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1.0 PURPOSE AND SCOPE 

Mireaux’s Web QMS Training Events Application delivers training events notification and records for 
group training. The purpose of this manual is to guide the: 

- DNNSTS Manager through managing rosters and users registered for events 
- Event Administrator through setting up and maintaining courses, events, and records 
- User through taking the training events and viewing the training records 

There are different roles assigned to different users in the Web QMS Training Events Application. The 
following users can perform the following actions within the Training Events module: 

• The DNNSTS Manager has the ability to manage rosters and users registered for events 
• The Event Admin/Admin has full administrator access of the application 
• The Employee can view the classes assigned and their own training records 

2.0 TERMS AND DEFINITIONS 

Web QMS Online Enterprise Management Software  

3.0 SECURITY ROLES 

Administrator Full Web QMS Enterprise Administrator. This user can edit, create, or 
delete pages, as well as add, edit, or delete modules. Administrators can 
also authorize users, add roles, view File Manager, clear Logs, and 
view/clear Recycle Bin. 

DNNSTS Manager  This user has the ability to manage rosters and users registered for events. 

DNNSTS Report Admin This user has access to view all Training Event reports. 

Employee This user has full access to view information on Web QMS, but limited 
ability to edit or create records. Employees may only create CIPs, enter 
NCRs, and take E-Learning tests. 

Event Admin   This user has full Administrator access of the Training Events Application. 

4.0 INSTRUCTIONS 

The Training Events Application allows:  

- The Training Supervisor to announce upcoming training events and provide details on the event,  
- The DNNSTS Manager to manage rosters and users registered for events, and 
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- Users to search and register for events.  

The system also reminds the user of events for which they are registered, allows the Training Supervisor 
to record attendance and test results so that employee training records are up-to-date. From the Human 
Resources drop down menu, CHOOSE Training Events.  

 

Below is the home page of the Training Events Application. The Left Menu may vary depending on the 
role of the user. 

 

 

In the center of the page, the Events Calendar will be shown on the screen, as well as the newest event 
announcements. 

ADMIN, 

EVENT 
ADMIN 

DNNSTS 
MANAGER 
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4.1 CREATING AND SETTING UP A NEW EVENT (ADMIN/EVENT ADMIN ONLY) 

From the Training Events Application’s Left Menu, SELECT Manage Events.  

 

The following screen will appear and may be vary in length depending on the number of Events 
previously created: 

USER 
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Once you are certain that the event you need does not already exist, CLICK Add Event in the upper right 
corner. The following screen will appear:  

 

FILL OUT all fields as follows: 

• Event Name: WRITE the Name of the event in a concise manner. 
• # Of Seats: WRITE the Number of Students allowed for the class. If unlimited, then WRITE -1. 
• Required Training: If the group session is part of the required training, the associated test within the 

E-Learning Application can be selected here from the drop down menu, as shown in the example 
below. 
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CHOOSE the Class, then CLICK Show Test. The test name now appears in the left column. CLICK the Test 
to highlight it, then CLICK Add to make it the selected test. 

 

• Informational Only: CHECK this Box if this training event is informational only with no registration 
required. 

• Feedback Email Address: ENTER the Email Address for attendees to send event feedback. 
• Live: CLICKING here makes the event immediately visible to users. Leave it unchecked if you wish to 

create the event, but are not ready to post it for everyone to see. 
• Price: ENTER the Price of the training event, if applicable. 
• Product Covered: If the training relates to a specific product, LIST the Product or products here. 
• Summary Description: ENTER a brief Summary of the training event. 

After the Summary Description field, there is a series of text boxes, which allow you to enter detailed 
notes and format your text. These fields are explained below. 

• Event Description: This is detailed information on the training event. After a user reads the training 
class summary description and CLICKS  “Read more…,” then they will see this detailed information: 
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• Event Confirmation Text: This is confirmation of successful registration and will appear to the user 

once they CLICK “Register.” 

 

• Event Email Confirmation: This is the text of the email confirmation that will be sent to the person 
who registered.  

 

• Event Requirements: This is used to explain any requirements of the class, such as supplies needed, 
etc.  

 

• Registration Information: This is where more instruction can be given concerning the registration 
process, such as deadlines for cancelling, who to contact with questions, etc.  
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CHOOSE a Category for the training event, if desired, and then CLICK Submit and save. 

 

You will now be back to the Manage Events screen: 

 

4.2 VIEWING/SEARCHING FOR A SPECIFIC TRAINING 

From the Left Menu of the Training Event Application (Admin-DNNSTS Manager), SELECT View Calendar 
directly on top of the page and you will be presented with an event calendar as shown below. This event 
calendar may vary in length depending on the number of Events already created: 
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The Event Calendar can help you initiate a search to locate a specific training event provided by the 
organization.  

There are three criteria that allow you to ENTER or SELECT. CLICK Show to start searching and show the 
search result on the screen.  

• Select Date: ENTER the Date you wish to search the training event directly in the space beside the 
Select Date. Note that the date you enter must contain month, day, and year, such as 12/27/2013. The 
system will show Invalid Date when you only enter the month and year, such as 12/2013. CLICK 
Show to see the search results.  

 
You can also SELECT different Ways to view the data: 

• Month View: View the training event in the specific month you entered. In this example, the search 
result will present all the training events that are available in December 2013. 

 

• Three Month View: View the training event starting from the specific month you entered and end in 
the following three months. In this example, the search result will present all the training events that 
are available from December 2013 through February 2014. 
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• Week View: View the training event available in the specific week you entered. In this example, the 
search result will present all the training events that are available from December 29, 2013 through 
January 4, 2014. 

 

• Day View: View the training event on the specific day. In this example, the search result will present 
all the training events that are available on December 30, 2013. 
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• Select Location: SELECT the training events location from the drop down menu. Then CLICK Show. 
All the training events available in that location will be presented on the screen.  

 

• Select Category: SELECT the Category you wish to search the training event and then CLICK Show. 
All the available training events in that category will be presented on the screen.  

 

4.3 ADDING AN EVENT LOCATION (ADMIN/EVENT ADMIN ONLY) 

When you set up a new event, you must add an event location. Some training events are held in various 
locations, so you must add a location for an upcoming training event. To add a location to an existing 
event, start by going to the Manage Events option of the Training Events Left Menu.  
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On the Manage Events screen, LOCATE the event you wish to have specific training for, and CLICK Edit 
Event Locations. 

 

You will get a screen with the record of event locations already available, which you can edit or delete. If 
you have never offered this training before, then you will not see any records. When you must add a 
location, CLICK the Add Event Information at the top.  

 

Below is the screen where you will ENTER the location details. The fields available are: 

• Presenter: The person conducting the training. 
• Certificate: CHOOSE the Certificate or “N/A,” not applicable, from the drop down menu. 
• Location: CHOOSE the Location for the training from the drop down menu. 
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• Directions: ENTER Directions to the location, if desired. 
• Location Requirements: ENTER any location Requirements. For example, “Must park in the rear lot 

only.” 
• Start Date: ENTER the Date the training starts. 
• End Date: ENTER the Date the training ends. 
• Start Time: ENTER the Start time for the training. 
• End Time: ENTER the End time for the training. 

 
CLICK Submit when finished. Now you will see that there is one location for the training event you setup: 
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4.4 ASSIGNING ROLES TO AN EXISTING EVENT (ADMIN/EVENT ADMN ONLY) 

Each user on Web QMS has a role, or several roles, assigned to their login. Usually, all users have the role 
of Employee; some also have the role of CIP Investigation or Calibration Technician, etc. Roles help 
differentiate which people have access to certain areas or information on Web QMS. When a training 
event is added, you must assign the roles that are able to see the class on upcoming events and 
registration. In the Left Menu of the Training Event page, CLICK Manage Events.  

 
On the Manage Events page, LOCATE the event you wish to assign roles for and CLICK Assign Roles. 

 

On the Assign Roles screen, SELECT the Roles that apply to this training event.  
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After the roles have been selected, CLICK Submit. You will be returned to the Manage Announcements 
page. 

 

To see the event you just created, CLICK View Calendar from the Left Menu. 
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You will see the event displayed on the screen. This is the screen that the assigned users will see when 
they look for upcoming events.  

 

When assigned users CLICK the “Read More…” link they will see the detailed information you entered: 

 

Note that the users can register immediately from this screen.  
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4.5 REGISTER A SPECIFIC TRAINING EVENT 

When you have located the specific training event you wish to participate in, you can CLICK Read More… 
under the information of the training event.  

 

The details of the training event will be shown on the screen. If you wish to join the event, CLICK Register 
at the bottom of the form. 

 

You will see the information about the event shown on the screen. CLICK Back To Event to be returned to 
the Training Event Application page.  

 

When you are back on the Training Event Application page, CLICK Read More… again. You will then see 
the message “You registered for this event on MM/DD/YYYY” displayed below the event information 
form. The number of available seats will now be reduced if the event has a seating limit.  

 

At the same time, you will receive an email from the system indicating that your registration is successful.  
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4.6 CREATING ANNOUNCEMENTS (ADMIN/EVENT ADMIN ONLY) 

You can create announcements for Training Events which will show when users visit the Training Events 
page. An example of an announcement is shown below.  

 

In the Left Menu on the Training Events page, CLICK Manage Announcements. 

 

On the Manage Announcement screen, CLICK Add Announcement. 

 

You must complete the screen below with the training event information: 
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The fields available are:  

• Announcement Name: ENTER the Name of the training event. This is the line that will be shown in 
red on the Training Events page. 

• Informational only (no registration): This field cannot be modified. 
• Live: CHECK Live to make the event go out to those employees with the roles you will assign. 
• Summary Description: ENTER a brief Invitation to the training event. This is what will show under 

the announcement title, and it will be followed by a link to “Read More…” 
• Event Description: ENTER more Details about the event, if desired. This is what users will see when 

they CLICK the “Read More…” link from the Training Events page. 
• Start Date: ENTER the Start Date. 
• End Date: ENTER the End Date. 

NOTE: The system uses the start date and end date given above to assign the training event to a time 
period. The announcement will only show when the user searches, or is currently in, the time 
period assigned to the announcement. 

After the fields have been completed, CHOOSE a Category for the event, if desired, or CLICK Submit and 
save.  
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You will be returned to the Manage Announcements page, and the new announcement will be shown on 
the list. 

 

4.7 ASSIGNING ROLES TO THE TRAINING EVENT ANNOUNCEMENT (ADMIN/EVENT 
ADMIN ONLY) 

When an event announcement is added, assign roles to the users you want to see the announcement 
about the upcoming events. In the Left Menu on the Training Events page, CLICK Manage 
Announcements. 
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Next to the training event, CLICK Assign Roles. 

 

On the Assign Roles screen, SELECT the Roles that apply to this training event. Typically, the choice is 
Employee. 
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After the roles have been selected, CLICK Submit. You will be returned to the Manage Announcements 
page. 
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4.8 REGISTRATION LINK FOR EMAIL INVITATION (ADMIN/EVENT ADMIN ONLY) 

The Web QMS Training Events Application contains announcements and information on training events, 
but the Event Administrator may also wish to send emails to request people to register for an upcoming 
Training Event. It is important to get attendees to register for events, because registering adds them to 
the roster for the event. If they are on the event roster, their training records can be updated with their 
test scores and attendance.  

First, we will need a link to the specific course and registration information. From the left Training Event 
menu, CLICK Manage Events. 

 

You will see all the available events are listed on the screen as below. Note that at the end of the line for 
the QMS Internal Auditor, there is a box for Build Link and N/A is showing under the Link column. 

 

CHECK the box under Build Link and CLICK Submit. The screen changes to show a link to the QMS 
Internal Auditor training. 
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COPY this link to your clipboard. (HIGHLIGHT the entire link, CLICK the Ctrl + C buttons on your 
keyboard.) PASTE it into your email asking people to go register for a training event. In our example, the 
link is: 

http://www.webbasedqms.com/Default.aspx?TabID=478&DEventID=22 

When the email recipient follows the link, they see the registration page for the event. 

 

When they CLICK Register, they receive an instant online confirmation: 

 

Note that this information is what you entered as the registration confirmation message earlier. 
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4.9 ADDING ATTENDANCE AND TEST RESULTS FOR EVENT ATTENDEES 

(ADMIN/EVENT ADMIN ONLY) 

After a training event, you might wish to show that the attendees have taken the training. Training 
records for the E-Learning courses are kept automatically for employees, but in-person training events 
require manual entry to update training records. To take attendance and pass/fail results for a specific 
Training Event, SELECT Manage Roster. 

 

Below is the Manage Roster screen. On the “Search for Event” field, ENTER the Name of the event or 
some key words for your event, then CLICK the “Show Events” button. 

 

The system may come up with more than one choice. SELECT the Event that you want, and CLICK View 
Roster.  
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The system will show you all the registered users. 

 

Here you must complete three things in order to ensure their training records are populated: 
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• SELECT Yes/No if they attended the class 

 

• SELECT Pass/Fail for the test. 

 

• ENTER their test Score.  

 

• CLICK Set Scores. Their training records will then be populated.  

 

Note that the bottom of the screen has an area where you can send an email to the attendees, such as 
thanking them for attending, asking for feedback, etc.  
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On the roster above you can SELECT or DE-SELECT those you wish to receive the email. 

 

4.10 MANUALLY REGISTERING/REMOVING USERS TO TRAINING 
CLASSES(ADMIN/EVENT ADMIN AND DNNSTS MANAGER ONLY) 

Sometimes employees may attend a training event that they did not register to attend. In this case they 
must be manually registered so they will be on the roster, and thus have their attendance and test score 
recorded in the training records. 

4.10.1 Admin and Event Admin Manual Registration 

From the Training Events menu CLICK Manual Registrations. 

 

On the screen that appears, TYPE Keywords for your event in the “Search for Event” field, then 
CLICK Show Events. 
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The system may come up with more than one choice. SELECT the Event for which you wish to add 
attendees, and CLICK Show Users. 

 

The list of attendees will now only consist of users that have not already registered for the class 
event. SELECT users from the Add Attendee drop down list and CLICK Add User.  

 

As you add users, the system will give you a success message and also you will see that the registered 
count increases. 
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Now that these attendees have been manually registered, they will be on the roster for the class. GO to 
Manage Roster and follow the directions to update the roster by adding Attendance and Test Results 
for Training Event Attendees, so they can be added to their training records. 

4.10.2 DNNSTS Manager Manual Registration 

CLICK Manage Users from the Left Menu of the Training Event Application page. 

 

The screen will be shown like this:  

 

SELECT the user(s) you want from the drop down menu. CLICK Add User. Only Add one user at a 
time. 

 

The selected user name will be shown below the form. 

 

SELECT View Calendar from the Left Menu. 
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The available training events will be listed on the screen as below: 

 

Use the searching criteria as needed to narrow down the searching range and LOCATE the specific 
training Event. For more information about how to set up searching criteria, refer to 5.2 
Viewing/Searching for a Specific Training Event. 

CLICK Read More to view the details about the event. On this page, you can see the Event 
description and Registration information. In the table of registration information, there are two 
fields that you must pay attention to. One is Registered Users, which contains a list of users who 
have already registered for the event. The other field is Users, which contains the other users you 
selected in the Manage Users page. 

 

CLICK Register below the form. You will see the location information shown on the screen. CLICK 
Back To Events to go back to the View Calendar page, then CLICK Read More to enter the Event 
Information page. 

 

The user name will be shown in the column Registered Users.  
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You can add other users as needed.  

4.10.3 Removing Registered Users (DNNSTS Manager ONLY) 

To remove the registered users from the list, you must CLICK Click to Remove Registrant next to the 
name of the user.  

 

The name will then be removed from this column and shown back in the Users column.  
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At the same time, this user will see the register button once again activated for this specific event, 
similar to this: 

 

4.11 GETTING ROSTER REPORT AND EVENT REPORT (ADMIN/EVENT ADMIN AND 
DNNSTS MANAGER ONLY) 

4.11.1 Roster Report  

CLICK Roster Report from the Left Menu of the Training Events page. 

 

On the screen, you must ENTER the name of the event, or the keywords that may help you find the 
event in Search for Event. Or you can ENTER the Start Date of the event to search the event you 
want. After entering the necessary information, CLICK Show Events to process. 

 

The search result will be shown under the form, like this: 
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CLICK View Roster. The Name of the participants, Manager Name, Registration Date, and Feedback 
will be presented on the screen. 

 

If you must print the roster, CLICK the Print button next to View Roster.  

 

4.11.2  Event Report  

When you need a report from an event you set up, use Event Report to view the event information. 
From the Left Menu of the Training Event Application, CLICK Event Report. 
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The event information will be shown on the screen, including Class, Start and End Date/Time, 
Presenter, Location, Description, Event Requirements, and Location Requirements.  

 

If you wish to LOCATE a specific event, you can ENTER the search information at the top of the form.  

• Select Date: You can ENTER the date in the blank next to the Select Date button.  

 

You can set the search date by CLICKING the Calendar. A new window will appear allowing you to 
SELECT the date you wish to use. You can also use Month View, Three Month View, Week View, or 
Day view to set the time range to locate the event you want. 

 

 

• Select Location: When setting the search location, you can SELECT from the drop down 
menu.  
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• Select Category: SELECT the Category you need from the drop down menu.  

 

When you finish setting the search criteria, CLICK Show to start searching. The search result will be 
shown on the screen. 

4.11.3 DNNSTS Manager Roster Report 

CLICK Manage Roster from the Left Menu. 

 

Your screen will be shown as below: 

 

In this form, you can CHOOSE the Select Training event that you wish to view records of. From the 
drop down menu, CLICK View Roster. There are 3 situations you might meet when trying to view the 
training records: 
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• Situation 1: If the user you selected has already received a score for this specific training, you 

will see the training records shown on the screen. You can CLICK Print to print it or delete the 
records by CLICKING Delete.  

 

If you wish to send an email to notify the user, you can CHECK the Email box on the left hand side of 
the training records row and FILL OUT the Subject and Message in the Send Email section. CLICK 
Send to send the email. 

 

• Situation 2: If the user you selected has registered for the training event, but did not receive a 
score yet, your screen will look like this: 
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In this case, you can see the user’s name is in the space next to Add Attendee. CLICK Add User next to 
the user’s name to add his/her training records. You will then be presented with the screen below: 

 

In the middle part of the screen, you must ENTER the Training Records for this user. The fields you 
must ENTER include: Attended Training and Score. CLICK Active On-Line Exams to save the 
records.  

 

In this example, we set “Yes” and “80” for the test user.  

 

After the DNNSTS Manager saves the training records, the user will see the training records in his/her 
own account. 
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If you wish to send an email to the user to notify the user about his/her score or to express 
appreciation for attending the training event, you can CHECK the Email box on the left hand side of 
the records row and WRITE the Content on the lower part of the page. CLICK Send once you are 
ready to send it. The user will then receive your email: 

 

When you have entered the training records, the user can view the records online as below: 

 

• Situation 3: If the user you selected did not register for this training event, there will not be 
anything shown on the screen, like so: 
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4.12 MANAGING CATEGORIES (ADMIN ONLY) 

In some cases, you may be required to manage the categories, presenters or locations. Web QMS allows 
the Event Administrator to add, edit, or delete the categories, presenters, and locations. Categories 
indicate different fields in the application. When we create a training event, we will be asked to select a 
category for the event, which is displayed at the bottom of the screen. In this example, there are three 
categories already created in the application.  

 

4.12.1 Adding A New Category 

If you did not see the category you need, you may ADD a New Category in the application. From the 
Left Menu of the Training Event Application, CLICK Manage Categories. 

 

You will see all the existing categories listed below the search section. CLICK Add Category on the top 
right hand side of the form. 
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The Category Information form will appear on your screen. FILL OUT the Category Name and 
Category Description, then CLICK Submit to save the information. 

 

Once you have successfully submitted the form, you will be returned to the Manage Category. 

 

4.12.2 Editing An Existing Category 

CLICK Manage Categories from the Left Menu. 
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You will see all of the existing categories in your site.  

 

CLICK Edit in the row of the category you wish to edit. Then you will be directed to the Category 
Information page. 

 

You can edit the information on this page as needed. CLICK Submit to save all the changes. 
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4.12.3 Delete An Existing Category 

CLICK Manage Categories from the Left Menu. 

 

LOCATE the Category you wish to delete, then CLICK Delete on the row of this category. 

 

You will be asked to confirm the delete action. CLICK OK to continue.  
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You will then be returned to the page that contains the rest of the categories.  

 

4.13 MANAGING PRESENTERS (ADMIN ONLY) 

The Manage Presenters section contains the information of the presenters. You can ADD, EDIT, or 
DELETE presenter(s) as needed.  

4.13.1 Adding A Presenter 

When you have a new presenter, you must add him/her to the system. From the Left Menu, CLICK 
Manage Presenters. 

 

You will see the list of the presenters in your system on the Manage Presenters page. CLICK Add 
Presenter to enter the Presenter Information page. 
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You can ENTER First Name, Last Name, and Email of the presenter on the form. Then CLICK Submit 
to save the information and return to the Manage Presenters page. 

 

On the Manage Presenters page, you will see the new presenter shown on the screen. In this 
example, the test presenter was saved in the system. 

 

4.13.2 Editing A Presenter 

When you must update the information about a presenter, you can use edit function in the application. 
From the Left Menu, CLICK Manage Presenters. 
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When you ENTER the Manage Presenters page, CLICK Edit in the row of the presenter you wish to 
edit.  

 

You will then be directed to the Presenter Information page. On this page, you can edit the presenter 
information as needed. CLICK Submit to save all of the changes you have made. 

 

4.13.3 Deleting A Presenter 

CLICK Manage Presenters from the Left Menu of the page. 
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CLICK Delete on the row of the presenter you wish to delete. 

 

The system will ask you to confirm the delete action. CLICK OK if you are sure about it. 

 

You will then be returned to the updated list of presenters. 
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4.14 MANAGING LOCATIONS (ADMIN ONLY) 

Web QMS allows the Event Administrator to add, edit, or delete the location information in the 
application.  

4.14.1 Adding A New Location 

From the left Training Event menu, CLICK Manage Locations. You will be directed to the Manage 
Locations page. 

 

You will see the locations saved in the system. To add a new location, CLICK Add Location to enter 
the Location Information page. 

 

ENTER the Location name in this page and CLICK Submit to save the information. 

 

You will then see the new location shown on the Manage Locations page. 
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4.14.2 Editing An Existing Location 

From the Left Menu, CLICK Manage Locations. You will be directed to the Manage Locations page. 

 

CLICK Edit on the row of the location that you wish to edit. 

 

Then you will be directed to the Location Information page. You can edit the information now. 

 

4.14.3 Deleting An Existing Location 

From the Left Menu, CLICK Manage Locations. You will be directed to the Manage Locations page. 
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CLICK Delete in the row of location you wish to delete. The location will then be deleted. Note that the 
system will not ask you to confirm the delete action. Double check the location information before you 
delete it. 

 

You will then be presented with the updated location listed on the screen. 
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Web QMS is a product of 

 

MIREAUX MANAGEMENT SOLUTIONS 

http://www.mireauxms.com 

For support contact: support@mireauxms.com or 713-589-4680 
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