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Managing Classes

This guide is intended for
use with ACE Version 7.
Using this guide with other
versions of ACE may result
in errors.
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Introduction
When you are managing your classes you will normally follow a sequence:
 Open a Class
 Sign up Trainees
 Present the Class
 Credit the Training
 Prepare your F41 form to send to DCJS
 Print Relevant Documentation
 Close the Class

This guide will walk you through the steps that you will need to take from start
to finish for a class. Opening and recording the information for classes is one of
the most important aspects of ACE Track. This will allow you to record the
training progress of your trainees and instructors.
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1. Opening a Class
To open an existing Class Definition form, you can find the class title and
then click the “Pencil” button or you can double click on the class title.
The first step in managing your classes and training records is to open
classes. The Class Definition form is where you define your class. This
information will become part of the Memorandum of Transmittal and will be
used to obtain approval for the class from DCJS. This information also controls
what happens to the training records such as who is to get credit for the class
and how much credit is to be given.
When you are ready to set up a class, click the “Add A New Class” button
to display a blank Class Definition form.

ACE 7

Class Definition Guide

3

CREATING AND MANAGING CLASSES

2. The Class Tab Page
Fill out the form one page at a time, starting with the Class tab page.
Class Title Field

When you create a class, the new form will be blank. The first field you fill in is
the Class Title field. You can name your class anything you want.
What you name your class has nothing to do with the crediting. You can call
your class “Jailor In-Service” but if you do not credit it to Jailor In-service, it will
not count.
Starting and Ending Dates and Times
Enter the starting date and ending dates for your class. Type them in the
format mm/dd/yy. They will be displayed as mm/dd/yyyy. Or use the
calendar controls to select your date. The current date will be filled in
automatically.

Type the starting and ending times in the format hh:mmam or hh:mmpm.
Example: 8:00am. This will be displayed as 8:00 AM.
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Notes Field
The notes field is there for your convenience. You may enter as much text as
you wish in this field. It is for your reference.

Building and Classroom
You may enter a designation for a building or classroom in the appropriate
fields.
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Location and Satellite Address
This box is to be used to differentiate between classes held at the Main
Academy or any Satellite Academies. This can also be used to track any
Outside Trainings that take place at other academies. The default setting for
this box is “Main Academy Facility.” There is also a space to enter the address
of the Satellite Academy.

DCJS Approval Box
This box is where to track when the course information was sent to DCJS for
approval and includes a check box to indicate whether or not a class was
approved. There is also space to keep track of a Course Sponsor and Course
Coordinator.
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Completed Class Tab Page
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3. Hours and Credits Tab Page
Hours are important if you are giving in-service credit. You have to tell the
system how to allocate the class hours. You should always fill in the Total
Program Hours field so that you can have an accurate record of how much
training your academy has been conducting.
Splitting the total program hours into Legal Hours, Career Development Hours
and Cultural Diversity Hours is necessary to ensure that your trainees meet
their mandated training requirements. Classes may not necessarily always
carry all three types of credits.
The total Legal Hours, Career Development Hours and Cultural Diversity
Hours do NOT need to equal the Total Program Hours but it is most likely
that they will
Legal Hours
This field indicates the number of in-service hours will be credited toward the
requirements for Legal training.
Career Development Hours
This field indicates the number of in-service hours will be credited toward the
requirements for Career Development training.
Cultural Diversity Hours
This field indicates the number of in-service hours will be credited toward the
requirements for Cultural Diversity training.
Total Program Hours
This field is for the total number of program hours. For example, a class that
runs for one day from 8:00 a.m. to 5:00 p.m. with an hour lunch break would
be worth 8 program hours.
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School Types
This section is where you will define where and to whom the Legal, Career
Development and Cultural Diversity hours will be credited.
You MUST select at least one type of school for each class.
You may apply a class to one or many different school types. The “School”
field is what we call a “sub-form”. This sub-form can have one or more records
in it. That’s why there is a record selector at the bottom of this field. When
you first come to this form, you will see that you are on record 1 of 1, although
it is at first a blank record.
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Use the pull-down list to select the school type you are going to credit this
class toward.

Notice that the types of courses are listed in groups based on type.
If you are creating a class with a single type of course such as a Law
Enforcement Basic course, you only need to make one selection from this list.
If you are creating a class with multiple course types, you will need to select as
many that apply.
Generic/Civilian: Use Generic/Civilian when you are not planning on giving
any in-service credits for a class or when it doesn’t fit into one of the other
course types. An example might be a class for civilians or other noncommissioned personnel.
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A combined Law Enforcement/Jailor In-service class would look like the
example below.

Notice that you now have two (2) records in the Credit sub-form. You may add
more records or delete records from this sub-form when you are still defining
your class. To delete a school type, click the red button with the recycling bin
next to the school type you wish to remove.
Completed Hours and Credits Tab
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4. Instructors/Scheduling Tab Page
This page is where you can select and add instructors for a course. This allows
you to keep track of which Instructor(s) performed the training and how many
hours they earned while instructing. This is necessary to keep track of
instructor hours for (re)certification purposes.
To add instructors, click the “Instructor Types” drop-down menu and select the
instructor type that you are adding. There is room to add more than one type
of instructor.
Then under “Schedule the instructors for this class:,” use the drop-down menu
to select an instructor. After you select an instructor, the time and date fields
will automatically populate. You will then fill out the “Subject,” “Hours,”
“Apply Hours Towards,” and “Apprentice Hours?” boxes.
Completed “Instructors/Scheduling” Tab Page

An in-depth guide on Instructors is available on the SFB Software website.
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Print the Memorandum of Transmittal
At this point, you may want to print the “Memorandum of Transmittal that
you will send to DCJS to obtain approval for the class. This Memorandum is
located on the “Reports/Docs” tab.
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Click the “Memo of Transmittal” button to preview the memorandum.
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5. The Roster Tab Page – Signing up Trainees
Now that your class definition is complete, you can begin to sign people up for
the class.
Trainees come in two different categories:
 Employees of agencies affiliated with your academy;
 Non-affiliated employees or “visitors”.
You are only responsible for tracking employees of agencies for whom you are
the “home academy”. How much personnel information you maintain on
trainees is dependent on the type of trainee.
The Blank Roster Tab
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Slots
Enter the number of available slots in this class. This is the total number of
trainees who will be allowed to sign up for the class. If you attempt to sign up
more trainees than you have slots, you will be given an opportunity to either
over-ride this number or place the trainees on a wait list for the class.

You can come back to the Class Definition form and make changes to the
number of slots if you decide to increase or decrease the slots available.
As you add people to your roster, the number of available slots will
automatically decrease.
When you go to sign up trainees for a class, you will find that you may or may
not already have information on each person. How you handle this depends
on whether they are existing people in your system or new people who have
never been entered into your system. And how you handle it also depends on
whether the person is affiliated or non-affiliated.
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Adding Trainees to the Roster
There are four ways to add trainees to your roster:
1. Use the drop-down list to add one person at a time.

2. Use the “Multi-Select Trainees” button to select and add several people
at once.
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3. Use the “Click here if your trainee is not listed in the drop-down” button
to add people who are not already in your database.

4. Scan Roster Sheets
If you have a Scantron machine that you use for scoring exams, you can
also have your trainees fill out the back side of the form and then scan their
basic information into your system and the roster.
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Delete a Trainee from the Roster
To delete a trainee from the roster (not recommended once the class has
already begun) click on the trashcan icon to the right of the trainee’s name on
the roster then confirm the deletion.
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View Trainee details
If you double click the name of one of your trainees on the roster, the system
will open the Trainee Management form for that trainee. You will be able to
adjust any information on that form and then return to your roster. The
Trainee Management Form will be discussed in more detail in a subsequent
chapter. You can press “Done” to close the Trainee Management form and
return to the Roster tab page.
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Wait List
If your class is full, you can add people to a wait list. Click the “Open Wait List”
button to open the Wait List form. You can add trainees to the class directly
from the wait list with the “Move to Roster” button, or drop them with the
“Delete from Wait List” button. There is also a record of when the trainee was
added to the wait list and a space available for comments.
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6. The Apply Credits Tab Page – Applying Credits
Once you have presented the class you will credit your trainees with the Legal,
Career Development and/or Cultural Diversity hours they have earned
Apply Credits Tab Page
The “Apply Credits Tab Page” will look like the image below until you begin to
apply credits. Each person on the roster will be set to “Currently Enrolled”, the
completion date will be blank and there will be no hours credited.

The easiest way to set the credits is to click the “Set All Dates and Hours”
button. This will set everyone on the class roster to the defaults.
If you choose this option, you will need to confirm that you want to set
everyone’s completion status, completion date and hours to the defaults that
you set when you defined the Hours and Credits for this class.
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Click “Yes” to continue. The example below shows everyone on the roster
with the same (default) crediting information.

Clicking the “Clear All Dates and Hours” button will reverse this and reset
everyone back to their original status.
Not everyone in the class may have satisfactorily completed the class or
completed the same number of hours. There are always exceptions such as
when a trainee gets called out and must miss part of the class or has to drop
out before completion. You can adjust each trainee’s record to reflect the
actual completion status, completion date and hours earned.
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When you have made any necessary adjustments, you may credit each person
individually by clicking the “Credited” check box next to their name or you can
credit all of the trainees by clicking the green “Credit All” box.

Click OK to complete the crediting for the chosen trainee.
If you find, after crediting, that you’ve made a mistake, you can reverse the
mistake by un-clicking the “Credited” check box next to the trainee.

Our sample class is set up to provide credit hours toward both Law
Enforcement In-Service and Jailor In-Service functions but not everyone in
the class may get credit for both. A trainee can ONLY get credit for a
function he/she holds. That is, a person who only has a Law Enforcement
function will not be credited for Jailor nor can a trainee who has NO
functions be credited for ANY hours, but a person who holds both functions
(LE and Jailor) can receive credit toward both functions.
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The hours credited in the class will count toward the trainee’s mandated inservice training and when the trainee reaches the mandated number of hours
he or she may be reported to DCJS on an F41 form.
If you want to see who will be eligible for reporting after you credit the hours,
you can click on the “List trainees who are now eligible for the in-service F41
because of this class” button.
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Notice in the example below that Maria Hudson is listed twice because she has
two functions, LE and Jailor and this class has put her at or over the required
number of hours necessary for her to be reported on an F41 form and to have
her due date advanced.
The other individuals do not have enough hours credited in this class to put
them at or over the number of hours required for eligibility.

All functions and eligibilities
are tracked separately
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7. F41 Create/View Tab Page
After you review the hours etc. and have made sure everyone in the class has
the correct completion status and date, you may proceed to the creation of an
F41

When you click on the “F41 Create/View” tab, the buttons on the screen will
either be enabled or unavailable. If a button is not available, it means that no
one in the class requires an F41 of that particular type. It may be that you will
not see ANY buttons enabled and that simply means that no there are no F41’s
to prepare.
A class can be designated as In-Service AND/OR Instructor but a Basic
class cannot be any other type than Basic although it CAN be a
combined basic such as LE Basic combined with Jailor Basic and Court
Security Basic. As a result, you may see both the “Create In-Service
F41” and “Create Instructor F41” buttons enabled at the same time.
This means you will need to create both types in order to properly
close out the class.
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Clicking on the “Create” button(s) will open the screen form shown below:

This form is a preview of the list of people who will be reported on the F41 and
the functions they will be reported for.
One common cause of a trainee not showing as eligible for an F41 is that
he/she is not an employee of an “Affiliated” agency. His or her agency must
be affiliated with your academy for you to be able to prepare and submit F41
forms to DCJS for that trainee. This can be remedied by using the
Administrative features of ACE Track and designating the agency as affiliated.
Click “Continue” to proceed or click the back arrow to go back to the crediting
so you can correct any problems before creating the F41. It is much easier to
correct problems BEFORE an F41 is created than after so make sure your data is
good before you continue.
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The F41 process will update the trainees’ due dates based on the completion
date of the class. Anyone in the class who is NOT eligible for the F41 will NOT
have his/her due date advanced.

Click OK if you are sure you want to create the F41.
As soon as the F41 is created you will see a print-preview of it. You may click
the printer icon on the toolbar to send it to your printer. There may be more
than one page to an F41. Each type of training (course type) is listed on a
separate page. That is, in a combined class each function will appear on a
separate page and only those people who have fulfilled training for that function
will appear on the appropriate page.
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When previewing in-service F41’s please be sure to check to
see if there are additional pages. If you are crediting to
more than one function, each function will appear on a
separate page. If you only look at the first page, you may
think that some of your people are missing from the F41.
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Reprint the F41.
You can always reprint the F41 by coming back into this class definition form
and going to the “F41 Create/View” tab. Click the “Reprint” button next to the
F41 you want to print.

NOTE: If this class is a combined InService and Instructor class, you may
see two F41’s listed for the class, one
In-Service and one Instructor.
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8. Certify Tab Page
Some classes may qualify your trainees for a particular type of certification.
The Certify Tab page gives you a way to create certification records in that
situation.
Certifying someone thorough ACE Track is not to be confused with satisfying
the DCJS training requirements for each type of function (LE, Jailor, Dispatcher,
etc.)
Anyone who has satisfactorily completed the class is eligible to be certified in
one of a variety of certification types. You may edit the list of certification
types and add your own using the Administrative features of the ACE System
described in a separate document.

ACE 7

Class Definition Guide

32

CREATING AND MANAGING CLASSES
Select a Certification Type by using the drop-down list.

You can only choose one certification type at a time but you can go back and
do as many certifications for this class as you would like.
To certify (or recertify) trainees, select the names of the trainees you want to
certify from the list. You can click “Select All” to select everyone in the class;
click “Clear All” to toggle the selection off; or select individual trainees to
certify.
You can choose “Initial” or “Recertification” for the certification type.
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Choose how you want the system to calculate the due dates.

If you choose “Use DCJS Date”, the due date will be calculated as the 31st day
of December in the year specified in the interval in the certifications list which
you can administer from the ACE System Administration tab. Example: First
Aid should be recertified every 2 years therefore if the class ended in 2011, the
due date would be calculated as 12/31/2013.
If you choose “Use Completion Date” and the class ends on 2/25/2011 then
the due date will be calculated as 2/25/2013.

After selecting your options, click the “Certify” button and then confirm the
creation of certification records.
You can go to your Roster page and then double click on any of your trainees’
names to check their list of certifications and you will see the certification you
just created (or updated).
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9. Reports/Docs Tab Page
Reports and documentation pertinent to the class are located on this tab page.

The list of available documents is split into two categories:
1. Opening Documents
2. Closing Documents
Opening documents are the documents that you will want to print before your
class starts. Closing documents are documents you want to print AFTER the
class has been concluded.
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10. Opening Documents
Memo of Transmittal
The Memorandum of Transmittal was discussed earlier on page 13 of this
guide. This is the document that you will submit to DCJS to let them know that
you intend to conduct training.
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Training Orders
Training orders are memos that you send to your personnel to let them know
when and where they are scheduled for training. When you click this button, a
screen form opens with options.
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If you choose “Print with certifications” the certifications section of the
trainee’s records will be shown:

If you choose “Print without certifications”, that section will be omitted from
the memorandum.
The body of the memorandum will show which classes your selected trainee is
scheduled to attend. You may either print this out and mail it to them or you
can attach the memo to an email. Choices for distribution are on your
Access™ “ribbon” if you are using Access™ 2007 or higher.
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There is a section on the screen form for selecting criteria to filter your
memorandum.

Choose who you want the memo to go to; what class dates if you wish to
include a date range (you may leave these blank); the class you want to inform
your trainee of (this is filled in for you when you open the memo from the
class definition); and/or the agency you wish to send memos to. You can leave
the agency field blank if you only want to print one memorandum to a selected
trainee.
Should you wish, you can customize the text of your memorandum using the
field provided on the screen form:

Edit the contents of this field to your liking. If you need to enter blank lines
between paragraphs, you will need to use Shift/Enter to create the blank lines,
instead of just the Enter key.
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You may also edit the name and title of the person who is going to sign the
memo.

When you have made your selections and edited any of the text or signature
information then click the “Set Filter/Open Report” button on the top right of
the screen form. You can also click the “Clear Filter” button to clear any filter
criteria you may have chosen.
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Roster
The roster is a document that you can take into the classroom and use for
attendance purposes. There is a section on the bottom to record your notes.
The roster document can be customized to display either the days of the week
for the course or the number of days for the course.
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Name Tags
You can print name tags for your trainees. These can be printed on a standard
Avery™ 8395, 2-1/3" x 3-3/8 name tag. If you wish, you can create a
background logo for the name tags. You will find information on how to do
this in the documentation regarding the Administrative section of the ACE
System.
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Desk Tags
Desk tags can be printed on standard 8.5” X 11” tag board. There are lines
printed on the desk tags to help you fold the tags.
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Closing Documents
When you have completed the class and have finished crediting your trainees,
you will want to print some or all of the following documents:
Certificates
If you want to award certificates to your trainees, you may create them using
ACE. These are standard certificates which you can print on your own special
paper or on plain paper. If you require more elaborate certificates, you may
contact us for more information about the ACE System Certificate Add-On.

Before you print your certificates you have an opportunity to edit the
signatures that will appear on the bottom of the certificates. Make any
changes you need to and then click “Continue”.
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If you have set a background image using the ACE Administrative options, the
image will appear on the certificates.
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Credit Transfer Memos
If there are any trainees in your class whose employing agencies are NOT
affiliated with your academy, you will need to print Credit Transfer
Memorandums for them to take back to their agency and “Home” academies.
There is a filter form so that you can select only those trainees who you want
to prepare a Credit Transfer Memo for. If you leave the choices blank, the
memo will print for all the non-affiliated trainees in your class.

ACE 7

Class Definition Guide

46

CREATING AND MANAGING CLASSES
Select any criteria (if desired) and then click “Open Report/Set Filter”.
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Instructor Transfer Memo
Instructor Transfer memos are a useful tool for making sure that records are
kept accurate across multiple training facilities or academies in a single
department. Because an instructor’s hours are reported to the DCJS by their
home academy, instructor transfer memos are a way to make sure an
instructor’s home academy receives physical proof that the instructor
completed their hours. This is to be used for instructors that are teaching away
from their home academy.

You can filter what memo is generated by indicating which instructor needs a
memo or simply by printing a memo for all instructors for the class.
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The resulting memo should be printed, signed by the academy director, and
then sent to the home academy of the instructor in question to be put on file.
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Final Roster
The final roster is a snapshot of the class and shows the completion status,
crediting, etc. for all of your trainees.
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11. Closing a Class – The Final Step
Click the “This class is closed.” check box to close this class. Now the class will
no longer appear on your current list of classes but will appear on the closed
list.

You can still do whatever you need to with this class once it is closed. Clicking
the closed check box only keeps the class from showing up on lists and reports
where you may only want to see classes that haven’t been closed.
This check box indicates that you have completed all the crediting and
reporting required by DCJS.
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