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LMS USER GUIDE 
STANDARD OPERATING PROCEDURES/TOOLBOX TALKS 

 

INFORMATION – This functionality allows a record of on the job training to be kept within the LMS so that 

Managers know which staff can operate the equipment/processes. This record allows a detailed Skills Matrix to be 
generated to enable Managers to clearly see where training has taken place or is still required.  
 
If your LMS / Organisation has access to this functionality, then it will be available to: 
 

 
 

 

INSTRUCTIONS 

1) Navigate to  Record SOP Session using the following procedure 

 
2) All the 

functionalities 
can be 
accessed 
from a single 
page 

 

 

 
 
 
 

Section Administrators 
Mo
s 

Organisation Administrators 

Dashboard Record SOP Session 

http://www.vctms.co.uk/SOPs/RecordImpromptuTraining.aspx?sessionID=6500301&digest=309BD092F7D86315F1EF5D0FAED0824FBA21F511
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3) To create a 
new SOP or 
add a date to 
an existing 
SOP select 
the SOP  
course drop 
down box 

 

 
 
 
 
 

4)  If your wish to 
create a New 
SOP/Toolbox 
session. Select 
the - Not In List- 
Option 
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5) You can now 
enter the title for 
the new 
SOP/Toolbox 
Talk 
 
6) You can add 
supporting 
training 
documents to the 
new 
SOP/Toolbox talk 
Which will appear 
on the learner 
active learning 
tab (if the session 
took place in the 
past it will appear 
on the completed 
learning tab) 
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7) You need to 
select a location for 
the session. To 
add a new one 
choose the –Not In 
List- option from 
the drop down box 

 
 
 

 
 
 
 
 
 
 

8) Enter a Title for 
the new session 
 
 
9) Enter a 
description for the 
session 
 
10) Select a date 
and time for the 
SOP/Toolbox talk 
(this can be in the 
future or the past) 
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11) You can search 
for and select the 
learners attending 
the session here 

 
 

 
 
 
 

 
12) If you wish to 
link these sessions 
to Job Skills and 
the skill matrix you 
can do so from this 
section of the form. 
You need to select 
the relevant Job 
role from the drop 
down box 
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13) The additional 
files function allows 
Administrators/ 
Trainers the abilty 
to upload a 
scanned signed 
registers and other 
documents. These 
will only be visable 
to Administrators 

 
 

 
 

 
14) The 
SOP/Toolboxtalk 
session is recorded 
in the Events 
directory 
 
15) Select View 
Event 

 
 
 

 



28 July 2015 7 
 

 
16) The session is 
shown as an event 
date and learning 
material which has 
been added  
 
17) To check on 
attendance or docs 
relative to this 
session click View 

 
 

 
 
 
 

 
18) Select 
Attendance 
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19) Select 
Attendance 
Register 

 

 
 
 

 
20) If an error has 
been made 
regarding 
attendance it can 
be altered here 
 
21) NB: If the 
session is in the 
future the 
Administrator has 
to manually mark 
the register 
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23.To view any 
documents/register
s uploaded select 
File Uploads 

 
 

 

 
24) Documents can 
be Viewed here 
and added if 
necessary. 
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SOP/TOOLBOX TALKS FROM THE LEARNER PERSPECTIVE 

 
1) If the 
session was in 
the past it will 
appear on the 
learners 
completed tab 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

 
2) If learning 
content has 
been added to 
the session it 
will also 
appear on the 
completed 
learning tab 
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3) If the SOP 
session was in 
the past and 
you wish to 
allocate 
training 
relevant to the 
SOP which 
has to be 
completed by 
the learner. 
Add a quiz to 
the content 
 
 
 
4) Although 
the session 
shows 
completed. 
You wil see 
from the 
following 
screen that 
the associated 
Course 
remains on 
the active 
learning tab  

 

 
 

 
 
 

 
5) The course 
with a quiz 
attached 
remains on 
the active 
learning tab. 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 

  



28 July 2015 12 
 

SKILLS MATRIX 
 
1) To create a 
Skills Matrix. 
Select Skills 
Matrix from 
the dashboard 

 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 

 

 
2) From this 
screen you 
can filter on 
which learners 
you wish to 
view. 
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3) You can 
now view the 
competency 
levels for your 
learners and 
also a Radar 
Chart  
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OPERATIONAL TRAINING MATRIX 
 

1) Select 
Reports 
from your 
dashboard 
and then 
Detailed 
Reports 

 
2) From this 
screen 
select 
Operational 
Training 
Matrix 

 
 

3) Then 
select the 
parameters 
you wish to 
filter on 
 
 
4) Then 
select 
Submit 
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5) From this 
excel report 
screen it 
shows the 
allocation 
date of 
Courses 
and Event 
Dates and 
their 
statuses 

 
 

 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 A date shown in Green 
indicates a training 
session/course has 
been completed 
A 

A date shown in Red 
indicates a course that 

has not been completed 

 A date shown in 
Blue indicates a 

training session to 
be delivered in the 

future 


