
PrimeroEdge:  Team Work 

Short Directions for entering a training event. 

1. Log on to PrimeroEdge. 

2. Click on “Team Work” tab. 

3. Click on “Administration” to expand the drop down menu. 

4. Click on “Record Training”. 

5. Click on “Group” (the three people, not the word) under Select Entry Method. 

6. Find and click on training event you are recording. Tip: (ENTER NAME PLAN HERE). 

7. Select training date by either entering the date by MM/DD/YY or clicking on the calendar icon 

and selecting the actual training date. 

8. Click on “Display Results”. 

9. Check boxes next to each employee’s name that attended the training. 

10. Click “Done”. 

11. Review information for accuracy and click “Record Training”. Tip: Click “Cancel and Start Over” if 

information listed is not correct and re-start process. 

12. Ensure that the green “Success! Training has been recorded for (#) Employee(s).” is displayed. 

Troubleshooting:  If you experience any of the following, please submit an NS Feedback: 

1. Employee is missing from your site list.  Please include employee first name, last name, 

employee ID number and number of hours a day employee is scheduled to work. 

2. Employee is listed at your site but is not at your site.  If know, please include whether or not 

employee is no longer employed with us, or what site employee to which employee may have 

transferred. 

3. Training event is not listed.  Please include date training was announced in weekly update and 

topic. 

Short Directions for Checking Training Progress and Status 

1. Log on to PrimeroEdge. 

2. Click on “Team Work” tab. 

3. Click on “Administration” to expand the drop down menu. 

4. Click on “Reports”. 

5. Click on “Training Progress”.  

6. Ensure desired academic year is chosen.  Also, ensure all other search functions are correct for 

your desired search. 

7. Click on “Show Me!” 

8. A pop up window will pop up with the training progress report. 

a. Required = Amount of annual training required for each employee. 

b. Completed = Amount of training that has been completed. 

c. Above(Below) = If amount is NOT in parentheses, the employee has meet the minimum 

USDA annual training requirements.  If amount IS in parentheses, this is the amount of 



training that employee must still complete to meet the minimum USDA annual training 

requirements. 

Short Directions for Training Certificates 

1. Log on to PrimeroEdge. 

2. Click on “Team Work” tab. 

3. Click on “Administration” to expand the drop down menu. 

4. Click on “Reports”. 

5. Click on “Training Certificates”. 

6. Search by site or by employee. 

7. Select training date range.  Most commonly, you will use the date range of July 1st to current 

date or June 30th.   

8. Click “Show Me!” 

9. A separate window will pop up with the certificate that you can print or save. 

 

 


