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Terex Training
Training Database and Online Booking 
System:

Instruction
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Training Database

Login – http://constructionsupport.terex.com

Login to the portal 
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Training Database

Training Area

Open the drop-down Training menu 
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Training Database

My Training

The ‘My Training’ area allows the user to see their training record and profile.
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Training Database

My Training Profile

‘My Training Profile’ displays the training ID of the trainee and allows the 
trainee to update their registered language capability.
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Training Database

My Employment

‘My Employment’ displays the company information of the trainee and allows 
the trainee to request a company transfer if his employment changes.
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Training Database

My Bookings

‘My Bookings’ displays the booking status of any courses the trainee has 
requested or is active in the booking process stage.
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Training Database

My Certifications

‘My Certifications’ displays the courses that the trainee has passed and 
states the expiry date of the training certification. Any certification that has 
reached expiry will be shown below the table and the trainee will receive 
an email to alert them of this.
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Training Courses

‘Training Courses’ is where the current training schedule can be 
viewed and where specific courses outwith the schedule can be 
requested.

Training Database
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Scheduled Courses

‘Scheduled Courses’ is 
where the current training 
schedule is displayed.

The schedule can be 
searched for courses 
based on; course title, 
level, centre, product, and 
language.

To see individual course 
details and to book a 
course you have to select 
the course with the 
cursor.

Training Database
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Scheduled Course Details

‘Scheduled Course 
Details’ displays the 
complete course 
information.

The trainee can add the 
course to his ‘wishlist’ to 
consider in the future.

The trainee can book a 
place on the course.

The trainee booking 
request will now be sent 
to the Dealer Training 
Principal for approval.

In the case where no 
Dealer Training Principal 
is appointed for that 
company the booking 
request will be go directly 
to the Terex training 
centre for confirmation.

Training Database
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Scheduled Course Details: Training Principal Screen

As a Dealer Training 
Principal you have the 
ability to book any 
‘trainees’ under your 
control on the scheduled 
courses.

You select the employee 
from the menu and click 
‘book selected 
employess’ to book a 
place on the course.

This will now become a 
‘Provisional Booking’ 
which now requires the 
approval of Terex training 
centre manager.

Training Database
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Course Booking Request

An email will be 
generated and sent to the 
Trainee and Dealer 
Principal to notify and 
register the booking 
request.

The Dealer Principal now 
has to login to the system 
and approve or deny the 
request.

Training Database
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Request A Course: Unscheduled

‘Request A Course’ is where the 
trainee can request for a course 
to be scheduled that is outwith 
the current training schedule.

The trainee can put forward 3 
possible dates that they would 
be available for this requested 
course.

The Terex training centre 
manager will receive the request. 
They can then react to what the 
customer needs are.

This gives the Terex training 
centre manager visibility of the 
customer needs and allows for 
the training team to be proactive 
in their training provision.

Training Database
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My Trainees

The ‘My Trainees’ area is restricted to Terex Dealer Training Principals. 
This is where the Training Principal can manage their trainee course booking 
records, book their trainees on courses and view their trainee certification 
history.

Training Database
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Trainee Register

‘Trainee Register’ displays to the 
Training Principal the trainees 
who are registered on the 
Construction Support portal 
within their company.

It displays any requests that 
require approval and what 
courses have been booked for 
each individual.

Permissions will display either 
trainee or manager: if they are a 
dedicated Training Principal.

Training Database
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New Trainee

Training Database

‘New Trainee’ allows the Dealer 
Training Principal to request the 
Terex Training Centre to add the 
New Trainee to the system.

When the trainee has been 
added to the system the 
Principal can locate them in ‘My 
Trainees’ and book them on 
courses.
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Trainee Transfers

Training Database

Transfer Requests will display 
any trainees who have 
requested a company change to 
the Principal’s company.

The principal can either accept 
or deny the transfer.
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Bookings Requiring Approval

Training Database

An email will 
generated and sent to 
the trainee and dealer 
principal to alert the 
principal that a 
booking request has 
been logged.

The principal has to 
login to the portal to 
view the training 
request.
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Bookings Requiring Approval

Training Database

‘Bookings Requiring Approval’ 
displays any bookings made by 
a trainee which require the 
approval of the Principal before 
they are forwarded on to the 
Terex Training Centre for 
confirmation.

Selecting the booking will open a 
new screen with more 
information.

The Principal will receive an 
automated email to alert them of 
any requests logged by their 
trainees.
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Bookings Requiring Approval

Training Database

‘Bookings Requiring Approval’ 
displays any bookings made by 
a trainee which require the 
approval of the Principal before 
they are forwarded on to the 
Terex Training Centre for 
confirmation.

Once the booking has been 
approved by the Principal it then 
becomes a ‘Provisional 
Booking’.

The Principal can also cancel 
the booking. The trainee will 
receive an automated email 
response advising them of this.
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Provisional Bookings

Training Database

An email will 
generated and sent to 
the trainee and dealer 
principal to give notice 
of the status of the 
booking.

A provisional booking 
is waiting on 
confirmation from the 
Terex training centre.
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Provisional Bookings: Dealer Principal Screen

Training Database

‘Provisional Bookings’ displays 
any bookings approved by the 
principal that are awaiting 
confirmation from the Terex  
training centre team.
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Provisional Bookings: Trainee Screen

Training Database

‘Provisional Bookings’ displays 
any bookings approved by the 
principle that are awaiting 
confirmation from the Terex 
training centre team.
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Bookings Confirmed

Training Database

Once the booking has 
been confirmed by the 
Terex training centre, 
an email will 
generated and sent to 
the trainee and dealer 
principal.

Either the trainee or 
dealer principal should 
now login into the 
portal and complete 
the booking.
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Bookings Confirmed: Dealer Principal Screen

Training Database

‘Confirmed Bookings’ displays 
any bookings that have been 
accepted by the Terex training 
centre.

These bookings have still to be 
completed. This is accomplished 
by selecting the booking and 
completing the travel 
arrangement screen.

If the course does not offer 
complimentary travel and hotel 
reservation service then the 
booking will skip this stage direct 
to the ‘Completed Booking’ 
stage.
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Bookings Confirmed: Trainee Screen

Training Database

‘Confirmed Bookings’ displays 
any bookings that have been 
accepted by the Terex training 
centre.

These bookings have still to be 
completed. This is accomplished 
by selecting the booking and 
completing the travel 
arrangement screen.

If the course does not offer 
complimentary travel and hotel 
reservation service then the 
booking will skip this stage direct 
to the ‘Completed Booking’ 
stage.
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Bookings Confirmed

Training Database

The travel arrangement screen 
must be filled in to complete the 
course booking.
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Bookings Complete

Training Database

An email will be generated 
and sent to the trainee and 
dealer principal to confirm 
completion of the booking 
process.
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Bookings Complete: Dealer Principal Screen

Training Database

‘Bookings Complete’ displays 
any trainee bookings that have 
successfully completed the 
registration process.
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Bookings Complete: Trainee Screen

Training Database

‘Bookings Complete’ displays 
any trainee bookings that have 
successfully completed the 
registration process.
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Training Requirements

Training Database

‘Training Requirements’ displays 
all available courses within the 
Terex training network.

Selecting any of these courses 
for request will open the ‘Course 
Request’ page.
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Quarterly Report

Training Database

‘Quarterly Reports’ allows the 
Training Principal to view all 
completed training certifications 
for their trainees.

They can use the search facility 
to sort the reports for different 
dates.

Any expired certifications for 
their trainees will be displayed at 
the bottom of the page.
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Terex Equipment Limited

Motherwell, ML1 5RY

Scotland

+44 (0)1698 732121

+44 (0)1698 734046

Web

www.terex.com

Technical Online Assistance
http://constructionsupport.terex.com
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