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Schedule Training

In Vault, Training Courses can be 
scheduled, and People assigned to 
attend, in a number of different ways:

Via the Training Course Record
Involves finding the Training Course itself 
in the Course Register, and from there 
scheduling a session and optionally 
assigning Attendees

Via an individual Person’s Record
Allows us to add one specific Worker to 
the list of Attendees for an already-
scheduled Training Course

Via the Course Scheduling Register
This is the quickest method of scheduling 
an existing Training Course, and the 
method used in this guide.

Introduction
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The ‘Course Scheduling Register’ is found 
under ‘People’ in the ‘Menu Bar’.

The ‘Course Scheduling Register’ 
displays all currently scheduled sessions 
of Training Courses.

To schedule a new session, click ‘Add’.

Course Scheduling Register

‘Course Scheduling Register’
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The ‘Add Course Schedule’ form appears, 
which is split into two sections

The ‘Course Details’ section captures 
fundamental information about the 
training session including the Course 
involved, and the dates and times.

Work your way through the form, filling in 
all fields as you go.

Begin by typing the ‘Course Name’.

Smart Search functionality will 
intelligently locate the correct course as 
you begin to type

Course Details



Schedule Training

If the Course being scheduled is a 
refresher, type the name of the original 
course, then click the ‘Refresher for 
Course’ check-box.

Select the ‘Site’ or ‘Sites’ that the 
scheduled session should be visible to in 
Vault, either by scrolling the 
‘Organisation Structure’ or searching via 
the ‘Site’ name.

Multiple ‘Sites’ may be selected using the 
check-boxes.

Course Details continued
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Select the ‘Course Start Date’, either by 
typing the date into the field or by 
selecting the date from the date picker.

Select the ‘Course Start Time’, either by 
typing the time into the field, or by 
selecting the hour from the time picker, 
then the minute.

Select the ‘End Date’ and ‘Time’ for the 
Course.

Course Details continued
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Type the name of the ‘Trainer / Training
Provider’. Smart Search functionality will 
find the name of any person already 
added to the ‘Training Course’ record as 
a capable Assessor / Trainer as you 
begin to type. Free-text entry is available 
where a third party or external company 
has been engaged.

The Trainer’s ‘Email Address’ and 
‘Location’ will automatically appear if this 
information is available in Vault. The 
information in these fields can be 
manually entered if need be.

Tick the ‘Email Trainer’ check-box to 
automatically generate an email to the 
Trainer when the form is saved.

Course Details continued
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The ‘Add Person’ section is where we can 
select People to attend the Training.

To begin assigning People, click ‘Add’.

Adding People
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Select the ‘Person Type’ you’d like to 
pick from. The choices here will include 
‘Workers’, ‘Contracted Workers’, and any 
other ‘Person types’ your Organisation 
has added.

All People in the selected ‘Person Type’ 
will now be shown in the ‘Register’.

Use the controls at the bottom of the 
screen to change the number of entries 
shown per page, and use the page 
controls to browse the list.

Adding People Continued
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Optionally, use the controls to filter-
down the ‘People’ in the list.

‘All’ will apply no filtering.

‘Planned Only’ will filter the list to only 
those people for whom the Training 
Course is Required  based on Position or 
individual selection, but who do not hold 
current or expired certification.

‘Expiring’ will filter the list to only those 
people whose certification is nearing 
expiry or has already expired. When 
chosen, additional options allow control 
over just how close to expiry the filter 
should extend.

Adding People Continued
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Click the ‘Site’ field to filter to People 
from a specific site or sites.

Search by Scrolling the ‘Organisation 
Structure’, or by using site search.

If your Organisation has enabled 
‘Departments’, you may select one at this 
stage.

People that match all selected criteria 
are now displayed in the table.

Adding People Continued
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The Attendees are now shown in a 
register.

If you need to remove an Attendee for 
any reason, select ‘Actions’, then 
‘Remove Person’.

The person is now removed from the 
course

Tick the ‘Email Attendees’ button to 
automatically email the selected 
Attendees the details of the Training 
Course. 

Once all required Attendees are added, 
click ‘Save Schedule’.

Removing People
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The notification email to the Trainer is 
now shown.

The Recipient and Subject will be 
automatically populated by Vault, though 
this can be manually altered if required, 
and additional Recipients or CC 
Recipients can be added.

Optionally, attach any related files.

The email automatically includes 
comprehensive details about the training 
course including the name, dates and 
times of the course, the Attendees list, 
any additional comments or notes and 
the details of who scheduled the course.

Click ‘Send Mail’ to send it on its way.

Email to Trainer
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Next, the notification email to Attendees 
appears. This works very similarly to the 
Trainer email.

Attendees are provided with the names, 
dates and times of the course,
the name and email address of the 
Trainer and the location of the Training.

Note that if this is an online course 
delivered via ‘Bracken’, the URL link will 
be shown in the ‘Header Text’ section.

Again, click ‘Send Mail’ to send the email 
to the recipients.

Email to Attendees
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The course is now scheduled, and both 
the Trainer and the Attendees have been 
notified.

Course Scheduled




