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About this Quick Start guide

The Quick Start button from the right hand menu brings up this Health & Safety
Guide. If you have received you help file through an email or other means, you
can access it again by:

1. Hovering over Menu Items within Health & Safety
2. Selecting Quick Start

General Navigation tips:

There are two drop-down lists on the left side of the Toolbar at the top of the screen. The left one
allows you to navigate between different modules that MAUS offers. The right hand one allows you to
navigate through the sections within the selected module. In the example below you can see that the
Health & Safety Module has been selected on the left, and on the right hand menu the contents of
Health & Safety are listed on the right.

Health & Safety Menu ltems
KPI Dashboard

Virtual CFO

Health & Safety Activity Register
Milestones and Projects Risk Register

MasterPlan SWMS Doc Register
Documentation Manager

Quick Start

Policies Manager SWMS Document Approval List

Performance Review Training Register .cedu res 'III‘

Staff Planner
Exit Planner Pro

Electrical Register

Corrective Actions

| Company Logs
Consultant Navigator Incident Reporting

| Incident Manager
Mini MBA
Advisory Board
Training Register Chemical &Hazard Register

Diagnostic and Audit Al Register Electrical

A Virtual CFO Full Register
-~

Contractor Register

Site Plans

Checklist Register
H&S Configuration
Audit & Checklist

Check list Master




Activity Register

ACTIVITY REGISTER

Typelal
‘ Add Activity from Library | Add Major Activity ‘ Add Single Activity/Task ‘ Delete ‘ Print List ‘ Generate SWMS Doc ‘
Activity Type Risks / Sub Tasks
Sanding & Preparation, Preparation & Planning, Slips, Trips & Falls, Electrocution, Falls from
mu Sanding Down MINOR gl - Prep HELHULE . :
Heights
[m] E Establishment of site MINOR Slips, Trips & Falls, Manual Handling
mi Installing/repairing pipework MINOR  Confined Spaces, Slips, Trips & Falls, Manual Handling, Electrocution
m| Test service for leaks MINOR  Slips, Trips & Falls
O[] Reinstatement MINOR Slips, Trips & Falls, Reinstatement of excavation

General Planning, Unloading and set up of tools and materials, Delivery of materials & boards,
Instaling rod droppers & channel sections, Hanging plaster sheets (ceiling), Sanding Down
Site Entry & Set Up Equipment, Hot work, Preparation & Planning, Sharp Objects, Insufficient
O E General Planning MINOR Lighting, Insufficient Ventilation, Noise, Falls from Heights, Asbestos, Exposure to UV Light,
Inadequate Training

mpy| Suspended Ceiling Installation MAJOR

[mi Unloading and set up of fools and materials ~ MINOR ~ Slips, Trips & Falls, Manual Handling, Fire, Explosion & Engulfment, Electrocution
O E Delivery of materials & boards MINOR Slips, Trips & Falls, Manual Handling, Being hit by falling objects, Falls from Heights
Slips, Trips & Falls, Manual Handling, Being hit by falling objects, Falls from Heights, Working at
O ps, Trip: X g, Being hit by falling objects, ights, ]
= Installing rod droppers & channel sections MINOR e anarp Metal & Cutting Stee
| Hanging plaster sheets (ceiling) MINOR  Slips, Trips & Falls, Manual Handiing, Being hit by falling objects, Falls from Heights
i Install & Maintain Mechanical Services MAJOR  Establishment of site, Installing/repairing pipework, Test service for leaks, Reinstatement
] E Installing tollet suite: MINOR Preparation & Job Planning, Sanding & Preparation, Power tools, Slips, Trips & Falls, Insufficient
‘Ventilation, Manual Handling
Establishing the site, Installation of taps, Installation of baths, Installing hand basins/vanity units,
m] Fit Out & Finish Off MAJOR 9 : Ps. . 9 g
] fHOutSFinsl Instaling a kitchen sink, Installing a laundry tub, Installing toilet suite
O E Establishing the site MINOR Preparation & Planning, Sharp Objects, Manual Handling. Site not being secure
[mi Installation of taps MINOR ~ Drowning/Flooding, Slips, Trips & Falls
O E Installation of baths MINOR Protection of Electrical Equipment, Being hit by falling objects, Using a grinder
0 Instaling hand basinsivanily unis. winor  Preparation & Job Planning, Sanding & Preparation, Using a hole saw, Electrical leads, Tuming

on power, Using a welder, Turning off electric welder, Slips, Trips & Falls, Manual Handling

The Activity Register can be used to create a controlled register of business activities carried out
by staff. The register integrates with several other features of the Health & Safety module.

To get started, you can add an activity from the predefined library or create one yourself:

To use activities from the library:
1. Click Add Activity from Library. | sqq activity from Library ‘

2. This will display the Activity

lerary- Activity ®Major  OMinor
3. Select which activities you’d like to [ teececan |

~

[ Confined Spaces

include. You can choose as many as

[J Demolition

you’d like from the Major or Minor lists. O Drainage Services
Energised Electrical Installations

4. Once you have selected your activities, ) eeaemstion of 1om
click Submit. 7 Fire Services

[ Fit Out & Finish Off
Install & Maintain Mechanical Services
[] Installation of insulation to walls and ceilings

[ Locate & Clear Choke using Water Jet

v

| \ | Search Activity |

Select from available activity above then click button SUBMIT
SUBMIT | CLOSE




Add a Major Activity:

1. Click Add Major Activity.

Add Major Activity

2. This will bring up the Add
Major Activity window.

Step 1. Define the activity.

Step 2. Include and/or create tasks — you
can create new ones if you’d like by
clicking Add New Task.

Step 3. Link the activity to an existing site,
or you can add a site by clicking Add Site.

Add a Single Activity/Task:

Add Major Activit

Step 1 Define Activity
Activity:

Step 2  What tasks are required to complete this activity ?

Add New Task Selected Activity: Edit Task

[ Complete example task

Select >>

Search Task

Step 3  Is this activity related to a particular site(s) or general ?

Site:| |

Add Site

1. Click Add Single Activity/Task.

Add Single Activity/Task

2. This will bring up the Add
Task/Single Activity Window.

Step 1. Define the task that is being carried out.

Step 2. Include and/or create risks that relate to
the activity.

Step 3. Link the task to an existing site, or you
can add a site by clicking Add Site.

Additional Activity Register Features:

To Delete Activities
1.
side of the screen.

Click the Delete button. Delete

)

What is the task that needs to be carried out?
Activity:

step 1

Step 2 What are the risks ?

Risks: | Add New

-

Step 3 Is this activity related to a particular site(s) or general ?

Sites: | ~ | Add New

Tick one or more of the activities listed in the Activity Register using the tickboxes on the left

You will be prompted to confirm if you'd like to delete your selected items.



To print your entire activity list
1. Click the Print List button.
2. This will open your default print setup window.

Print List

3. Apply your own print settings, and print when ready.

To Generate a SWMS Document
1. Tick one or more the activities listed which you would like to

include in your SWMS Document. SIIEEISA

2. Click Generate SWMS

Document. .
Title Demolition by hand and other(s) Policy Ref. No
3. This will bring up the . , :
Place/Location 2 Version: Major 1 Minor 0
Generate SWMS
Principal Contractor Your company name goes here Principal Contractor Contact Number
Document by ACtiVity Project Mgr/ Spv Tony Goadwin Project Mgr Contact Number
Wi n dOW. Other Contfractor (PCBUs) Other Contractor Contact Number
4_ C||Ck the Submit Person Completing the SWMS Tony Goodwin Person Completing Contact Number
bUtton to ﬁnalise your Work Scope Demolition by hand and other(s)
Position Reviewed by ony Goodwin
SWMS document ’ e
WhICh W|” generate pagebreakoneveryaclw\ty
and redirect you to SuBMIT
the SWMS Document
Register.



Risk Register

Health & Safety - Menu Items
RISK REGISTER
Group AL ]| e Probabilty  [All v
Category  [AL | e Impact Al v Identified By AL 9
Tag AL [ e Priority P complete AL v
‘ Add Risk from Library ‘ Add Risk ‘ Delete ‘ Set Risk Matrix | Print List | Generate ‘ Generate SWMS Doc ‘ (lipdatainaty
,.
Risk Probability __Impact Priority _Source ActionPolicies KPIs Training % Comp __Target Comp
0 |...] confined spaces Rare v| [nsignificant [v] [High | | General - [m] O 50 [1ssseps | E
O || Backilling Procedures Rare v [msignificant [v] [High v| | GeneralPeople ~| O O O O [ E
O |...| Unsafe oxygen levels Rare v | nsignificant [v] [High || General ~ o o o O o B
[J |... Enteringa Confined Space | Rare v] | nsignificant [v] [High || General M o O [m] o e
O |...| slips, Trips & Falls Rare v| | nsignificant [v| [High || General People | [ (] ] (m] (] E
0 |...| Untidy work areas Rare v| [ Insignificant [v] [High v| | General <00 0O O b [ =\
O |...| Fire, Explosion & Enguifment | Rare ~| | nsignificant [v| [High v/ | General M [m] O (m] o ]7:
0 |...| orowning/Fiooding Rare <] [nsignificant [v] [High || General ., 0o o O o e
O || Unauthorised Access Rare v| [nsignificant [v| [High | | General - o o o O b E
O [...] insufficient Ventilation Rare «| [significant [v] [High | |Generalpeople v, [ [ 0O O b [ B
0 |...] nsufficient Lignting Rare v| [msignificant [v] [Wigh o] |GeneralPeople v, O O O O 0 e
[ |u.| Noise Rare v| nsignificant [v| [High || General v O [m] [m] [m] o B
[ |...| Manual Handiing Rare v| [ msignificant [v] [High v| Generalpeople v/ O O O O [ [ =
0 [, Sontactwin overmeador | pyre “] | insignificant [v] [High | | General .0 O o o P Ev
<

The risk register allows you to create a repository of risks that a business will face during its
operations. There are several functions within the risk register such as defining and adding a
risk, defining a risk matrix, and generating SWMS documents based on specific risks.

Adding a Risk from the Library
1. Click Add Risk from Library.
2. This will bring up the Risk Library window.

3. Tick one or more risks that you wish to add to

Add Risk from Library |

the risk register. Y (i -
. Risk
4. The Search Risks button lets you search for ® select A1
[ Asbestos
specific risks based on keywords. [ BackSiling Pracedures
5. Click Submit once you have selected the risks [ Being struck by moving iaffc
Collision with other vehicles
that you want to add. O Confined Spaces
6. You W|” now see your I‘ISk reglster be [ Contact with overhead or underground services
. . [ Contact with overhead power lines
populated with the risks you selected. O3 Demolition by hand
Dig sump holes at low paints
O Drowning/Flooding

Search Risks

Select from available risk above then click bution SUBMIT
SUBMIT CLOSE




Adding a New Risk
1. Click Add Risk.

2. This will bring up the Add New Risk window.
3. Here you can enter in all of the details for [EEEEE e

Add Risk

Tibe Example New Risk Uibrary Low Risk
the new risk such as: =
a. Dates of creation and review CateCrested. 238092015 1039 Last ModHcatens
. . . Hext Rewew _,
b. Descr|pt|on of the risk esrpion e o e desrton for b ko e arow .
Calegory | General -
c. Chemicals & Activities which link mo L -
to their corresponding registers. oy e —
d. Further specific information such | | S T
as group, catego ry, ta gs, ‘:‘p:cwz\:ea:\‘:zfrvnu nave dentinea it ek 10 e 20 sy
(Obstructed view of driver (Cuts and abrasions
. .o Lack of direction’signage from workees iSpeains, break(s) of bones
priorities, and many more. e

Beath

4. Note the other tabs in this setup;
Controls, Rating, Audit Checklist, and
Attachment.

a. Controls refers to information that involves managing the risk you are adding.

b. Rating allows you to edit the Risk Matrix for the risk you are adding, so that you can
select the risk levels before and after controls have been put in place.

c. Audit Checklist lets you add existing, or create new checklists which relate to the risk
you are adding.

d. Attachment is where you can add upload a document that is associated with the risk

Who lse was consultedinvolved in preparing this assessment Referances.

you are adding. .
5. Once you have finished adding in details for the new risk, click the Save icon H

Set Risk Matrix

1. Click Set Risk Matrix. Set Risk Matrix
2. This brings up the Set Matrix for Risk  Emmmms
Calculation window. How 0 st Fisk Cacuaton
3. Clicking the Matrix Type drop down 2 Change the descrlon,  neeced
list lets you choose the size of the risk " MotrxCalelation | Update Desrption
matrix Walix Ty 5.5 mats 7
4. You can also add a description for the Tﬁbw;ﬂmme N ——
matrix in the Update Description tab. scen N o | o
5. Click the Save icon when you are ooy [ oo | e | T
finished with entering details. - __
cvwey [ o | T [ lowmse | owms |
1R g | dgnmse | MGERS | owk || lowks |




Generate Risk

To use the questionnaire wizard to generate a risk:

1.

Click Generate.

Generate

This brings up the Generate Risk from Questionnaire window.

Select which questionnaire you wish to use
and what other details you require.

View List lets you see a list of previous
guestionnaires that have been filled out.
Click the Next button to move on.

Select the questions that will be created as
risks, then click Next.

Choose the Group, Category, Risk Source,
and Tags for the Risk.

Click Submit to generate the new risk in the
risk register.

Additional Risk Register Features

Deleting Activities

4.

5.
6.

_ Generate Risk from Questionnaire i

”
Generate Risk - STEP 1 of 3

= Prev || Net =

Questionaire Wiork Place Health & Safet
Tag A

Depariment | Area

Date from| 23/Mar/2015 [ untl| 23/5ep/2015 =]

Rating 1w

View List

Date Created By Title Score (%)
1104/201511:54:27 AW Tony Goodwin Work Place Health & Safety 0
UD4I2015 11:57:49 A Tony Goodwin Wark Place Health & Safety 6

Tick one or more of the risks listed in the Risk Register using the tickboxes on the left side of the

screen.

Click the Delete button. Delete

You will be prompted to confirm if you’d like to delete your selected items.

Printing a List of your Activities

4.
5.

Click the Print List button.
This will open your default

Print List

print setup window.

6. Apply your own print settings, and print when ready.

Generating a SWMS Document

5. Tick one or more the Risks listed that you would like to include in

your SWMS Document.

Generate SWMS Doc

10



6.

7.

Click Generate SWMS
Document.

This will bring up the
Generate SWMS
Document by Risk
window.

Click the Submit
button to finalise your
SWMS document
which will generate
and redirect you to
the SWMS Document
Register.

B Gen SWMS Doc by Activity b3

Title Demolition by hand and other(s]

Place/Location 2 [

Principal Contractor Nour company name goes here ]
Project Mgr / Spv Tony Goodwin

Other Contractor (PCBUs) |

Person Completing the SWMS Tony Goadwin

Work Scope Demolition by hand and other(s|

Position [

page break on every activity

SUBMIT

Policy Ref. No [

Version: Major 1

Minor 0

Principal Contractor Contact Number |

Project Mgr Contact Number [

Other Contractor Contact Number |

Person Completing Contact Number |

Reviewed by [Tony Goodwin

11



SWMS Document Register

SWMS Document Register

Title [ | Principal Contractor [
Location [ | Project Manager [
| MNew Document | Print List | Delete | Archive | Email | Copy |

Rl

Title
O |Z| Sharp Metal & Cutting Steel  Example location

Demolition by hand and
other(s)

Location Risk

Sharp Metal & Cutting Steel

Activity
channel sections

example task

Installing rod droppers &

Demaolition by hand, Complete

Version Last Modified
1.0 23 Sep 2015

1.0 23 8ep 2015

The SWMS Document Register allows you to create a repository of SWMS documents that your business
can use it day to day operations. You can create SWMS documents based on activities or risks from the
corresponding registers, or by uploading your own documentation which can then be amended or
dispersed.

Creating a New SWMS Document
To add a new SWMS document into the register:

1.

N

Hover over New Document
Select either:

Mew Document

a. Add Document.
b. Generate by Risk (Refer to Page 8).
c. Generate by Activity (Refer to Page 5).
Click the Add Document button to bring up the Upload
SWMS Document window.
Click the Select button to attach a SWMS file.
Fill in all of the fields with the relevant information for your

SWMS document.
Click the Submit button to add the :iswmmem |:‘|‘ Palicy Ref No —
PlacelLacation 2 ] \ersion Major[ 1 Moo |

SWMS document to your SWMS

MNew Document Print List D

| Add Document

Generate by risk
Generate by activity

T Bl

Register.

Principal Contractor
OtherContractorPCBUS) ||

Person Completingthe SWMS Tony Goodvin |
|

Project Wgr/ Spv

Position
Waork Scope

]

Orisk Cactivity Osite
Related Information

SUBMIT

[ -

Principal Contractor ContactNumber ||
L 1
L 1
Person Completing ContactNumper [ ]

Reviewed by fony Goodvin

Project Mgr Contact Number

Other Contractor Contact Number

12



Sending a SWMS Document for Approval

To send a SWMS document to another staff member to be approved:

1. Tick one or more of the SWMS documents in your SWMS register.

Email

Click Email.

This will bring up the Send SWMS

Document window. T

SUBJECT: SWMS Document

4. Enter in the email address, or click the SO Doe [ ot 4 Neod approva

Plus (+) icon to add email addresses

SUBMIT
from hub user accounts.
. . X ‘i| 4 % 42 2 %+ 9 v v |[paragraph st... | Font Name <[ Real -Hi‘

5. Click Submit to send the email. BB U EEEER FEEEO-B[A- G- F|

Attention all staff/icontractors,
Are you aware of the following risks/hazards?

Please read the linked SWMS document that can be accessed below. Review the risks and
associated controls that have been put in place.

Before proceeding with any work you need to click the APPROVE butten in the form to
indicate that you have read, understood and will abide by these safe work practices.

If you don't agree or wish to discuss the document then please enter comments in the space
provided.

Regards,

Tony Goodwin

Additional SWMS Document Register Features

Deleting SWMS Documents
7. Tick one or more of the SWMS Documents using the tickboxes on the left side of the screen.
8. Click the Delete button.

Delete
9. You will be prompted to confirm if you’d like to delete your selected items.

Printing a List of your SWMS Documents
7. Click the Print List button.
8. This will open your default print setup window.
9. Apply your own print settings, and print when ready.

Print List

13



SWMS Approval List

A CTTE |

SWMS Document | |

Sent To | v

Approval: DConsidermg Minor Version Approval

| search || £E) save as xusx | Legend lJAPPROVED  NOTIFIED [REJECTED

[SWMS Document ersion ony Goodwin lames Smith Uohn Marsden ICiaran Example [Christine Palmer
Demalition by hand and other(s) 1.0

Safe Ramps and other(s) 1.1

The SWMS Approval List provides a description of all of your SWMS documents that have been

sent for approval. It follows a simply traffic light system comparing SWMS documents against
users. By adjusting the search criteria you can easily see which users have been notified of a

specific SWMS document, and if they have Accepted or Rejected the document.

e Approvals are Green
e Notifications are
e Rejections are Red

Exporting the SWMS Approval List
To export the SWMS Approval List:

1. Click Save as XLSX. P Save as XLSX |

2. This will open your download window for your browser.
3. Savethefile, or open it straight away in MS Excel.

14



Training Register

A [TTETE |

Category | All category A
Certificate | All certificate |
Employee | All employee |
Issue Date
from| 24/Mar/2015 | [F5 until| 24/5eps2015 |
Delete || Add Cert/lic || Add Training |
X N\
By Employee |\ By Training N:--. By Cert/Lic
Employee Cert/Lic Cert/Lic # Expire Date  Training Provider Issue Date
; - Confined Spaces
& O Christine Palmer Entry Permit Health & Safety Course OSH AUS 24 Sep 2015
' [] Christine Palmer - 65438 24 Sep 2016 H&S level 3 0OSH AUS 24 Sep 2015
£\ [] Ciaran Example gg;‘;’i‘fd Epacesny Health & Safety Course 0SH AUS 24 Sep 2015
C\ [] James Smith gg;‘;‘;‘fd Spaces Entry Health & Safety Course 0SH AUS 24 Sep 2015
£ [] Johin Marsden Coninad Sipaces Entry Health & Safety Courss  OSH AUS 24 Sep 2015
£ [] Tony Gooduwin Gonfined Spaces Enty Health & Safety Course OSH AUS 24 Sep 2015

Adding Training Details for a User or Employee!
To add in training details:

1. Click Add Training. | Add Training |
2. This willbring up the Training Info [ R
win dOW. L:$Ieng Example Training ]
3. Enter in the details of the training. Cotegary  [External 2=
a. Youcan add or create Provider | 0SH AUS =]
categories and providers Date from | 24/5ep/2015 | [ until| 24/5ep/20ts [
Location
b. Choose a date range
c. Select the cost and which
. Cost: o
employees took part in the —— =
training
attachment | Select
d. Add any relevant
attachments such as Notes
documentation or
information about the course
4. Click the Submit button to add the
training into the register. °

L Employees are staff members that do not login into the MAUS Hub. Users are staff members that have their own
login details and an associated email address.

15



Adding Certificate Information for a User or Employee

To add in certificate details:

1. Click Add Cert/Lic. Add Cert/Lic
This will bring up the Certificate Info | & certificate In
window. i . .
3. Enter in the details of the Certificate. corflote Lo M
a. Select the employee and the . e |8
certificate, or create a new SieDae |
certificate by clicking on the REEIED | s =

Ellipses button.
b. The Select button lets you upload a || 1.iing

Name

Detail information about training to obtain the above certificate

certificate. e OO =
c. The Download button lets you Fuim (I b |
. Date from | 24/Sep/2015 | i until| 24/Sep/2015
download a previously uploaded e
certificate.
4. Click the Submit button to add the Cost: .
certificate into the register. SUBMIT

Exporting the Training Register List
To export the Training Register List:

1. Click Save as XLSX. Save listas XL5

2. This will open your download window for your browser.
3. Save the file, or open it straight away in MS Excel.

Additional Training Register Features

Deleting Activities
1. Tick one or more of the training register entries using the tickboxes on the left side of the
screen. ]
2. Click the Delete button.
3. You will be prompted to confirm if you’d like to delete your selected items.

Delete

Searching for Specific Criteria
1. Select a Category, Certificate, Employee, or Date Range.
2. Click the Search button.
3. You can also filter by Employee, Training, and Certificate by clicking on the corresponding tabs.
a. The Save List as XLXS button will give you a list based on your filtered search.
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Electrical Equipment Register

A CITTE |

ELECTRICAL EQUIPMENT REGISTER

| Add | Delete | Print List |

Site:  [Allsites vl
Contractor| All Contractors vl
User | &l Users vl
Equipment Plant/Serial No. Inspection Date Next Inspection Electrician
] E Power Drill - T4A3 6653E 16 Sep 2015 24 Jun 2016 Josh Richards

The Electrical Equipment Register can be used as a repository for all electrical equipment used for work.

Adding Equipment to the Register
To Add Equipment to the electrical register:

1. Click Add Add |
Thing brings up the Electrical Equipment BT e 1 —————————
Register window. Q
3. Enter in the details for the piece of Ecuipment e T T3 |
equipment. Serial No. 6053E ]
a. You cantag a site that relates to Lpht Date lp:i!Sepﬂs B

the piece of equipment, or click

Next Inspection Date| 24/Jun/16 | [55

Add New to create a new site.

Electrician |Josh Richards. |
4. Once you have entered all relevant details, | <Rt foz01465 ‘
Company Owned ®ves ONo
CI|Ck the Save button. Site | example site M|
Contractor | james brown M|
User | Tony Goodwin |

Additional Electrical Register Features

Deleting Equipment Entries
10. Tick one or more of the SWMS Documents using the tickboxes on the left side of the screen.
11. Click the Delete button.

| Delete |
12. You will be prompted to confirm if you'd like to delete your selected items. _

Printing a List of your Equipment Register
10. Click the Print List button. | Print List |
11. This will open your default print setup window. I
12. Apply your own print settings, and print when ready.
a. Filtering the Site, Contractor, or User will change the list to suit.
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Corrective Actions

e T
Project status:
®not Complete  OComplete
Corrective Action - Add New Project
Task Accountable User Due Date % Complete

24 Sep 2015 & (]

Task Status Criteria = ot Tosk
@1 Ocompleted ONot Complete =] pdate Tosks
No Task for this project
[E Mark as Completed Project (=) Print List [ Send email

Tog out

The corrective actions plugin for Health & Safety uses the same method as the MAUS Projects

& Milestones Module. This module allows you to create tasks within the Corrective Actions
Project and assign these tasks to users. You can also email users, and print off lists of tasks.

Adding a Task
To Add a Corrective Action Task:

P wbhe

Type the name of the task into the Task field.

Click the Ellipsis icon to add an accountable user.

Add in a due date, and a percentage of current completion.
Click the Update Tasks Button. EJ Update Tasks

Updating Existing Tasks
To Update an Existing Task:

P wnNPR

Click the Magnifying Glass button.
This will bring up the Action of Corrective Action window.
Add additional or amend any existing details of the existing task.

Click the Save button to keep your changes and close the window.

Additional Corrective Actions Features

Printing a List of your Corrective Actions Tasks:

1.
2.
3.

Click the Print List button. Print List
This will open your default print setup window.
Apply your own print settings, and print when ready.
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Emailing Tasks to Employees:

1.

e W

Click the Send Email button.

This brings up the Sending Email — Project Status window.

Enter the email address/es, and CC anyone you’d like as well as adding a subject.
Edit the contents of the email if you wish.

Click Submit to send the email.
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Incident Reporting Manager

Injury Date Range: | 25/0ct/2014 B 25/5ep/2015 B

O Category - Near Miss v
O Type - Equipment W
O Injury Mo. :
Search Print New
Incident No. Incident Time Category Type I:;?Jtraeld Injured Person(s)
L IN2015030001 27/03/2015 3:47:48 AM Dangerous 5,01 1 tony goodwin

Incident

The incident reporting module within Health & Safety allows you to log incidents to a high level
of detail for audits and quality control purposes.

Adding an Incident to the Incident Manager
To Add an Incident:

1. Click New Incident. New
2. Fill out the information in the Details of Incident section.
a. Note all sections with red asterisks are mandatory.

Incident No [STATUS: NEW] B swvemncgent |
Reporting Person: Tony Goodwin —

Reporting Date:  2015-08-25 03:36:16 |£] Create Adtions |

Visiole fo, DAl users | Tony Goodwin - & pdntboc |
Noltiy to
Details of Incident | Details of Injured Person(s) '\ | Details of Witness | " Remedial Actions ' Consequences
Incident Time: 25/56p/2015 03:36 ©
Incident Categary: * | - Please Select - hL )
Incident Type: * | - Please Select ML)
Division / Are

| - NONE — M|
Location of incident / accident *

Activity engaged in:

Supeniisor On Duty

Description: * Describe how and what happened (please give full details & include a diagram, if appropriate. Use a Separate sheet if necessary.
Please include car registration number if reporting a Motor Vehicle Accident):

What Caused the incident [ Machinery & equipment

] Tools
[ knife

[ Furniture
[ Floor
[] Etectrical
[ person
[ vehice
[ Fload

Incident Investigation:

attachment —

Dovinload Remove file View fie

3. Ifyou'd like to add an attachment alongside the details, click the Select button near the
bottom of the page in the Attachment section. You can view or download that file later.
4. When ready, click the Details of Injured Person(s) Tab at the top of the page.
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Details of Injured Person

1. Here you can enter the specific details about the person who received the injury.

2. In the Injured Person(s) List at the
bottom of the page you can also click
New Person to add additional people
to the same incident. If you
incorrectly enter details or need to
remove a person, you can click
Remove from List.

3. Once you have finished entering
details, click Save to List.

4. Once you have added at least one
person to the list, you will the some of

Details of Incident Details of Injured Pesson(s) Details of Witness Remedial Actions Consequences

Details of Injured Person:

g

the tabs at the top are no longer greyed out.
5. Select the Details of Injury tab to move on.

Details of Injury

1. Enter the details of the injury by ticking the
relevant boxes for the incident.

a. Note that the areas with Asterisks
are mandatory.

2. You can add in additional comments in the
two text boxes in the middle to provide
additional explanations of the injury.

3. Click on the Details of Witness tab to move
on.

Details of Witness

1. Inthis tab you can select if the witness to
the injury was within the organisation or
not by clicking the Type: radio box
options.

2. The Name field is mandatory.
Click Save to List to confirm the witness
you have entered details for, and click
New Witness if there are additional
withesses.

4. Click on the Treatment tab to move on.

Sumame: *
FirstName: *
Date Of Birth: 25/Sep/2005 [}
Phone (H)
Phone (W
S ate CFemale
Address
Status ofinjured Person: * Emplayes "
‘Casual OFull-Time OPermanent PIT @ 0mer
Experience in job * ot appicatie
Employes 1D Save tolist
Injured Person(s) List
Wew Person emarve from Lst
Seq| First Hame Sure Name. Date of irth Sex
Mo Injured Person
Nole: You hiave lo enter Injured Person information. AL least one
Save inogent
Prt
Detads of Incident | Detaits o Ingured Personds; Detas ot iy Detais of Vitnes stmert ' Remedi Actions | Consequences
wre injury ant Location: at et e .
? L] o [ Hesd
O ] Neck
i N ot o sbamiion 1 Trunk -
- How f6.8. Tak. grabbed by person, m What e.g. forniture, another person, Pet water
2 the mpres person 2 wee
Details of Incident '\ Details of Injured Persan(s) Details of Injury | Details of Witness Treatment Remedial Actions | Consequences
Detadls of Viitness
Seq 1
Tipe: ®intemal CExtemal
Employze ID 546878
Name: * James Erown
Address 123 exampie road
Phane (H) 666555 444
Phane (W) marn Save totist
‘Witness List
Hew Winess [remone from st
Seq Name Type PhoneiH) Phanel\}
1 James Brown 1 666 555 444 et
Note: You 60 N0t Rave 10 enter witess informanon.
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Treatment

1. Fill out the required information if there was treatment required.

a. You can select if first aid was given, provide reference information and supervisor

information.

2. Click on the Remedial Actions

tab to move on.

Remedial Actions

1. Select from a library of
remedial actions which ones
are being or have been taken
to mediate the injury or its
cause to prevent it
reoccurring.

2. Enterininformation about
how this can be prevented in
future.

3. Click on the Consequences
tab to move on.

Consequences

| petais of Incident "\ Detail of Injured Person(s) '\ Details of Injury

Details of Witness | Treatment

| Remedial Actions |

Consequences

First Aid Administered Ores ®Ho
Treatment

Referred To

First Aid Attendant

Supenisor responsilble

Details of Incident ' Details of Injured Person(s) | Details of Injury

| Details of Witness |

Treatment | Remediol Actions |

Consequences

Remedial Actions: [ Conduct task analysis

[ Re-instruct persens involved

[] Improve design / construction / guarding

[0 Conduct hazard systems audit

[ Improve resident /staff skills mix

[ Add to inspection program

[ Develop/ review tasks procedures

[ Provide debriefing and/or counselling

[ Improve communication / reporting procedures

[ Improve work environment

‘What, in your own words, has been implemented or planned to prevent recurrence:

Action completed:
Supenisor
Supenisor Tile:

[ |

Completed Date:

1. Here you can enter the fields to depict the hours, and the financial costs associated with the

incident that has occurred.

. Details of Injury

- ~
Y Details of Witness  \, Treatment

. ; N
Y Remedial Actions ] Consequences

Details of Incident \'-. Details of Injured Person(s)
Time off Work 0.00
Medical Cost 0.00
Stop Work Cost 0.00
Legal Cost 0.00
Equipment Cost 0.00
Other 0.00

@ B e

hour(s)

2. Tofinalise the incident, click the Save Incident button at the top of the screen.

E] Save Incident

Note: The Save Incident tab is in every section. Click this tab to save the incident.
You can only save an incident once you have logged the details of the injury

Incident Register Additional Features

Editing an existing incident

1. Click the Magnifying Glass icon to enter an existing incident and make changes to it.
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Printing a List of your Incidents:
1. Click the Print List button.
2. This will open your default print setup window.
3. Apply your own print settings, and print when ready.

Searching for Specific Criteria
1. Select a Category, Type, Injury Number, or Date Range.
2. Click the Search button.

Print List
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Health & Safety Incidents Register Configuration

This section allows you to customise the information that is in each of the sections below:

e Incident category
e Incident type

e Incident caused
e Status person

e Work experience
e Nature of injury
e Location of body
e Qutcome

e Remedial action
e Division/Area

e Cost label

The Health & Safety Incidence Register Interface

The image below explains the functions of the configuration interface, and which buttons can be used to

customise the Health & Safety module.

Type text to

Search text under each search/create new

category to edit the
information

INCIDENT CATEGORY
At Yt
Text

Search

L) Toxt oot 71
&AW S
A VS

.

The sections that
are customisable

Creating a custom entry
1. Select the section you wish to customise.
2. Click on the New button.
3. Enter the details of the new category.
4

Mew

INCIDENT CATEGORY
1D:

Set it to active or not active (active will be Sequence:
displayed in the incident register). Text ® Active ONat Active
5. Click the Save button to save the new gl”;;:;im:
category.
‘0 Cancel |

... Creating new

information for

" the sections

| a Save |
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Contractor Register

A OO |

CONTRACTOR REGISTER
Name [ |
‘ SEARCH || Add | Delete | Print List |
Short Name ABN/Business LicLicense No. Contact Person Email Phone U{\:l'::je Insurance
O IZI JB 34535 12 james brown JB@jb.com | v
O IZI Example 5437811 00399401 Graham MAUS ple@ le.com.au0416 1123 3456 i

The Contractor Register is where you can store information about contractors that are entering
worksites temporarily and need their paperwork securely stored and accessible.

Adding a Contractor to the Register
To Add a Contractor into the Contractor Register:

1. Click Add. Add
2. This will bring up the Contractor
Register Window. T e
3. Enterin all of the relevant contractor Sortactr i LL
information. st =T
4. Click the Attachments tab to add a file iy Doy e
alongside the details. b o
5. Click the Save button to keep the :::v im.,.,.u.
information and close the window. .?”;.m ::” =
Z;’Zm“““ oo Frre B9
Additional Features of the Contractor Register
Deleting Contractors from the Register
1. Tick one or more of the Contractors using the tickboxes on the left side of the screen.
2. Click the Delete button. m

3. You will be prompted to confirm if you’d like to delete your selected items.

Printing a List of your Contractor Register
1. Click the Print List button. | Print List
2. This will open your default print setup window.
3. Apply your own print settings, and print when ready.
a. The search function allows you to filter the list before you print it.
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Site Register

A CITTE |

SITE REGISTER

| Add | Delete | Print List | Generate SWMS Doc |

O IEI example site Complete example task

o

Constructions Zone XYZ

Demalition

The Site Register allows you to create a work site and include details about activities and risks which

relate to that specific site.

Adding a New Site
To Add a New Site to the Site Register:

1. Click Add.

2. This brings up the Add Site window.

3. Enter the name of the site, and select any
relevant activities.

4. Click the Save button to keep your entry
and close the window.

5. To edit the site information click the
ellipsis button.

Generate a SWMS Document
To Generate a SWMS Document Based on a Site:

1. Click Generate SWMS Doc.
2. This brings up the Gen SWMS Doc by Site
window.

3. Addin any details to the SWMS document.

4. Click the Submit button to finalise your
SWMS document which will generate and
redirect you to the SWMS Document
Register.

Additional Features of the Site Register
Deleting Sites from the Register

Ste Erample Site 174
Auatable Actidty ®Magr OMinor o Selected Aty n this site
[ example Activity
& pemoition
[ At Cut & Finish Off
[ instail & Maintain Mechanical Services
] Suspended Celing instaition 200>
== REMOVE
‘ Generate SWMS Doc ‘

& Gen SWMS Doc by Site X

Title xample site Policy Ref. Ho

PlacelL ocafion 2 xample site Version: Major 1 Winor 0

Principal Contractor Hour company name goes here Princigal Contractor Cantact Number

Project Mgr | Spr Tony Goodwin Project Mgt Contact Number

Other Contractor (PCBUs) Other Contractor Contact Number
Persan Completing the SWHS Tony Goodwn Person Compieting Contact Number
Work Scope Example site

Position Resiewed by Tony Goodvin

[¥] page break on every acthity

SUBMIT

1. Tick one or more of the Sites using the tickboxes on the left side of the screen.

2. Click the Delete button.

| Delete |
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3. You will be prompted to confirm if you’d like to delete your selected items.

Printing a List of your Site Register

1. Click the Print List button. Print List

2. This will open your default print setup window.
3. Apply your own print settings, and print when ready.
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Chemical/Hazardous Goods Register

a |
CHEMICAL /| HAZARDOUS GOODS REGISTER

Praduct Name: |
Labelled ®an Oves Ono
SDS ®a1 Oves Ono

Hazardous ®al Oves UNo

| Search ‘ Add | Delete | Print List |

Product Name Application Labelled SDS is Hazardous
O E Example Test... Y Y Y
[ E Asbestos Y N N

The Chemical and Hazardous Goods Register allows you to enter the details of any chemicals that are
encountered or might be encountered within your work operations.

Adding to the Register
To add a Chemical or Hazardous Good to the Register:

1. Click Add. Add |
2. This brings up the Add Chemical window.
3. Add in the details of the new chemical =
including any labelling or SDS R
documentation which can be uploaded by m———
clicking the Select button. S ®¥es Oto
4. You can also add relevant risks which relate | = RS
the chemical, or add a new risk entirely by Suppared s o doc et
clicking Add New. e g
5. Click the Save button to close the keep o | s
changes and close the window.
a. Clicking the Ellipsis button will let . ,

you edit an existing chemical.
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Additional Features of the Chemical Register

Deleting Chemicals from the Register
1. Tick one or more of the Chemicals using the tickboxes on the left side of the screen.
2. Click the Delete button.

Delete
3. You will be prompted to confirm if you’d like to delete your selected items.

Printing a List of your Contractor Register
1. Click the Print List button. Print List
2. This will open your default print L setup window.
3. Apply your own print settings, and print when ready.
a. The search function allows you to filter the list before you print it.

Searching for a specific Chemical

1. Filter your search by changing the options in the upper left of the register.
2. Click the Search button.

a. This will impact the printed list which only includes what is displayed when you click
Print.

29



Check List Register

Health & Safety v Menu ltems

CHECK LIST REGISTER

Category ALL
Check List All
Period from| 25/Mar/2015 [ until] 25/5ep/2015 5]
Report View ) Personal ® Session
Conduct New Checkist Search Delete
Date Check List Attendance Info

O || 28May2015  CheckList 1 visitar(s): JB

[0 |..., 25Sep2015  CheckList 1 employee(s): Tony Goodwin

The Check List Register allows you to conduct a new check list which employees can fill out when on a
site. The check lists are based on ones created in the Check List Master page.

Conducting a New Checklist
To add a new check list to the register:

Click Conduct New Checklist. Conduct New Checkiist

This brings up the New Check List Entry @

window.

3. Thisis a step by step wizard where you can -
enter in the details of the check list at each
page, and then use the Next button to s o
progress through. The Prev button returns you S
to the previous page.

4. On the last page, tick the Ready for the final
inspection tick box, and then click Save.

a. Clicking save at any stage through the
checklist will keep what you have

entered and give you a percentage based on how far through the wizard you are.

Additional Features of the check List Register

Searching for specific Check Lists
1. Specify a category.
2. Specify a Check list.
3. Choose a date range you wish to search within.
4. Click the Search Button.

Adjusting the View
1. The Report View radio buttons allow you to view by either Personal or Session check lists.
2. The Personal View allows you to view percentage completion for each checklist for each
individual, whereas the Session View displays who has attended or used a specific check list.

30



Check List Master

A T |

CHECK LIST MASTER

Title: | |

E E CheckList

The Check List Master allows you to add new check lists, and view and edit the existing check lists.

Adding a New Check List
To Add a New Check List:

1. Click New. New

2. This will bring up the Check List
Maintenance window. Fdit Tree structure / check st

3. Enter the Title, and then click the
Next button.

File

H ¥ 22alae®

(=l Example Check List

I= Section One

4. The next page is a tree structured
document manager. You can create Erample westion Tree

Example Question Four

headings and questions, re-order
items, and create a logical flow for
the questionnaire.

5. Once you have created a
guestionnaire, click the Save button.
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