Instructions for Sample Training Log

Included in this packet is a sample training log for those agencies that wish to use. These instructions will walk you through the following:
· Overview of the sample training log

· 

 HYPERLINK  \l "DeptInfo" 

How to modify the sample log to add your department information

· 

HYPERLINK  \l "Hyperlinks"

How to add more officers 
a. Adding Hyperlinks

· 
How to modify the sample log to add in completed trainings
· How to add more slots for training



Overview of the sample log

· This sample log was created with two pretend officers in order to show what the final outcome would look like. 

· Excel is made up of different sheets. At the bottom of the screen, you will see different tabs that represent the different sheets. 
· I have renamed these tabs to the different officers’ names. 
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· The way this log works is that there are numerous “functions”, which are formulas that add or take information from one area and put them in a different area. 

· For instance, when adding training hours, the training log will both add the hours up and display the total number of hours in two places, on the individual officer’s tab, and on the All Officers tab.

· This log also has what are called hyperlinks. These appear in blue writing and when clicked, will bring you to a different area in the log. 
· On the All Officers tab, each officer is listed using hyperlinks. When you click on an officer’s name, you will be brought to that officer’s training log. 
· On the training log, there is a return to the first page hyperlink to return to see all officers. 

Back to Top
How to Modify the Sample Log to Add Your Department Information

Again, this log was created with a pretend agency, so you will want to change some information. 
· On the All Officers tab you will want to change the name of your department at the top. 
· Click where you see the words “Springfield Police Department” 
· Type in the name of your agency
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Next you will want to change the officers in your department. 

· Click on the first tab; John Doe. 

· Right click on the tab and select rename.

· Type in the name of your officer and hit the enter key.

· Next you will want to change the name at the top of the sheet where it says “Officer John Doe”
· The final step is renaming the hyperlinks on the All Officers tab. Right click on the cell that contains the Doe, John. Select ‘edit hyperlink’. Double click on the new officer’s name.
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Back to Top
Adding New Officers
Adding Officers to the List under the All Officers Tab
To add an officer to the list on the first tab you will want to click in the cell beneath the last officer listed.

· Type the name to be added.

· If you need more spaces to add in more officers:
· On the left hand side of the screen you will see a list of numbers. These are row numbers

· Right click on the row beneath the last officer entered. 

· Click on Insert.
· A new row will be added. Add all the rows in until you have enough rows for all of your officers.

· If you have too many rows you can select the unwanted rows and right click to Delete the rows.

[image: image4.png]E3 Microsoft Excel - Book1

s

Edt

DEER

Vew Insert Fomat Toos Data Wndow Hep

SGRIVE S DR F9-C B8 EB6

Springfield Police Department
2 2010 Rule 13 In-Service Training Hours
3
Total Trainin Firearms | _. . |Mandatory Domestic

Officer Name 9 °aMS | First Aid o
a Hours Qualification Violence
5 |Doe. John 41 Yes Yes Yes
6 _|Marsh, Elizabeth 32 Yes Yes Yes
7 _|ONeil, Sarah 33 Yes Yes Yes
8 |Smith, George 41 Yes Yes Yes
9 |Smyth, Frank 41 Yes Yes Yes
10
"
12
13
14

cut

copy
paste

5 5 a<

Paste Specil

Insert

Delete

(4 Format Cels.
Row Heght
tide
Uide

bl
1

il

1

2{

2

2]

2

2] | Clear Contents

S| il
2{

2

2

2

eady

start 18] mnbo




Back to Top
Adding Tabs for New Officers

The easiest way to add a tab for a new officer would be to copy an existing tab that already has training records in it.
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I have given you 4 tabs that are named Add an Officer (2, 3, & 4). 
To rename one of these tabs for an additional officer;
· Right click on the tab

· Select Rename
· Type in the new name and hit the enter key.

To copy a tab;
If you have the blank Add an Officer tabs:

· Right click on the tab

· Select Move or Copy
· Scroll to the bottom of the list and select (move to end)
· Click the check box to Create a copy
· Click OK
· This will add an additional tab at the end of the tab list.
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Rename this tab to the new officer’s name.
· If you do not have anymore blank Add an Officer tabs, you can copy one of the other officer’s tabs by doing the same thing. You will want to go into that new tab though, and delete any training records that may be in there.

Back to Top
Creating Hyperlinks

Once you have finished renaming and adding all the tabs for the officers in your department, you will want to change the hyperlinks on the All Officers tab.

· Click on the All Officers tab.

· Right click in the first officer’s cell; John Doe.
· Click on Edit Hyperlink
· A box will show up that looks like the following;
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(The following instructions correspond with the arrows)
1. Under the Text to display, type the name of the new officer

2. Make sure that on the left hand side under Link to: the choice selected is Place in This Document.

3. In the middle of the box find the name of the tab that corresponds with the officer.

4. Click OK.

How to Modify the Sample Log to Add in Completed Trainings

To add in trainings that were completed, you will first want to go through each officer’s tab and make sure that no trainings are listed. Each officer has four sets of training logs under their name tab. The first set is for Mandatory Training Requirements. These include the Firearms Qualification, First Aid, and Domestic Violence training that all officers must complete each year. You do not want to delete these trainings, only the specific data such as the date, instructor, times, and completed fields. The third set is for training that was completed through YOUR agency. For instance, if an officer works for more than one agency, this section is used to only track training that you sponsored the officer to attend. The last set is for training that was completed through the Police Academy. As a good rule of thumb, if an officer was registered for a training through the Police Academy, the training goes in this section. The fourth section is to be used if the officer works for multiple agencies and you wish to track training they completed through their other agency.
Once all the officer’s training logs have been deleted, you will see that the total hours on both the officer’s tab and the all officers tab has changed to “0”.

As you fill in the trainings specific to each officer the formulas in this worksheet will add the hours from the trainings to create a total. 

Back to Top
How to Add Additional Rows for Trainings
If an officer needs to add in additional rows for trainings, follow these steps;

· In the Other Training Hours - Agency Sponsored box, go to the last training before the total line. 

· Right click on the row number and click on Insert to insert the row. Do this until all the rows needed are entered.

Editing the Formulas

If for some reason the formulas are not adding all the hours together, this is how you modify the formulas.

· You will then have to edit the formula.
· Double click in the cell that gives the total number of hours completed for the officer.
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A formula will show up that looks like this 

· The letter and number combinations represent the cells that are included in the formula. .

· The first number set “G6:G8” are the first three trainings that are mandatory.

· The second number set “G12:G27” are the other training hours. Change the G27 number to the cell for the last training entered.

· Then hit enter and the total will update.

Example:

Currently the last row where other training hours can be entered is row 27. if you need to enter in three more trainings, you will need to insert three total rows. The last row that has training entered would be row 30. You would need to change the formula to appear like this


=SUM(G6:G8,G12:G30)
Back to Top
I hope these instructions are helpful, and you can always use the training and help files through Microsoft Excel for more information of contact the Academy Staff for more information.
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