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Promoting professional instruction for the care of Tennessee’s children

Accessing TrainTN for TrainTN Approved Trainers

The TrainTN portal may be used by TrainTN Approved Trainers to enter early childhood courses
approved by the Tennessee Department of Human Services (TDHS).

Accessing the TrainTN Portal
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The'official sourceforearly childhood trainings thathave beenapproved by
the Tennessee Department of Human Services (TDHS).
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You may access the TrainTN Portal by entering TrainTN.org into any browser.

Next, select the LOGIN at the top of the window.

1 V4.1.20240207



TranT Norg ACCESSING TRAINTN FOR EXTERNAL TRAINERS

Sign in to
Enter : TrainTN
Credentials

Password

@ Enter Password

Forgot your password?

] Remember me

SelectSign In

Enter your Email Address and Password. Finally, select Sign In to enter the site.

Terms of Usage Agreement

Loain

TRAINTN TERMS OF USAGE

1 acknowledge that the Tennessee Department of Human Services (TOHS) only recognizes external trainings kisted among TDHS-approved trainings
on TrainTN. | acknowledge that | am not required to use TrainTN. By clicking “I agree” below and accessing this portal, | authorize TDHS to obtain and
record information about me for use in the training verification process. | atiest that all information | submit is accurate and complete. | understand that
TDHS may share information about me (including but not limited to biographical information such as name, date of birth, and email address) with
ProSolutions, TCCOTS, Tennessee State University, TNPAL, Signal Centers, Inc., CCR&R. UT SWORPS, TAM, and the portal's software
development contractor for purposes of training validation. In exchange for access 1o this portal, | accept these terms.

| AGRLT termsand continue
TranT Nrg

Read the TrainTN Terms of Usage. Once you have read and agree with the terms, select | AGREE.
You will see this screen the first time that you access the portal. It will only appear again if the terms
are updated.
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TRAINING DATA
COLLECTION FORM

Training Data
Collection Form = e

The Complete Form

Upon login you will be taken to the Training Data Collection Form.
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Training Data Collection Form (Top)

TRAINING DATA
COLLECTION FORM

Trainer Information Trainer 1o Trainer tsrma
|gllzow@uts edu Jay Gilzow v
Joy Gilzow

Training Information Traiming Tice +

Select
SELECT _—
Training
Adq Training - o B .
Delivery Date

SELECT ~ External Training

Commants

Enter Any
Comments

To enter training, populate the data fields at the top of the Training Data Collection Form.
Select the Training Delivery Date.
Select the Training.

The Trainer ID, Trainer Name, Delivery Time, Trainer Organization and Training Type fields will auto-
populate based on the Training Selected.

Select the Training Delivery Method.
Enter any Comments about the training.

Next, scroll down to complete the bottom portion of the form.

4 V4.1.20240207



TranT Norg ACCESSING TRAINTN FOR EXTERNAL TRAINERS

Training Data Collection Form (Lower)

Three Ways to Enter

Participant Data TG BT

Search/Add Participants

Participant Validator

1. Manually
st s a0 typethe data
into the fields

SELECT- v 2.Select Add
Participant
CEES afterentering
participant
information

Upload Participants Excel Document _{Dowrogd Atiendgnge Fo:

3. Click Submit after
Drop fles here all participants have
[ Sleurie | Piease select iefs) to uploarl beenadded

The bottom section of the Training Data Collection Form is used to enter participant
information.

Participant information may be entered in 3 ways.

The first method is Manual Entry.

Enter the First Name, Last Name, TNPal ID, Email Address, Zip Code and County of the
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: All fields must be completed for each participant before the entry can be added.
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Training Data Collection Form (Lower)

Three Ways to Enter Participant
Participant Data Validator

Search/Add Participants

& valldator 100l below T Search the rez stry 3nd a0d to e parTTlpanTs e,

4. Click Submit
to submit the

training
1. Type First
Name, Last . - ‘ —
Name, TNPAL ID - 3. Click Add Participant
or Email Address after each selection from

the Registry Search

it e oS DASHBLIKED! i
2. Select
the participant F rarsopa

The second method of entering participant information is to use the Validate Participant
feature.

If you know the First Name, Last Name, TNPal ID, Email Address, Zip Code or County you may
enter one or more of the fields.

Select Validate Participant for a list of participants who match information in that field.

Click the Select button next to the participant you would like to add.

Then, select Add Participant.

Repeat the process until all participants have been added.

Finally, when entries are complete, click Submit to submit the training.

First Name, Last Name, TNPal ID, Email Address, Zip Code and County are required fields
before submitting the record.

If you use the Validate Participant feature to select participants and all required fields are not
present, you must input the remaining fields to SUMBH-SUBMIT the record(s).
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Training Data Collection Form (Lower)

Three Ways to Enter

Participant Data Upload Spreadsheet

Upload Participants Excel Document  {Download Attendance Form) 1. Click Download
Attendance Form to
Drop files here download the Upload

Spreadsheet.

m Please select file(s) to upload.
2. Select the TrainTN Approved
Trainers Upload Excel Document

- Submit
TranTNorg -

L P ey
Tainor Hame T Tainng The T T T
oy Gzow Loapu o 2022 Vebear
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FirstName T Last Hame I Emal I Zip Code. T Faciity Hame | County | THPAL I
Elzaeth Bnart atoaoch, frgomt i ok motrs oy, 39H5 BooBear Home Child care HESON

Eem Clan rr— 21659 800 Bear Home Cid care GEson srgm.

Sample TrainTN
Approved

Trainers Upload
Excel Document

The third method to upload participant training is to use the TrainTN Approved Trainers Upload
Spreadsheet.

Click Download Attendance Form to download the Upload Spreadsheet. Populate the Upload
Spreadsheet and save.

Click Select File and browse to the upload spreadsheet.
Once the file has been selected, click Add Participant.
Finally, select Submit to submit the record.

Note: You must use the TrainTN Approved Trainers Upload Spreadsheet for all uploads.
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Training Data Collection Form

TrainTNorg P
If you have
Additional ADMIN Click Sigﬂ
Trainingto View R Trainings TRAINING DATA Outto Log
Enter, Click [EEE Out from
o Confarance CONFIRMATION TrainTN

- i d
Collection Fredepran

Form View Ml Tranings

To Check o Training
O ec Or Collection Form H= ) (=3
. Training with 1D 1270
dbmittad Trainin onfirmation ID
M0d|fy SobmittadTrining: has been successfully submitted.

Previous

InService

Trainings,
Click on

Submitted
Trainings

You will receive a Training Confirmation ID when participant data has been successfully
submitted.

Select TrainTN to return to the Home Page.

Click Sign Out to log out of TrainTN.
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Submitted
Trainings

DASHEQARD > TRAINTN > TRAINING > TRAINING LIST YOU n']ay Sea rCh by
Training ID, Dates,
Category or
Delivery Method

ADMIN

e A T SUBMITTED TRAININGS

DIRECTORS

Confarance

Pre-Approved

Training ID Start Date End Date
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mmidddyyyy o mmiddiyyyy [=]
Wiew All Trainings
TRAINERS Category Delivery Method
Collaction Form SELECT

~ SELECT- ~
Submitted Trainings

12

2 Promate Cogritive Cevelapment in Infants 0100 Submitted to TNPal
120062022

o
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0200 Submimecito TNl
0500 Submitied to TPl
120022022 Joy Gilzow B the Difforencs Maker You Ware Bom 1o Be 0500 Submime to ThPal

1022022 Jey Gilzow Literacy Tips 0100 Submitted to TPl

There are two additional features on the Home Page.
1. VIEW TRAININGS — Select to see the list of training courses you have submitted.

2. MANAGE ACCOUNT - Click to change your password and/or name. You will not be able
to change your email or your registry ID using this function.
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For Help
Contact the TrainTN.org Help Desk

TrainTN.org
Help Desk

¥ 2 = - 3 t Z o
™ (
Nashville, TN 37209 ‘ TrainTNgtnstate edu TrainTNgutk edu

Contact Us

Name *

Subject *

For additional help, you can contact the TrainTN.org Help Desk by accessing the web site
(TrainTN.org) and selecting Contact Us at the top of the form or Contact the TrainTN.org Help
Desk on the lower right.

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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