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 Group Requirements Nov-23 
 

To use Groups you will need to first set them up in Administration/Training Management/Groups. 
To create the groups you will need to have the following items created: 

• Administration/Company Set up/License Type 

• Administration/Training Management/Courses with Inductions & Training set in the training register field. 

• Administration/Injury & Health Management/Vaccine Type 
 

Navigate to Administration/Staff and open a staff profile, click on the Group requirements tab. 
 

 

1. Make the necessary selections from the Training Group dropdown. 
2. A section will show for each group, along with a line for each item select in the group settings. 
3. Items that are about to expire will show in orange. 
4. Where an item has expired or does not have a record/document loaded it will show in red. 

5. Items due for renewal, not completed or expired can be emailed to staff or sub-contractor admins by clicking on . 

6. Where there is no entry for an item, click the  to create one. Complete the required details and click SAVE. 
7. Click  SAVE when you’ve finished adding groups. 
 

 

 
 

Emailing reminders: 

Clicking on  will allow you to send an 
email to the staff member or manager or 
if it relates to sub-contractor staff to the 
admin user for this sub-contractor. 
 

Click SEND when completed. 
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