SOP: Training on Administrative Tools and Software
Systems

This SOP details the process for training on administrative tools and software systems, covering the selection of
training materials, scheduling sessions, trainer qualifications, user competency assessments, and ongoing support.
The aim is to equip staff with the necessary skills to efficiently utilize administrative software, improve workflow, and
ensure consistent data management and reporting across the organization.

1. Purpose

Provide a standardized approach to training all users on administrative tools and software systems to ensure
proficiency, compliance, and operational efficiency.

2. Scope

This SOP applies to all employees, contractors, and designated trainers involved in the use and support of
administrative software systems within the organization.

3. Responsibilities

¢ Training Coordinator: Oversees planning, material selection, and session scheduling.
¢ Trainers: Deliver training sessions and assess user competency.

¢ Managers: Ensure participation of team members in required training.

¢ IT Support: Offer ongoing user assistance and troubleshoot technical issues.

¢ Employees/Users: Complete assigned training modules and request support as needed.

4. Procedure

Step

1. ldentify Training
Needs

2. Select/Create
Training Materials

3. Schedule Training
Sessions

4. Confirm Trainer
Qualifications

5. Deliver Training

6. Assess User
Competency

7. Provide Ongoing
Support

Description

Review new or updated systems and identify user
groups requiring training.

Choose or develop documentation (manuals,
guides, videos, online courses).

Plan training times, considering operational needs,
availability, and urgency.

Verify trainers have expertise in the tools/systems
and instructional skills.

Conduct sessions in person or virtually; facilitate
hands-on practice.

Test users via quizzes, practical tasks, or
observation; record results.

Offer post-training resources (FAQ, helpdesk,
refresher courses).

5. Documentation

¢ Maintain training attendance records.
e Store training materials in an accessible shared location.
¢ Document assessment results and user feedback.

6. Review & Revision

Responsible Party

Training Coordinator, Relevant
Department Heads

Training Coordinator, Trainers, IT
Team

Training Coordinator

Training Coordinator

Trainers

Trainers

IT Support, Training Coordinator



This SOP will be reviewed annually or upon significant update to administrative tools and software systems. Changes
must be documented in the revision log.

7. References

¢ User Manuals & Guides for Each Software System
¢ Internal IT Support Policies
¢ Learning Management System (LMS) Procedures

Note: For system-specific training, additional SOPs or modules may be developed.
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