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CREATING A NEW TRAINING PLAN TEMPLATE
From your CMDS Home Page: 
· Click Admin (top right)
· Under Libraries, click Training Plan Templates
· Click New, top right
· Select your department from the drop down
· Under Template Name, type in the name of your template. Optional type in a template description. 
· Click Next
· Select the resources you would like to add to the template buy checking the boxes
· Click Next
· For time sensitive resources enter the monthly interval. The time sensitive and required box will automatically populate once an interval is entered. NOTE: You can manually uncheck the required box if needed. 
· For resources with no expiry, leave the month box empty. 
· Please make sure the required box is checked for those resources that are required. 
· Click Save Template
EDITING AN EXSISTING TRAINING PLAN TEMPLATE
From your CMDS Home Page: 
· Click Admin (top right)
· Under Libraries, click Training Plan Templates
· Under Search Criteria select your department from the drop down
· Click Filter, or enter the name of the template you would like to edit, then click Filter
· Under results, click the name of the template
· To edit the resources in the template, expand the Resources drop down
· To edit the settings for the template, expand the Settings drop down
· Once you have made your changes, click Save (top right)
ASSIGNING TRAINING PLAN TEMPLATES
From your CMDS Home Page:
· Click Admin (top right)
· Under Bulk Update Tools click Bulk Assign Training Plan Templates
· Select the department from the drop down
· Select the template from the drop down
· [bookmark: _GoBack]Check/uncheck people as required
· Click Next
· Review, then click Confirm
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