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Promoting professional instruction for the care of Tennessee’s children

Accessing TrainTN for Directors or Designees

The TrainTN portal may be used by Child Care Agency Directors or Designees to enter early
childhood training approved by the Tennessee Department of Human Services (TDHS).

Accessing the TrainTN Portal

- iy
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Welcome to TrainTN

The official source for early'childhood trainings that have been‘approved by theTennessee
Department of Human Services(TDHS):

APPROVED TRAINING CATALOG BECOME ATRAINER

= @

Application Portal Director Portal Approved Trainer Portal

You may access the TrainTN Portal by entering TrainTN.org into any browser. You can also navigate
to https://tam.sworps.tennessee.edu/TrainTN/Login.aspx.

Next, select the LOGIN tab at the top of the page or select the Director Portal.
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Enter Credentials
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o . TrainTN is a portal for trainers in the field of early childhood
S'g:”" to TrainTN education and child development to receive recognition from
the Tennessee Department of Human Services (TDHS).

. The Tenresses Department of Hurman Services (TOHS) is comemitled T reeagnizng ressarehev denced-based aining i
prafessional develapment that aligns with Child Care and Development Blodk Grant (0BG and other standards and

pracioes,

'I'ro|nTN 0rg

On the TrainTN Portal, enter your Email Address, then enter your Password.

Ramembarme

Select Sign In.

When you registered for TNPAL, you were sent your TrainTN user ID and password. If you're having
trouble finding your user ID and password, check your email spam folder or your personal email
account. If you are still having trouble accessing it, contact the TrainTN Help Desk.
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Forgot Your Password

TranT Nrg

Forgot your password?
Sign in to TrainTN

Email Address
Please enter your email address below and click submit for password
reset instructions.

Passwo rd knicho38@utk.edu

Cancel

[ Remember me

You can reset your Password on the TrainTN Portal.

Select Forgot Your Password link.

A window will open.

Enter your Email Address in the Forgot Your Password window.

Select the Submit button.
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Forgot Your Password

Reset your password

Fle  Message Help Acrobat Password Change Confirmed!
e 10 B @

Q. Delete Archive Reply Reply Forward o~ Share] Please enter your new password and click reset.

» All Gy~ Teany Your password was changed!

Delete Respond Tean| |

Goto Lo Select Go to
o to Login i

Reset Password

sworpstam@gmail.com Your password should contain a minimum of.
To @ Nichols, Kim (Kim)

6 characters

TS 1 special character
Please reset your password by clicking here. P
1 lowercase letter

1 number

Select Reset

You will receive an email from TAM Support which has a link you will select to continue to reset your
password.

Select the Here link.
A new window will open.

Create a new Password. Your password should contain a minimum of 6 characters, 1 special
character, 1 lowercase letter and 1 number.

Then, select the Reset link.

You will receive a Password Change Confirmation, select the Go to Login to continue to TrainTN.
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Terms of Usage Agreement

HeME L s

TRAINTN TErRms oF USAGE m

| acknowledge that the Tennessee Department of Human Services (TDHS) only recognizes external trainings listed among TDHS-approved trainings
on TrainTM. | acknowledge that | am not required to use TrainTH. By clicking *1 agree” below and accessing this portal, | authorize TOHS to oblain and
record infermation about me for use in the training vesification process. | attest that all infermation | submit is accurate and cormplete. | understand that
TDHS may share infarmation abeut me (including but net limited 1o biegraphical infermation such as name, date of birth, and email address) with
ProSolutions, TCCOTS, Tennesses Slate University, TMPAL, Signal Centers, Inc., CCRE&R, UT SWORPS, TAM, and the poral's software
development contractor for purposes of training validation. In exchange for access 1o this portal, | accept these terms.

1 AGREE

Tranl' Norg

The first time you access the TrainTN portal, the TrainTN Terms of Usage screen will display.
Once you have read and agree with the terms, select | AGREE.

The Terms of Usage screen will only appear again if the terms have been updated.

TAM Dashboard

The Complete Form

Btam

DASHBOARD

CCRER

Tecra Dashboard

TFECN

CCOF PARTNER
1 Visitors today

TAREFERRAL

STATE PARTNE!

On the TrainTN Dashboard, select TrainTN from the navigation menu on the left side of the screen.
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TrainTN Dashboard

o o T
TrairilT Norg
Dashboard

........

On the TrainTN Dashboard, you will be able to access the Conference, Pre-Approved, In-Service
Collection forms. You will also be able to View All Trainings submitted. You will be able to access

the TrainTN program website.

The TrainTN Dashboard will allow you to view training statistics in spreadsheet form and vibrant
charts.
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C on fe (ence D ata , e s T
Collection Form e
The Complete Form a B
‘=

Select Conference to enter Conference and Events training records.
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Conference Data Collection Form

@ Quick Tips for using TramTh ean be fourd i the Training Gude | Orecars | Exeaal Taners

TrarTNrg — =
o CONFERENCE DATA
ol COLLECTION FORM
P— Trainer Information Traner 10 Trainer Name. aciie Trsined
Conterence knicho38@utk.edu Kim Nichols v Juju's Day Care Select Facility

i Nichalz

Conference Information Select Conference *

Grow, Teach, Knox Symposium ~ 0411972024

Devery Met hod Delivery Time.

Face to Face v 0500

Categony
Child Development and Learning v Conference

mmmmmmm

Enter Comments

To enter Conference training records, populate the Conference Data Collection Form.

In the Trainer Information section, the Trainer ID and Trainer Name will auto-populate.

If you have multiple facilities, select Facility Trained from the dropdown list.

In the Conference Information section, begin by selecting the Conference from the dropdown list.

The Delivery Method, Delivery Time, Training Type and Training Category will auto-populate
based on the Conference selected.

Enter any Comments regarding the training.

Finally, scroll down to complete the bottom portion of the form.
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PRE-APPROVED AGENCY TRAINING DATA
CoLl TION FORM

Pre-Approved
Data Collection
Form

The Complete Form

Select Pre-Approved to enter Pre-Approved Agency Training.
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Pre-Approved Agency Training Data
Collection Form

@ Quick Tips o using TrainTH can be found in the Training Guide | Dicctas | Estena! foaines

TranTN%rg

PRE-APPROVED AGENCY TRAINING DATA
ﬂﬂﬂﬂﬂﬂﬂﬂﬂ COLLECTION FORM

Training Date TrainingDate * @
02/01/2024 Enter Training Date

Trainer Information ~ Tinerid

\\\\\\\\\\

Training Information Tide ® Enter Training
(CPR, AED, and First Aid Title =

sl

Select Agency &

Face to Face ~ 03:00

Select

-
Health, Safety, and Nutriion v Frsthidand CPR
Training Type o

Enter
Comments

To enter Pre-Approved Agency training records, populate the Pre-Approved Agency Data
Collection Form.

Begin by entering or selecting the Training Date.
The Trainer ID and Trainer Name will auto-populate in the Trainer Information section.

In the Training Information section, enter the Training Title. Enter the exact name of the training so
that the resulting record will be correct.

Select the Agency from the dropdown list.
Again, if you have multiple facilities, select Facility Trained from the dropdown list.
Next, select the Delivery Method from the dropdown list.

Enter the Delivery Time, this is the time spent delivering the training, it doesn't include trainer
preparation or travel time. Enter the time as 4 characters in the HH:MM method.

Select the Training Type from the dropdown list.
Then select the Training Subcategory based on the Training Type you previously selected.
Enter any Comments regarding the training.

Finally, scroll down to complete the bottom portion of the form.
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In-Service Data
Collection Form =
The Complete Form
—

Select In-Service to enter In-Service training records.
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Inservice Data Collection Form

@ Quick Tips for using TrainTH can be found in the Traiming Guide | Dizan | Extmmal Tisiners

TranTNorg

IN-SERVICE DATA
........ COLLECTION FORM

Training Date Training Dae * @
Fri May 03 2024

Trainer Information Tramerwd  TraiverName
knicho38@utk.edu Kim Nichols v
Kim Nichols.

Training Informatj Titke * Facility Trained *
m Supporting Children with Stress Julu's Day Care Select Facility

Belivery Method * Delivery Time *

Face to Face v 02:00

Subcategory *

Mental Health

To enter In-Service training records, populate the In-Service Data Collection Form.
Begin by entering or selecting the Training Date.
The Trainer ID and Trainer Name will auto-populate in the Trainer Information section.

In the Training Information section, enter the Training Title. Enter the exact name of the training
course so that the resulting record is correct.

Again, if you have multiple facilities, select Facility Trained from the dropdown list.
Then, select the Delivery Method from the dropdown list.

Enter the Delivery Time. This is the time spent delivering the training, it doesn't include trainer
preparation or travel time. Enter the time as 4 characters in the HH:MM method.

From the dropdown list, select the Training Type.
Then select the Training Subcategory based on the Training Type you previously selected.
Enter any Comments regarding the training.

Finally, scroll down to complete the bottom portion of the form.
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Select All Participants

Training
Collection Form-

Selecting Participants

Three Methods to Enter
Participant Data

Select Submit

The bottom portion of the Collection Form is used to select participant information.

Participant information may be entered by three methods: Select All Participants, Individually Select
Participants or use the Participant Validator to manually enter participants.

The first method is selecting all participants.
A list of participants will be displayed at the bottom of the collection form.

The Participant List is populated from TNPAL with staff members that are linked to your child care
facility.

If you need to enter training records for all your staff members, select the Select All checkbox.

Then, select Submit to submit the records.

You can also select the Select All checkbox, then deselect participants that were not participants of
the training.
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Individually Select Participants

Select Participants

Training
Collection Form-

Selecting Participants

Three Methods to Enter Select Submit
Participant Data

The second method of entering participant information is to individually select participants.

On the collection form, select the participants from your staff list by selecting the checkbox next to
their name.

When entries are complete, select SUBMIT to submit the training.

Note: When entering CPR training records, you can enter your staff's CPR certificate number and
expiration date.

When you select Health, Safety, and Nutrition Type and First Aid and CPR Subcategory in the
Training Information section, Certificate textboxes will appear in the participant list.

Begin by selecting Pass or Fail from the Passed/Failed dropdown list.
Next, enter their CPR Certificate Number.

Then, enter the Expiration Date.
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Manual Entry of
Participants

Training

Collection Form-
Participant Validator

Three Methods to Enter
Participant Data

The third method of entering participant information is manual entry with Participant
Validator.

Begin by entering the participant’s First Name, Last Name, Email, and TNPAL ID of the participant.

Note: The Email Address must be the email address the participant used to set up their TNPAL
account.

If you do not know the participant's TNPAL ID, then enter the participant's First Name, Last Name,
or Email Address and select Validate Participant.

Note: You can enter a partial first name or last name.

A list of participants matching the first and last name or email address will populate, select the
correct participant by selecting the Select button next to the correct participant.

Then, select Add Participant.

If you have multiple participants, you may enter each participant using the same process.
When all participants have been added, select Submit to submit the record(s).

Note: The First Name, Last Name, Email and TNPAL ID must be entered for each participant before
the entry can be added. If a TNPAL ID is not entered, the training record will not be transferred to
the participant's TNPAL Account.
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View All Trainings

1@ Quick Tigs for using TrainTH can be found inthe Training Gusde | Director | Exsermot Trainers

TranTNrg oo (RN =

SUBMITTED TRAININGS

Teaining 0 Stort Date End Date

mm/dd/yyyy O mmiodiyy =]

Cotegory Deiivery Method
-SELECT- v SELECT- v

All Training

Select Search

Select the

KIM NICHOLS 38TH ANNUAL NATIONAL CONFERENCE: HOW SUCCESSFUL DRECTORS LEAD 1200 SUBMITTED TOTHPAL
Edit button

KM NICHOLS FRIDAYS LUNCH AND LEARN 0100 SUBMITTED TO TNPAL

The View All Trainings feature allows you to see the list of training courses you have submitted. It
also allows you to Edit or Delete submitted training records.

Select View Submitted In-Service to view submitted training.
You can search for training records by entering the Training ID.
You can also search by Start Date or Start and End Date range.
You can also search by Category and/or Delivery Method.

You can use a combination of the search criteria, which will display results based on the search
criteria used.

Begin by entering the search criteria based on the training record you need to find. For example: if
you are searching for a training record based on a particular date, enter the training date in the
Start Date textbox in MM/DD/YYYY format.

Next, select Search.
Training records matching the Start Date will appear at the bottom of the page.

Select the Select button beside the training record you would like to update.
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View Trainings

Edit/Delete Training Information

A i g o e g o

TrarTNorg

B TRAINING DATA
St EDIT RECORD

Select Update

You will be taken to the Training Data Edit Record form, where you can make any changes to the
training record.

In the Training Information section, you make the changes to the Training Information you
previously entered.

After making the necessary changes, select Update Training.
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View Trainings

Edit/Delete Training Information

-
TranTNrg

TRAINING DATA
EDIT RECORD

Select Edit

Select the

Select button

You can make edits or delete the training participants.
To edit a training participant, select Edit next to the participant you need to change.

To add a participant’'s TNPAL ID, select the Validate Participant. A list of participants matching the
First and Last Name and/or Email Address will appear at the bottom of the screen. Choose the
participant by selecting the Select button.

You can change the person’s First and Last Name and/or Email Address by entering the
information in the textboxes.

Once all changes have been made, select the Update button.
You can select the Add More Participants button to add additional training participants.

An Update button will appear at the bottom of the screen, select the Update button to record the
changes you made.
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Change Your Password

2 knicho3sgutk.edu ?
Select the Menu

Change Your Password

EMAIL knicho38@utk.edu

OLD PASSWORD ssssssse

Manage Account NEW PASSWORD eeseesee

CONFIRM NEW PASSWORD |esssssss

Select Change

Password

| « CHANGE PASSWORD

CHANGE PASSWORD

To Change Your Password, select the Navigation Menu.

Select Settings.

On the Manage Account screen, select Change Password link.

On the Change Your Password screen, begin by entering your Email Address.
Next, enter your Old Password.

Then, create a New Password and Confirm the New Password.

Select the Change Password link.
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Change Your Username

@ knicho38@utk.edu m — Manage Account

Seleci
« CHANGE PASSWO S s o CHANGE USERNAME (email address)
Username

Select Settings

TRAINTN

Change Your Username (email address)

SETTINGS

Enter New
Email Address

Select Change
Email Address

To Change Your Username, select the Navigation Menu.

Select Settings.

On the Manage Account screen, select Change Username (Email Address) link.
On the Change Your Username screen, your Existing User ID (Email) displays.
Then, enter your New Email Address.

Select the Change Email Address button.
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For Help

Select

TATNDG = = o e oo e o o R

Contact the
TrainTN.org
Help Desk

The oﬁﬁaisﬂumhﬂaﬂydﬂ:ﬂ'ﬁwﬁrﬁgﬁﬁn beer
Department of Humah Services (TDH

For additional help, you may contact the TrainTN Help Desk by accessing the website (TrainTN.org)
and selecting the Contact tab at the top right of the page or Contact the TrainTN.org Help Desk

from the TrainTN Login page.

This project is funded through a contract with the Tennessee Department of Human Services, the University of Tennessee, Social
Work Office of Research and Public Service and Tennessee State University, Center of Excellence for Learning Sciences.
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