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FILE LIBRARY 
 

The FILE LIBRARY is a brand new feature in EmTrak.  It is especially significant when we discuss 
TRAINING DOCUMENTS.  In past versions of EmTrak, we had simply not created enough 
flexibility in being able to designate training for orientation or to sign up an employee for a MED U 
mastery program.  This FILE LIBRARY also has a place in the future of EmTrak as we develop and 
refine elements such as hands-on competency testing.  The FILE LIBRARY is simply a collection 
of word documents and spreadsheets you may want to build for consistent training schedules.  For 
example, let’s say your company has a consistent orientation training they like to use with every 
employee.  Then someone at your company will build that document and load it into the FILE 
LIBRARY for consistently easy access (no having to request copies from HR). 
 
To get to the FILE LIBRARY, go into either the Super Manager page or the Manager page and 
click on OPEN FILE LIBRARY. 

 

Adding Files in the File Library 
This page will come up with a list of the existing files.  If you want to add a file, then click on Edit File Library 
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The next page comes up with the opportunity to add another file.    Click on BROWSE and your computer 
files will come up (note the My Documents). 
 

 
 
Wherever that file is saved, click on the folder, double-click on the file, and you will see the name and 
location of the file come up in the Attachments field. 

 
 
Click the NEXT button and the file is added. 

 
 

Some key points regarding the files in the FILE LIBRARY: 
 Give each file a clear name – look at the list of documents above.  Each document is clear on what 

is contained.  That file needs that clear name BEFORE you add it.  The name can’t be changed 
once it is added. 

 The simpler the design, the easier it will be to use later. The fewer bullet points, borders, etc. you 
use, the better. 
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 Any Manager or Super Manager can put files into a library.  However, we recommend someone 
serve as a sort of traffic cop to ensure consistency. 
 

Opening Files in the File Library 
When you click on one of the documents, then the FILE DOWNLOAD box opens up.  Choose OPEN and 
the document comes up.  Once open, it is now available to either print out or for copy and pasting into a 
TRAINING DOCUMENT.   

 
   
 


