IndustrySafe Document Library
User Guide

This guide describes the process for viewing and adding to the Document Library
of 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 © 18006969110 [ 2 toan | [ & sumporr |

Safety Management Software

SOFTWARE SERVICES PRICING RESOURCES ABOUT US CONTACT US

DASHBOARD

*[industrySafe] provides our safety leadership with virtual
real-time information ..." - Joseph P. Henderson,
Brinderson

OWEBINAR | OBUYNOW

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

. - . Q]
Industry

Safety Management Software

Support

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

IndustrySafe Login

Industry Safe Support Latest Tweets

Please log in to use the system. +1.800.696.9110
@ about an hour ago Another
support@industrysafe.com d whistieblower is reinstated after
Usemame | | OSHA intervention divr. /2L ZP17
@ Submit Request
about a day ago Repeat and serious
Password ‘ ‘

@ Knowledge Base - violations lead to big fines for Williams
Brothers Construction divritt2L3IW

© Submit | Forgot your password?

about 2 days ago OSHA and Lamar

Outdoor Advertising team up to
promote #safety and health in the workplace
dive. iti2Kmcgb

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.
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2 Open the System Functions Module

2.1 Click on the Home icon in the horizontal menu bar.

Home Dashboard Incidents Claims Inspections Hazar

' Tasks Events Reports & Analysis Documents

2.2 Select the green plus sign and then Add to Document Library.

Home Dashboard Incidents Claims Inspections Hazards Observations  Corres

L Tasks Events Reports & Analysis Documents Employees

Add Task

Add to Document Library
Add Incident

Add Payment

Add Inspection

Add Hazard

Add Observation

Add Corrective Action

Add Training Record for Multiple Employees
Add Training Record for One Employee
Add Industrial Hygiene Sample

Add Training Profile

Company Pro

View All

July 16, 2012 Version 5.0

Page 2 of 6



IndustrySafe — Document Library User Guide

2.3 Complete the Basic Information section and click Save.

Document Library Manager Form: Printer Friendly View

[= save

Basic Information |

Ea: .xormation

Document Name * | |

2 Document Number *

Business Group | Al |z| |
Region All=]
Division All=]
Facility Al

Document Type * E

Description *

Revision Date * 8/15/2012 |

Uploaded By |

Upload @ Upload New Document

Note: The fields shaded in grey will be filled in automatically.

2.4 Click the Upload New Document button.

Revision Date * 8/15/2012  |Ed

Upload Date

Uploaded By

Upload @ Upload New Document
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2.5 Select the file you want to upload.

Pictures library

Sample Pictures

& Downloads g
& OneDrive

=] Recent Places

m

4 | Libraries
4 |5 Documents

~| My Documents

Chrysanthemum. Desert.j
.. Public Docume Y ipg Lz
& Music I
[&=| Pictures w ——n = -

Videos

4 M Computer
&, os(c)
5# ddrive (\\192.168

B Y TSP

Penguins.jpg

Tulips.jpg

File name:

& Choose File to Upload ‘ X
@uvl .. » Libraries » Pictures » Sample Pictures - I 45 | l Search Sample Pictures 0 |
Organize v New folder =~ 0l @ |
Il Bl Desktop - I

Hydrangeas.jpg

Arrange by: Folder ¥

Jellyfish.jpg Koala.jpg Lighthouse.jpg

v [Custom Files (*.jpeg;*.jpg;*.jpe: v]

oo |

Cancel ]

2.6 The upload date, the user who uploaded the file, the file type, and
the file size will now be displayed. The document history displays
past revision and upload dates for this document.

12/24/2008 |24

8/16/2012

Revision Date *

Upload Date

Uploaded By | Gabriel Tompkins |

Existing Document Evacuation Plan

Upload @ Upload New Document

File Type * |.jpg |

File Size* | 648KB |

Document History

Revision Date Upload Date Uploaded By
12/24/2008 12/3/2008
12/24/2008 8/16/2012

Gabriel Tompkins
Gabriel Tompkins

2.7 Click the Save button to apply your changes.
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3 View Documents in the Home Module

3.1 To view the documents in the Document Library click Documents
> Documents Library.

Dashboard Incidents Claims Inspections Hazards Observations Comrective Actions

Tasks Events Reporis & Analysis Facility Profile

Document Library

Welcome, Eric Atther Supporting Documents

My Events View All n

3.2 Click on the Document Name of any document to view or
download that file.

Dashboard Cormective Actions

Incidents Claims Inspections Hazardz  Observations Training Industrial Hygiene

Tasks

Events Reporis & Analysis Documents

EJ Q o 34 out of 34 records

Document Name 4

Facility Profile

Document Library Summary

Document Number

Facility

System ID

1782 Wiew All

1781 Wiew All

1724 Wiew Al

1740 View All

1720 View Alaska Final Assembly

1620 iew All

1560 iew All

1760 Accident Incident Reporting Procedure All BEHSM-1000-1-14
1360 Dewn Foods Logo All Mumber why

4 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.
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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.

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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