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Foreword 
 

ADVISOR Enterprise is a Training Management System that drives training efficiency by (a) aligning current and 
future training activities to operational requirements to identify gaps, duplications and training with minimal 
value; (b) forecasting and comparing the costs of viable delivery options; (c) uncovering cost drivers; and (d) 
improving resource allocation.  ADVISOR is built around the ADDIE model with the added flexibility of starting the 
analysis at any level. ADVISOR is made up of the following modules that can be used separately or in any 
combination.  
 

 

Needs 
Assessment 

Assess: To find out “the cause of the problem and potential solutions”.  Provides a step by step approach 
for understanding a problem before selecting the solution – in other words, before assuming that training 
is needed.  Needs Assessment provides an audit trail and serves as the foundation for decisions by zeroing 
in on the source of the problem, identifying solutions that can produce the desired level of productivity, 
and highlighting actions that will generate the greatest impact. [Scope and Needs Assessment]. 
 

Training  
Analysis 

Analysis: To find out “who needs to be trained, on what and why”.  Provides a step by step approach for 
conducting Training Needs Analysis (TNA) or Training Systems Requirements Analysis (TSRA) to identify 
training needed by each job, position and employee to perform duties to the desired standard under the 
prescribed conditions. Four approaches may be used to conduct training analysis, namely Mission, 
System, Competency or Job.  [Mission Analysis, Competency Analysis, System Analysis, Job Task Analysis, 
Knowledge/Skill Gap Analysis and Training Requirements Analysis]. 
 

Training  
Design 

Design: To find out “what is the most effective and economical way to deliver training”.  Provides a step 
by step approach for conducting Training Media Analysis (TMA) or Option Analysis to identify the most 
cost effective strategy for the delivery of training and generates Training Plans.  The analysis takes into 
account limitations, instructional design requirements, upfront and recurring costs over training program 
life as well as risks associated with the introduction of new technology. [Media Analysis, Cost Analysis and 
Training Plans]. 
 

Fidelity  
Analysis 

Develop: To find out the “fidelity requirements of training devices”.  Provides a step by step approach for 
assessing the functional requirements of trainers and simulators based on training needs and 
performance objectives.  It identifies visual, tactile, olfactory, affective and auditory sensory cues needed 
to practice tasks, within realistic environments, under preset conditions to attain the desired level of 
competency.  In addition, ADVISOR takes into account elements within the virtual world and how users 
interact with each. 
 

Resource 
Management 

Implementation: To find out “how much money and resources are needed”. Compiles and analyzes 
missions/goals, competencies, systems, jobs, tasks, training requirements, courses, activities, costs, 
personnel and resources to generate concise, up to date and actionable reports.  The reports provide 
insight on planned training activities for any time period; training requirements for each job/employee; 
budget, personnel and resource requirements, training impact as well as how to drive training 
effectiveness and efficiency by leveraging technology, improving resource allocation and identifying gaps, 
duplications and unwarranted training.  [Forecast and Optimize Training Budgets, Personnel and 
Resources]. 
 

Project 
Management 

Implementation: To find out “how training should be implemented”.  Provides a step by step approach 
for planning a project and tracking progress in real time. This includes the setup of phases and tasks, 
dependencies and constraints, timelines as well as the assignment of personnel and resources needed to 
complete.  Moreover, ADVISOR tracks progress by comparing hours worked and money spent on each 
task to project plan, to anticipate delays, facilitate the implementation of corrective measures, and keep 
projects on-time and within budget. [Develop Project Plans and Track Progress]. 
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Performance 
Analysis 

Evaluation: To find out “how training impacts performance and organizational goals”.  Provides a step by 
step approach for improving performance by zeroing in on the source of the problem and identifying 
solutions that can produce the desired level of productivity.  Moreover, ADVISOR highlights actions that 
will generate the greatest impact by assessing the feasibility of implementing plausible solutions as well 
as forecasting the costs, benefits and Return on Investment (ROI) of each intervention.  [Performance 
Gap Analysis, Root Cause Analysis and Cost Benefit Analysis]. 
 

Training Life 
Cycle 

Management 

Manage: To “continually uncover venues to drive training effectiveness & efficiency”.  Maintains training 
effectiveness and efficiency over time by continually assessing the impact of changes to missions, jobs, 
tasks, systems, policies, technologies, throughput, and so forth on training content and activities; as well 
as budget, personnel and resource requirements. This is attained through a digital-twin model that 
continually aligns training activities to operational requirements to identify gaps, duplications and training 
with minimal value.  Results (personnel/resource requirements for any time period; cost drivers; 
bottlenecks and deficiencies) are quickly and concisely communicated through dashboards.  Actions that 
drive training effectiveness and efficiency are also highlighted.  
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Chapter 1: Resource Management Overview 
 
 

1.1 Introduction 
 
With multiple competing and continually changing priorities, maintaining efficiency is not a simple task.  
Personnel and resource utilization should be maximized, bottlenecks nullified, duplication minimized, 
activities prioritized, expenses scrutinized and centers of excellence recognized.  Whether you are 
conducting manpower, personnel and training analysis, implementing new equipment, system or 
subsystem, or managing training resources; to maximize training efficiency quick and accurate answers to 
key questions are needed.  For example, which training programs are planned this quarter, next quarter 
or next year; how much money, personnel and resources are needed for each course and in total; type of 
resources, personnel and skills required, available or in short supply; impact of changes to throughput, 
course length and delivery method on budget, personnel and resources; and so on. 
 

ADVISOR Resource Management module compiles and analyzes missions/goals, competencies, systems, 
jobs, tasks, training requirements, courses, activities, costs, personnel and resources to generate concise, 
up to date and actionable reports.  The reports are organized under the following five main categories: 
 

 Training Requirements.  Provides a quick snap shot of training activities planned this quarter, next 
quarter or next year; as well as the training requirements for each job/employee.  
 

 Maximize Training Impact.  Drives training effectiveness and efficiency by: (a) mapping current and 
future training courses/activities to operational requirements to identify gaps, duplications, and 
courses/activities that are no longer relevant; (b) forecasting and comparing the costs of viable 
delivery options; (c) identifying centers of excellence; and (d) preserving training integrity – i.e., 
identify courses, lessons, activities and objectives that could be impacted by a change to system, 
reference or policy.  
 

 Forecast Training Budget, Personnel & Resources. Uncovers cost drivers and improves resource 
allocation. For example, identifies: how much money, personnel and resources are needed for each 
course and in total; what type of resources, personnel and skills are required, available or in short 
supply; the impact of changes to throughput, course length and delivery method on budget, personnel 
and resources; and so forth.  
 

 Manage Projects, Personnel & Resources. Keeps projects on time and within budget, by optimizing 
the utility of personnel and resources. 
 

 Evaluate Costs & Impact. Assesses the costs and impact of training activities. For example, compares 
actual to forecasted costs; and computes the Return on Investment (ROI) by comparing training costs 
to benefits (such as cost avoidance, gained productivity and/or revenue). 

 
Users’ access to reports, is limited through privileges. A brief description of key reports is presented in the 
following sections. Please refer to the Resource Management User Guide for additional details.  For info 
on basic functionality and how to configure ADVISOR in line with needs, please refer to the Configure 
ADVISOR Step by Step or User Guide.  Remember that context sensitive help for each screen is also 
available by clicking on [Help]. 
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Chapter 2: Training Requirements 
 
 

2.1 Overview   
 
Provides a quick snap shot of training activities planned this quarter, next quarter or next year; as well as 
the training requirements for each job/employee.  The reports can be accessed under the Training 
Requirements & Benchmarks folder under the Reports tab.  Brief description of key reports is presented 
below. 
 
 

2.2 Training Activities Report 
 
Generates a summary of planned Training Courses/Activities for selected time period.  Reports for each 
course/activity: the # of Trainees, Target Audience, Frequency, Media, Length, Personnel/Facility 
Requirements and how well the course is aligned with operational requirements.  To generate: 
 
Step 1: Click  next to Training Requirements & Benchmarks folder to expand. 
Step 2: Click on the Training Activities folder. 
Step 3: Click [Add]. 
Step 4: Input Report Title, Select By (Client, User, Course), whether the report should be based on the 

“Currently Used” or “User Recommendation” Delivery Option, and the Client that the report is 
assigned to. 

Step 5:  Click [Save] to advance to the next screen. 
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Step 6: Specify the time period i.e., the Start and End Dates, as well as other relevant parameters. 
Step 7: Click [Save] to generate the report. 
 
 

 
 
 
The report is presented in html format, in a new window.  You may print or save the report using the 
corresponding functions in your Browser.  
 
Step 8:  You may export the report to Excel by clicking on the [Generate Excel] button (top left corner).  
Step 9:  To return to ADVISOR, close the Report window. 
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2.3 Training Requirements for Each Job Report 
 
Generates a summary of Training Courses/Activities that each Job/Position is required to complete - 
including Media and Length.  To generate: 
 
Step 1:  Click on the Training Requirements for Each Job folder. 
Step 2:  Click [Add]. 
Step 3: Input the Report Title, whether the report should be based on the “Currently Used” or “User 

Recommendation” Delivery Option, and the Client that the report is assigned to. 
Step 4:  Click [Save] to advance to the next screen. 
 

 
 

 
 

 

Step 5:  Select Jobs to be included in the Report. 
Step 6:  Click the [Save] button to generate the report. 
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The report is presented in html format, in a new window.  You may print or save the report using the 
corresponding functions in your Browser.  
 
Step 7:  You may export the report to Excel by clicking on the [Generate Excel] button (top left corner).  
Step 8:  To return to ADVISOR, close the Report window. 
 

  

8 7 



Resource Management Step by Step Guide 
_____________________________________________________________________________________________ 

6 | P a g e  
www.bnhexpertsoft.com  

Copyright © BNH Expert Software Inc. 

2.4 Training Requirements for Each Employee Report 
 
Generates a summary of Training Courses/Activities that each employee is required to complete – 
including Media, Length and whether or not it has been completed.  To generate: 
 
Step 1:   Click on the Training Requirements for Each Employee folder. 
Step 2:   Click [Add]. 
Step 3: Input the Report Title, whether the report should be based on the “Currently Used” or “User 

Recommendation” Delivery Option, and the Client that the report is assigned to. 
Step 4:  Click [Save] to advance to the next screen. 
 

 
 

 
 

 

 

Step 5:  Select Employees to be included in the Report. 
Step 6:  Click [Save] to generate the report. 
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The report is presented in html format, in a new window.  You may print or save the report using the 
corresponding functions in your Browser.  
 
Step 7:  You may export the report to Excel by clicking on the [Generate Excel] button (top left corner).  
Step 8:  To return to ADVISOR, close the Report window. 
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2.5 Benchmark Organization Training Investment Report 
 
Generates ATD equivalent benchmark report to gauge training investment relative to peers, competition 
or over time.  Computes and presents several key indicators including: Training Expenditure per Employee, 
Training Expenditure as % of Payroll and so forth.  To generate: 
 
Step 1:  Click on the Benchmark Organization Training Investment folder. 
Step 2:  Click [Add]. 
Step 3: Input the Report Title, whether the report should be based on the “Currently Used” or “User 

Recommendation” Delivery Option, Number of Options to compare (maximum 4) and the Client 
that the report is assigned to. 

Step 4:  Click [Save] to advance to the next screen. 
 

 
 

 
 
 
 
Step 5:  Specify the time period, i.e. the Start and End Dates, as well as other relevant parameters. 
Step 6:  Click [Save] to generate the report. 
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Step 7:  The report is presented in a new window.  You may export the report to other file formats such 
as Microsoft Word or PDF by clicking on the corresponding icon in the top left corner.  

 
 

 
 
 

Step 8:  Click the [Next] icon to advance to the next page of the report. 
Step 9:  To return to ADVISOR, close the Report window. 
   

  

7 

9 
8 

9 



Resource Management Step by Step Guide 
_____________________________________________________________________________________________ 

10 | P a g e  
www.bnhexpertsoft.com  

Copyright © BNH Expert Software Inc. 

2.6 Benchmark Clients Training Investment Report 
 

Generates ATD equivalent benchmark report to gauge Clients’ training investment relative to peers, 
competition or over time.  Computes and presents several key indicators including: Training Expenditure 
per Employee, Training Expenditure as % of Payroll and so forth.  To generate: 
 
Step 1:  Click on the Benchmark Clients Training Investment folder. 
Step 2:  Click [Add]. 
Step 3: Input the Report Title, whether the report should be based on the “Currently Used” or “User 

Recommendation” Delivery Option, Start and End Dates and the Client that the report is assigned 
to. 

Step 4:  Click [Save] to advance to the next screen. 
 
 
 

 
 
 
Step 5:  Input the number of individuals that will or have attended each course within the specified time 

period. 
Step 6:  Click [Save] to generate the report. 
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Step 7:  The report is presented in a new window.  You may export the report to other file formats such 
as Microsoft Word or PDF by clicking on the corresponding icon in the top left of corner.  

 

Step 8:  To return to ADVISOR, close the Report window. 
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Chapter 3: Maximize Training Impact 
 
 

3.1 Overview 
 
Drives training effectiveness and efficiency by: (a) mapping current and future training courses/activities 
to operational requirements to identify gaps, duplications, and courses/activities that are no longer 
relevant; (b) forecasting and comparing the costs of viable delivery options; (c) identifying centers of 
excellence; and (d) preserving training integrity – i.e., identify courses, lessons, activities and objectives 
that could be impacted by a change to system, reference or policy. The reports can be accessed under the 

Maximize Training Impact [Effectiveness & Efficiency] folder under the Reports tab.  Brief description 
of key reports is presented below. 
 
 

3.2 Identify Training Creep Report 
 
Identifies Training Courses/Activities with minimal or no value by mapping the Learning Objectives in each 
course to operational requirements – i.e., the Knowledge, Skills and Attitudes (KSAs), Objectives and Tasks 
required by Target Audience (Job/Position) to perform duties and attain missions/goals. To generate: 
 
Step 1:  Click  next to Maximize Training Impact folder to expand. 
Step 2:  Click on the Identify Training Creep folder. 
Step 3:  Click [Add]. 
Step 4:  Input the Report Title, select By (Client, User, Course), whether the report should be based on the 

“Currently Used” or “User Recommendation” Delivery Option, and the Client that the report is 
assigned to. 

Step 5:  Click [Save] to advance to the next screen. 
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Step 6: Specify the time period, i.e., the Start and End Dates, as well as select Courses to be included in 
the Report. 

Step 7:  Click [Save] to generate the report. 
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The report is presented in html format, in a new window.  You may print or save the report using the 
corresponding functions in your Browser.  
 
Step 8:  You may export the report to Excel by clicking on the [Generate Excel] button (top left corner).  
Step 9:  To return to ADVISOR, close the Report window. 
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3.3 Align Training with Needs Report 
 
Identifies Training Gaps by mapping operational requirements – i.e., Knowledge, Skills and Attitudes 
(KSAs) needed to perform each Task and Sub Task to a specific Learning Objective in a Course. To generate: 
 
Step 1:  Click on the Align Training with Needs folder. 
Step 2:  Click [Add]. 
Step 3:  Input the Report Title, select By (Mission or Job), the Client and Project that the report is assigned 

to. 
Step 4:  Click [Save] to advance to the next screen. 
 
 
 

 
 
 

Step 5:  Select Jobs to be included in the Report. 
Step 6:  Click [Save] to generate the report. 
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The report is presented in html format, in a new window.  You may print or save the report using the 
corresponding functions in your Browser.  
 
Step 7:  You may export the report to Excel by clicking on the [Generate Excel] button (top left corner).  
Step 8:  To return to ADVISOR, close the Report window. 
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3.4 Identify Interventions Impacted by Change Report 
 
Identifies Jobs, Performance Objectives, Courses, Lessons and Learning Objectives that could be impacted 
by a change to a Reference, Policy or Tool.  To generate: 
 
Step 1:  Click on the Identify Interventions Impacted by Change folder. 
Step 2:  Click [Add]. 
Step 3:  Input Report Title, report type (Reference, Policy or Tool), the Client and Project that the report 

is assigned to. 
Step 4:  Click [Save] to advance to the next screen. 
 
 
 

 
 
 
 

Step 5:  Select References to be included in the Report. 
Step 6:  Click [Save] to generate the report. 
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The report is presented in html format, in a new window.  You may print or save the report using the 
corresponding functions in your Browser.  
 
Step 7:  You may export the report to Excel by clicking on the [Generate Excel] button (top left corner).  
Step 8:  To return to ADVISOR, close the Report window. 
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3.5 Uncover Training Programs Duplication Report 
 
Identifies duplicate Learning Objectives (LOs) within multiple courses by mapping LOs within selected 
Courses to the Knowledge, Skills and Attitudes (KSAs) that they support.  To generate: 
 
Step 1:  Click on the Uncover Training Programs Duplication folder. 
Step 2:  Click [Add]. 
Step 3:  Input Report Title, report type (Project, User or Course) and the Client that the report is assigned 

to. 
Step 4:  Click [Save] to advance to the next screen. 
 

 
 

 
 
 

Step 5: Specify the time period, i.e., the Start and End Dates, and select Courses to be included in the 
Report. 

Step 6:  Click [Save] to generate the report. 
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The report is presented in html format, in a new window.  You may print or save the report using the 
corresponding functions in your Browser.  
 
Step 7:  You may export the report to Excel by clicking on the [Generate Excel] button (top left corner).  
Step 8:  To return to ADVISOR, close the Report window. the same Job. 
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3.6 Forecast Recommended Media Impact & ROI Report 
 
Generates a concise summary of recommended delivery options for multiple Courses and prioritize 
actions based on anticipated Return on Investment (ROI) – i.e., from highest to lowest.  To generate: 
 
Step 1:  Click on the Forecast Recommended Media Impact & ROI folder. 
Step 2:  Click [Add]. 
Step 3:  Input Report Title, Select By (Client, User or Course) and the Client that the report is assigned to. 
Step 4:  Click [Save] to advance to the next screen. 
 

 
 

 
 
 

Step 5:  Specify the time period, i.e., the Start and End Dates, and select Courses to be included in the 
Report. 

Step 6:  Click [Save] to generate the report. 
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Step 7:  The report is presented in a new window.  You may export the report to other file formats such 
as Microsoft Word or PDF by clicking on the corresponding icon in the top left corner.  

  

Step 8:  To return to ADVISOR, close the Report window. 
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3.7 Forecast Training Impact & ROI for Organization Report 
 
Forecasts the potential Return on Investment (ROI) of Training Courses/Activities by comparing costs to 
anticipated impact on missions/goals.  To generate: 
 
Step 1:  Click on the Forecast Training Impact & ROI for Organization folder. 
Step 2:  Click [Add]. 
Step 3:  Input Report Title, Select By (Client, User or Course), whether the report should be presented for 

“Currently Used” or “User Recommendation” Delivery Option, and the Client that the report is 
assigned to. 

Step 4:  Click [Save] to advance to the next screen. 
 

 
 

 
 
 

Step 5:  Specify the time period, i.e., the Start and End Dates, and select Courses to be included in the 
Report. 

Step 6:  Click [Save] to generate the report. 
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The report is presented in html format, in a new window.  You may print or save the report using the 
corresponding functions in your Browser.  
 
Step 7:  You may export the report to Excel by clicking on the [Generate Excel] button (top left corner).  
Step 8:  To return to ADVISOR, close the Report window. 
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3.8 Compare Training Budgets/Resources Report 
 

Forecasts and compares out of pocket expenses, as well as personnel and resources required to develop, 
deliver, administer, manage and maintain training programs within a specific time period.  To generate: 
 

Step 1:  Click on the Compare Training Budgets/Resources folder. 
Step 2:  Click [Add]. 
Step 3:  Input Report Title, Select By (Client, User or Course), Number of Options to Compare (maximum 

4), whether the report should be based on the “Currently Used” or “User Recommendation” 
Delivery Option, and the Client that the report is assigned to. 

Step 4:  Click [Save] to advance to the next screen. 
 

 
 

 
 
 

Step 5: Specify the time period, i.e., the Start and End Dates, and select Courses to be included in the 
Report. 

Step 6:  Click [Save] to generate the report. 
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Step 7:  The report is presented in a new window.  You may export the report to other file formats such 
as Microsoft Word or PDF by clicking on the corresponding icon in the top left corner.  

  

Step 8:  To return to ADVISOR, close the Report window. 
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3.9 Compare Training Costs per Individual Report 
 

Identifies centers of excellence as well as problem areas by forecasting and comparing direct and indirect 
costs needed to develop specific skills/competencies within a specific time period.  To generate: 
 

Step 1:  Click on the Compare Training Costs per Individual folder. 
Step 2:  Click [Add]. 
Step 3:  Input Report Title, Select By (Client, User or Course), Number of Options to Compare (maximum 

4), whether the report should be based on the “Currently Used” or “User Recommendation” 
Delivery Options, and the Client that the report is assigned to. 

Step 4:  Click [Save] to advance to the next screen. 
 
 

 
 
 
Step 5: Specify the time period, i.e., the Start and End Dates, and select Courses to be included in the 

Report. 
Step 6:  Click [Save] to generate the report. 
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Step 7:  The report is presented in a new window.  You may export the report to other file formats such 
as Microsoft Word or PDF by clicking on the corresponding icon in the top left corner.  

  

Step 8:  To return to ADVISOR, close the Report window. 
 

 
 
Note: 

 

 Each option in the report is hyperlinked. If you click the link, a new page will be displayed with the 
breakdown of direct and indirect costs of each course within that option.  To return to the main report, 
use the drop down (circled in red) and select main report. 
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Chapter 4: Forecast Training Budget, Personnel & Resources 
 
 

4.1 Overview 
 
Uncovers cost drivers and improves resource allocation.  For example, identifies: how much money, 
personnel and resources are needed for each course and in total; what type of resources, personnel and 
skills are required, available or in short supply; the impact of changes to throughput, course length and 
delivery method on budget, personnel and resources; and so forth.  The reports can be accessed under 
the Forecast Training Budget, Personnel & Resources folder under the [Reports] tab.  Brief description 
of key reports is presented below. 
 
 

4.2 Forecast Training Budget Report 
 
Forecasts the total direct and indirect costs needed to develop, deliver, administer, manage, maintain and 
support Training Courses/Activities over a specific time period; as well as breakdown of costs per year.  To 
generate: 
 
Step 1:  Click  next to Forecast Training Budget, Personnel & Resources folder to expand. 
Step 2:  Click on the Forecast Training Budget folder. 
Step 3:  Click [Add]. 
Step 4:  Input the Report Title, select By (Client, User, Course), whether the report should be based on the 

“Currently Used” or “User Recommendation” Delivery Option, and the Client that the report is 
assigned to. 

Step 5:  Click [Save] to advance to the next screen. 
 
 
 

 
 
 
  

4 3 

1 4 2 



Resource Management Step by Step Guide 
_____________________________________________________________________________________________ 

30 | P a g e  
www.bnhexpertsoft.com  

Copyright © BNH Expert Software Inc. 

Step 5: Specify the time period, i.e., the Start and End Dates, and select Courses to be included in the 
Report. 

Step 6:  Click [Save] to generate the report. 
 
 

 
 
 

The report is presented in html format, in a new window.  You may print or save the report using the 
corresponding functions in your Browser.  
 

Step 7:  You may export the report to Excel by clicking on the [Generate Excel] button (top left corner).  
Step 8:  To return to ADVISOR, close the Report window. 
 

 

6 

5 

7 8 

7 8 



Resource Management Step by Step Guide 
_____________________________________________________________________________________________ 

31 | P a g e  
www.bnhexpertsoft.com  

Copyright © BNH Expert Software Inc. 

4.3 Forecast Training Budget & Resources Report 
 
Forecasts out of pocket expenses as well as personnel and resources needed to develop, deliver, 
administer, manage, maintain and support Training Courses/Activities over a specific time period.  To 
generate: 
 
Step 1:  Click on the Forecast Training Budget & Resources folder. 
Step 2:  Click [Add]. 
Step 3:  Input the Report Title, select By (Client, User, Course), whether the report should be based on the 

“Currently Used” or “User Recommendation” Delivery Option, and the Client that the report 
should be assigned to. 

Step 4:  Click [Save] to advance to the next screen.  
 
 

 
 
 
Step 5: Specify the time period, i.e., the Start and End Dates, and select Courses to be included in the 

Report. 
Step 6:  Click [Save] to generate the report. 
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Step 7:  The report is presented in a new window.  You may export the report to other file formats such 
as Microsoft Word or PDF by clicking on the corresponding icon in the top left corner.  
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Step 8:  Click on the [Next] icon to advance to the next page of the report. 
Step 9:  To return to ADVISOR, close the Report window.  
 

 
Notes: 

 

 Title of Courses dimmed.  This implies that corresponding Course costs and resources may not be 
accurate – i.e., Course should be recomputed.  This may occur if data within the Course such as the 
number of trainees, length of Learning Objectives, salary of instructors, etc., has been modified; or 
the attributes of the Client the Course belongs to has been changed such as inflation rate, currency, 
etc.  
 

 To re-compute Course costs, click on the Design tab; click  next to Course Analysis folder to 

expand; click  next to the (course title) you want to reassess; click  next to the Course 

Summary folder and click on the User Recommendation node.  Recommend an option (if blank), 
place checkmark next to the reassess field and click [Save].  The checkmark will be removed once the 
course is recomputed. 
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4.4 Forecast Personnel/Resources Requirements Report 
 
Forecasts the type and number of personnel, classrooms, facilities and equipment needed to develop, 
deliver, administer, manage, maintain and support Training Courses/Activities over a specific time period.  
To generate: 
 
Step 1:  Click on the Forecast Personnel/Resources Requirements folder. 
Step 2:  Click [Add]. 
Step 3:  Input Report Title, select By (Personnel, Resources, Client), whether the report should be based 

on the “Currently Used” or “User Recommendation” Delivery Option, and the Client that the 
report is assigned to. 

Step 4:  Click [Save] to advance to the next screen.  
 

 
 

 
 
 
Step 5:  Specify the time period, i.e., the Start and End Dates, and select Personnel to be included in the 

Report. 
Step 6:  Click [Save] to generate the report. 
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The report is presented in html format, in a new window.  You may print or save the report using the 
corresponding functions in your Browser.  
 

Step 7:  You may export the report to Excel by clicking on the [Generate Excel] button (top left corner).  
Step 8:  To return to ADVISOR, close the Report window. 
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4.5 Forecast Resources Requirements per Course Report 
 
Forecasts classrooms, facilities and equipment requirements for each course over a specific time period.  
To generate: 
 
Step 1:  Click on the Forecast Resources Requirements per Course folder. 
Step 2:  Click [Add]. 
Step 3:  Input Report Title, select By (Client, User or Course), whether the report should be based on the 

“Currently Used” or “User Recommendation” Delivery Option, and the Client that the report is 
assigned to. 

Step 4:  Click [Save] to advance to the next screen.  
 

 
 

 
 
 

Step 5: Specify the time period, i.e., the Start and End Dates, as well as other relevant parameters. 
Step 6: Click [Save] to generate the report. 
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The report is presented in html format, in a new window.  You may print or save the report using the 
corresponding functions in your Browser.  
 
Step 7:  You may export the report to Excel by clicking on the [Generate Excel] button (top left corner).  
Step 8:  To return to ADVISOR, close the Report window. 
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4.6 Forecast Interventions Budget & Resources Report 
 
Forecasts out of pocket expenses as well as personnel and resources needed to develop, administer, 
manage, maintain and support non-training interventions such as job aids, policies, procedures and tools 
over a specific time period.  To generate: 
 
Step 1:  Click on the Forecast Interventions Budget & Resources folder. 
Step 2:  Click [Add]. 
Step 3:  Input Report Title, select By (Client, User or Solution) and the Client that the report is assigned to. 
Step 4:  Click [Save] to advance to the next screen.  
 
 
 

 
 
 
Step 5:  Specify the time period, i.e., the Start and End Dates, and select Solutions to be included in the 

Report. 
Step 6:  Click [Save] to generate the report. 
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The report is presented in html format, in a new window.  You may print or save the report using the 
corresponding functions in your Browser.  
 
Step 7:  You may export the report to Excel by clicking on the [Generate Excel] button (top left corner).  
Step 8:  To return to ADVISOR, close the Report window. 
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4.7 Forecast Training Costs per Individual Report 
 
Forecasts the costs of developing specific skills/competencies within a specific time period.  Compiles and 
computes direct and indirect costs per trainee from relevant Training Courses/Activities.  To generate: 
 
Step 1:  Click on the Forecast Training Costs per Individual folder. 
Step 2:  Click [Add]. 
Step 3:  Input Report Title, select By (Client, User or Course), whether the report should be based on the 

“Currently Used” or “User Recommendation” Delivery Option, and the Client that the report is 
assigned to. 

Step 4:  Click [Save] to advance to the next screen.  
 

 
 

 
 
 
Step 5: Specify the time period, i.e., the Start and End Dates, and select Courses to be included in the 

Report. 
Step 6:  Click [Save] to generate the report. 
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Step 7:  The report is presented in a new window.  You may export the report to other file formats such 
as Microsoft Word or PDF by clicking on the corresponding icon in the top left corner.  

  

Step 8:  To return to ADVISOR, close the Report window.  
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4.8 Forecast Revenue and Profit Report 
 
Forecasts and compares the costs of each Training Course/Activity to projected revenue within a specific 
time period; and computes net profit/loss and Return on Investment (ROI).  To generate: 
 
Step 1:  Click on the Forecast Revenue and Profit folder. 
Step 2:  Click [Add]. 
Step 3:  Input Report Title, Start and End Dates and the Client that the report is assigned to. 
Step 4:  Click [Save] to advance to the next screen.  
 

 
 

 
 
 
Step 5:  Input the number of Individuals to be trained in each of the Courses to be included in the Report. 
Step 6:  Click [Save] to generate the report. 
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The report is presented in html format, in a new window.  You may print or save the report using the 
corresponding functions in your Browser.  
 
Step 7:  You may export the report to Excel by clicking on the [Generate Excel] button (top left corner).  
Step 8:  To return to ADVISOR, close the Report window. 
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Chapter 5: Manage Projects, Personnel & Resources 
 
 

5.1 Overview 
 
Keeps projects on time and within budget, by optimizing the utility of personnel and resources.  The 
reports can be accessed under the Manage Projects, Personnel & Resources folder under the Reports 
tab.  Brief description of key report is presented below.  

 

5.2 Training Costs per Client Report 
 

Computes the costs for each Client within a specific time period based on the number of individuals to be 
trained in each course.  To generate: 
 

Step 1:  Click  next to Manage Projects, Personnel & Resources folder to expand. 
Step 2:  Click on the Training Costs per Client folder. 
Step 3:  Click [Add]. 
Step 4:  Input Report Title, Start and End Dates and the Client that the report is assigned to. 
Step 5:  Click [Save] to advance to the next screen.  
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Step 6:  Input the number of Individuals to be trained, within each of the Courses to be included in Report. 
Step 7: Click [Save] to generate the report. 
 
 

 
 

Step 8:  The report is presented in a new window.  You may export the report to other file formats such 
as Microsoft Word or PDF by clicking on the corresponding icon in the top left corner.  

 
 

 
Step 9:   Click on the [Next] icon to advance to the next page of the report. 
Step 10: To return to ADVISOR, close the Report window.  
 
Note: 

 Fees per Trainee can be specified for each course for each of the years that the Course will be 
delivered.  To input the Fee, click on the Design tab; click  next to the Course Analysis Folder to 

expand; click  next the (course title) node to expand; click  next to the Course Summary 

folder to expand and click the Projected Revenue node.  For each year, specify the projected 
minimum and maximum number of trainees as well as the Charge (Fee) per Trainee. 
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Chapter 6: Evaluate Costs & Impact 
 
 

6.1 Overview 
 
Assesses the costs and impact of Training Courses/Activities. For example, compares actual to forecasted 
costs; and computes the Return on Investment (ROI) by comparing training costs to benefits (such as cost 
avoidance, gained productivity and/or revenue). The reports can be accessed under the  Evaluate Costs 
& Impact [Outcome] folder under the Reports tab.  Brief description of key reports is presented below. 
 

 

6.2 Compare Actual to Forecasted Costs Report 
 
Compares the actual costs of each Training Course/Activity to forecasts for a specific time period.  Detailed 
costs breakdown are also provided to identify the reasons behind the disparity.  To generate: 
 
Step 1:  Click  next to Evaluate Costs & Impact [Outcome] folder to expand. 

Step 2:  Click on the Compare Actual to Forecasted Costs folder. 
Step 3:  Click [Add]. 
Step 4:  Input Report Title, select By (Client, User or Course), whether the report should be based on the 

“Currently Used” or “User Recommendation” Delivery Option, and the Client that the report is 
assigned to. 

Step 5:  Click [Save] to advance to the next screen.  
 
 
 

 
 
 

Note:   
 

Since the report focuses on actual (versus forecasted) training costs and revenues,  if Actual Costs 
and  Actual Revenues have not been captured for Courses under investigation under the Design tab, 
zero costs and revenue will be reported. 
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Step 6: Specify the time period, i.e., the Start and End Dates, and select Courses to be included in the 
Report. 

Step 7:  Click [Save] to generate the report. 
 
 

 
 
 

 Step 8: The report is presented in a new window.  You may export the report to other file formats such 
as Microsoft Word or PDF by clicking on the corresponding icon in the top left corner.  
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Step 9:   Click on a [Course Title], Online Management for example, to view a detailed breakdown of 
course costs, including Projected Direct and Indirect Costs, Actual Direct and Indirect Costs, 
Direct and Indirect Costs Disparity, Total Disparity and % of Disparity.  

 
Step 10:  To return to ADVISOR, close the Report window.  
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6.3 Actual Training Impact & ROI for Organization Report 
 
Computes the Return on Investment (ROI) of Training Courses/Activities by comparing actual costs to 
actual impact on missions/goals.  To generate: 
 
Step 1:  Click on the Actual Training Impact & ROI for Organization folder. 
Step 2:  Click [Add]. 
Step 3:  Input Report Title, select By (Client, User or Course) and the Client that the report is assigned to. 
Step 4:  Click [Save] to advance to the next screen.  
 
 

 
  

Note:   

 Since the report focuses on actual (versus forecasted) training costs and revenues,  if Actual Costs 
and Actual Revenues have not been captured for Courses under investigation under the Design 
tab, zero costs and revenue will be reported.  
 

 Moreover, Course Learning Objectives must be linked to a Performance or Enabling Objective (under 
the Analyze tab) that is in-turn linked to a Mission or Goal. Otherwise, zero impact will be reported. 

 
 
Step 5: Specify the time period, i.e., the Start and End Dates, and select Courses to be included in the 

Report. 
Step 6: Click [Save] to generate the report. 
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The report is presented in html format, in a new window. You may print or save the report using the 
corresponding functions in your Browser. 
 
Step 7:  You may export the report to Excel by clicking on the [Generate Excel] button (top left corner). 
Step 8:  To return to ADVISOR, close the Report window. 
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6.4 Actual Training Impact & ROI for Clients Report 
 
Computes the Return on Investment (ROI) of Training Courses/Activities by comparing actual Clients’ costs 
to actual impact on missions/goals.  To generate: 
 
Step 1:  Click on the Actual Training Impact & ROI for Clients folder. 
Step 2:  Click [Add]. 
Step 3:  Input Report Title, Start and End Dates and the Client that the report is assigned to. 
Step 4:  Click [Save] to advance to the next screen.  
 

 
 

 
 
Note:   

 Since the report focuses on actual (versus forecasted) training costs and revenues, if Actual Costs 
and Actual Revenues have not been captured for Courses under investigation under the Design 
tab, zero costs and revenue will be reported.  

 
 

Step 5:  Input the number of Individuals to be trained within each of the Courses to be included in the 
Report. 

Step 6:  Click [Save] to generate the report. 
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The report is presented in html format, in a new window. You may print or save the report using the 
corresponding functions in your Browser. 
 
Step 7:  You may export the report to Excel by clicking on the [Generate Excel] button (top left corner). 
Step 8:  To return to ADVISOR, close the Report window.   
 

 
 

 
 
 
 

Remember that context sensitive help is also available for each screen by clicking on [Help] and video clips 

on how to perform specific functions by clicking on the video  icon.   
 
Enjoy! 
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