IndustrySafe Corrective Actions
Reporting Guide

This guide describes the process for reporting claims using the IndustrySafe
Safety Management Software.

1 Log in to IndustrySafe

1.1 Using your preferred browser, go to http://www.industrysafe.com

1.2 Click on the Login button at the top right corner of the page.

) Industry Safe

Safety Management Software

SOFTWARE SERVICES PRICING

Inspections

"One additional feature is that they are constantly
upgrading the software to meet the needs of their
customers..."

Dina Ortiz, PNM Resources

Learn More » l

1.3 Enter your username and password and click the Submit button.

Support

=) Industry Safe

Safety Management Software

Thank you for using Industry Safe. You are now logged out.

Industry Safe Login IndustrySafe Support Latest Tweets

Please log in to use the system. +1.800.696.9110
‘a gbout an hour ago Another
support@industrysafe.com whistleblower is reinstated after
Usemame | | OSHA intervention divr iti2LZP17

& Submit Request

about a day ago Repeat and serious
i viclations lead te big fines for Williams
Brothers Construction divr iti21 3w

Password | ‘ @ Knowledge Base

© Submit | Forgot your password? about 2 days ago OSHA and Lamar
Cutdoor Advertising team up to

promote #safety and health in the workplace
divr.it/2ZKmca6

Note: If you forget your username or password, click the Forgot your
password? button to have your username and a new password emailed to you.
The next time you log in you will be asked to change your password.



http://www.industrysafe.com/

IndustrySafe - Corrective Action Reporting Guide

A corrective action may be linked to another record in IndustrySafe, or you may
add an unlinked corrective action. Sections two through six describe how to add
corrective actions to incidents, inspections, hazard, and observations. Section
seven describes how to add an unlinked corrective action. Section
eightdescribes how to complete the corrective action form.

2 Add a Corrective Action to an Incident

2.1 Click on the Incidents tab

Home Dashboard Incidents Claims Inspections Hazards Observations Comective Actions Training

@ Reports & Analysis, Regulatory Reports Employees Facility1 Profile

Incident Summary T Q6 12 out of 12 records
Incident Number racility1 Date of Incidentw Incident Type Subcontractor Loca
Fy13-0028 Racine-Vl 09282012 Hazardous Material Spill Computer
Racins-vWl oar192012 Operatiomal Malfunction
Fy13-0025 George-MS 0er13/2012 Environmental Incident
Fy13-0028 Lauderdale-al 091372012 Hazardous Material Spill
Fy13-0022 Washington Marketing Facility 9r13/2012 Employes Injury
Ey13-0024 Washington Marketing Facility 0er13/2012 Employes Injury

2.2 Locate the incident in the summary screen and click on the
Incident Number link.

Home Dashboard Claims Inspections Hazards Observations  Corrective Actions Training

(5] Reports & Analysis Reguiatory Reports Employees Facility1 Profile

Incident Summary g a e 12 out of 12 records
Incident Number Facility1 Date of Incident¥ Incident Type Subcontractor Loca
Fv13-0025 Racine-Wi 09282012 Hazardous Material Spill Computer

Racine-WiI 09192012 Operational Malfunction
George-MS 09132012 Environmental Incident
Lauderdale-AL 09132012 Hazardous Material Spill

Washington Marketing Facility 0971352012 Employes Injury

Washington Marketing Facility 09132012 Employes Injury
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2.3 Click on the Incident Investigation link on the Incident
Information Form page.

Home ETGET m Claims Inspections BEFETGE Observations  Comective Actions Training

@ Reports & Analysis Regulatory Reports Employees Facility1 Profile

Incident: FY13-0027 9/19/2012 Operational Malfunction

Involved Employee: Scott Kaminski - Shop Foreman

@ Add & Delete

New Incident Form =
incident Investigation - Open &

121

n 566 en 584 =

2.4 Scroll to the bottom of the form and click the Add Corrective
Action button.

Additional Features

Claims @ Add Claim | 5660 - Open
Tasks @ Add Task
Events @ Add Event
Hazards @ Add Hazard | 8845
Corrective Actions @ Add Corrective Action
Attachments Add File
Emails gl Send Email

=] save += Back & Close | | (& Print
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The incident form will be saved and pertinent information will be copied to the
corrective action form. See section seven for the steps to complete the
corrective action form.

3 Add a Corrective Action to an Inspection

3.1 Click on the Inspections module

Home Dashboard Incidents Claims W Hazards Observations Corrective Actions

Reports & Analysis Employees

Inspection Summary 5 a o T of 56 records

Facility Datew Category

1082012 Safety Inspections

Job Site #25 -East CT 1001652012 Safety Inspections

Kansas City 10M1652012 Safety Inspections

3.2 Locate the inspection in the summary screen and click on the
System ID link.

Reports & Analysis Employees Facility Profile

Inspection Summary =t T R s | 56 out of 56 records

Facility Datew Category

10872012 Safety Inspections

Job Site #25 -East CT 101872012 Safety Inspections

Kansas City 10M8/2012 Safety Inspections
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3.3 Scroll to the section above the checklist and click the Add
Corrective Action button.

Additional Features

Tasks @ Add Task
Events @ Add Event
Hazards @ Add Hazard
Corrective Actions @ Add Corrective Action
Attachments (=3 Add File
Emails (gl Send Email

Inspection Checklist

Item Reference Description Status Comments

Are signs and symbols required by this subpart visible at all times when work is
01 1926.200(a) being performed, and are they removed or covered promptly when the hazards no @ 4 - Not Aud ~
longer exist?

The inspection form will be saved and pertinent information will be copied to the
corrective action form. See section seven for the steps to complete the
corrective action form.

5
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4 Add a Corrective Action to a specific
Inspection Checklist Item

4.1 Click on the Inspections module

Home Dashboard Incidents Claims m Hazards Observations Corrective Actions T

(%] Reports & Analysis Employees  Facility Profile

Inspection Summary o ae 56 out of 56 records

System ID Facility Date ¥ Category

101862012 Safety Inspections

Job Site #25 -East CT 1011862012 Safety Inspections

Kansas City 1001662012 Safety Inspections

4.2 Locate the inspection in the summary screen and click on the
System ID link.

Home Dashboard Incidents Claims Hazards Observations Corrective Actions T
()] Reports & Analysis Employees  Facility Profile

Inspection Summary 5 Qe 56 out of 56 records

System ID Facility Date ¥ Category

10862012 Safety Inspections

Job Site #25 -East CT 1011852012 Safety Inspections

Kansas City 101862012 Safety Inspections.
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(%]

4.3 Within the Inspection Checklist, locate the Inspection Item that
you want to attach the corrective action to, and click the green
and white addition sign that corresponds to that Inspection Item

Inspection Checklist

Item Reference Description Status Comments Lm Corrective Actions @

Are signs and symhols required by this subpartvisible at all imes when workis
01 1926.200(a) Deing performed, and are they removed or covered promplly when the hazards no @ 4-Not Aud + @ @
longer exist?

Click ioon to add sdditional Comective Adion

02 1926.200(0)1) hre danger signs (ses Figure G-1) used only where an immediate hazard exists? @ 4-Not Aud + @

Do danger signs have red as the predominaing color for the upper panel; black

03 1926.200(b)(2 . v ‘ ‘
R 0ufline onthe borders; and a white lower panel for additional sign wording? @ 4-Not g 9 0

hre caufion signs (see Figure G-2) used only to wam against potential hazards or
e ] 9 4-Nuhud v 0 0

04 192620001
ekl to caution against unsafe praciices?

The inspection form will be saved and pertinent information will be copied to the
corrective action form. See section seven for the steps to complete the
corrective action form.

5 Add a Corrective Action to a Hazard

5.1 Click on the Hazards tab

Home Dashboard Incidents Claims Inspections Hazards Observations Corrective Actions
Reports & Analysis Employees Facility Profile

Hazards Summary = o i ] & out of & records

System ID Facility Section Location Originating Type
002 Kansas City Inspections
o022 Philadelphia Incident
S8E2 Unlinked
2982 Alaska Final Assembhy Observation
28943 Washington Unlinked
8022 Unlinked
2002 IH - Industrial Hygiene Sampling
Foa2 Unlinked
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5.2 Locate the hazard in the summary screen and click on the
System ID link.

Home Dashboard Incidents Claims Inspections Harards Observations Corrective Actions

(] Reports & Analysis Employees  Facility Profile

Hazards Summary i O @  8outof8records
System ID Facility Section Location QOriginating Type
9002 Kansas City Inspections
Philadelphia Incident
Unlinked
Alaska Final Assembly Observation
Washington Unlinked
Unlinked
2902 IH - Industrial Hygiene Sampling
7962 Unlinked

5.3 Scroll to the bottom of the form and click the Add Corrective
Action button.

Additional Features

Corrective Actions & Add Corrective Action
Attachments [=3 Add File
Emails Egl Send Email

ave Save and Add @ Delete & Print

The hazard form will be saved and pertinent information will be copied to the

corrective action form. See section seven for the steps to complete the
corrective action form.
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6 Add a Corrective Action to an Observation

6.1 Click on the Observations tab

Home Dashboard Incidents Claims Inspections Hazards Observations Corrective Actions

() Observations Obsenvation Schedule Reports & Analysis ' Facility Profile

Observation Summary = e ; | 26 out of 26 records

System ID Facility Date of Observation ¥

Mississippi Main 10852012

23 Parks Patterson Sports Maintenance Center 101852012
Philadelphia 101852012

10M82012

i Alazka Final Assembly 1001662012
7703 Mississippi Main 10M16842012
TEEZ Mississippi Main 1012012
TE63 Mississippi Main 1052012
TEEZ Mississippi Main 1001562012
TE44 Main Office - Calgary 101042012
TEZZ Forest Hill Facility 10032012

6.2 Locate the observation in the summary screen and click on the
System ID link.

Home Dashboard Incidents Claims Inspections Hazards Observations Corrective Actions

@ Observations Cbservation Schedule Reports & Analysis Employees Facility Profile

Observation Summary i o T ;] 26 out of 26 records

System ID Facility Date of Observation ¥

Mizsissippi Main 101842012

Parks Patterson Sports Maintenance Center 10182012

Philadelphia 101842012

101842012

Alaska Final Assembhy 10852012

Mississippi Main TEZ012

Mississippi Main 1S2012

Mississippi Main 112012

Mississippi Main 132012

TE4a Main Office - Calgary 1012012
FEzZ Forest Hill Facility 1032012
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6.3 Scroll to the section above the checklist and click the Add
Corrective Action button.

Additional Features

Tasks @ Add Task | 100210pen
Events @ Add Event
Hazards @ Add Hazard
Corrective Actions @ Add Corrective Action
Attachments [= Add File

Emails gl Send Email
Observation Checklist - BBS Observation
Wiew All Fall Protection PPE Rules & Procedures Tools & Equipment Work Conditions and Housekeeping

Subcategory Safe Act UnSafe Act Safe Condition UnSafe Condition Follow Up Required Severity Potential Areas of Observation Feedback/Discussion

Fall Protection
Lanyard T T M

I — | — [ — |

The observation form will be saved and pertinent information will be copied to the
corrective action form. See section seven for the steps to complete the
corrective action form.
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7 Add an Unlinked Corrective Action

7.1 Click on the Corrective Actions module

Home Dashboard Incidents Claims Inspections Hazards Observations Corrective Actions Training

@ Reports & Analysis Employees Facility Profile

Corrective Actions Summary < TR ] 15 out of 15 records

System ID Facility Orniginating System ID Originating Type
22445 Philadelphia Fy13-0068 Incident
22444 Parks Patterson Sports Maintenance Center Fy13-0078 Incident
22405 Genzyme Facility A F¥13-0074 Incident
22408 Philadelphia Fy13-0075 Incident
22474 Philadelphia Fy13-0076 Incident
22384 Corporate Offices 20522 Inspection
22354 Alaska Final Assembhy 2062 Hazard
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7.2 Click the green and white addition sign icon to access a new
Corrective Action recording form.

ard Incidents Claims Inspections Hazards Observations Corrective Actions Training Industrial Hygiene

Employees

@ Heports & Analysis Facility Profile

Add

Corrective Action Recording Form:

Save and Add & Print

Basic Information

Basic Information | Resolution & Responsibility | Additi

Originating Type i ip ieziel
Source -

Date Identified * =
Business Group * -

Region * -

Division * h

Facility * -

Facility Type *
Department -

Investigator * @ kKaminski, Scott -

Detailed Location

Problems/Description *
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8 Complete the Corrective Action Form

3.1 Enter the Basic Information

[ Save and Add | | () Print
Basic Information | Resolution & Responsibility | Additional Features |
Basic Information

Originating Type

Source h

Date Identified * a
Business Group * -

Region * -

Division * ¢

Facility * -

Facility Type *
Department -

Investigator * @ Kaminski, Scott -

Detailed Location

Problems/Description *

Recommendation *

Notes/Comments

Note: If you are adding a linked corrective action, data from the originating
record will be copied over to the corrective action form. The originating record
type and system ID will be identified at the top of the Basic Information section.
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8.1 Assign a Responsible Party and enter a Due Date

Resolution & Responsibility

Responsible Party * @ ‘ E
Phone Number ‘

Second Level Responsible Party ‘ E‘
For Overdue Notifications @l

Third Level Responsible Party ‘ E‘
For Final Owverdue Notification @l

Estimated Start Date * ﬁ

Estimated Completion Date *

Actual Completion Date ﬁ
Status

Number of Days Until Due ‘

Corrective Action Taken

Estimated Cost 5| 0

Note: The Responsible Party will receive an email alert letting them know that
they have been assigned a Corrective Action, as well as before it comes due and
if it goes overdue. If you select a Second or Third Level Responsible Party, they
will be alerted if the corrective action goes over due.

8.2 Save the Form

Estimated Cost 5‘ 0 |

Attachments [ Add File

Emails B4l Send Email

[= save [ save and Add @ Delete & Print

Note: To add an additional corrective action, click the Save and Add button.
Doing this will save the current corrective action and copy the basic information
to a new record.
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9 Additional Features

9.1 To attach supporting documents (Photos, etc.), click the Add File
button.

Estimated Cost 50
Attachments [ Add File«
Emails Exl Send Email
= save [Ed save and Add @ Delete &) Print

9.2 To view a print-out of the incident, click the Print button.

Estimated Cost 50

Attaclilints [ Add File

E4 Send Email

= save [Ed save and Add @ Delete (&) Print

10 General Notes about IndustrySafe

e Fields with a red * are required.

e Ensure that your browser allows pop-ups from IndustrySafe. This is
required for certain features such as printing reports and attaching
supporting documents.

e You may save the form at any time to ensure that you do not lose your
work (even if you have not completed all required fields).

e If you do not save or refresh the screen for 30 minutes you will be logged
out due to inactivity. Upon automatic logout, any form that you may have
open on the screen will be saved. A pop-up will alert you before this
happens.
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e Additional help may be obtained by clicking the Help icon within the
navigation pane at the top of the screen.
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