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IndustrySafe Quick Start Set-Up Guide

This guide gives a brief overview of how to get started seting up your IndustrySafe site. The quick start set-
up guide will go over the purpose of IndustrySafe’s hierarchy, the benefits of adding users and employees,
and brand your IndustrySafe Site, and to check the browser settings.

1 Hierarchy and Facility Setup

1.1  To setup your company’s hierarchy, you will first need to determine how many facilities you have,
how you would want to refer to them(facilities, locations, projects, etc.), and if they are grouped into
regions or divisions. To setup the hierarchy, open the Account Silhouette icon located on the top
right-hand corner of the screen and click on Systems Functions.

A B Home = Incidents Claims = Inspections Hazards Observations = Training « More -

. . . . Dina Dimitriadi
Welcome, Dina Dimitriadis na Bimirads
ISTEST

My Events View Al G ewayae P Recent ltems Account & 8iling

System Functions
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Corrective Action : 17 54 Help
1 3 4 e
Hazard : 12 Logout

1.2 Click on Setup and then click on Edit Forms.

=

E‘) Home »  Incidents Claims - Inspections Hazards Observations + Corrective Actions Industrial Hygiene «
Preferences Users Monthly Stats Company Profile Employees

Edit Modules

Edit Forms
Edit Services
[=] save Edit Mobile Settings
Edit Form
Recording Form* Edit E-mail v
Employee Im

Section*
- Pheto/Loge Upload

Update Hierarchy
B save Change Translations

Edit Observation Checklists

Inspection Checklist Import

Edit Inspection Checklists

1.3 You would then put the recording form as Facility Profile.

Edit Forms

[=] save

Recording Form* Facility Profile

Section*

[=] save
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1.4 If necessary, you can change the facility label through this menu as well.

Facility Profile Form:10833

Basic Information | Insurance Information | Additional Features | History Section
View All Sections

Division * (@) F x City - test app2 change * (B) & x

Division D-0 v

Facility * X County - test change app3 * (B & %

Corporate Location? State * & X
ALABAMA v
Corporate Location?
Country & %
Field Properties %
Field Label Facility
Tooltip Enter tooltip text
A
Field Type Text
Required Yes v
oK Cancel

1.5  You are also able to enable other hierarchy levels through this menu if you find it necessary to do so.
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Note: IndustrySafe will assign a Client Success Manger who will help set up the hierarchy as part of the required
implemenation.

1.6 For each facility, all you have to enter the is the designated Name, City, and State. You do this by
accessing the Facility Profile Summary To get to this, follow step 1.1. When the grey navigation bar
appears, click on Company Profile and then Facility Summary. You will be able to fill in the rest
of the fields at a later time. The other fields only appear on the OSHA 300a and it is ok if you leave
them blank. Remember to click Save.

g m Home « Incidents Claims Inspections Hazards Observations v Training « More » .

Users - Monthly Stats Company Profile = Employees Setup -

Preferences «

Facility Summar

FaCIllty Profile S sset Summary 200 out of 203 records l B Export ] l Q search I

ontractor Summary

System ID 4 np2 change

e Test Facility i i PENMNSYLVANIA AVAILABLE

acility F-000 Montgomery ALABAMA AVAILABLE

Facility F-001 Juneau ALASKA AVAILABLE

Faciliy F-002 Phoenix ARIZONA AVAILABLE

Facility Profile Form:

=] save || & Print

Basic Information | Insurance Information | History Section

B 'nformation S Top @

rptkate Location?

orp g n: : | Corporate Location?
¥rly one location may be identified as the corporate location.

[
Latitude | |
|

Longitude

Get Current Location

Street Address * | |
DSHA 300

Street Address 2 | |

Client ID | |

City - test app2 change * | |
0SHA 300

County - test change app3 * | |
OSHA 300

State * | v
OSHA 300

Country | |

Zip Code * | |
OSHA 300

Phone Number | |

Email Address | |

2 Employee Import
2.1  Before importing employee data into Industrysafe, you will first need to determine how many
employees will be using IndustrySafe need to import. You will need to follow a checklist of items
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needed for the Import Wizard. Your checklist must be in an MS Excel (.xls or .xIsx) file containing
the following columns:

o If the number is under 1000, upload an excel spreadsheet with your employee data on it
to the Employee Import Wizard.

o If the number is over 1000, the Employee Import Wizard will work the same as before,
however you will have to break up your employee data in Excel before using the Wizard
as there is an 1000 employee cap per import.

o If the number is over 1000 and you do not want to utilize the Employee Import Wizard,
there is an FTP option as well for importing employee data automatically from your HR
database.

2.2  Click on System Functions, then in the secondary gray bar click on Setup (shown in step 1.1). A
dropdown will appear and then click on Employee Import. . An example Excel spreadsheet will also
be available if needed.

A4 B Home Incidents Claims »  Inspections Hazards Observations « Corrective Actions Industrial Hygiene « More « .
==

Preferences Users Monthly Stats Company Profile Employees

.. . Edit Modules
IndustrySafe 6.0 - Administration and Resg
Edit Services

Edit Mobile Settings

Edit Forms

Upcoming Webinars

IndustrySafe 6.0 - New Design, Features & Functionality
ry 9, 2020 Register

My Preferences
Edit E-mail Templates

Change Passwors
hange Password Employee Import
Restore Default Settings Photo/Logo Upload

strySafe for Behavioral Based Safety

@ Update Hierarchy
2020 Register

Change Translations
Edit Observation Checklists

| Inspection Checklist Import

Edit Inspection Checklists
Kev Video Tutoria 12—

2.3 Keep in mind that you must include your employee’s ID number and that it must be unique to them.
If you don’t think they have employee IDs or are unaware of what they are, check with your HR
system as there is usually an ID in there that they can use.

2.4 There is an excel sample sheet if needed to help guide this process. If you need to include contractors
or other employees without ID numbers, you will have to manually create one for them as long as it
is unique to them. (i.e. first and last name).
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Employee Data Import Wizard
Step 1 of 4: Import Employee Data

The Employee Data Import Wizard allows you to import Basic Employee Information.
The Wizard allows you to add new employees and update existing employee's information.

Fallow these simple steps to import your employee information:

& Continue

1. | View your employee data in its originating application.

Identify which employees you wish to include in the import. You can include 1000 or fewer
employees in a single import.

3. | Select Save As or Export, typically in the File Menu.

4. | Save the file as an Excel File {.xls or .xlsx) document.

Ensure that each column has a header and that your data meets the following requirements:
- Each employee must have a UNIQUE EMPLOYEE ID with no spaces in the ID;
- Facility values in the Excel file must match existing values in IndustrySafe;

s | -Marital Status values in the Excel file must match existing values in IndustrySafe;

- Worker Type values in the Excel file must match existing values in IndustrySafe;

- Team values in the Excel file must match existing values in IndustrySafe;

Download Sample Format for Excel Document

Mow choose the Excel file you wish to import into Industr
Note: it may take a few minutes to upload your file, depending on the file size and your connection
6. | speed.

Choose File | Mo file chosen

2 Continue

2.5  Toadd anew employee, click on Employees in the secondary gray navigation bar

! a Home - Incidents Claims « Inspections Hazards Observations = Corrective Actions More » .

Preferences Users Monthly Stats Company Profile Employees

2.6 Click on the green Add New button and a fill out all required information. Remember to click Save.
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\‘___{ D Home « Incidents Claims « Inspections Hazards Observations Training - More ~

Employee Summary 200 out of 1026 records | B Export

Employee ID First Name Mi Last Name & Job Title Facility

Abigayle Abbott Employee Facility F-113 B (emp00102) Ayailable

emp00193 Todd Acevedo Director Hud5on Randall (emp00102) Available

3 User Setup
3.1  Toaddanew user, click on the Account Sillhoute and then Click on System Functions (shown in
1.1). Click on Users and click on User Summary..

Incidents Claims « Inspections Hazards Observations = Corrective Actions More + .

Preferences

Company Profile Employees Setup

User Levels

Indu ion and Resource Center

User Summary

3.2  The User Summary screen will appear. To add a new user, click the Add New button located to the
top right-hand corner of the screen and complete the required fields. Remember to click Save.

Y4 0 Home « Incidents Claims « Inspections Hazards Observations « Training « More ~

L=

Preferences « Users » Monthly Stats Company Profile » Employees Setup ~

User Summary 200 out of 981 records

First Name User Level User Licen.e Type

System ID

10701 emp00812@testindustrysafe.com Abbott Abigayle Facility F-113 Training Content Leamers Employee Active
10521 kahoZ203%u@test indsustysafe com Acevedo Todd All Administrator Administrator Active
10099 user79(@test.industrysafe.com Acosta Zavier Facility F-014 Employee Emplayee Active
10801 emp00729@testindustrysafe.com Adams Clay Facility F-030 Training Content Learners Employes Active

3.3  Explore Add/Edit Levels

o Ifall users will have the same user level, skip the review of user levels unless you want to get
automatic email alerts for incidents

o To view or change permissions of users, click on Users in the gray naviation bar and then click on
User Levels.

o From here click on the edit button located in the last column of each user level. You’ll be edit Email
Alerts, User Roles, and Permissions for each user on this page.
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g D Home « Incidents

Claims »  Inspections Hazards Observations »

Training «

More »

Preferences Users Monthly Stats

Add/Edit User Levels
@ Add | | [ save

User Level

Company Profile

| Administrator

| Employee

| Incidents Only

| Inspections Only

| Manager

| Read only

| Safety

| TestLevel

l Training Content Learners

@ Add &) save

Employees Setup

User License Type

Administrator
Employee
Employee
Employee
Manager
Administrator
Manager
Manager

Employee

Status

|Avai|ab|e

-

|Avai|ab|e

-

|Avai|ab|e

-

|Avai|ab|e

-

|Avai|ab|e

-

|Avai|ab|e

-

|Avai|ab|e

-

|Avai|ab|e

-

l Disabled

-

Edit Delete

Edit Delete

Edit Delete

Edit Delete

Edit Delete

Edit Delete

Edit Delete

Edit Delete

View

o Editting what each level of user has access to is done through the Access Matrix. To get to the
access matrix, use the same steps as shown in section

o The Matrix is located at the bottom of the page and will allow you to manually select what what your
level of users have access to. Remember to click Save.
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Edit User Level Access

[=] save 4 Back

User Level: Manager
User License Type: Manager Convertto an Employee Type Leve View User License Type Definitions

Ability to Delete? '® Mo Yes

Ability to Reopen? '® Mo Yes

View incidents that are NOT work related? '® No Yes

Modify Corrective Action Assignment? Mo ‘® Yes

Ignore User Hierarchy Restrictions in the Dashboard?'® Mo Yes

User Roles | |nyestigator ¥ Responsible Party ¥ Instructor ¢/ HIPAA JSA Analyst  User Role Definitions
Email Alerts Incident Email Alerts - View Definitions
¥ New Incident Alert 1 Employee Injury Alert Incident Report In Progress
0SHA Recordable Incident Alert Incident Report Ready for Approval
Incident Update Alert Incident Report Complete

Open Incident Summary Alert

Mew Claim Alert
#| New Hazard Alert

Recording Form Mone Read Only Add/Edit Close View Reports
Home L v
Dashboard L

Mew Incident Form .

Incidents - Employee Form

Incidents - Incident Investigation . =
Incidents - 0SHA Recordkeeping .

Incidents - Safety Form

Incidents - Security Form

Incidents - Environmental Form

Claims .

Inspections L

4 Configure Record Forms

4.1 If you would like to configure record forms, you can do so by following the same procedures
mentioned in 1.1 and 1.2.

4.2  Toreview and edit configuration options, choose the recording form and section type. This will give
you an overview of the settings for each form and allow you to configure them to your choice. You
can then view the final form by clicking on the view form button.
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Edit Forms
[=] save
Recording Form* 'New Incident Form v
Section* ' Basic Information v
& save

4.3  To change the field label, follow the same instructions listed in section 4.2 to get to the page that will
let you configure forms. Once there, simply click on the text box and you will be able to change it to
whatever you want.

Initial Incident Form:10833 /#

Basic Information | Additional Features | History Section
Recording Form ltems View All Section

New Field

Basic Information

© Originating Fields
Originating System ID Originating System 1D ANV JFox Date of Incident * X @ ® ,
Other Incident Linked to this sample link
Originating Record
o Other Incident Linked to this Originating
Internal Report Number Record
Grading Letter Sent a ANV FX Incident Type * X @ ® P
" sample link
© InvolvedEmployee Fields Employee Injury .
Involved Employee Nanw:
Involved Employee ID Involved Employee Name X @ ®
AV F Was a Vehicle Involved? * @M ® 4, x
Additional Features
No v
Involved Employee D * X ® A ~ &
Time of Incident * X @) & y’

Involved Employee Title 2 ® A ~ &

Was an employee or directly supervised
contractor injured?

4.4  Tochange the Required *, use the same method listed in section 4.2 to get to the configure page.
From here you can change the Required * with the drop down menu located in the same line as the
Field Label text box.

45  To change the enabled or disabled status, use the same method listed in section 4.2 to get to the
configure page. From here you can change the Required * with the drop down menu located in the
same line as the Field Label text box.
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Field Properties

Field Label Date of Incident
Tooltip Enter tooltip text

P
Field Type Date
Required Yes v
Public Form Displayed v
Autofill Yes v
Mahile Displayed v

oK Cancel

4.6  To edit the Drop Down menus, use the same method listen in section 4.2 to get to the configure page.
From here, click on the Drop Down menu. You will then be able to edit the text that appears in the
drop down menu from here.
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Field Properties

Field Label

Tooltip

Field Type

Required

Public Form

Mobile

Drop Down Properties

©add € Back

Contractor
Full-Time Employee
Part-Time Employee

archived waorker type

Value

Worker Type|

Enter tooltip text

Yes

Displayed

Displayed

OK

Available

Available

Available

Archived

Cancel

Status

Save

View: 50 -

Save and Close Cancel

4.7  Toadd anew field, use the same method listed in section 4.2 to get to the configure page. From here
you can add a new field by clicking on the “Add* button on the top left-hand corner of the Drop

Down Properties page..
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Drop Down Properties %
Q@ aAdd € Back o
View: 50 -
Value Status
Available v = x
Contractor Available v .| (%
Full-Time Employee Available v . (x
Part-Time Employese Available v | (x
archived worker type Archived v . (x
Save Save and Close Cancel

4.8 We recommend that you review your configuration worksheets for each form, marking which fields
you want to change/remove. Then go back into the software and make changes.

5 Branding Your IndustrySafe Site

5.1 To upload a logo for your Navigation Logo, :Login Image, Public Web Form Logo, or Report Logo,
follow step 1.1. In the secondary grey navigation bar, click on Photo/Logo Upload.

VA

L2

Preferences Users Monthly Stats Company Profile Employees m

Edit Module:

D Home Incidents Claims - Inspections Hazards Observations = Corrective Actions More ~ .

IndustrySafe 6.0 - Administration and Resource ¢
Edit Services

Edit Mobile Settings
My Preferences m Edit Forms
Edit E-mail Templates 2

Change Password +1.8(
Employee Import

Restore Default Settings SUPE Phgto/Logo Upload

© . Update Hierarchy
| Change Translations
© | Edit Observation Checklists

Inspection Checklist Import

R VN S — LU O R
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Preferences « Users = Monthly Stats Company Profile = Employees Setup =

Logos and Images

Brand IndustrySafe with your logos and images

Navigation logo Choose File | No file chosen

Animage size of 121 x 44 pixels is recommended. Larger images will be
resized to fit these dimensions. 0KB maximum file size. This logo is
displayed in the module navigation menus.

LOgII‘I Image Choose File | Mo file chosen
Animage size of 1200 X 600 pixels is recommended. 200KB Max Size. Only
JPG images are allowed. This logo is displayed after the user logs into
IndustrySafe.

Public Web Form Logo Choose File | No file chosen

1

. . . . . . Red asterisk (%) fields are required.
Animage size of 215 X 50 pixels is recommended. Larger images will be Please fill out the Indident Details andior

. . . - - . Ei tal forms before ing Submit.
resized to fit these dimensions. Only JPG images are allowed. This logo is Ploga S hra
displayed on the public web forms.

Report Logo Choose Files | No file chosen

!

e

Animage size of 150 X 35 pixels is recommended. Larger images will be SET
resized to fit these dimensions. Only JPG images are allowed. This logo is m
displayed on reparts. Multiple Logos may be uploaded so users may choose

the logo they wish to use.

2 Repl
reportlogo.jpg Default Report Logo e e

] = R I
django reportiogol jog © Set As Default © Delete 25 i Ess

IE‘-:

5.2 You can also send a logo to us or have us download it from your company website.
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