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Introduction
This guide will detail each report and offer some suggestions about their
use. Each department may find certain types of reports are more important for
their needs, and the filters for each report make reports a powerful tool in
tracking the progress of your trainees and instructors.
Although most of this information is in some way accessible inside the
ACE Track interface without generating a report, reports are the best way to
assemble a vast amount of information from many different places in ACE
Track and present them in a clean, easy to understand manner. Each report,
when generated, will open in a “Print Preview” tab. This makes the reports
easy to print or save to a document. Many reports will be multiple pages long,
so when in Print Preview it may be necessary to use the navigation buttons at
the bottom of the screen to view the entire report.
Although the Reports tab and its individual reports are powerful tools,
they rely on the quality of the information entered into ACE Track to produce
accurate results. Be sure that your information is up to date by keeping
accurate records over time. To do so, you may want to consult with the other
documents available at www.sfbaz.com.
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Reports Tab
This guide will discuss the 16 standard reports included in ACETrack. As with
all data based systems, the quality of the reports depends on the quality of the
information in your system. Maintaining accurate and up to date records will
ensure useful and timely reports.

FIG 1
The
“Reports”
tab on the
ACE Track
page. The
reports are
broken into
three
categories.
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The reports are broken down into three categories, “Class,” “People,” and
“General.” “Class” reports are useful when planning class and instructor
schedules as well as monitoring the F41 status of trainees. The “People”
reports are most useful when you are trying to figure out information about a
single trainee or when you would like to find out what trainee(s) meet a
specific criterion. The “General” reports will generate reports for a broad
range of information. These are useful for getting a general idea of what steps
need to be taken for training scheduling.
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Class Schedule
The Class Schedule report is a tabular report that lists classes by month. This
enables you to print a calendar of your upcoming classes.
Use the filter form to limit the range of the report and then click the “Set
Filter/Open Report” button to preview the report.
FIG 2.1
The “Class
Schedule
Filter”
window. The
filter is set by
choosing
between
closed aor
open classes
then setting a
date range
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FIG 2.2
The “Class
Schedule”
report.
The classes
are
organized
by start
date.

Class hours
are broken
down by type

The “Class Schedule” report is useful for examining what classes are upcoming,
or what classes have recently been closed. Viewing a list of upcoming classes
can be helpful in determining when, where, and what type of classes can be
scheduled in the future. By breaking down the hours by type, you can easily
see what type of hours your upcoming class schedule may need.
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Instructor Schedule
The Instructor Schedule Report is used to view a list of classes that an
instructor has been assigned to teach OR a list of instructors that have been
assigned to teach a class. This is useful in printing a schedule for individual
instructors or classes. The filter box is broken down into two separate filters.
You can choose to search by either of the filters.
FIG 3.1
The
“Instructor
Schedule
Filter.” The
two
different
filters
allow you
to search
by class or
by
instructor.
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The top box is the class filter. The drop-down box contains a list of recent and
upcoming classes. A sample class-filtered Instructor Schedule looks like this:

FIG 3.2
An
“Instructor
Schedules”
report for a
specific
class. Each
instructor
and their
hours for
the class is
shown.

List of instructors for
the scheduled class
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The bottom box is a way to filter by instructor, and then by date range. A
sample report for an Instructor would look like this:
FIG 3.3
An
“Instructor
Schedules”
report for
a single
instructor.
Each class
the
instructor
is
scheduled
for and its
hours are
shown.

List of classes for the
instructor

Total hours during the
specified date range for
the instructor

Printing an “Instructor Schedules” report along with the “Training Orders”
report is often an effective way to let an instructor know what their schedule
looks like in the future. It is important that instructors be made aware of any
changes to a class, and this report is an effective way to do just that.
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Class List
The Class List report lets you print a hard-copy of the details of classes in your
system. This report has a filter form where you can select either open classes
or closed classes and you can limit the report to classes that have a starting
date between the two dates you specify. Once you have set your filter, click
the “Set Filter/Open Report” button to preview the report.
FIG 4.1
The “Class
List Filter”
window.
The filter is
set by
selecting
open or
closed
classes, and
then setting
a date
range if
desired.
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The example report below is for open classes:

The name of
the class

The start and end date and time
as well as the building can be
seen here

FIG 4.2
The
“Classes”
report. This
report
contains a
lot of
information
while
remaining
concise.

The number of hours the class
satisfies, broken down by type.

The number of slots for the class,
broken down by filled or
available. The check box would
signify a closed class.

The “Classes” report is a good way to get a snapshot of upcoming courses or
closed courses from a set period of time. This can be helpful in seeing how
many open slots are available, and what type of hours upcoming classes
satisfy.
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Enrollment
The enrollment report lists everyone enrolled in the selected classes, broken
down by employing agency. Notice the “OR” between the two sections on the
filter form. You can choose to print the report for a specific class OR use the
criteria in the second set of options. You might want to print the report for a
specific class and agency but why would you not want to know about
EVERYONE who is enrolled in the class?
FIG 5.1
The
“Enrollment
Report Filter”
window. This
filter can be
used to filter
by class or by
date range
and agency.

This is a sample of an enrollment report as filtered by class:

FIG 5.2
The
“Enrollment”
report. This
report allows
you to easily
see all the
trainees in a
single class.
The list of all trainees in
the course, organized
by department

ACE 7

Reports Guide

The class information,
starting with class title.

12

HOW TO USE REPORTS

The “Enrollment” report is useful as a simple view of who is in a specific class.
This can be useful for a class instructor to see who is in a class they are
scheduled to teach, or to cross reference against other reports to make sure
that trainees that all have a specific requirement are in a class together.
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Form 41 List
The Form 41 List Report generates a list of information for when, where, and
for whom Form 41s were generated. The F41 List Filter can be used two ways.
Either you can select an F41 by its F41 number, or you can filter using any
combination of the Class, Agency, Trainee, or the date of the F41.

FIG 6.1
The “F41 List
Filter”
window. You
can choose
to view by
F41 number
or by any
combination
of the criteria
in the second
box.
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A sample Form 41 report generated for a single trainee looks like this:

F41 number and
date of generation

Class ID and name

FIG 6.2
The “Form
41 List”
report for
a single
trainee.

Trainee name and
department

Function

The Form 41 List report is useful in tracking an individual’s certification history
and is useful in tracking down information if any paperwork is missing or lost.
The Class ID is particularly useful in identifying the specific class in question
within ACE Track.
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Personnel List
The Personnel List function is a simple tool for producing concise lists of
Personnel by using a set of filters. One good way to use this report is to see a
list of personnel that have upcoming due dates.

FIG 7.1
The
“Personnel
List Filter.”
This is used
to generate
a list of
personnel
that fit a set
of criteria.
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A Personnel List report filtered with a due date range would look like this:

ACE ID and
name

Date of hire and
current status

FIG 7.2
The
“Personnel
/Trainee
List”
report. The
report
contains
concise
information
about
trainees.

Function and
due date

Rank and
highest level of
education

The “Personnel/Trainee List” report is useful when trying to identify trainees
with upcoming due dates. The ACE ID next to their name is a useful way to find
an individual within the ACE Track system. Personnel with multiple functions
will show each function individually. Any notes from a trainee’s profile will also
be shown.
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Training Orders
The Training Orders report generates customized training orders for trainees.
After choosing the filtering criteria, the training orders memo and signature
line can be customized. The memo message and signature should be prepopulated and will be saved for future memos.

FIG 8.1
The
“Training
Orders
Filter.”
After
selecting
what class
and for
whom, you
can
customize a
training
orders
memo.
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A regular Training Orders report would look like this:
To/From including
titles and date

Customized training
orders memo message

FIG 8.2
The
“Training
Orders”
report. It is
important
to use
these to
maintain
accurate
records.

Functions and
Certifications including
due dates and hours

Class information
including title, date,
and training hours
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The Training Orders memo is a vital tool for maintaining records and insuring
that instructors and trainees are informed of their schedule and requirements.
This report should be generated for every trainee and instructor when they are
assigned to a class. Using this memo will prevent miscommunication and
provide a record that both the academy and trainee are aware of the training
schedule.
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Training History
The training history report filter form gives you a variety of ways to choose
which training histories you want to view and print.
FIG 9.1
The “Training
History Filter”
window. This
filter is fairly
simple and is
capable of
producing
results for
many trainees
or just one.

The “Filter by Status” section allows you to choose only Active personnel (the
default) or only Retired or only Terminated for Cause, etc. Normally you will
leave this set on “Active”.
The “Choose report criteria:” section allows you to narrow down your records.
You can narrow it down by Agency first – if you leave this blank you will get
ALL agencies – and then you can further narrow the choices to a single trainee
if you desire. If you have entered and assigned routing information you can
choose by routing as well.
After pressing “Next” you will see options to show or hide SSN and DOB
information on the report. It is a good idea to hide this information if you are
concerned external personnel may see the report. After setting “show” or
“hide”, click “Open” to see the report.
FIG 9.2
This window allows
you to show or
hide sensitive
information.
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A “Training History” report for an individual trainee would look like this:

This report is good for diagnosing issues with F41 eligibility because it shows
FIG 9.3
The
“Training
History”
report. This
long report
includes
most of the
information
about a
specific
trainee.

the crediting for each class that your trainee has attended. Using this report,
you can see where crediting might have been missed or errors made in
crediting.
A Training History report will show basic information about the trainee, their
functions, classes and credits, F41s, Certifications, and Firearms Scores. This
report should be multiple pages, so don’t forget to use the arrows on the
bottom left of the screen to view everything.
This report is verbose but largely self-explanatory. It may be useful to generate
one of these reports of your own to look through all of the data that is
available in this report.
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Certification Status
This report details your trainees’ certifications and status. Clicking on this
report will open a filter form so that you can narrow down the scope of the
report.
The date range filters can be used for finding upcoming due dates or overdue
due dates. You can also select an agency, a single trainee, or a specific
certification.

FIG 10.1
The “Certification
Status Filter”
window. The
filter can be set
using any or all of
the criteria
available.
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A sample Certification Status Report for a single trainee would look like this:

ACE ID, name,
and department
FIG 10.2
The
“Certification”
report.

Date of certification
and due date

List of
certifications

The “Certification” report is fairly straightforward in use. It is a good way to
track trainees’ cert and due dates. By using the due date filter, you can quickly
see which instructors have impending due dates. Finding out who has
approaching due dates can help you figure out what types of classes should be
scheduled.
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Training Records Status
The Training Records Status Report is similar to the Certification Status Report,
but shows information regarding the hours required for specific Functions. The
filters are similar, but include a Duty Station filter as well. This is useful for
tracking how many hours and what type of hours a trainee needs for their
Function(s).
FIG 11.1
The
“Training
Status” filter.
Any or all of
the filters
may be used
to generate
the report.
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As with any report that may handle a lot of information, it is likely that a
Training Status Report filtered for multiple trainees will be on multiple pages,
so remember to use the arrows on the bottom left of the screen to view more
pages. A sample Training Status Report filtered by Agency would look like this:

Name and
ACE ID

Function

FIG 11.2
The
“Training
Records
Status”
report. This
report is
organized
by last
name.

Hours accrued, by
type

Hours needed, by
type

This report is great for visualizing how many hours (and what type) are needed
for individual functions for each trainee.
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Firearms Scores
The “Firearms Scores Report” filter allows you to specify the records you want
included on the report. Filter the report using any of the fields on the form or
any combination of fields.
FIG 12.1
The
“Firearms
Report
Filter”
window.
After a
name or
agency is
chosen,
any
number of
filters can
be used.

You can view the report for a specific individual by using the Name pull-down
list or by Agency by using the Agency pull-down list. You can then combine
one of those two options with any of the other options shown below that
section.
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In the example below, we are asking to see everyone who is employed by
“Affiliated Test Agency” and who had a passing firearms score between the
dates of 1/1/2011 and 12/31/2011:
Scoring
information

Name and
department
FIG 12.2
The
“Firearms
Scores”
report. This
report is
organized by
last name.

Date and
course of fire

Weapon information

This report is the best way to view firearms scores. You can use the “Agency”
and “Date” filters to easily see recent firearms scores.
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Count by Agency of Active Personnel
This report simply generates a concise list of Agencies in your ACE system and
the number of active personnel in each agency. Simply clicking the button will
open the report.
A report with two agencies would look like this:

FIG 13
The
“Personnel
Count”
report.

List of agencies

ACE 7
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Certified/Not Certified
The purpose of this report is to help you locate people whose certification is
current or about to expire. Please notice that the date range that you specify
on this form is for the Due Date, not the date that a person was certified.
Therefore, if you wanted a list of everyone whose due date is this month you
would enter the starting date as the first day of this month and enter the last
day of this month as the ending date.
You can specify any date range you want. If you want to see only people who
are overdue for a particular certification, then you would enter an ending date
that is less than today’s date.
You must specify a Certification for this report but Agency is optional. If you
leave the date range blank, the system will default from 1960 through today’s
date.
FIG 14.1
The
“Certified /
Not
Certified”
filter. A
Certification
must be
chosen.
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This is a sample report where “Certified” was selected:
Certification

FIG 14.2
The
“Certified”
report.
Personnel
with a
specific
certification
appear here.

Cert and due dates
for the selected
certification

Department and list of
certified personnel
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The “Not Certified” report requires you to do a bit of reverse thinking. The
entire due date range needs to be greater than today. For example, if today is
August 11. 2016, you want to see everyone who is either overdue or not
certified at all as of today. In that case you would want to specify a date range
of 8/01/2016 through the highest possible certification date (say 2/28/2018).
This will return everyone who is either already expired or has never been
certified.

FIG 14.3
The “Not
Certified”
report. The
listed
personnel
do not have
the selected
certification.

Certification

Department and list of
personnel not certified

The “Certified / Not Certified” report is helpful for quickly viewing the
certification (or lack thereof) of a large number of individuals. This report
displays that information in an easy to read manner.
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Trained/Not Trained
This report helps you locate individuals who have or have not received a
specific type of training within a window of time.
The filter form requires you to enter all or part of the title of the class you
want to research into the field where prompted. You can narrow the search
down by entering a range of dates in the start date and end date fields.
In the example below, we are asking the system to show us individuals who
have or have not attended a class with “Sample Class” in the title. Be aware
that the more specific you get in entering the title, the more accurate you have
to be as well. The system will not recognize classes if there are typos in the
title or in your search criteria.

You can limit the results by selecting one specific agency.
FIG 15.1
The “Trained
/ Not Trained
Report Filter”
window. To
set this filter
you must
type in a class
name. The
other
information is
optional.
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Clicking the “Trained” button will show results matching your criteria broken
down by agency.
Class title

Class start and
end date

FIG 15.2
The
“Trained”
report. This
report lists
trainees
that have
completed
the class
selected. IT
also shows
their hours
completed.

Name and
status

ACE 7
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Click the “Not Trained” button to find out who has NOT been trained in the
class you specified, during the time period you requested.
Class title

FIG 15.3
The “Not
Trained”
report.
The listed
personnel
have not
completed
the course
selected.

Name and status

This report is useful if your department is trying to insure all active personnel
have attended a specific class.
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Training Statistics
For statistical purposes, you may wish to see how many training hours your
academy has administered during a particular time period. The filter form
allows you to choose which agencies you want to include on the report and to
set the date range for the report. You may also print the report for all
agencies but you do need to include a date range.

FIG 16.1
The
“Training
Hours
Report
Criteria”
window. You
can use any
or all filters.
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Below is an example of the Training Statistics report:
Class Type

Statistical information

FIG 16.2
The
“Training
Statistics”
report.

Totals

Note: Do not try to multiply across the columns to arrive at the “Man Hours”.
Not all individuals in each class attend exactly the same number of hours
(Class Hours) therefore you cannot multiply Class Hours by # Attending to
arrive at Man Hours. These are calculated by counting the actual hours
attended in the system.

The “Training Statistics” report is useful for recording statistical data about an
academy’s courses and hours.
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Instructor Certifications
The Instructor Certifications Report is used to view and track Instructor
certification and recertification requirements. In the pop-up window that
appears, there are drop-down boxes for “Agency,” “Employee,” and
“Certification.” By clicking the arrow next to each box you can select the
agency, employee, or certification information you want to view. You can use a
combination of these selections to get more specific results.
There are also boxes to type in a date range for the Certification date or Due
date.
There are also two check boxes so you can choose between a “Detailed
Report” or “Summary Report.”
When you’ve selected the information you would like to view and the type of

FIG 17.1
The
“Instructor
Certifications
Filter”
window

report, click the button that says “Set Filter/Open Report.”
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After clicking the “Set Filter/Open Report” button, an “Instructor
Certifications” page is created. This page shows the name and department of
the selected instructor, and all classes taught by them. The list of classes is
organized by subject.
Each blue row
indicates a subject and
the lines below them
indicate classes the
instructor has taught
in those subjects.

This column shows
how many hours the
instructor taught in
each subject between
their cert and due
dates.

This column shows how
many hours the
instructor needs for
recertification as well as
their due date for
recertification.

FIG 17.2
The
“Instructor
Certifications”
report.

A yellow “120” in
this column
indicates that this
instructor needs to
be recertified within
120 days.
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Selecting “Summary Report” on the “Instructor Certifications Filter” pop-up
window will produce a simpler report with less detailed information after
clicking “Set Filter/Open Report.”

FIG 17.3
The
“Instructor
Certifications”
report, when
“Summary
Report” is
selected
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You may get an error message pop-up with a title that says “Incomplete Data.”
This happens when an instructor does not have cert or due dates properly
entered.
Clicking “Yes” will produce a report that shows what instructors need to have
their information corrected. That information can be corrected in the “Trainee
Management” tab.
Clicking “No” will bring up the “Instructor Certifications Filter” screen. If an
instructor has incomplete data for a certification, that certification will not
appear on any report generated.
FIG 17.4
The “Incomplete Data”
and “Instructors
Missing Dates”
windows. These
windows will only
appear if an instructor
has a missing date.
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