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1 Entry into the catalog and setup of the website 

You can access the Training portal directly via the link https://training.corp.draeger.global. 

 

You can change the language by using the quick links on the right above the banner. You will also find your 

contact persons for all topics related to the Online Training Catalog under "Contact".   

The indicated path below the banner helps you to find your way around the catalog at any time and makes it 

easier to switch between different levels.       

  

In the left-hand column under the heading "Menu" you will find 

the navigation area with the menu items "Catalog", "Search" and 

"Login". After the login you will see additional variable menu 

items from the category "My Data". Here you will find, among 

other things, "Pending bookings" and your "Booking archive". If 

you have the appropriate permissions, you will see another 

category "My Group". For more information, refer to the chapter 

"My Group". 

  

https://training.corp.draeger.global/
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2 Login 

With the single sign-on, all employees worldwide are automatically authenticated via e-mail address. 

Therefore, no separate registration is necessary. You will be logged in automatically when you enter the 

homepage. 

Important note: If the login doesn't work automatically, you will get to the login screen via the menu item 

"Login". First try to authenticate yourself with your Windows credentials by clicking on "Windows ID Login". If 

this leads to an error message, you can log in as usual under "Manually Login" with your e-mail address and 

password for the Online Training Catalog.  

 

If you have forgotten your password, you can request a new one by clicking "Click Here" below the "Login"-

button. 

 

Generally, every employee has an account. If you receive the error message "Your e-mail is unknown" when 

you request a password, please contact the Dräger ServiceDesk. Your account will then be activated. 

  



4 

3 Catalog structure 

By clicking on the respective tile you can access the relevant training courses. 

You can use the chapter tiles to approach a desired training session thematically. 

 

If you are on the level in which the courses are displayed, click the arrow to the left of the course title for more 

details. To show or hide the details of all courses at once, use the arrows in the left-hand corner above the list. 

You can use the arrows to the right of each heading to sort courses by title or type. 

 

In the detailed view you will see planned dates, waiting list links and the shopping cart symbol for the booking 

under the training title. 



5 

 

Information on the contents of the training course can be found by clicking on the training title. The course 

description can be opened as a PDF document via the button "Download PDF course description" and 

saved/printed if necessary. 
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For further details such as the location, duration and contact person of the course administration click directly 

on the date. You can do this either ... 

... directly from the detailed training overview or  

 

  

... via the "Dates" tab within a training. 

 

After opening the details of the event, click on the location name to display the complete address of the 

training location. A click on the name of the course administrator opens an e-mail automatically. 
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4 Search for courses 

Various search criteria help you to reduce the number of courses offered so far that you only see the courses 

that are relevant to you or find a course in the catalog. 

If you enter several words in the title or description search, you will also see search results that contain only 

one of the words in the title or description. If it is mandatory to include all words, please combine them with a 

percentage sign. 

You can use the "Qualification" search criterion to filter out all courses in which this qualification is taught. 

Your search results are listed below the search mask. 
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5 Your bookings 

This section gives you a brief overview of how to book, rebook, and cancel courses.  

5.1 Make bookings 

How you find a course is described in the chapters "Catalog structure" and "Search for courses".  

5.1.1 Book a course date 

To book a training date, add it to your shopping cart using the "Shopping cart"-icon. 

 

Repeat this procedure if you want to book more courses.  

As soon as you have selected a course using the "Shopping cart"-icon, a new category "Shopping Cart" with 

additional menu items appears in the navigation area. The number highlighted in red indicates the number of 

selected bookings. 

 

With a click on the menu item "Details" you get an overview of your shopping cart. If necessary, you can delete 

individual courses using the "Garbage bin"-icon. 

 

As soon as all the desired courses are in your shopping cart you can initiate the booking. If you are not yet 

logged in, a login is required at this point. For further information please refer to the chapter "Login".  

Click on "Check out" in the navigation area or on "Book all" in your Shopping cart details to access the booking 

wizard. Here you have once again the possibility to change the date or to be placed on the waiting list. Confirm 

your choice with "Next". 
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Confirm the booking conditions and complete the booking by clicking on "Book". 

 

At the latest two working days after booking you will receive a confirmation of registration. 

Remark: If a booking is not possible, there may be different reasons. You may already be booked into this 

course or another one that takes place in the same period of time - to name just two possible reasons. In case 

of booking problems please contact the responsible course administration.  

You can find all courses booked in the future in your "Pending bookings"once you have completed the booking. 

Learn more about this in the corresponding chapter.  

5.1.2 Book on the waiting list of a course  

If a suitable date is not available for the course you require, you can make a reservation on the waiting list. The 

course administration will then notify you by e-mail as soon as new dates are available for this course. With the 

shopping cart symbol you can add the waiting list booking to your shopping cart.  

 

The booking will then be displayed in your shopping cart with a red highlighted "1". 
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Go to "Check out" and proceed with the booking procedure in the same way as if you "Book a course date".  

All waiting list bookings made by you can be found in your "Pending bookings". You can learn more about this 

function in the corresponding chapter. 

5.2 Change bookings 

5.2.1 Rebook from a date to a new date or to a waiting list 

If you want or need to rebook a booked date, you can do so directly from your course catalog. To do this, select 

the appropriate date under "Pending bookings" and click on the "Tool"-icon at the end of the line. 

 

On the following page you will see the options "Select another date (change booking)" or "Cancel your course". 

Select the first option and confirm with "Next". 

 

If alternative dates are available for the relevant course, they are displayed in the drop-down menu. Select a 

suitable alternative date and confirm the rebooking with "Next".  

 

If no suitable alternative date should be available, you can select the option "Another date (on waiting list)" in 

the drop-down menu instead of a new date and thus create an entry on the waiting list after the rebooking has 

been completed. 
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To complete the rebooking to the new date or waiting list, click on "Perform reschedule" in the following 

overview.  

You will receive a confirmation by e-mail at the latest two working days after the rebooking.  

5.2.2 Rebook from the waiting list to a date 

If you are on the waiting list for a course and have been informed by course administration about new dates, 

you can book them directly from your course catalog. To do this, select the corresponding waiting list entry 

under "Pending bookings" and click on the "Tool"-icon at the end of the line.  

 

On the following page you will see the options "Select another date (change booking)" or "Delete". Select the 

first option and confirm with "Next". 

 

Select a suitable date from the drop-down menu and confirm the rebooking with "Next".  
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To complete the rebooking to the new date, click on "Perform reschedule" in the following overview.  

You will receive a confirmation by e-mail at the latest two working days after the rebooking.   

If you do not find a suitable date in the selection, you can stop the rebooking and remain on the waiting list. 

5.3 Cancel bookings 

If you want to cancel a booking for a course event or eLearning module, you can do so directly from your 

course catalog. Select the relevant booking under "Pending bookings" (eLearning bookings can also be found in 

the booking archive) and click on the "Tool"-icon at the end of the line. 

 

 

On the following page, select the option "Cancel your course" and confirm with "Next". 

 

On the following page you confirm the cancellation by clicking on "Next".  

After successful cancellation you will receive an overview with details of your canceled booking.    
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Under "Pending bookings" you will find the date with the status "canceled". Cancelled eLearning modules will 

disappear from the overview. 

Note: Please also cancel your waiting list bookings if you are no longer interested in a course, as this makes 

course administration much easier. After choosing "Delete" and a click on "Next" the entry will disappear from 

your "Pending bookings". 
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6 Pending bookings 

Under the menu item "Pending bookings" in the category "My Data" you will find all future presence training 

courses as well as e-learning modules that are not completed. You can use the two arrows to the right of each 

column heading to sort the courses by title, provider, location, date or status. 

To view or download the course description for your booked classroom or web-based training, please click on 

the course title and select "Download PDF course description". 

For courses that have been booked or canceled, you can use the "Form"-icon next to the course title to display 

the booking details of the course. In addition to information on the booking date, you can also find information 

on the date itself, such as the qualifications provided by the course. 

You can use the "Tool"-con at the end of the line to change or cancel bookings. For more information, refer to 

the chapter "Your bookings / Change bookings or Cancel bookings". 

 

Presence training courses are moved one day after the end of the course from "Pending bookings" to your 

"Booking archive". 

Online training courses are listed separately below the presence training courses and can be started directly 

after booking. To start your Web Based Training click on the green "Play"-button under Action. 

 

Passed Web Based Training courses will be moved from "Pending Bookings" to your "Booking archive" one day 

after completing the training. A booked Web Based Training that has not yet been completed is also moved to 

your "Booking archive" one year after the booking date. Web Based Training courses can also be started from 

your "Booking archive".   
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7 Booking archive / Display training record 

In your "Booking archive" under the category "My Data", you can find all past and canceled courses as well as 

Web Based Training courses that you have not completed over one year after the booking date. 

From here, you have the opportunity to have your completed training courses listed in a training record. 

Classroom and online training courses are also displayed in two separate lists within your record.  

 

As already described under "Pending bookings", you can also sort your courses using the two arrows to the 

right of the relevant column headings in your "Booking archive".  

By clicking on the title you will get to the course description and the "Form"-icon to the right of the title will 

take you to the booking details.  

 

If a certificate has been deposited for an online training course, you can download it or have it sent to you by e-

mail. To do so, click on the download arrow for downloading or on the envelope to be sent by e-mail. 

To give us feedback for online training courses please click on the icon with the check mark. 
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8 Qualification profiles 

Qualifications that you need in the context of your job can be combined into so-called "qualification profiles". 

Under the tab "Qualification Profiles" you will find all the profiles assigned to you as well as the status of the 

profiles and the individual qualifications.  

A color scale in front of the profile name indicates whether they meet your profile completely, partially or not 

at all:  

 

With the buttons "+ Expand all" and "- Collapse all" you can show or hide all branches of the individual profiles 

with one click. Using the plus and minus symbol in front of the profile name, you only show or hide the chosen 

profile.  

You will see another color scale in front of each qualification: 

 

The date in the column "Required before" shows you when you should fulfil a certain qualification. 

If you have already achieved a qualification, you can see in the column "Valid from" when you achieved it and 

in the column "Valid until" how long it remains valid. 

The "Magnifying glass"-icon takes you directly to the course catalog, where you can search for courses in which 

the qualifications you require are available. 
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8.1 Show list of all missing qualifications 
 

Introduction 

During the implementation of the Qualification Matrix a lot of qualifications will be ‘red’ in your profiles. Those 

‘red’ qualifications call we ‘missing qualifications’.  

Qualifications can be red because your historical training data has not been connected to your qualifications. 

This needs to be done manually by you to make sure that the correct qualification will be connected to the 

correct training data. You can do this with the report ‘Missing Qualifications’. You can use this report also to 

register other ways of acquired qualifications. How this works is explained in the following instruction. Please 

read this carefully before you start to fill in the report in the system. 

How do I get the report?  

After you have logged in in the Training Portal please click on ‘Qualification profiles’ in the menu on the left 

side. On the appearing page please click on the blue link ‘Show list of all missing qualifications’ to start the 

report. See below. 

 

How do I edit the report?  

After the page has been opened you can start with editing. On the top of the page you find an instruction how 

to handle the report in general. Please read the instruction carefully. This is very important information. 

Afterwards please scroll down a little bit to the area you see the missing qualifications. See below.  

 

 

Now you can start to edit the report. In this part of the page you find all missing qualifications in your profiles. 

Please click on the blue edit icon next to the qualification you would like to edit as shown below. 
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A new window with two options will appear: 

 

To convert a missing qualification to an already acquired one please select the second option ‘Qualification 

acquired’. By choosing this option the window will expand and show the options of the ‘Type of acquisition’. 

Here you can select how you acquired the qualification in the past. See below 

 

Please select ‘Announcement’ when you have read and know the content of the announcement. In this case 

you need to fill in the date you have read the announcement. 

Please select ‘Self studies’ when you have done the self study for this qualification, but it is not registered in 

you training history. You need to fill in the date that you have done the self study.   
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Please select ‘Contribution’ when you are the topic owner/expert of a specific qualification and you do not 

have to gain the qualification. This is for example applicable for Process Owners, Internal Authors, Quality 

Managers (please select also Quality manager when you are ‘Quality Reviewer’). Please select your 

corresponding role to link it to the qualification. 

 

 

 

Please select ‘Existing booking’ when you have already absolved a training that belongs to the missing 

qualification and this is in your list of historical training data. To link the successfully absolved training to the 

corresponding missing qualification please click on ‘Select/change booking’. See below. 

  

A list of historical training data appears. Please note that you’ll only find training which were entered into 

TCmanager. Select the correct training data out of the list by clicking on “Select” next to the corresponding 

entry. If you selected an incorrect entry, please click on “Select/change booking” again to select the correct 

one.  

Please edit all listed missing qualifications in the described way. 

Please be aware that it can be the case that a qualification stays red. This happens when the validity period of 

the qualification is different from the historical training data. This happens for example when you need to 

renew a training annually of every 2 years.  

What do I have to do when I am done with editing?  

After you are done with editing the report the qualifications will still be red. To turn them into green you must 

create a pdf version by clicking on the blue button “Create report ‘Missing Qualifications’ as shown below. 
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The created pdf document has an individual ID (report key) you can find at the top of the document. Your HR 

department needs this ID to turn your ‘red’ qualifications into ‘green’. Before you send the document to HR 

you must print it and discuss it with your manager. Your manager will check it with you together and sign the 

document when it is correct. You must sign the document as well. 

What do I have to do in case of incompleteness or incorrectness?  

In case of incompleteness or incorrectness please be aware that no manual handwritten changes will be 

accepted. In this case please keep the not signed pdf document and do not send it to HR. Instead you must edit 

the changes in the system again as described above by clicking on the ‘Edit’ button next to the corresponding 

qualification. 

When you are done with editing you have to generate the pdf document again as described above.  

You can repeat this procedure as often as it is needed and as long as you do not send it to the HR department. 

Only the final and signed pdf version must send to HR. This means as soon as you have sent this pdf document 

to HR you have to wait for the implementation of the report. When the report is implemented, and you still 

have missing qualifications who are acquired in the past, you can start to fill in the report again. 

When you have missing qualifications that are not acquired, please follow the instruction that belongs to the 

qualification. Click on the magnifier at the right side of the ‘red’ qualification in your Qualification profiles and 

follow the instruction. 

 

8.2 Create Report Qualification Check 
 

The synonym for ‘missing qualification’ is in this instruction ‘red qualification’. An acquired qualification is also 

called ‘green qualification’.  

At least once a year, you and your manager must check, if you have gained your qualifications or need to 

decide for which date a missing qualification must be acquired. We advise to combine the Qualification Check 

with the Annual Feedback Meeting (AFM). 

How do I get the report? 

To print this report, go to the Training Portal, click on ‘Qualification profiles’ under ‘My Data’ in the menu on 

the left side of the screen. In the right corner of the appearing page please click on the blue link ‘Create report 

Qualifications Check’. 

 

The system creates the report as pdf document. Follow the instruction at the bottom of the screen and open or 

save the report or to cancel the procedure.  

How does the report work?  

Please open or save the report first and open it afterwards. In the report you see an overview of your personal 

data and your qualifications. In the column ‘Status’ you can see, if a qualification is ‘existing’ or ‘planned’. 

All ‘green’ qualifications are shown as ‘existing’ including the date you have absolved this qualification.  

All ‘blue’ qualifications are shown as ‘planned’ including a corresponding date if a training is booked via the 

training catalog or your manager have added a date in the Qualification matrix.  

All ‘red’ qualifications are shown as ‘planned’ without any filled in dates. You or your manager must write a 

planned date on the form. The missing qualification need in general be gained within one year. If the qualification 

is not acquired within this year, you must re-enter a date in the next year. 

Finally, you and your manager sign the report. You can ask for a copy to your manager. 

What to do with the signed report? 

This is depending on your local procedure. Please ask your Human Resources department how to handle. 
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9 My Group 

If you are a manager or instructed to manage the training courses of other employees, you will, next to the 

category "My Data", see an additional category "My Group" with further menu items. Here you can make 

group bookings, download training records of your employees and view and manage employee bookings. 

 

9.1 Group bookings 

To make a group booking, you must first add courses to your shopping cart. These can be date and waiting list 

requests.  

As soon as you have selected a course using the "Shopping cart"-icon, a new category "Shopping cart" appears 

in your menu. The number of courses already selected is displayed here. With a click on the menu item 

"Details" you get an overview of your shopping cart. If necessary, you can delete individual courses using the 

"Garbage bin"-icon. 

 

Once you have added all the courses you require to your shopping cart, you can either continue with the 

shopping cart details or directly via the menu item "Group bookings". 

 

Allocate your selected courses to the employees assigned to you using the drop-down fields.  

Remark: If you do not have the correct employees assigned to you, please contact the Global Academy at the 

following e-mail address: lms.c.de@draeger.com. 

If you are interrupted during the group booking or if you do not complete your booking for several reasons, you 

can name it and save the current status. At the next login, you will find your group booking in the category "My 

Group" under the menu item "Group bookings" and you can edit or delete it as required. 

If you notice during the assignment of employees in the group booking that you are still missing courses in your 

selection, you can scroll through the catalog again and add further courses. Click on the blue word "Catalog" at 

mailto:lms.c.de@draeger.com
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the bottom of the window or alternatively go to "Catalog" in your menu. Place the desired courses in your 

shopping cart and then click on "Group booking" below the shopping cart again. 

 

When your group booking is complete, click on "Book all" at the bottom or "Check out" in the menu to access 

the booking wizard. Before you finalize the booking, you have the opportunity to make certain changes.   

  

Change or complete a group booking that has been started: 

You will find unfinished group bookings in the category "My Group" under the menu item "Group bookings".  

 

By clicking on "Select/Edit" of the respective group booking you will get back to the details of the group 

booking. 
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Here you can make changes, book additional courses or bring your group booking directly to the "Check out". 

The usual booking wizard appears. 

9.2 Select user and download training records 

If you would like to download training records of your employees, please go in the category "My Group" to the 

menu item "Select user". If a large number of employees are assigned to you, you can use a search function to 

restrict your employee list using various search criteria. If you want to see all the employees assigned to you, 

leave all the fields blank and click directly on "Search".  

Note: If you do not have the correct employees assigned to you, please contact the Global Academy at the 

following e-mail address: lms.c.de@draeger.com. 

 

With the exception of the qualification, you can use a percentage sign as a placeholder for one or more 

characters for all search criteria. For example, if you search for all employees with the name "S%d", you will get 

all employees whose name begins with "S" and who also have a "d" in their name.  

When searching for a department number, please make sure that it is always composed of the company 

number, a point and the cost centre. The department number thus follows the following notation: 

Cost center (example: "155.3235" for the cost center "3235" of Draeger Medical UK Ltd.)  

The percentage sign can also help you when limiting the search result by cost center if, for example, you do not 

know the correct company number or if you are searching for a cost center across several companies.   

You can use the "Qualification" drop-down search criterion to filter all employees who have acquired a 

particular qualification in the past. 

mailto:lms.c.de@draeger.com
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After clicking on "Search", you will receive a list of all employees assigned to your group account (and 

corresponding to your search criteria) and can download the training record via the corresponding link. You can 

also sort your employee list using the arrows to the right of the column headers according to various criteria. 

Via the "Select user"-icon at the end of the line, you can change the user to manage his/her bookings on behalf 

of one of your employees / colleagues. 

 

If you have changed the user, this is now displayed in the navigation area. In the category "My Data", you can 

now use the functions known to you on behalf of the selected employee. For example, you can download an 

employee's training record, book, rebook, or cancel courses, or view the employee's qualifications profiles. 

To log in for another employee, repeat the procedure, starting with the employee search. To return to your 

own user, go to "Select user" and click on "Change to your own account (your name)" at the top of the window. 

 

9.3 Search for pending bookings of group members 

To view all future training courses of your group members, go to the category "My Group" in the navigation 

area and click on "Search bookings". Please note that you must not be logged in as one of your employees for 

this function. If necessary, switch to your account as described in the previous chapter. 

 

Use the filters to narrow your search results. For each search criterion you have the choice between all or one 

option(s) from the drop-down menu. If you only want to view firmly booked courses, choose "B booked" for 

bookingcodes - for provisional bookings (reservations) choose "P provisional" and so on. In the search fields 

"Title" and "Seminar Number" you can use the percentage sign to set a placeholder for a character or character 

string. After clicking on "Search" a list of the corresponding bookings will be displayed. 



25 

 

The list contains the name and department of the employee, dates of the course date and the status of the 

booking.  
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9.4 Profile assignment 

If you belong to a department for which the qualification matrix has already been rolled out, you will see the 

additional menu item "Profile assignment" in the menu. 

With this menu item you can assign and withdraw basic, role and additional profiles from employees. 

 

Select an employee via the "Employee" field. You can already click on "Select", provided that you do not want 

to limit the result further. However, you can also display only all profiles of a certain type (e.g. basic profiles) or 

profiles that contain a certain qualification. With regard to the profile type, we differentiate between basic, 

additional and role profiles, whereby the role profiles are named after the corresponding areas. 

 

A new window appears below the search window after clicking on "Select". On the left-hand side you will find 

all the profiles that are available for selection under this type, here using the basic profile as an example. 

Another text filter, located above the displayed profiles, allows you to further narrow down the result. Type in 

your country code to see only the profiles from your country. 

Using the arrows, you can now assign or withdraw a profile from the employee. To make the changes, please 

click on "Save". 
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If you want to know which qualifications are contained in a particular profile, click on the profile so that it is 

highlighted and click on the "Show qualifications of the highlighted profiles" eye below the field. 

 

Now a window will open and you will see all the qualifications contained in this profile. By clicking on "Close" 

you can close the display. 
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9.5 Employee Profile 

If you belong to a department for which the qualification matrix has already been rolled out, you will see the 

additional menu item "Employee profile" in the menu. 

Under this menu item you can assign individual qualifications to employees which they do not already have in 

their basic, role or additional profile. 

 

Now select the relevant employee. You can already now view the result by clicking on "Select", but due to the 

amount of results this will take some time. If you want to further limit the result, you can choose between two 

filters. Either you can display all qualifications of a certain type (e.g. "Processes", "Products" or special 

qualifications from your department) or all qualifications contained in a certain profile. Be careful with the 

second filter, however. Assuming that your employee is supposed to fulfil all qualifications of a certain profile, 

please assign the profile to him/her via the menu item "Profile assignment". 
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A new window appears below the search window. On the left side you will see the available qualifications from 

your search results. An additional text filter allows you to narrow down the result further. Type in parts of the 

qualification name and the result will be built up simultaneously. 

To assign a qualification to the employee, check the box in front of the corresponding qualification. Use the 

arrows to assign qualifications to the employee. When you have made your selection, click on "Save".  

 

  

9.6 Qualification matrix 

If you belong to a department for which the qualification matrix has already been rolled out, you will see the 

additional menu item "Qualification matrix" in the menu. 

Under this menu item you can display the qualification matrix for one or more employees, as well as for one or 

more profiles and one or more qualifications. 
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You now choose whether you want to see individual employees or all employees. If you want to see all 

employees, click on "select all" and "select". Otherwise, click on the individual employees and if you press and 

hold the "CTRL" key, you can also mark and select several employees. 

 

This also works for profiles and qualifications. You always have the possibility to display one profile, several or 

all profiles and one, several or all qualifications. 

Please note: The more employees, profiles and qualifications you have selected, the longer it may take to build 

up the qualifications matrix! 

Once you have made your selection, click on "Start qualification matrix". 
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The colour coding (see also legend) shows you the status of the respective qualification and whether it is 

assigned to the respective employee. 

With a click in a red box, a missing qualification, you can either book or plan a training for either one employee 

(whose red qualification you have selected) or all employees from the matrix who do not yet fulfill the 

respective qualification.  

1) Book a course from the course catalogue (use this to prepare a group booking which you can complete 

after editing the qualifications matrix)  

For more information, refer to the chapter "9.1 Group Bookings". 

Click on “Select training”.  

 
All courses in which this qualification is conveyed are then displayed. Select the appropriate training 

by clicking on the blue arrow symbol on the right side. If the right training is not included, click on 

"Cancel". 

 
 

2) Enter the date for an already planned external training 

Click on the calendar icon and select the appropriate date. 
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Then click on "Save". 

The box(es) will then be displayed in blue instead of red. 


