IndustrySafe Training Class
Schedule Guide

This guide describes the process for scheduling a training class or recording
training results up in the IndustrySafe Safety Management Software. This guide
assumes that employee records have been imported into IndustrySafe and that
the training class catalog has been set up.
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1 Log in to IndustrySafe

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

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

& SUPPORT

@ Industry Safe (© 18006969110 | & Locn

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

®DEMO ®WEBINAR ®BUY NOW

Enter your username and password and click the Submit button.

Industry S

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

l ’) about an hour ago Another

supporti@industrysafe com whistleblower is reinstated after

Usemame: | | OSHA intervention divr.itl2L ZP17
ubmit Request
about a day ago Repeat and serious
Password | ‘ @ Knowledge Base viclations lead to big fines for Williams

Brothers Construction divr.it/21 3HW
@ Submit

Forgot your password? - about 2 days ago OSHA and Lamar
Qutdoor Advertising feam up to

promote #safety and health in the workplace
divrit’2Kmeqg6

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 Training Module

2.1 Add a Class Schedule Form
Click on the Training tab

Home Dashboard Incidents  Claims Inspections Hazards  Observations  Corrective Actions m Industrial Hygiene

@ Class Schedule Class Catalog Profiles Reports & Analysis Employees Facility_Ins Prof

Required Training [ 30days v | Uy  iingClasses

Class1322-1322 3233 Employee(s) Schedule day

(3121/2014)
2025 2792 Employee(s) Schedule

7525
Industrial Ergonomics-1024 2771 Employ Schedule
R, Hazardous Waste Site

a-2902 2092 Employee(s) Schedule Worker - 174636-1134 Garl
Physics 101-2024 1365 Employee(s) Schedule Racine-Wl
Class Name-1882 1252 Employ Schedule 5 Employee(s)
TestPartner Test-1465 1197 Employee(s) Schedule & Enroll Employees 1
"MEDIC FIRST AID, CPR, AND AED TESTING™-3444 132 Employee(s) Schedule

Click on the 0 icon, and select Add Training Record for Multiple Employees.

Home Dasr” pard Incidents  Claims Inspections Hazards Observations Corrective Actions RIEILTIT Industrnial Hygiene

| 4
*® Class Catalog Profiles Reports & Analysis Employees Facility_Ins Profile
Add Training Record for Multiple Employees "
Add Training Record for One Employee Upcoming Classes
Add Class to Catalog
Add Prafile mployee(s) Schedule Friday
\ (321/2014)
2025 2792 Employee(s) Schedule
7525
Industrial Ergonomics-1024 2771 Employ: Schedule
Hazardous Waste Site
a-2902 2092 Employee(s) Schedule Worker - 174636-1134 Garn
Physics 1012024 1365 Employee(s) Schedule Racine-WI
Class Name-1882 1252 Employ Schedule 5 Employee(s)
TestPartner Test-1465 1197 Employee(s) Schedule & Enroll Employees a
"MEDIC FIRST AID, CPR, AND AED TESTING™-3444 132 Employee(s) Schedule

You will be brought to a blank Class Schedule Form

March 26, 2014 - Version 5.4 Page 3 of 10



IndustrySafe — Training Class Schedule Guide

3 Complete the Class Schedule Form

3.1 Basic Information
Fill in the basic Information for the Class Schedule Form

=] save Save and Add | | @ Delete || (3 Close || &) Print

| Basic Information | Class Roster | Additional Features | History Section

Basic Information

Business Group * | v |

Region *

Division *

v
¥

Facility * | Start typing name here

Class Name * | T
Description
Erﬂﬂtier'gi'lgryc'ﬂ“ Training Delivery Vendor
s
Hours - Classroom Hours - Field Retraining Cycle

3.2 Class Roster

Complete the Class Roster section and click the Update Class Roster/Results
button.

Class Roster 8 © Top

Date Assigned | 3/19/2014 |
Start Date * | mm/ddfyyyy |ﬁ
StartTime | HHMM |

End Date* | mm/ddfyyy |

Location | |

Instructor 1 @ | v |

Session Notes

Max Size | 0

Invite/Enroll Employees @ @ Update Class Roster/Results
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3.3 Add / Invite Employees

Find employees using the filters in the Filter Employees box. The list of
employees appears in the Available Employees box. You may select multiple

employees at once and use the Enroll ® /Invite ** buttons to enroll or invite
employees. Remove employees from the class by selecting them in the Class

Roster box and clicking the withdrawal button ol

Roster

|=| Save | |=d Save and Continue = Back

- Invited N Invit:
Battery Changer-2943 Y Envolled (5 KnNIted N 4 Invite
9 4 0
Start Date: 03/07/2014 Seats Taken: 9/0
ilter Employees Awvailable Employees View Class Roster
Business Group Select All Unselect All Select All_Unselect All

Abbott, Sophie (empno10009)

Abbott, Gene (empnol10007) - A, P

Region Abell, verdell (empno10018) Abel, Enoch (empno10011) - A, P
i Abel, Karri (empneol0012) Abrams, Gertie (empnol0038) - A, P
Division Abell, Lamenica (empnol0016) ara (empnol10040) - A, P
o Abel, Danita (empno10010) pnol0061) - A, P
Facility Abel, Tameka (empnol10014)

Start typing here

Aaron, Dion I. {empno10000)
Abbott, Evia (empnol100086)
Abel, Misty (empno10013)

* 3

oinette (empnol0073)

Department !
. Abell, Fredricka (empno10015) Adamseon, Young (empnocl0094)
= Abernathy, Dewitt (empno10019) Addison, Angelica (empno10099)
Job Title Abbott, Cedrick (empno10005) Tara, Tara (23)
# Abbott, Odell (empno10008) Tompkins2, Gabriel2 (E1038b)
Profile Abernathy, Ione (empnol0020) .
o Abell, Shaunda (empnol10017) =
Worker Type

Name / Employee Id

Status
Available ﬂ
Due
All v
T Filter

Click Save to save your work and remain on the Class Roster page.

Click Save and Continue to save your work and open the Class Results page.

Click Back to return to the Class Schedule Form.
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3.4 Update Class Results
Click the Results Tab to open the results page.

Results

[E save | | & PrintAll Certificates | e Back r \
Battery Changer-2943 ), Atenced Class (b Passed Class
(1) ¥ 5
r \ view | 100 ~
Attended Hours Attended Pass Class Date Attended Next RE-quH'Ed Date Class No Longer
Class Requir
(& \ }
= GENE ABBOTT & 0.00 ) 03/07/2014 03/07/2017 (2)
(empno10007)
&[4 ENOCH ABEL (empno10011) ¥ 0.00 = 03/07/2014 03/07/2017
& [3 GERTIE ABRAMS i 0.00 ‘ 03/07/2014 03/07/2017
(3) (empnol0038)
& [3 KARA ABRAMS i 0.00 ‘ 03/07/2014 03/07/2017
(empno10040)
B [3 HISAKO ACKLEY i 0.00 ‘ 03/07/2014 03/07/2017
(empnol0061)
B [3 RIMA ACOSTA i 0.00 ‘ 03/07/2014 03/07/2017
(empnol0067)
\*‘5'3 ld  CANDANCE ACUNA ¥ 0.00 ] 03/07/2014 03/07/2017

[EMDANTNANEQYY

(1) On this screen you will be able to mark down who attended the class, the
hours attended, if the employee passed the class, and when the class was
attended.

Note: If your organization has purchased IndustrySafe’s training content add-
on, training results for an online course will be automatically updated. You
will be able to view, but not edit, the results of an online training course.

(2) You can see the next required date in this view, as well as mark that the class
is no longer required.

(3) Print certificates and attach files to employees using the icons next to the
employee names.

(4) Lastly you can quickly view the number of employees who attended and
passed the class.
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3.5 Save and Return to Class Schedule Form

Once you have finished updating the roster and results of the class, Save your
work and then click Back to return to the Class Schedule Form.

Results

=] save | (& Print All Certificates = Back

Battery Changer-2943

Note: Click Print All Certificates to generate certificates for all employees that
passed the class.

(1) When you return to the Class Schedule form, you can quickly see all the
invited and enrolled employees as well as all the employees who attended the
class and all the employees who passed the class.

Invite/Enroll Employees @ @ Update Class Roster/Results
f Employees Invited Antoinette Adair; Chas Adair; Euna Adame; Jaime view mare
Adams; Leida Abner
g
Employees Enrolled Dirk Acosta; Dwayne Acosta; Graham Acevedo; Hisako view more
(1) Ackley; James Abrams
9

Employees Attended James Abrams:; Sophie Abbott; Tammy Abraham; Verdell Abell

4

Employees Passed Sophie Abbott: Verdell Abell

2
Open Enrollment v
Restrict Open Enrollment to * Clare Facilty ¥ (2)
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(2) You can also enable the open enrollment feature to allow any user to enroll in
the class using the calendar feature and restrict the open enrolment to users at

specific location.

If you enable open enrollment, the enrollment will be capped at the number of
employees specified in the Max Size field.

4 Additional Features

4.1 Attach a File

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

Additional Features

Tasks
Events
Attachments

Emails

[= Save | | [ Save and Add | | (3 Close | | & Print

& Add Task
& Add Event
[ Attach File

Egl Send Email
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4.2 Print
To view a print-out of the Class Roster, click the Print button.

Additional Features

Tasks © Add Task
Events @ Add Event
Attachments Attach File

Emails bl Send Email

[=] save Save and Add | | (3 Close || (& Print

4.3 Copy Employees and Results to a New Class
To copy the list of employees to a new class, click the Save and Add button.

Additional Features N © Top

Tasks © Add Task
Events © Add Event
Attachments [ Attach File

Emails &g Send Email

[=] Save | [ Save and Add | (3 Close | | (& Print

When using the Save and Add feature, the list of Employees and attendance
results are copied to the new class.
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5 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.

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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