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Overview  

Welcome to the Training Planner Manager User Guide. This guide is designed to explain the 

application in user-friendly terms and walk you through how to navigate the system. 

The Portal provides access to view any training, 1-2-1Ħs or meetings that have been scheduled for 

the manager. 

The training roadmap for any scheduled training activity is also visible. 

 

Portal Manager  

When the manager logs on to the system, he or she is presented with a home page view similar to 

the following example. 

After selecting the relevant working time zone from the drop-down box, click on continue. 

 

Figure 1: Setting your time zone 

The manager has access to: 

Á manager calendar 

Á agent calendar 

Á room calendar 

Á wall chart 

Á set your regular working hours 

Á set exceptions to your regular hours 

Á change your time zone 
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Á training roadmap 

The option to log out is available from the bottom of the menu. 

Training details will only be visible in the portal if training sessions have already been created and 

are live Training Planner. 
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Manager Calendar  

Clicking manager calendar on the home page will present any scheduled activity in the Training 

Planner View. This will include any team meetings, one-to-ones, or other activity that has been 

either scheduled in Training Planner or entered manually in Training Planner. 

Click Main Menu at any time to return to the home page. 

 

Figure 2: Manager calendar navigation 

Clicking on one of the schedule bars will reveal any details associated with that scheduled item. 

In the following example, this is a team meeting and the agents that have also been scheduled are 

presented in a list. 

  

Figure 3: Viewing additional event detail 

Clicking the Training Planner View tab will present a calendar view of any scheduled activity, as 

shown in the following example. The Training Planner view can be displayed by day, week, or 

month, as required. 
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Figure 4: Using the Training Planner view tab 

Each event is color-coded, as explained in the legend on the left side of the screen. 

Training Planner will schedule team meetings and one-to-ones based on the agentsĦ scheduled 

activity in WFM together with their managerĦs availability; the manager therefore has to keep his 

or her availability up to date in their Portal. 

In the Training Planner View tab, the manager can enter any non-availability time which Training 

Planner will take into account when scheduling any activity. 

 

Figure 5: Defining non-availability time 

To enter any non-availability time, right -click on the required date, and three options are 

presented: 

Á New 

Á Go to Today ģ Selecting this will take the Training Planner view to the current date. 

Á Toggle 24 Hours/Business Day ģ Selecting this will present the Training Planner view in 

a 24-hour view. 

For example, to enter a holiday, select New. 

The New Manager Calendar Entry dialog box is then displayed. 
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Enter details in the Subject box, and complete the Start time and End time boxes if the entry is 

for a single day.  

Select a category in the drop-down list. (Categories are colour-coded, as explained in the key on 

the left side of the screen.) 

To create an entry for multiple days, select the Recurrence check box.  

 

Figure 6: Setting the recurrence option 

For multiple-day entries, use the Recurrence option to create individual events on the Standard 

View tab.  

In the following example, a two-day holiday is being entered into the managerĦs calendar. The start 

time is 05/09/2012 at 08:30, and the end time is 05/09/2012 at 17:00. This will then create two 

separate holiday entries on the standard view.  

 

Figure 7: Creating a new manager calendar entry 
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Select the relevant category in the drop-down list. This will display the entry with the associated 

name and colour-coding for easy visibility. (The categories are created in Training Planner.) 

 

Figure 8: Setting a category for the new calendar entry 

After you select the Recurrence check box, the recurrence options become available. In this 

example, because the entry is for two days, Daily has been selected together with an end date. If 

weekends are to be excluded select Every weekday. 

 

Figure 9: Setting additional recurrence options 

Click Save when all of the details have been entered and the event will then appear in the 

manager calendar. 
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Figure 10: Display of the new event 

The event will also appear on the Standard View tab as an entry for each date.  

 

Figure 11: Display of the new event in the standard view 

To edit an existing entryĤand only events created on the Training Planner View tab can be 

changedĤright -click on the entry and this will present three options: 

Á Edit ģ Change the original entry either by individual date or by the complete set of 

multiple dates. 

Á Delete ģ Delete the individual date. 

Á Delete Future Occurrences ģ Delete the multiple dates associated with the entry. 

 

  



Manager Calendar | Request Booking 

8 

Select the appropriate option.  

 

Figure 12: Editing an existing entry 

In this example, Edit has been selected, which presents two further options: 

Á Edit only this occurrence ς Edit the individual date. 

Á Edit the series ς Edit the complete set of multiple dates. 

 

Figure 13: Options for editing an existing entry 
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Agent Calendar  

Clicking agent calendar from the menu will display a list of agents that the manager has access to. 

The list of agent names is presented in the bottom-left corner of the screen. The list of agents will 

be managed automatically if there has been integration with an internal company data source, or 

this will be manually managed by the Portal Administrator).  

 

Figure 14: Display of managed agents 
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Selecting agents and then clicking Go will automatically list the agentsĦ training activity within the 

specified date range. 

 

Figure 15: Display of agents' training activities 

Clicking one of the training session bars will expand the bar to reveal the trainer, the room, and 

any session details. The training status is colour-coded, as explained in the legend on the left side 

of the screen. 

 

Figure 16: Viewing additional event detail 

The option to view scheduled activity for all of the agents is available by clicking Select All. 

This option allows the manager to view all of the teamĦs scheduled activity. The information is 

presented in a view similar to the preceding example, with all of the scheduled training activity 

listed down the right side of the screen. 

  






























