
1. Log on to PrimeroEdge. 

2. Click on the Team Work tab. 

3. Click on Administration. 

4.  Click on Record Training. 

Recording a Training Event in Team Work 



5.  Click on Group.  Hint: Click on the people above the word Group. 

6. Find and click on the training event.  Hint:  You can switch between tile view and list view by changing this dial.  

And you can also click this arrow to see a full list.  All trainings will begin with SY.  For the 2018-2019 school year 

trainings will begin with “SY19”. 



7. Click on the calendar to select the training date or enter date in MM/DD/YYYY format. 

8. Click on Display Results. 



9. Check the boxes next to each individual who attended the training. 

10. Click Done. 



11. Review information and click Record Training. 

12. Look for the green confirmation box that your training has been recorded successfully. 



1. Log on to PrimeroEdge. 

2. Click on the Team Work tab. 

3. Click on Administration. 

4.  Click on Reports. 

Checking Training Progress 



5.  Click on Training Progress. 

6. If you are assigned more than one site, you can use the drop down menu under the Site field to choose 

the site for which you want a progress report.  If you are assigned to only one site, the Site field will de-

fault to your assigned site.  (Blue Circle) 

7. Choose the academic year for which you want to run the report.  (Red Circle) 

8. Click on Show Me! (Yellow Circle) 



9. A popup window will open with your training progress report.   

10. If the minimum number of training hour requirements has been met, the number in the Above(Below) 

column will NOT have parenthesis around it.  (Green Circle). 

11. If the minimum number of training hour requirements has NOT been met, the number in the Above

(Below) column will have parenthesis around it. (Red Circle). 


