You can save both the rule, in order to use it again, and the results 
produced, in order to call on these results again. 

To save the rule: 

 Select the Requirement Rule Tab and press save or F12. 

To save the results: 

 Select the Results tab. 
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Enter a ‘Result Description’ and click ‘Save Setup and Result’ in the toolbar. 

View Chart 

There is a chart view in the results tab which can be used to view your 
results graphically; it can also be formatted to meet your requirements.  

 Select the Results tab. 

 Click on ‘Chart’ to view a graph of the results: 

 

Click on Chart set up to change the format of the graph. 

Change the chart set up to display number of employees on Y axis 
and level of fluency on X axis. 

 Click on ‘Chart set up’. 

 Select C1 Fluency (T) as X-axis. 

 Select # as Y-axis and press tab. 
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Transfer to Training Needs 

Where you identify internal resources that are not fully qualified/fail to 
reach the required level, you can register them for training needs. 

1. Select Joanne Marley for training needs: 

 Switch on the checkbox to the left of Joanne Marley’s name in the 
resource/applicant results table: 

 

2. Transfer Joanne Marley for training needs: 

 Click the Transfer training needs button at the bottom of the 
window. 

The following window is displayed: 

 

 Click the OK button. 

NOTE: If you open the Training Needs window or the Self Service 
Training Needs page, the transferred resource will appear. 

3. Close the requirement rules and analysis window. 
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Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 5.1: Requirement Rules and Analysis: Simple Mode. 

Exercise 5.2: Requirements Rules and Analysis: Using the Rule. 
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Advanced Mode Enquiry 

The Advanced mode enquiry allows us to 

• Utilise Requirement formula to enquire about resources who meet 
specified criteria and/or have combinations of competencies e.g. 
English at fluency level 4 OR French at fluency level 4 AND at least 
one Scandinavian language at fluency level 2 or better OR be 
female, based in London and know German at fluency level 3 or 
better. 

• Limit your resource pool (Resources & Applicants) to those within 
a global browser template. 

• Enquire about Applicants instead of or in addition to resources. 

Limit Resource Pool using a Global Browser Template 

We will now look at how we can, using our existing French Language 
enquiry, further restrict the results based upon a global browser template, 
to those resources in a certain cost centre e.g. CLPS. 

1. Display the Requirement rules and analysis window: 

 Select AGRESSO Human Resources | Human Resources | 
Competence| Requirement rules and analysis. 

2. Open your ‘French’ Rule. 

 Select ‘French’ in the rule field and press tab. 

3. Enter Advanced Mode. 

 Select the ‘Advanced Mode’ button. 

Within the condition for being included section, select the CLPS Cost 
Centre Resources Browser in the ‘Resource browser template’ field. 
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4. Display your results: 

 Select the ‘Execute analysis’ button. 

The following window is displayed: 

 

The results indicate that only 2 resources have a French 
competence fluency of level 3 or better and are in Cost Centre 
CLPS. 

5. Close the window. 
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Enquire about Applicants and Resources 

Again, using the existing French Language enquiry, we will look at how we 
can amend the enquiry to check if there are any applicants who have the 
required language qualifications. 

1.  Display the Requirement rules and analysis window: 

 Select AGRESSO Human Resources | Human Resources | 
Competence| Requirement rules and analysis. 

2.  Open your ‘French’ Rule. 

 Select ‘French’ in the rule field and press Tab. 

3.  Enter Advanced Mode to select Resources and Applicants: 

 Select the ‘Advanced Mode’ button. 

Within the condition for being included section, select the Analyse 
Applicants checkbox:  

 

4.  Display your results: 

 Select the ‘Execute analysis’ button. 

5.  Format the Results tab to show additional details: 

 Select the Column setup button. 

Select Show and Show Text for ‘Type’ field name to identify 
applicants and resources. 

Click OK. 

6.  Review your Results. 
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The results indicate that in addition to the original result set: 

• 1 applicant has a French competence fluency of level 4 (Match % 
125%). 

7.  Close the requirement rules and analysis window. 
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Position Competences 

Overview of using positions and competences 

In order to make sure the people working for your organisation have the 
necessary skills and attributes to succeed in their jobs, you can record the 
competences required for a position.  

Display the Position Register: 

 Select AGRESSO Human Resources | Payroll | Position 
administration. 

There is a tool called ‘Requirement Setup’, this is used to record the 
competence requirements for a position. 

 

Click Requirement Setup: 

 

The window above shows that the competence required for this position is: 

Personal Skill: Leadership, ability level 2 or above. 
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Close the ‘Requirement Setup’ window. 

In addition to setting up requirements for a position, there is another tool 
called ‘Show Qualified Candidates’ which is a report displaying all those 
resources and applicants who have Personal Skill: Leadership entered into 
their competence record. 

Any of those employee or applicants whose record indicates that they are 
below ability level 2, are highlighted as not suitable. 

 Select AGRESSO Human Resources | Payroll | Position 
administration  

Click on the tool ‘Show Qualified Candidates’: 

 

 

Entering Position Competence Requirements 

To enter requirements for a position, open the position register: 

 Select AGRESSO Human Resources | Payroll | Position 
administration.  

Search for the ENG – Engineer position. 

 

Click on ‘Requirement Set up’ and click ‘Add’. 

The Engineer is required to have good presentation skills, enter this as a 
requirement as shown below: 
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Click on Save or F12 to save the new requirement, and close the window. 

 

Back in the position register, click ‘Show Qualified Candidates’: 

 

There are three people with Presentation skills recorded in their 
competence record, only one of them is above level 2.  
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Session 6 
Assigning Course Participants 
This session shows you how to assign participants to a specific course.  

By the end of this session you should have a firm understanding of how to 
assign participants to attend courses set up in the course calendar either 
directly or via identified training needs. 

 

Key learning points: 

Understand how to assign course participants either directly or 
from training needs. 
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Assigning course participants is the fifth element in the process flow 
through the Training administration module. 
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Course participants 

Once the courses have been defined the course/training administrator can 
begin enrolling resources and customers onto the courses. 

You can assign participants to attend courses set up in the course calendar 
either by: 

• Transferring resources from training needs. 

or  

• Directly through the course participants window.  

 

The Course participants window can be accessed either from the Training 
administration menu at: 

 AGRESSO Human Resources | Human Resources | Training 
administration | Course participants. 

or by selecting a line in the Course calendar window and then selecting 
Course Participants from the tools menu: 

 

• Participants may either be “Resource” or “Customer” – see Ledger 
type column.  

• The participants may either be entered directly in the window or may 
be transferred from Training needs, however only resources can be 
transferred from Training needs.  
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Transferring from Training Needs 

• To transfer from Training needs, use the following procedure. 

1. Create a new course in the Course calendar window: 

 Select AGRESSO Human Resources | Human Resources | Training 
administration | Course calendar. 

 Insert a new row (Alt + F2) and set up the following course 
calendar: 

Course ID: TM002  

Course:  TM 

Course (T): Time Management 

Type:  Personal Development 

Date from: 01/11/2011 

From:  0900 

To:  1700 

Instructor: Andrew Markham 

Town:  QSH 

Number:  5 

2. Press save or F12 to save the record. 

3. Select Find (F7) to refresh the display. 

4. Select the course in the Course calendar window and select Course 
Participants from the Tools menu and press tab: 

 

5. Ensuring you are on a blank line in the window above - select 
Training needs from the Tools menu. This will present the window 
below; it will contain participants whose training needs have a 
competence and level the same as that delivered by the course in 
the course codes window.  
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6. Select the participants who are going on the course by selecting the 
checkbox to the left of the Course column: 

Resource: 1005 Paul Hagan 

1006 James Polson 

   1007 Victoria Rollins   

7. Select Keep or F11 to keep the record. 

• The participants will be transferred to the Course participants’ 
window: 

 

8. Press save or F12 to save the record. 

9. Close the window. 

NOTE: This process will delete them from the Training needs window if the 
system parameter DELETE_NEED is activated. 
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Assigning Course Participants Directly  

You can also assign course participants to courses directly through the 
course participants’ window or by selecting a line in the Course calendar 
window and then selecting Course Participants from the tools menu. 

Course Participants Window 

1. Open the course participants window: 

 Select AGRESSO Human Resources | Human Resources | Training 
administration | Course participants. 

 Select Course TM002 and press tab and then Find (F7) to display the 
current assigned participants. 

2. Add a new participant directly: 

 Insert a new row (Alt + F2) and select: 

Ledger Type: Resource 

Participant: 1000 

Name:  Andrew Markham 

Comment: Leave Blank 

Level:  Leave Blank 

Priority:  0 

Unit:  0 

Status:  N 

Note - The status can be used as follows: 

N Active (scheduled to attend the course) 

P Parked (that is, temporarily on a waiting list) 

C Closed (removed from the participant list) 

T Terminated (the course is completed) 

3. Press save or F12 to save the record. 

4. Close the window. 
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Course Calendar Window 

The Course participants’ window can also be accessed from the course 
calendar window. 

1. Open the course Calendar window: 

 Select AGRESSO Human Resources | Human Resources | Training 
administration | Course calendar. 

 Select Find (F7) to display all available courses. 

2. Add a new participant directly: 

 Click on CourseID TM002 and select Course Participants from the 
Tools menu. 

 Press tab and Find (F7) to display the current assigned participants. 

 Insert a new row (Alt + F2) and select: 

Ledger Type: Resource 

Participant: 1002 

Name:  Joanne Marley 

Comment: Leave Blank 

Level:  Leave Blank 

Priority:  0 

Unit:  0 

Status:  0  

3. Press save or F12 to save the record. 

4. Close the window. 

5. Close the course calendar window. 

NOTE: If the DELETE_NEED parameter is activated and a resource is added as 
a course participant directly from the Course Participants or the Course 
Calendar window (and not via Training needs), any relevant training need will 
not be deleted.  If you require training needs to be deleted, you must add 
participants via Training needs.  
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Exercises 

Open the Exercise Workbook and complete the following exercises: 

Exercise 6.1 Add participants. 
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Session 7 
Course Maintenance and 
Completion 
This session shows you how to perform some course maintenance activities 
and how to update ABW Competences on successful completion of the 
course.  

This session is divided into two demonstrations: 

• Changing status of course participants. 

• Update competence on course completion. 

• Course management. 

By the end of this session you should have a firm understanding of the 
relevance of the status field in Course participants, the process to update 
ABW Competences and the options for course management. 

 

Key learning points: 

Understand the different statuses in the Course participants 
window. 

Understand how to transfer to competence on course completion. 

Understand how to add extra information about a course code or a 
scheduled course. 
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Course maintenance and completion is the fifth element in the process flow 
through the Training administration module. 
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Change status of course participants 

The status of the course participant may be changed in the Course 
participants window either individually or as a group.   

Valid status codes are: 

N Active (scheduled to attend the course). 

P Parked (that is, temporarily on a waiting list). 

C Closed (removed from the participant list). 

T Terminated (the course is completed). 

1. Open the course participants window. 

 Select AGRESSO Human Resources | Human Resources | Training 
administration | Course participants. 

 Select CourseID TM001. 

 Highlight the rows detailing participants 1000 and 1001 where the 
status is to be changed to the same value and then select Change 
status from the tools menu. This will present the window below: 

 

 Type C and click on OK to update the relevant status. 

 Press save or F12 to save the Course participant window. 

NOTE: If the course delivers a competence the saving of the  
window with a status T will enable the employee competence to be 
updated.  If you update a status to T, you will be unable to make 
any further changes to the status. 

2. Close the window. 
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Update employee competence 

If a course delivers a competence, it is possible to update an employee’s 
competence from Training administration upon successful completion of the 
course (i.e. changing the status to T – Terminated will initiate the 
competence upgrade). 

NOTE: The competence type needs to be available to Competence (C) and 
Training administration (TA): 

 
1. Open the course participants window. 

 Select AGRESSO Human Resources | Human Resources | Training 
administration | Course participants. 

 Select CourseID TM001 and press tab then Find (F7) to display the 
current assigned participants. 

 Highlight the row with resource 1003 – Steven Edwards and select 
change status from the Tools menu. 

2. Change the status to T and select OK and save the record. 

The below window will be displayed: 

 

3. Indicate which resources competences you wish to update. 

 Ensure that Steven Edwards is checked and deselect any resources 
that you do not want to update competences. 

4. Press save or F12 to update the employee’s competences. 

5. To view the employee’s competence details, display the Employee 
competence information window: 

 Select AGRESSO Human Resources | Human Resources | 
Competence | Employee Competence Information. 

 Select ResID 1003 – Steven Edwards and then select the Course 
competence tab. 
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NOTE: The course date is transferred to the competence window  
together with the course code attended. The date will only be 
transferred if D is selected in the Competence types window for 
the COURSE competence. 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 7.1 Course completion. 
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Course management 

This section is intended to make suggestions for dealing with processes 
that occur as part of course management such as: 

• Cancellations. 

• No shows. 

• Waiting lists. 

• Extra information about a course. 

Cancellations 

If a delegate rings to cancel the course that they have booked on, then the 
entry in the Course participants window may be deleted.  

 Select AGRESSO Human Resources | Human Resources | Training 
administration | Course participants. 

 For the delegate who has cancelled, highlight the row and select 
Delete row from the Edit menu. 

 Press save or F12 to save the change. 

If the participant wants to be rescheduled then they can either be entered 
as a participant on a future course (if scheduled) or may be entered back in 
the Training needs window.  

NOTE: If DELETE_NEED is activated, transfer from Training needs to Course 
participant results in their deletion from Training needs. However deletion 
from the Course participants window does not reinstate them in Training 
needs; that has to be done manually. 

No shows 

Delegates may fail to show up for courses. The process for this will depend 
on the way the organisation regards this and whether internal charging 
takes place. In this case: 

 Select AGRESSO Human Resources | Human Resources | Training 
administration | Course participants. 

 For the delegate who has not attended, highlight the row and 
change the status to C. 

 Press save or F12 to save the change. 

NOTE: This enables them to be identified and reported on. 
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Waiting lists 

Delegates may request to go on a course when the course is full. In this 
case they could be entered on the course as a course participant with a 
status of P.  

If anyone subsequently cancels and therefore a space is then available on 
the course, the status of the person on the waiting list could be changed 
from P to N.  

If there is no course scheduled, they can be entered on Training needs. For 
this to be possible each course must deliver a competence. 

 

Course codes: Tools | Information 

You can enter additional generic information about each course: 

1.  Display the Course codes window: 

 Select AGRESSO Human Resources | Human Resources | Training 
administration | Fixed Registers | Course codes. 

 Select Find (F7) to display all current course codes. 

 Highlight course MA and either select Information from the Tools 
menu or select zoom from the data menu (Alt + F6). 

 Enter the extra information in the Description field: 

 Day 1 – Risks associated with absence due to stress. 

 Press save or F12 and then close the window (the Updated and User 
fields are updated once the window has been saved):  

 

 Press save or F12 to save the Course codes window. 

2.  Close the Course codes window. 
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Course calendar: Data | Zoom 

You can also enter additional information about a specific scheduled course 
through the Course calendar window which could be used by the individual 
course instructors. 

1.  Display the Course calendar window: 

 Select AGRESSO Human Resources | Human Resources | Training 
administration | Course calendar 

 Select Find (F7) to display the course schedule. 

 Select course line MA001. 

 Select zoom from the data menu (Alt + F6). 

 Insert a new row (Alt + F2) and enter the extra information in the T 
and Description fields: 

 T  Description. 

 A  Additional comment for self service. 

 C  Comment not available for self service. 

 W Comment that should be shown on self service. 

 The column T which holds a one character code can be used for 
reporting purposes as such values can be user defined e.g. L for 
location details, T for technical details. 

 Press save or F12 and then close the window (the Updated and User 
fields are updated once the window has been saved):  

 

Press save or F12 to save the Course calendar window. 

2.  Close the course calendar window. 

Exercises 

Open the Exercise Workbook and complete the following exercises: 

Exercise 7.2 Add additional information on courses. 

Exercise 7.3 Add information to a course instance.
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Session 8 
Course Evaluation Forms 
This session aims to explain and demonstrate how to set up and distribute 
Training course evaluation forms for a course event in Agresso. The form 
can be created and completed in both Agresso Smart Client and Self 
Service.  

This session contains the following sections: 

• Set up the Questions  

• Assemble the Evaluation Form  

• Distribute the form  

• Complete the form  

• View Responses  

By the end of this session you should have a firm understanding of how to 
create and distribute training course evaluation forms as well as how to 
report on the responses returned 

Key learning points: 

Understand how to set up the questions for a training course 
evaluation form. 

Understand how to assemble the form using a combination of 
questions. 

Understand how to distribute the form to the participants 

Understand how to complete the form as a participant and as a 
training administrator 

Understand how to report on the responses returned 
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Introduction 

A Course Evaluation form is set up for each individual Course ID, that is, 
each course created in the course calendar as opposed to a course code. 
There are two parts to setting up each form: 

• Each question is set up in the ‘Evaluation Form Setup screen’ 
 

• The ‘Evaluation form definition’ screen is used to select a combination 
of questions and assemble the form. 

Therefore, although a new form is created for each new course event, you 
will reuse the question set up each time. 

 

Set up the course and Participants 

1. Create a new ‘Managing Attendance’ training course in the course 
calendar: 

 Select AGRESSO Human Resources | Human Resources | Training 
Administration | Course Calendar 

  Enter the following new course: 

 

2. Add participants to your course event. 

 Select AGRESSO Human Resources | Human Resources | Training 
Administration | Course Participants 

 Select the course ID from the drop down menu  

Press F7 / Search to view the participants 

 

Exercises 

Open the Exercise Workbook and complete the following exercises: 

Exercise 8.1 Creating new Course Events. 
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Set up the Evaluation Form Questions 

 Select AGRESSO Human Resources | Human Resources | Training 
Administration | Fixed Registers | Evaluation Form Setup 

 

   Click ‘Add’ to create a new question 

 

Question Enter the question text  

Level The options available in this drop down menu are 
determined by the settings of the parameter 
TA_EVAL_ATT_ID.   

In our example this drop down menu is configured to show 
the following options: 

• General (PR General Attribute ID) 
• Course Code 
• RESNO (Course Instructor) 
• Course Type 

Therefore the question can be categorised. 

Value When defining the Evaluation Form which will distributed 
to users, you will select questions which have already 
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been set up in this screen. 

The value ensures that when you are defining the form, 
only questions relevant to that course will be available for 
selection. 

For example, if level is set to ‘Course Code’ and value is 
set to ‘AB’, this question will only be available for 
evaluation forms defined for the ‘Absence Management’ 
course. 

Or, in the example above, if level is set to ‘RENSO’ and 
value is set to ‘Andrew Markham’, this question will only 
be available for evaluations forms set up for courses which 
Andrew Markham is the instructor. 

Answer 
Type 

Determines the format of the response section of the 
question. There are three options: 

• Large Text (free text) 
• Small Text (free text) 
• Select Options 

Select Options is used to present a drop down menu to the 
participant, values in the drop down menu are the 
attribute values of the attribute selected in the ‘Select 
Options’ field 

Comment Tick to allow the participant to enter additional text in 
response to the question 

Status The status of the entered question. Values are: 

Active  

Parked  

Closed  

Note that only active table rows are used in the Evaluation 
form definition window.  

Press F12 or ‘Save’ to save the new question 

Exercises 

Open the Exercise Workbook and complete the following exercises: 

Exercise 8.2 Set up Evaluation form questions 

Exercise 8.3 Define the Evaluation form 
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Assemble the Evaluation Form for a Course Event 

Create the new form 

 Select AGRESSO Human Resources | Human Resources | Training 
Administration | Fixed Registers | Evaluation Form Definition 

 

Course ID Enter the course ID this evaluation will be used for 

Version You can have multiple forms for each course, for example, a 
form for the instructor and a form for the participants.  

Status Active  

Parked  

Closed  

Only active forms can be distributed and completed 

Information 
Text 

Enter instructions or any notes which may be relevant to 
the form 
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Retrieve the questions 

The questions are classified into four categories, use the options below to 
choose which category you wish to select from by placing a tick in one or 
more of the four categories as shown below. 

Press ‘Get available questions’ to return the questions. 

 

Note: only the questions which are relevant to the course event and which 
fall into the selected category will be returned. 

New questions can also be defined and added to the form by clicking ‘Add’. 

Decide which questions will be added to the form 

If any of the questions returned are not suitable for the form, select the 
question and click ‘Delete’ 

The remaining questions will form the question structure of the evaluation 
form. 

Use the ‘Move up’ and ‘Move down’ arrows to change the order the 
questions will appear on the form. 

 Click ‘Save’ to save the new form. 

 Click ‘Preview’ to preview how the form will be presented to the 
user. 
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Distribute the form  

 Click ‘Distribute’ to distribute the form to the participants 

 

Complete the form  

The form can be completed by a Training Administrator on behalf of an 
employee, or by the participant themselves.  

Log into Agresso Self Service as any one of the course participant, for 
example, Steven Edwards (t3): 

 Personnel | Courses and Competence | Evaluation Form Entry 

Select the course ID and the participant name 

 

Note:  all participants are listed as our user is an Agresso System 
Administrator and as such can enter forms on behalf of all participants. In 
practice, employees will not be Agresso System Administrators and only 
their name will be listed. 

Complete the form  

Change the Status to ‘Finished’ and click ’Save’ to submit 

 

View Responses 

There is an evaluation form Enquiry which can be used to created browser 
reports on the responses entered by participants. 

 Agresso Human Resources | Human Resources | Training 
Administration | Enquiries | Evaluation Enquiries 

  Press Find or F7 to view the responses 
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Exercises 

Open the Exercise Workbook and complete the following exercises: 

Exercise 8.4: Distribute, Complete and Enquire 
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Session 9 
Enquiries and Reporting 
This session shows you how to perform various enquiries and reports 
within Training administration. 

This session is divided into three demonstrations: 

• Enquiry to establish the course a particular employee has attended. 

• Enquiry to establish who is waiting to go on a particular course. 

• Enquiry to see who is waiting to go on a particular course because 
the course is full. 

By the end of this session you should have a firm understanding of how to 
enquire on data within ABW Training Administration. 

 

Key learning points: 

Understand how to do enquiries in various circumstances within 
Training administration. 
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Enquiries and reporting can be done throughout the Training Administration 
process. 
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Enquiry to establish the courses a particular employee 
has attended 

In this example, we will develop a Browser enquiry to report on what 
course(s) a particular employee has attended. 

1.  Display and click on (but do not open) the Training administration 
Enquiries window: 

 Select AGRESSO Human Resources | Human Resources | Training 
administration | Enquiries. 

 Right click, then select Open browser. 

2.  Configure the Setup tab as follows: 

 

3.  Configure the SearchC tab as follows: 

 

4.  Display the results: 

 Select Find (F7) and enter the resource ID you have used when 
prompted to display the data in the Results tab. 
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Enquiry to establish who is waiting to go on a particular 
course 

In this example, we will develop an enquiry to report on who is waiting for 
a specific course competence. 

• Display the Course training needs window: 

 Select AGRESSO Human Resources | Human Resources | Training 
administration | Course training needs. 

  Enter the course code TM in the grey search bar in the Competence 
column and select Find to display the results: 

 

Enquiry to see who is waiting to go on a particular 
course because the course is full 

In this example, we will develop an enquiry to report on who is waiting to 
go on a particular course because the course is full. 

1. Display the Course participants window: 

 Select AGRESSO Human Resources | Human Resources | Training 
administration | Course participants. 

 Select the course TM001 in the drop down box for CourseID.  

  Enter P in the grey search bar in the Status column and select Find 
(F7) to display the results: 

 

• This would be used in the case where the course is full and someone 
has dropped out. The Priority column may be used to rank those 
waiting so that the appropriate person can be invited to join the 
course when a place becomes available. 

2.  Close window. 
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Session 10 
Self Service Functionality 
This session shows you how resources can register for a training course via 
self service entry 

By the end of this session you should have a firm understanding of the 
training administration functionality available via self service and know how 
to register for a training course via self service entry. 

 

Key learning point: 

Understand how to register for a training course via self service 
entry. 
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Self Service 

If you are using Self Service entry, resources or managers can register 
themselves onto training courses where course calendars have been set up 
in ABW Human Resources. You can also view comments in connection with 
a course, cancel your enrolment in a course, and enquire about available 
courses. 

If workflow is in use, requests could then be transferred into a workflow 
process, perhaps for approval purposes. 

1.  Log in to ABW Self Service: 

 Enter your log in details as below (Password = system) and press 
Login: 

 

2.  Display the Personnel Info menu options: 

 Courses and competence | Course Calendar. 

3.  Display all Course Calendar details: 

 Select Show all: 
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Register for enrolment in a training course 

The section ‘My courses’ lists the courses for which you are registered, 
while ‘Completed courses’ lists the courses you have completed. The 
section Available Courses lists all available courses, which are registered in 
Course calendar in ABW Human Resources.  A check against the course 
indicates where a resource has already been registered against the course. 

1. Register your enrolment in a course. 

 In the section Available Courses, select the checkbox of the course 
MA001 Managing Attendance. 

 Select the button Register.  The selected course is then registered in 
the My Courses section: 

 

2. Choose save.  
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• Training Needs. 

The training needs window is available in self service and gives the option 
to show the courses the employee needs to achieve the required 
competence generated from the Course Training Needs window. 
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Course Review 
 

This session reviews the main elements of the course and covers the 
objectives of the course and the key learning points from each session. 

 

Objectives of the course 

The objectives of the course are to help you: 

• Understand the basic structure of the ABW Training administration 
module and its interaction with other components of ABW. 

• Understand how to set up the Training administration fixed registers. 

• Understand how to set up courses and course calendars. 

• Understand how to add delegates to a course and show the 
completion (successful or otherwise) of the course. 

• Understand the link with employee competences. 

• Understand how to run enquiries and produce reports. 

• Understand the training administration functionality available via 
ABW Self Service.  
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Key learning points 

Remind yourself of the key learning points for each session. 

 

Session 1 – An Overview of Training Administration 

• Understand the scope of ABW Training administration. 

• Understanding how the ABW Training administration module 
interfaces with other modules of ABW. 

Session 2 – Setting up ABW for Training Administration 

• Understanding what attributes need to be set up before the module 
can be used. 

• Understanding what fixed registers need to be set up before the 
module can be used. 

• Understanding the relationships between different system 
information. 

Session 3 – Course Calendar 

• Understand how to set up a course calendar. 

Session 4 – Competence 

• Skills – languages, software, technical, soft. 

• Qualifications. 

• Personal Attributes. 

• Training Courses. 

Session 5 – Gap analysis and Training Needs 

• Understand how to do gap analysis to select employees for training 
needs. 

• Understand how to enter participants in training needs for courses 
that are linked to a competence. 

Session 6 – Assigning Course Participants 

• Understand how to assign course participants either directly or from 
training needs. 
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Session 7 – Course Maintenance and Completion 

• Understand the different statuses in the Course participants window. 

• Understand how to transfer to competence on course completion. 

• Understand how to add extra information about a course code or a 
scheduled course. 

Session 8 – Enquiries and Reporting 

• Understand how to do enquiries in various circumstances within 
Training administration. 

Session 9 – Self Service Functionality 

• Understand how to register for enrolment in a training course via self 
service entry.   

 

Course evaluation form 

Don’t forget to complete the form and hand it to your trainer. 
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