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15. Monitoring report: 

User can monitor reports of their institution in this section. The reports can be seen by the 

following types- 

i. Batch report 
ii. Course Wise Students 

iii. Gender Wise Students 
iv. Students Attendance List 
v. Students Age Group List 

vi. Monitor Trainee Attendance 
vii. Trainee Allowance Summary 

viii. Field Visit Monitoring 
a. Add Field Visit Monitoring Report 
b. Field Visit Monitoring Report 

 
i. Batch report: 

TMS shows the report of whole batch in a training course. Navigate to “Monitoring report 
>> Batch Report” 

• Select “Training Institutes”, “Tranche”, “Training Courses” and “Course Batch”. 
• You will find the list of trainees of that batch with all information including training 

day, location, class times, assessors’ details. 
• It also shows the enrollment summary of that batch. 

 
Figure 1 



TMS-User Manual 

Tappware Solutions Limited           2 

FI
R

ST
 R

EP
O

R
T
 

ii. Course Wise Students: 
 

User can monitor how many trainee(s) are trained in a course. Navigate to “Monitoring 

report >> Course Wise Students” 

 

• Select “Training Institutes”, “Tranche”, “Training Courses”. 

• You will find the list of trainees of that course with all information including trainee 

name, registration number, NID/BCN, Gender and batch number. 

• It also shows the total number of registered trainees that course. 

 

 
Figure 2 

 
iii. Gender Wise Students: 

 
TMS also shows the report of trainees according to gender. Navigate to “Monitoring report 

>> Gender Wise Students”. 

 

• Select “Training Institutes”, “Tranche”, “Training Courses”, “Course Batch”. 

• If you want to see the male trainees of that course press the “Male” button. 

• It will generate a list containing the details of all male trainees.  
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Figure 3 

• If you want to see the female trainees of that course press the “Female” 
button. 

• It will generate a list containing the details of all female trainees.  
 

 
Figure 4 
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iv. Students Attendance List: 
 

User can see a trainee’s attendance list by his/her registration number. Navigate to 

“Monitoring report >> Students Attendance List”. 

 

• Select registration number of a trainee from the drop-down box. 

• Press the “Search” button. 

• You will find that trainee’s attendance details. Figure: 5. 

 

 
Figure 5 

 
v. Students Age Group List: 

 
TMS shows information about trainees according to age group also. Navigate to “Monitoring 

report >> Students Age Group List”. 

 

• Select “Training Institutes”, “Tranche”, “Training Courses”. 

• You will find a table that contains information about total number of trainees 

according to their age group. See figure: 6. 

• If you click on the digits you will find the detail information of the particular age 

group. See figure: 7. 

 

Select trainee’s 
registration number. 

Press the button to find 
attendance details. 
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Figure 6 

 

 
Figure 7 

 
vi. Monitor Trainee Attendance: 

 
TMS generates the attendance details of whole batch also. If user want to see the batch 

attendance details then navigate to “Monitoring report >> Monitor Trainee Attendance”. 

 

• Select “Training Institutes”, “Tranche”, “Courses”, “Batches”, “Batch Duration”. 

Click here 
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• You will find a table that contains information about attendance of all trainees. See 

figure: 8. 

• Gray color shows scheduled training Day where no training happened yet. 

• Green color shows training happened on scheduled training day. 

• Orange color shows training happened but actual training and scheduled training day 

mismatched. 

 

 
Figure 8 

 
 

vii. Trainee Allowance Summary: 
 

User can also see the summary of trainee allowance. Navigate to “Monitoring report>> 

Trainee Allowance Summary”. 

 

• Select “Training Institutes”, “Tranche”, “Courses” and “Batches”. 

• You will find a table that contains the summary of all trainees who got allowance. See 

figure: 9. 

• The result can be export in Excel/PDF/Print.  
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Figure 9 

viii. Field Visit Monitoring: 

This menu is for adding/viewing field visit reports. This menu has two options-  

a. Add Visit Info: 

After completing the field visit, officer have to add report about that visit. To add a 

report in TMS, navigate to “Monitoring Report >> Field Visit Monitoring >> Add Field 

Visit Monitoring Report”. 

Click here to see results 
in Excel/PDF/Print 
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• User will find a page with title “Add Visit Information” to add visiting report 

details. See figure: 10. 

• Fill all the required (*) fields for example visitor type, visit date, visiting institute, 

visiting officer organization, visiting officer designation etc. 

• System has four types of “Visitor Type” (type of field visitors’) example: PIU staff 

are the stuffs from training partners. 

• For PIU staff “Visiting Officer” name will be loaded according to “Concerned 

Association/Partner” filtering. 

• If the visitor type is “External Monitoring Firm” then user have to write officer’s 

name in “Visiting Officer External” text box. 

• Write the major findings of that visit report within 50 characters in each box. 

• Finally click on →  button. 

• The report will be added in system. 

 

Figure 10 

b. Field Visit Monitoring Report: 

c. To see all added visit reports, navigate to “Monitoring Report >> Field Visit 

Monitoring >> Field Visit Monitoring Report”. 

• Select “Visitor Type”. 
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• After selection, user will find a list of visit reports according to visitor type. 

• User can now edit/delete report from here using  buttons. 

• To export the report list as excel/pdf/print copy, click on →  

buttons. 

 

Figure 11 

 
 
 

 
 

 


