
Research Training Tracking System (RTTS) 
Instructions 

Login with your MSUNetID and password. 

Start with the Create/Edit Trainee Account. Select Create/Edit Trainee Account tab on 
menu bar, follow the directions on the page. This is what the students will see to create 
their individual accounts. For the purposes of the demonstration, select the College of 
Engineering now. When we get your configuration added to the test site, you will select 
your college here. 

Now select Type, Department and Adviser MSUNetID and Save the account. The 
Adviser MSUNetID must be different from your own. You will be transfered to the 
Add/Edit Training Courses page. 

Students don't see the Administration tab. With this you will be able to generate reports 
of courses taken or lookup trainee/adviser information. We will need the MSUNetID's of 
faculty/staff at your site that will need this capability. Faculty without Adminstration role 
will only see a list of their students when they login. That's provided their students 
correctly identified them as their adviser. 

On the Add/Edit Training Courses page, we have added the ability of the trainee to 
select from their Primary department list of courses or from other college/department 
lists. The default is to select from the Primary. You should notice that some courses are 
fixed topics while others, such as PI meeting or Other, have a field where topic can be 
added. The trainee would put in the number of hours and the date the training was taken. 
They must Save the record. 

The Run Training Courses Report generates a pdf of the training courses recorded for 
the trainee. This can be printed off and signed by the trainee and adviser. 

Under the Administration tab, you'll find 3 entries, Run Reports, Trainee/Adviser 
Lookup and Download Records. The Download Records will do a CVS dump of all the 
records to which you have access. This allows you to do your own custom reports. The 
Trainee/Adviser Lookup allows you to check the current records for a trainee or the 
records of all trainees for specific Adviser/PI. For the demonstration, enter the NetID diaz 
for the Adviser. 

The Run Reports are reports already configured in the tracking system. Your Primary 
department reports can be for either the full year or for a selected part of the year. The 
Report #2 is for selecting those who have completed a specified number of hours.	  


