

The exercises in this section are designed to aid Administrators in using TRaCKS.  This system gives administrators the ability to manage DFCS training courses, reports and other related worker information. The instructions in this section will help with navigating through the system as an Administrator. Some tasks will require information to be entered in fields, much like completing a paper form.  By the end of this tutorial, administrators should be proficient in the areas of managing courses, catalogs and schedules.
How to Register                                 Administrators
·     The On-Line Registration &Transcript Center for SS and OFI Administrators is located on the Internet.

Steps to access the On-Line System:
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Click here: https://www.gadfcs.org/transcript to access the website. 
2. Everyone who already had an account in the system will have 

temporary password of pass and the last 4 digits of their employee ID number.  

3,      Enter your Employee ID Number and the password as described in step
          #2.  Once access has been granted, a menu will appear.
4.      Once you have logged in change your password to a word that is familiar
         to you.

  5.      For questions about the online registration click on the Questions? button

          in the lower far right hand corner of the screen.  This will allow you to send an e-mail with 

         your questions to Help Desk Support.        

View Welcome Message:
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From the Administrator Menu, click on the Welcome button.
2. Edit the Welcome message and click on the Update button to save the change.

3. Click the Cancel button to end the session.

Courses                             Manage Courses (Catalog & Schedule):
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      From the Administrator Menu, click on the Course button.
2.       Click on the View Schedule button, from the 
          Course Management Menu
3.       The View Current Schedule Menu appears.

4.       Choose the Month and Year from the drop-down menu.
5.       Click the Return button to return to the Course Management  Menu.
Add a Course to the Master Catalog:
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Click on the Add Course button, from the Course Management Menu.

2. The Add Course to Catalog Menu appears.
3. Under the Course Information, fill in the bank fields, Course ID, Course Name, Description, and Prerequisites, and click Add Course button. 

4. Click on the Add Course button to add another course to the Master Catalog.

5. Click on the Course button to return to the Course Management Menu.
6. Return to the Administrator Menu, click on the Main Menu button.
Edit a Course in the Master Catalog:
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From the Course Management Menu, click on the Edit Course button.  

2. Choose a course from the drop-down menu and click Next
3. Edit the course selection and click the Update Course button.

4. Return to the Edit Course from Catalog Menu, click on the Edit Course button.
5. The Course button will return to the Course Management Menu.
6. Click on the Main Menu button to return to the Administrator Menu.
Schedule a Class Section:
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From the Course Management Menu, click the Schedule Class button.

2. Choose the course to schedule from the drop-down menu and click Next.

3. The Schedule Class Section Menu appears.

4. Select from 3 Instructor fields.

5. Choose the Training Site location from the drop-down menu.

6. Add the Min/Max # of Seats.

7. Check the radio box to allow a Waiting List.
8. Add comments in the Comments field with further instructions.

9. Click Next.

10. Schedule a Class Section Menu appears.

11. Select from Consecutive Interval (of Days) or Single Day.
12. From the Consecutive Interval (of Days), choose from the following: Start Date, End Date, Start Time, End Time
13. From the Single Day, choose from the following: Date, Start Time, End Time, and click Add
14. The schedule date will appear at the top of the page. Click on the Schedule button to schedule the course. 

15. Click on Remove to delete the date.

16. Return to the Schedule a Class Section Menu, click on the Schedule Class button
17. The Course button will return to the Course Management Menu.
18. Click on the Main Menu button to return to the Administrator Menu.
Modify a Previously Scheduled Class Section:
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In the Course Management Menu, click on the Edit Schedule button. 

2. Choose a Course from the drop-down menu and click Next.

3. Choose a Section to edit from the drop-down menu and click the Next button.

4. Make the change from the Edit Section Schedule Menu and click Next.

In the Edit Section Schedule Menu, remove or change the schedule dates and click the Add button. The changes will appear at the top of the page.
5. Click on the Schedule button to save the changes.

6. From the Edit Section Schedule, click on the Schedule Menu button to return to the Edit Section Schedule Menu.
7. The Course button will return to the Course Management Menu.
8. Click on the Main Menu button to return to the Administrator Menu
Add a New DFCS County/Office Location:
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From the Course Management Menu, click on the Add County button

2. The Add County/Office Location will appear. 

3. Fill in all the Site Name, Address, City, State, Zip, and choose a Region from the drop-down box and click the Add County button.

4. Click on the Add County button to return to the Add County/Office Location.
5. The Course button will return to the Course Management Menu.
6. Click on the Main Menu button to return to the Administrator Menu.
Edit a Current DFCS County/Office Location:
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From the Course Management Menu, click on the Edit County button.

2. Choose a County/Office location from the drop down menu and click Next. 

3. Update the Training Site Information and click the Update County button.

4. Return to the Edit County/Office Location Menu click on the Edit County button.
5. The Course button will return to the Course Management Menu.
6. Click on the Main Menu button to return to the Administrator Menu.
Add a New Training Site:
1. From the Course Management Menu, click on the Add Train Site  button.
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Fill in the blank field under the Training Site Information and click the Add Train Site button.
3. Click on the Add Train Site button to return to the Add Train Site Menu.
4. The Course button will return to the Course Management Menu.
5. Click on the Main Menu button to return to the Administrator Menu.
Edit a Current Training Site:
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From the Course Management Menu, click on the Edit Train Site button

2. Choose a training site from the drop –down menu and click Next.

3. Make the updates to the selected training site and click the Update Site button. 
4. Click on the Add Train Site button to return to the Edit Train Site Menu.
5. The Course button will return to the Course Management Menu.
6. Click on the Main Menu button to return to the Administrator Menu.

Accounts                              Create a New Employee Account:
1. From the Administrator Menu, click on the Accounts button. 
2. The Account Menu appears.
3. Click on the Create button.
4. The Create New Account form appears.
5. Fill in all the blank fields, SS#(Option) and click Next.
6. Fill in the Contact Information and click Next.
7. Fill in the DFCS Information and click Next.
8. Select from the Supervisor/Training Coordinator drop-down menus and click Next.
9. Click on the Create button to return to the Create New Account button.
10. The Account button will return to the Account Menu.
11. Click on the Main Menu button to return to the Administrator Menu.
Edit an Employee Account:
1. From the Accounts Menu, click on the Edit button.

2. Add the Employee ID to the Employee ID field and click the Edit button. 

3. Edit from the Type Account, Personal Information and click the Next button.

4. Edit from the Contact Information and click Next.

5. Edit from the DFCS Information and click Next.
6. Edit from the Supervisor/Training Coordinator drop-down menus and click Next.
7. Click on the Create button to return to the Create New Account button.
8. The Account button will return to the Account Menu.
9. Click on the Main Menu button to return to the Administrator Menu.

If you have any questions about creating a new worker account and/or registering a worker for a course, please send an email to: �HYPERLINK "mailto:ssregistrar@dhr.state.ga.us"��ssregistrar@dhr.state.ga.us� or � HYPERLINK "mailto:OFIregistrar@dhr.state.ga.us" ��OFIregistrar@dhr.state.ga.us� 




















2
3

