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INTRODUCTION

The HRP Associates Inc. Environmental Health & Safety Management Information System Version 2 (EMIS2) has
been developed to assist your organization in managing it’s EH&S needs and maintaining regulatory compliance.
EMIS2 was created using HRP’s 30+ years of experience and unique understanding of the roles, responsibilities
and needs of todays EH&S professionals and their requirements for a software solution.

EMIS2 SOFTWARE DESCRIPTION

EMIS2 operates through a standard web browser and is installed on a server within your organization allowing for
multi-user access. It incorporates powerful security features that establish authorization to ensure the safety and
security of the documents and information stored within the EMIS2.

The standard EMIS2 software consists of four data management modules designed to organize your
environmental, health and safety, and training data and documentation. Descriptions of each of the four
standard modules are provided below.

Each EMIS2 software package is customized to meet the specific needs of its user. As such, the screens and images
displayed in this document may not match exactly the screens of your EMIS2 system and some of the capabilities
and functionality shown may not be included in your EMIS2 system.

If you are interested in adding any functionality to your EMIS2 system or customizing it further, please contact HRP
Associates, Inc. for details.

Document Manager

The Document Manager is designed to maintain your EH&S information in an
organized, easy to locate manner. Your data and documentation can be
organized within the Document Manager in any manner that you choose. The
information housed by the Document Manager can include, but is certainly
not limited to, air permits, manifests, compliance information, corporate-
required forms, OSHA data, and so on. The Document Manager is able to
store or link to numerous file formats including Word, Excel, AutoCAD, and
Adobe Acrobat.

Compliance Calendar

The Compliance Calendar is designed to track vital EH&S compliance tasks,
dates and deadlines. The Compliance Calendar also gives the EH&S

professional the ability to assign compliance related tasks to individuals and
set up email reminders. The email function included as part of the
Compliance Calendar is designed to be used by compliance and supervisory
personnel. When a task is added to the Compliance Calendar, a manager
can assign the task to the appropriate personnel. Both the manager and the

person directly responsible for the task can be assigned a series of email

reminders concerning the task. An email can also be delivered to the
manager or supervisor when the task has been marked as completed.
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SDS Manager

mersiy @ The SDS Manager is a digital repository for your organization’s safety
data sheets. The SDS Manager allows a user to quickly search this
repository to locate a PDF image of a particular SDS. Safety data sheets
can be organized within the SDS module in any number of ways
including by facility, department, and location. Searchable data field
have been customized for your organization.

Please note that the SDS Module is not a database of existing SDS. It
must be populated with electronic or scanned SDS documents and

maintained with current information.

Training Module

The Training Module is designed to maintain your organization’s employee environmental health and safety
training records. Training records, requirements and schedules can be kept for each applicable employee, job title
and training type. The Training Module gives supervisory personnel the ability to search and track training needs
and records in many ways including by name, job title, shift, department, training topic, date, and instructor.

Security

HRP is aware that the information managed by our EMIS2 is critical to your organization’s operation. Therefore,
HRP has incorporated powerful security features that allow the system administrator to control access to the
EMIS2 and the data within. Below are brief descriptions of the standard security levels that can be applied to user
accounts within the EMIS2. Different levels of security can be assigned to each user for each EMIS2 module.

Full Access

e The user can change authorization settings, add/delete and edit users, add/delete and edit
documents and add/delete and edit calendar events. This level of access is usually granted to
management personnel and system administrators.

Read and Mark Completed Access (Compliance Calendar only)

e The user can search and view calendar information as well as mark calendar events as completed.
Read Only

e The user can search and view documents and information
No Access

e The useris granted no access to a particular module
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Notice: Each EMIS2 software package is customized to meet the specific needs of its user. As such, the screens and images
displayed in this document may not match exactly the screens of your EMIS2 system and some of the capabilities and
functionality shown may not be included in your EMIS2 system.

If you are interested in adding any functionality to your EMIS2 system or customizing it further, please contact HRP Associates,
Inc. for details.

EMIS 2 USER MANUAL — GETTING STARTED

Task

Accessing the EMIS2

Open a current web browser (e.g., Internet Explorer 6 or later, Firefox 3 or later, etc.) and
enter the EMIS2 URL address that was provided by the system administrator or IT
department into the address bar. A browser favorite or desktop shortcut for the EMIS2
may also have been installed to facilitate access.

Task

Logging In to the EMIS2

a @3 htps) fwan hrpassociates.com/EML

HRP Gssociates, Fne. Developed For:

Enter Login Information
User Name:
Password:

Keap me Logged In on this computer.
[Logmm |
By lngging inbs EMIS, yau accest the teems of the Licenss Agreement.
H you do net accent Ehese tams, you may not leg into o use EMIS,
Vi Lot Ac S

Copyright © 2012 HRP Assodiates, Inc. All Rights Reserved.
Licensed To XYZ Company, Inc.

e Enter your User Name and Password and click Log In or press [Enter].

e If you have not received a Username/Password, contact the system administrator.

e Checking Keep me Logged In on this computer will store your credentials for up to
20 days so that you are not asked to log in on subsequent visits to EMIS2. This is
not recommended on public or shared computers.

e If you are logging into EMIS2 for the first time, you will be prompted to accept the
license agreement before continuing.
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EMIS 2 USER MANUAL — SYSTEM ADMINISTRATION

Tasks

Screen View and Directions

Home Screen

Function Menu
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HRP a«amfzo;, Dne.,

EMIS2

Environmental Management Information System

Developed For:

Administrative Functions

| Welcome to the HRP Environmental Management Information System Version 2 (EMIS2) ‘

Currently Due Events
Calendar Event
Monthly SPCC Inspection
Quarterly Groundwater Sampling

Annual Hoist Inspection
CA CL NY Annual Stormwater Training
CA DA MA Annual Stormwater Training 10/30/2012 Mark As Completed
CA HK MY Annual Stormwater Training 10/30/2012 Mark As Completed

Quick Document Search:
Document Title:

Keywords:

Due Date
8/29/2012
9/1/2012

9/1/2012

10/30/2012

Mark As Completed
Mark As Completed
Mark As Completed
Mark As Completed

EMIS Modules
¥ System Administration
Compliance Calendar
Document Manager

MSDS Manager

Training Manager

i Calendar Trending

Document Search

Quick MSDS Search:
Product Name:
Common Name:
MSDS Search

m) Welcome message/ User Banner — System Administration access required to edit the banner
message
Currently Due Events — Events specific to the active user account
Quick Search — Search document titles and key words in the Document Manager and Safety
Data Sheet Manager.

Developed For:

[ 0.\ ¢ACompany. Inc)

| Welcome to the HRP Environmental Management Information System Version 2 {(EMIS2) |

Administrative Functions

Currently Due Events
Calendar Event
Monthly SPCC Inspection
Quarterly Groundwater Sampling
Annual Hoeist Inspection
CA CL NY Annual Stormwater Training
CA DA MA Annual

Due Date
8/29/2012
9/1/2012
9/1/2012
10/30/2012
10/30/2012
10/30/2012

Mark As Completed
Mark As Completed
Mark As Completed
Mark As Completed
Mark As Completed
Mark As Completed

EMIS Modules

i System Administration

i Compliance Calendar

Training

i Document Manager
MSDS Manager

CA HK MY Annual Stormwater Training

Training Manager
) Quick Document Search:
1 Calendar Trending Document Title:
Keywords:
Quick MSDS Search:
Product Name:
Commeon Name:

Administrative Functions — Hyperlinks to Login/logout, instant email and dedicated home
page return

EMIS Modules — Hyperlinks to main functional tools of the EMIS, Access determined by the
rights set for each account by the system administrator.

g
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I. ADMINISTRATIVE
FUNCTIONS

Administrative Functions

| A. Home
I B. Instant Email ‘Click’ on Instant email to bring up

the “Send Email” Screen.

e Use the radial button to
select which type of user you
would like to send a message
to.

e Use the pull down arrow to
select a user.

e Type a subject
e Enter you message

e ‘Click’ send

I C. Login/Logout

Il. EMIS MODULES EMIS Modules

Access: Bl System Administration
Rights to modules
set by System

Administrator for

each user account

E Compliance Calendar

B Dooument Manager
E MSD5 Manager

E Training Manager

A,
SYSTEM
ADMINISTRATION

EMIS Modules
B System Administration
User List
Add New User
Email Groups
Edit Welcome Msg

B Compliance Calendar

E Dooument Manager
E MSDS Manager

E Training Manager

2-EMIS 2 USER MANUAL - System Aiministralion

Dedicated hyperlink to return to the Home Screen when navigating through any part of the EMIS 2.

HRP lssociates, fue.

EMIS2

Environmental Management Information System

» Home » Instant Email

Send Instant Email
From: System Administrator <david pramanik@hrpassociates.com>
To: () Al Users © Individual User ) Email Group
Select User: 4 Dude
Mote: Only uszrs with email addresses entered undzr their accounts zre shown.

Subject: EMIS Instant Email -

Administrative Functions

EMIS Modules Message: Hello New EMIS User i

B System Administration Attached is your user account information

-

B Compliance Calendar

E Document Manager

B MSDS Manager

E Training Manager

Enter you account information to gain access the EMIS 2 system/ Logout when done.

Use the + to expand the menu options under each
Module heading.

All Module Headings are Hyperlinks to the individual
modules with the exception of ‘System Administration’
which is only a Menu Heading.

‘Clicking’ on the +/- will expand or contract the menu
options

2-2 HRP Gissociites, Y.




1A 1.
User List

IA1a.
Edit User Account

2-EMIS 2 USER MANUAL - System Aiministralion

» Home ¥ System Administration » User List
Administrative Functions | 'EMIS User LiSE (Glick Column Header to Sort Table) Add New User
First Compliance Document MsDs Training
Name B Calendar Manager Manager Manager
= . - Administrative Document Full ~ MSDS Full  Training Full
sysadmin  System Administrator  “ZHr S Calendar Full Access P . o Delete User
= Generic EMIS Calendar Read ~ Document Read MSDS Read  Training Read
Edit U: Delete U
EMIS Modules adoe A Doe Login Access Access Access Access
= Generic EMIS Calendar Read ~ Document Read MSDS Read  Training Read
& System Administration bdoe Elie Login Access Access Access Access
User List = Generic EMIS Calendar Read ~ Document Read MSDS Read  Training Read
ldoe K Doe Login Access Access Access Access
Add New User Generic EMIS Calendar Read  Document Read  MSDS Read  Trainin
= g Read
Email Groups ldoe L Doe Login Access Access Access Access
= Generic EMIS Calendar Read  Document Read  MSDS Read  Training Read
. Edit U Delete U
Edit Welcome Msg dlee Clee Login Access Access Access Access
ompliance Calendar n Generic EMIS Calendar Read  Document Read  MSDS Read  Training Read
P diee Dllex Login Access Access Access Access
B Document Manager ini
| msmith M Smith Standard EMIS Calendar Full Access Document Full ~ MSDS Full  Training Full Delete User
- o — User Access Access Access
B MSDS Manager — = : 5 T
- . . Generic EMIS Calendar Ma Document Full  MSD5 Read  Training Rea
- - Edit U Delete U
B Training Manager R Bl Login Complete Access Access Access Access
- ; " Standard EMIS Document Full ~ MSDS Full  Training Full
pavila Paula Avila User Calendar Full Access Access Access Access
Standard EMIS Calendar Read Mo Document  MSDS Read Mo Training
Delete U
iz User Access Access Access Hccess 2
= ) Standard EMIS Document Full ~ MSDS Full  Training Full
therher Trina Herber User Calendar Full Access Access Access Accass
2 . . " Standard EMIS Document Full ~ MSDS Full  Training Full
pendicott  Patricia Endicott User Calendar Full Access Access Access Access
5 . Standard EMIS Document Full ~ MSDS Full  Training Full
ileyba John Leyba User Calendar Full Access Actess Access Access
= ) Standard EMIS Document Full  MSDS Full  Training Full
Iprentice Laura Prentice User Calendar Full Access Access Access Access
Page: 2> [View All] Add New User

Displays all user accounts and access levels for each module by the order that the account was
created.

PAGE 1

Add/Edit EMIS User - User Information

e Lists User Account Username: 4. Dude

information

Password:

e Any changes can be Leave Password field blznk if you are not changing this user's password.

made by ‘clicking’ Confirm Password:
in the desired field First Name: 4
and adding or Last Name: Dude
deleting the Email: adude@hrpuniversity.com
appropriate text. ”
e Username and Comment:
Password are case -
" Creation Date: 3/1/2012 12:14:23 PM
sensitive Last Login Date: Mever
. tclick/ the next Last Updal:ed Date: 3/1/2012 12:14:23 PM
Last Updated By: Syst=m Administrator

button when
complete

[ext JI[ Cancel |

e The system records
the date and time of account creation, account revisions and the last login time for all user
accounts for security review by the system administrator.

HRP Gbsocidites, Pe.




PAGE 2

Add/Edit EMIS User - Module Access

) Generic EMIS Login - For group logins or externzl auditor accounts (User cannot change password)
EMIS System @) Standard EMIS User - Has permission to change sccount password
() dministrative EMIS Ussr - Has permission o create, modify 2nd delete user acoounts a5 well 25 assign access to modules and locations
) Mo Calendar Accass - User eannat accacs the EMIS Compliance Calendzr
Compliance Calendar G Calendar Read Access - Usar can view the Compliznce Calendar but not mark Events 2z completed or 2dd/edit/delete Calendar Events
! Cabendar Mark Completz Access - User can view the Compliance Calendzr and mark Events complezed but not add/edit/dekete Calendar Events
) Calendar Full Accase - User has full access to the Compliznce Calendar
@) No Documant Access - Liser cannat access the EMIS Dacument Manager
(") Document Rezd Accass - Ussr can view documsnts in the Document Manager but not add/update/delets documents

" Document Full Access - Ussr has full sccess o the Dosument Manager

Document Manager

| ! Mo MSDS Access - User cannot acoess the EMIS MSDS Manager
M5D5 Manager (@) M5D5 Rizsd Acezze - User can s=arch for and view MSDSs in the MSDS Manager but not addupdate/delete MSDEs
() MD5 Full Ancess - User hes full access to the MSDS Manager
G Mo Training Aczess - User cannat aocess the EMIS Training Manager
Training Manager Training Read Access - User can view training records and documents but not 2dd/edit employees or training courses,

Training Full Access - User has full aocess to the Training Manager

e This page displays the current access levels assigned to the user account.
e Click on the radial buttons under each module to change the access level as desired.
e ‘Click’ next to go on or previous to go back to page 1

PAGE 3 Add/Edit EMIS User - Location Access

Note: Disabled locations indicate that the currently logged in account does not have access to these lecations. To gain access to the disabled facilties, the currently logged
in account needs ta be updated by an Administrator with access to the required locations.

Location Access:

2-EMIS 2 USER MANUAL - System Aiministralion

[ e Universty
e Assign which facilities [ east Campus
or departments that Cagrcuture
the user account can H““m’“““ema"
Culinry Ats
access. e
[ pscittes
e ‘Click’ in the box to [ pood senices
check or uncheck the . Clwactin shop
Main C.
account user’s access S'thl?us
. . 14}
to a listed location. DEn\lironmenta\, Health & Safety
e The location HFWWH
; : Fine Arts
hierarchy will vary e
d di [ Faod senices
épending upon your [ eaith cimc
systems levels of I tformatin Tehndogy
organization. Any DNaturaI&Physica\ Sciences
changes to this [ psychology
hierarchy must be resitnt e
made by HRP system B“’Eﬂ“ﬁ
designers. TV/Radia Station
DWestCampus
e ‘Click’ Finish when [ Faciies
com p|ete Food Services
I etical Sciences
DNursmg

2-4 HRP Cssociites, Pne.




EMIS Modules

= System Administration

User List
Add New User
Email Groups
Edit Welcome Msg
1A 2. PAGE 1
Add New User e ‘Click’ Add New User T -
e Complete all text fields Add/Edit EMIS User - User Information
by ‘clicking” in the Username: 4. Dude
de5|.red field an.d - I
adding or deleting the Leave Password field blank if you zre not changing this user's password.
appropriate text. Confirm Password:
e Username and First Name: A
Password are case Last Name: Dude
sensitive Email: adude@hrpuniversity. com
e ‘Click’ the next button "
when complete Comment:
e The system records -
the date, time of Creation Date: 3/1/2012 12:14:23 PM
account creation, Last Login Date: Never

Last Updated Date: 3/1/2012 12:14:23 PM
Last Updated By: System Administrator

account revisions and
the last login time for

all user accounts | Next |

PAGE 2

Add/Edit EMIS User - Module Access

() Generic EMIS Login - For group logins or external auditor accounts (User cannot change password)
EMIS System 19) ceanderd EMIS User - Has permiission to change sccount passwond

() pdministrative EMIS Ussr - Has permission o create, modify and delete wser acoounts s well 25 assign access to modules and locations
{0 Na Calendar Aceacs - User cannot aceaze the EMIS Compliznce Calendar
Compliance Calendar B Calendar Read Aocess - User czn view the Compliance Cakendar but not mark Events as completed or 2dd/edit/delets Calendar Events
' Calendar Mark Complate Access - User can view the Compliance Calendzr and mark Events complesed but not add/=dit/delete Calendsr Ev
(7 Calendar Full Access - User has full sccess 1o the Complizncz Calendar
@) No Document Access - Liser cannat acress the EMIS Document Manager
Document Manager ) nocument Rezd Access - Usar can view documentz in the Document Manager but not 2dd/upsste/delata documents
) Document Full Access - User has ful acosss t the Document Mznager
() Mo MSDS Ancess - User cannat access the EMIS MSDS Manager
MSDS Manager @) MSD5 Read Acrass - User can ssarch far and view MSDSs in the MSDS Manager but not add/update/delete MSDSs
() M50 Full Aress - Usar has full access o the MSDS Manager
C™ Training Access - User cannot aoozss the EMIS Training Manager
Training Manager @] Training Read Access - User can view training records and documents but not 2dd/edit employees or training courses,
@] Training Full Access - Usar has full acoess to the Training Manager

Previous JI[ Next J)| Cance

Select the appropriate level of security for each module for the user account as described
above.

Click on the radial buttons under each module to select the desired level.

‘Click’ next to go on or previous to go back to page 1
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e

A 3.
Email Groups

2-EMIS 2 USER MANUAL - System Aiministraliun

PAGE 3

Location Access:

Assign which
facilities or
departments that the
user account can
access.

‘Click’ in the box to
check or uncheck the
account user’s access
to a listed location.

The location
hierarchy will vary
depending upon your
systems levels of
organization. Any
changes to this
hierarchy must be
made by HRP system
designers.

‘Click’ Finish when
complete

EMIS Modules

= System Administration

or calendar events for a reoccurring group of system

users.

User List
Add Mew User
Email Groups

Edit Welcome Msg

Email Groups can be created for use with instant email Email Group List |_New Group |

‘Click’ on New Group

Add/Edit EMIS User - Location Access

Note: Disabled locations indicate that the currently logged in account does nat have access to those locations, To gain access to the disabled facilities, the currently logged
in account needs to be updated by an Administrator with access to the required locations,

[ ep uriversity
D East Campus
O Agriculture
D Autometive Repair
[eulnary arts
[ Facities
[T Foad Senices
[achine Shap
D Main Campus
[ ifletcs
] Environmental, Health & Safety
[ Facities
[l ine s
[ Food Senices
[ Heakh ciic
[ioformation Tachnology
[niatural & Physical Sciences
O Psychalogy
[l Residenti Le
[ theatre
[lvjRatio station
D West Campus
[ Facities
Food Services
[ Medica sciences
D Nursing

reion J s ] e

G EH&S Team (2 users in this Email Group)
G Facilities (6 users in this Email Group)
Gdemn (5 users in this Email Group)

2-6 HRP Gissociites, Y.




1A 3a. e Enter a Name for the new group
Add New Email

Email Group List

e Select group members by highlighting the EH&S Team (2 users in this Email Group)

user names and clicking on the add arrows
>>’ or remove arrows ‘<<’ arrows

Group

0 You can hold the <CTRL> and to
highlight multiple user names at
one time and then click the >> to Non-group Users: Group Members:

. Adkinsson, Tracy
add the users one time.

Administrator, System
Ayila, Paula

e ‘Click’ add group when all members Bard, Sharon
selections are complete. \Bn‘jbasi, Monique

e The system should then display all Email
groups including the newly added group.

m. |
b
W

e Groups are listed by date of creation.

| Add Group || Cancel |

A3 b. e ‘Click’ on the + to edit the Email Group Email Group List [ New Group |
Review, Copy, Edit \IEI

or Delete Email EH&S Team (2 users in this Email Group)
Groups G Facilities (6 users in this Email Group)
Gdemn (5 users in this Email Group)

e The + expands the view of the group . "
Email Group List BT
e Members are displayed

G EH&S Team (2 users in this Email Group)

e You may copy the group which creates and
editable duplicate of the group in order to create
new groups with that require minimal changes.

e Edit opens up the member selection screen from
above and allows the user to change the
members of a group.

e Delete removes the group from the system but g | Edit |
confirms the delete command before advancing. I:*I"E""‘ (5 users in this Email Group)

Answer yes or no
y Gtﬁl (5 users in this Email Group)

Confirm Delete

Are you sure you want to delete this Email Group?
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a 4| & hitps. wan hrpasseciabes.com. EMIZ Defaun.zup

Welcome Message X @comds -

BB v mm o Pager Sefetyv Toflsv

/ Reminder Banner R et
HRP Gssocinter, Fne.

T EMIS2

Environmantal Masagemest Information System

Administrative Functions

Dur Uiate
a0
EMIS Madules Q mpng w012
B System Adminisrration = 1z
CAC I 10302012
T Complance Calendar LR Ll TES
B Document Manager 5 10/30/2012
0 MSDS Manager
1 Training Manager
0 Calendar Trendeg

EMIS Modules

= System Administration

User List

Add New User

Email Groups

Edit Welcome Msg
A4 — |« ‘Click’ Edit
Welcome Message | Welcome Misg
Editing link Welcome/Reminder Message: \yelcome to the HRP University's Environmental Management .

e Place cursorin Information System (EMISZ)

the text field

and type the Update Message
desire message
or reminder.

e ‘Click’ Update Message button when complete to post message for all system users to see.
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EMIS 2 USER MANUAL — COMPLIANCE CALENDAR

Tasks

Screen View and Directions

Home Screen

Security Level:

Calendar Read Access

Calendar Mark Completed
Access

Calendar Full Access

Function Menu

3-EMIS 2 USER MANUAL - Compliance Calendar

HRP lssociaes, forc.

Developed For:

[ §.A'¢Jcompany. Inc,

[Manthly View] [Weekly View] [Daily View]
Auugust 2012

Environmental Management Information System
» Home » Compliance Calendar

Administrative Functions

Tumsimy | Wedvestey |

1 z
Montray ot 1nep

Thurstay

EMIS Modules

System Administration
& Compliance Calendar
Schedula Event

Currently Dus Events

Calendar Report

Event Search
Document Manager
MSDS Manager

5 5

= =

[05HA 300 Log

£ Training Manager
Calendar Trending

Color Key
This Event has besn marked =3 complztzd.
“our wmer scoount iz = respenaitis parly far Tz memnl
“ou sre 2 member of 2n meil group tist iz = reszonsible parly for this svent.
- This =vent iz visbie (o ail uzars
"ok T Mo CHERCEF Vit sl oty CEDLB EVERES TR IS YOUT LSa” BCC0UTE Cr 26 B NOENCRcn
groun s e 2 memoer of 25 Sl sermigaucs and vents marced 25 Traw Sveryene.

Copyright © 2012 HRP Assodates, Inc. All Rights Reserved.
Licensed To XYZ Company, Inc.

=) Monthly View — Displays all calendar events for the selected month
Weekly View — Displays all calendar events for the selected week
Daily View — displays all calendar events for the selected day

=) Color Key —
Completed Event: event occurrence has been marked as completed
User Event: calendar events specific to the user
Group Event: calendar events specific to an established user group
Everyone Event: events applicable and/or visible to all users

HRP lsocsces, frre.

S2

Environmental Management Information System

Developed For

[ §.A'¢Acompany. Inc,

[Monthly View] [Weekly View] [Daily View]
August 2012
‘Wednesdey

» Home » Complianice Calendar

Administrative Functions

ThursCey

EMIS Modules

System Administration
= Compliance Calendar
Schedule Evant

Currently Due Events
(Calendar Report
Event Search
Document Manager
B MSDS Manager

Training Manager E
Calendar Trending

[EEe ey This Evrs hax bean marked 2z completec.

*four user sccound is 2 responsibie party for this svent.

“fou 2re 2 member of 20 emeil group that i 2 responsible party for this zvent.
= dl Thiz zvent i viski= ta all us=rs.

ok The Moy Celercer View wi anly chiplay everts St I your Lser accant or 2n emal natfication
mambar of Soaryans.

Copyright © 2012 HRP Assodiates, Inc. All Rights Reserved.
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I. CALENDAR
VIEWS
I A. Daily View

| B. Weekly View

3-EMIS 2 USER MANUAL - Compliance Calendar

B Compliance Calendar Functions — Hyperlinks to:
e Schedule Event
e Currently Due Events
e Calendar Report
e Event Search

Any day can be selected by using the monthly calendar box in the upper right hand corner of the
screen. Click on another day in the same month or scroll to other months by clicking on the left
and right arrows adjacent to the month name.

HRP adéﬂm'r“, ?M Developed For: ‘

EMIS2 m Company, Inc.

Environmental Management Information System

» Home » Compliance Calendar

= : - I I TR 1 ity Vi
Administrative Functions Lonthly View cekly View] [Daily 1

Tuesday, August 21, 2012 August 2012

= Mon Tue Wed Thu Fri Sat
CA HK NY Stormwater Quarte: N0 21 1 2 3 4
Description: o Conduct Quarterly Visual Stormwater Monitoring at least once in each of the following three month periods N
at the stormwater collection point within the swale after the last stormwater control (Drainage Basin 01 -See Figure 2 for & 8 5 101
location): - January through March: - April through June; - July through September; and - October through December. 15 16 17 18
This event was completed on 8(7/2012. View Details 72 73 24 -
CA CL NY Stormwater Quarterly Inspection 29 30 31 1
— P " Description: o Conduct Quarterly Visual Stormwater Monitoring at least once in each of the following three month periods 5 6 7 8
5 System Administration at the stormwater collection paint within the swale after the last stormwater control {Drainage Basin 01 -See Figure 2 for
- o location): - January through March: - April through June; - July through September; and - October through December.
= Compliance Calendar This event was completed on 8{7/2012. View Details

Schedule Event CA DA MA Stormwater Quarterly Ins, ion

Description: o Conduct Quarterly Visual Stormwater Monitoring at least once in each of the following three month periods
Currently Due Events at the stormwater collection point within the swale after the last stormwater control (Drainage Basin 01 -See Figure 2 for

location): - January through March: - April through June; - July through September; and - October through December.
Calendar Report This event was completed on 8/7/2012. View Details

E Document Manager Note: The Daily Calendar View will only display events that kst your user account or an email notification
group you ara 2 member of as responsible vsersigraups and events marked as 'Show Everyans'.
MSDS Manager

EMIS Modules

raining Manager

& Calendar Trending

This view will display the events for a particular week and area. Just as in the daily view, any week
can be selected by using the monthly calendar box in the upper right hand corner of the screen.
Click on another day in the same month or scroll to other months by clicking on the left and right
arrows adjacent to the month name.

As in the daily view, the event detail can be displayed by clicking the event,

HRP Gssociates, Pne.

EMIS2

Environmental Management Information System

Developed For:

» Home » Compliance Calendar

Monthly View [Weekly View] Daily View]

Week of August 19, 2012 To August 25, 2072 |ESLC: o tt s

Sunday, August 19, 2012 sun Men Tue Wed Thu Fri Sat|
e . 2% 30 21 1 2 2 4

L 6 7 8 8 10 11
12 13 14 15 16 17 18
1% 20 21 22 23 24 I35

Administrative Functions

Monday, August 20, 2012

EMIS Modules

uesday, August 21, 2012 26 27 28 25 30 31 1
Systam Administration Weekly HW Container Checklist 2 3 4 5 7 &

Mark Event as Completed
= Compliance Calendar Wednesday, August 22, 2012

Schedule Event Mo Events

Currently Due Events Mo Events

Calendar Report
Weekly HW Container Checklist

Event Search Mark Event as Completed

@ Domument Manager
No Events

MSDS Manager

& Training Manager

Note: Th Waekly Calandsr Viaw will anly display events that list your user secount or 3 email notfication
group you are & member of as responsible users/groups and events marked 25 ‘Show Everyane'.
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I C. Monthly View

Il. COMPLIANCE
CALENDAR
FUNCTIONS

I A. Schedule Event

3-EMIS 2 USER MANUAL - Compliance Calendar

This view will display the events for a particular month and area. Use the left/right arrows to scroll
through the months. As in the daily and weekly views, the event detail can be displayed by clicking
the event.

The event detail can be displayed by clicking the event.
HRP tlssocictes, Fouc.

EMIS2

Environmental Management Information System

* Home = Compliance Calendar

Administrative Functions

EMIS Modules

0 System Administration
= Compliance Calendar
Schedula Event

Currently Duwe Events
Calendar Repart
Event Search
Document Manager
MSDS Manager
Training Manager
Calendar Trending

2 3 4 B & 7

Color Key
[ e B 1d This Event has be=n marksd == complebes.
four user account is & respansible party for this event.

p You are & member of an =mail group that is a responsible party for this event.
= This =vent i visitle to all uz=rs,

Moke= The: Monthly Cizndar Visw will onty clepiey Zwents St |18 your Lsar 3coount of 2n small notfiction
Group ou are 3 memiser of 25 responsibiz LSETSIgUDG and SVents maresd 25 Show Everyons'.

Copyright © 2012 HRP Assodiates, Inc. All Rights Reserved.
Licensed To XYZ Company, Inc.

= Compliance Calendar
Schedule Event
Currently Due Events

Calendar Report
Event Search
‘Click’ Schedule Event.

Event Details

First Due Date: @ ] Event Documents And Weblinks
F|“ in the indiViduaI fie|dS. Notification Period: @ 0 Dajs Mo Files for this Calendar Event
Short Name:
. . [[Add Document |
‘Click’ Change to specify the Long ame: —
f . X Responsible Users/Groups €
location/campus to which the event KOYUOMS, e st s

pertains.
Note: Each of the fields must be complete

in order to schedule the event. If a field
has not been completed, then a text box
will pop up to notify the user. If the field
has a default selection (i.e., Repeats-
Never), then the default will be chosen if a
different selection is not made.

Description: B

Repeat Interval: Never 7]
| E|
Location: Click Change'to Select Location

[]

Program: Ofher

3-3

User[Group 1™ Email 2" Email Completed Overdue

Name

David Pramanik Days

Show Everyone: @ 0

Reminder Reminder MNotice  Notice

g

Days

O [Reme]

HRP Gosocictes, finc.

Save New Event




1l1A.2. Event
Documents and
Weblinks

I1A 3. Responsible
Users/Groups

lll. CURRENTLY DUE
EVENTS

3-EMIS 2 USER MANUAL - Compliance Calendar

Link to a new or an existing document
in the EMIS database if you wish (such
as a permit or blank inspection form)
by ‘Clicking’ Add Document.

The user logged into the system will
automatically appear in this section.

To add users/groups to receive
notifications regarding this event,
‘Click’ Add User/Group.

Several users can be listed. Please

note that the calendar events will only
appear for users or email group
members identified in this Section. To
have the added event appear on the
calendar for all users in an area,
ensure that the Show Everyone option/
is selected.

This screen will display all currently due events. A more detailed event description can be displayed
by clicking on the event. Events can be marked as completed on this screen as described in “Event

Calendar Daily View”.

EMIS2

Environmental Management Information System

» Home » Compliance Calendar » Currently Due Events
Filter Events by Location:
XYZ Company, Inc.
Adams MA
Chesire MA
Clockville NY
Dalton MA
Farmington CT
Accounting
Engineering
Information Technology

Administrative Functions

EMIS Modules
System Administration
= Compliance Calendar
Schedule Event
Currently Due Events
Calendar Report
Event Search
Document Manager
SDS Manager
Training Manager
2 = Administration
Engineering
Shipping
Storage
[¥] South Bethlehem Ny
South Carolina
Stratford CT
Waterviiet NY

Update List

Calendar Trending

Event Documents And Weblinks

Mo Files for this Calendar Event

Add Document

Select Document By: | Browsing For Document

[~]@

[ZJ Environmental
=] Environmental Management System (EMS)

[Z1 Health and Safety
Cancel

Responsible Users/Groups )

System
Administrator

Show Everyone: @

Developed For:

[ 8.0 ¥ Acompany. inc,

Currently Due Events

Event Name: Monthly Hoist Inspection

Description: Conduct monthly hoist inspections

Event Due Date: 9/1/2012  Mark Event As Completed
Event Name: Annual Hoist Inspection

Description: Conduct annual hoist inspection. Facilities needs to contract with approved

wendor
Event Due Date: 9/1/2012 Mark Event As Completed

Event Name: Monthly Wastewater Sample
iption: Each month a

submitted to a state certified lab for testing under NPDES Permit CT00000.
Event Due Date: 9/6/2012  Mark Event As Completad

Event Name: Health and Safety Committee Monthly Mtg.

Description: The monthly H&S mesting will be held in the conference room at 2PM.

Event Due Date: 9/8/2012  Mark Event As Completed
Event Name: Monthly Hoist Inspection

Description: Conduct monthly hoist inspections

Event Due Date: 10/1/2012  Mark Event As Completed
Event Name: Monthly Wastewater Sample

Description: Each month a representative sample must be collected from outfall DSN1 and

submitted to a state certified lab for testing under NPDES Permit CT00000.
Event Due Date: 10/6/2012  Mark Event As Completed
Event Name: Health and Safety Committee Monthly Mtg.

Description: The monthly H&S mesting will be held in the conference room at 2PM.

Event Due Date: 10/8/2012 Mark Event As Completed
Event Name: Update OSHA 300 Log

Description: Review and update OSHA 300 log. Distribute stats to Health and Safety Comm.

and manufacturing floor.

Event Due Date: 10/15/2012  Mark Event As Completed

Note: The Currently Dus Event List will only display events thet kst your usr account or an email notficstion

group you are a member of 25 responsible users/groups and events marked as 'Show Everyone's

‘Copyright © 2012 HRP Associates, Inc. All Rights Reserved.
Licensed To XYZ Company, Inc.

3-4
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IIA. Mark As
Complete

IV. CALENDAR
REPORTS

3-EMIS 2 USER MANUAL - Compliance Calendar

An event can be marked as completed in any of the calendar views (monthly, weekly or daily) by
clicking on the event. Once the event is selected, the following screen will appear:

EMIS2

Environmental Management Information System

Developed For:

[ §:A'¥Acompany. inc,

» Home » Compliance Calendar » Mark Event As Completed

Administrative Functions
Event Name: Monthly Hoist Inspection
Description: Conduct menthly heist inspections
Location: XYZ Company, Inc.
Program: O5HA

EMIS Modules

Event Completion Details

Occurrence Date: 10/1/2012
Completed Date: 10/16/2012 [

& System Administration

= Compliance Calendar

Schedule Event c d By: David P
Currently Due Events -
Comments:
Calendar Report —
Event Search Action Required: ||
B Document Manager Document/ Checklist:

_ Mark As Completed I Cancel I

SDS Manager

E Training Manager

& Calendar Trending

Event Information

Event Documents And Weblinks

Document Revision Date
Monthly Hoist Inspection Log

Link to a new or an existing document in the EMIS database if you wish (such as a completed

inspection or regulatory report) by ‘Clicking’ Select File.

This function displays a variety of event reports for the specified area by date range. The available

event reports are Due, Completed, All and Overdue.

Environmental Management Information System

» Home » Compliance Calendar » Calendar Report

FRINTHETSI YIS IER Enter Calendar Report Criteria:

Document Manager
MSDS Manager

E Training Manager

Event Status: Due Evenff Locations:
Program: | All Programs [+ | HRP University Check All
Keywords: East Campus [_uncheck A]
e (A Agriculture
Date Range: Between 10/1/2012 ﬁAnd 10/31/2012 E Automotive Repair
EMIS Modules
Culinary Arts
¥ System Administration fre Facilities
= Compliance Calendar F\Wd Services
3 /| Machine Shor
Schedule Event [ Aeste Repo ¢
Main Campus
Currently Due Events Athletics
Calendar Report Environmental, Health & Safety
7 Faciiia
Event Search s %
Fine Arts

Developed For:
0,

University

Food Services
Health Clinic
Information Technology
Natural & Physical Sciences
Peychology
Residential Life
Theatre
TV/Radio Station

West Campus
Facilities
Food Services
Medical Sciences
Nursing

Copyright © 2012 HRP Associates, Inc. All Rights Reserved.

Licensed To HRP University

The Event Status can be selected by highlighting the d
mm/dd/yyyy format or choosing from the inset calendar.

dsired status and entering dates in

Note: If an event that has been entered into the system is not displayed in the various views, then it is
likely that the user was not listed under “Responsible Users” when the event was initially scheduled.

The event can be updated to include additional users.
35
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V. EVENT SEARCH The event search function can be used to search for calendar events based on Event Name,
Keywords, Program it is related to, Responsible User and/or Location.

HRP adwm'rzo ?M Developed For:

EMIS2 (m Company, Inc.
Environmental Management Information System

* Home » Compliance Calendar » Event Search

Administrative Functions RSl I LS
Event Name:

Keywords:
Mote: Separate muliple search keywords with spaces.
Program:
Responsible User/Group: [=]
EMIS Modules _
Locations: []yvz company, Inc.
® System Administration [@] Adams MA
= Compliance Calendar [uncheckall [l chesire M
Schedule Event C‘“k"me n
Dalton MA
Currently Due Events ] Farmington CT
Calendar Report [¥] Accounting
Event Search [#I Engineering
[¥] 1nformation Technology
E Document Manager
J [V research
SDS Manager shipping
E Training Manager Stmage
B Calendar Trending Hnrida
Herkimer NY
Flindiana
[¥] Liberty Ny
[¥Inew York

dministration
gineering

[¥] shipping
Stelaga
[¥]South Bethlehem Ny
[¥]South Carolina

V] stratford €T

[l waterviet NY

3-EMIS 2 USER MANUAL - Compliance Calendar 3'6 H R P ﬁ/xwmafw, 714/0.




EMIS 2 USER MANUAL — DOCUMENT MANAGER

Tasks

Screen View and Directions

Document Manager
Home Screen

Function Menu

4-EMIS 2 USER MANUAL - Document Manager

HRP fsssciafes, Fne.

EMIS2

Environmental Management Information System

Developed For:

[ $.A'¢Acompany. Inc)

Sedact Folder:

[ JErvrarmentsl

1w ) Environmentsl Management Systes [EMS)
¥ [ JHeath and Safety

Admmistrative Fasctions

[MIS Modules

© System Admngtraton

Copyright & 2012 HRP Asso
Licensed To XYZ

w Inc, All Rights Reserved.
mpany, Inc

m) Select Folder — Displays the organizational structure of the Document Manager. By
expanding these folders you can view all subfolders and documents.

|:> Document Manager —

Document Search: Search for documents within the Document Manager. The Document
Search function is described in more detail below.

Misplaced Files: List of documents that are not currently stored within a folder but not
deleted from the Document Manager.

Developed For:

[ . ¥ Acompany. inc]

Edit Folder Delete Folder
e
Date

3/25/2010

Environmental Management Information System

» Home » Document Manager
Administrative Functions
= CJEnvironmental
3 A
CIercra
] Waste
] water
= [CJEnvironmental Management System (EMS]
£ EMS Manual
= [(JHealth and Safety
2y Industrial Hygiene
[CJosHA

Industrial Hygiene
Document

JHA Form
0SHA Lead in Construction
d

Rem:
WHO Radon Handbook 1/1/2009

_ Add Subfolder || Add Document i

1/1/2003
EMIS Modules

¥ System Administration

B Compliznce Calendar

Document Manager
Document Search

Misplaced Files

B SDS Manager
Training Manager

B Calendar Trending

Copyright © 2012 HRP Assodates, Inc. All Rights Reserved.
Licensed To XYZ Company, Inc.
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4-EMIS 2 USER MANUAL - Document Manager

m) Select Folder — By selecting any folder you will be able to view the contents as well as any
subfolders and their contents.

=

Function Area —

Edit Folder: Change the name of the folder you are viewing. The Edit Folder
function is described in more detail below. (Document Full Access only)

Delete Folder: Delete the folder you are currently viewing. (Document Full Access only)

Document: Displays a hyperlink to the document which can be clicked to view the
document.

Revision Date: Displays the date when the document was last revised.

Details: Displays information about the particular document.

i Document Title: O5HA Lead in Construction Standard
Search Keywords: O5HA Lead Construction

A Revision Date: 1/1/2003

File Link: ©5HA Lead in Construction Standard

Locations: XYZ Company, Inc.

Last Updated Date: &/7/2011 11:31:08 AM
Last Updated By: Tad Gostcheus

Close

Edit: Revise the details about the particular document. (Document Full Access only)

Document Title: |05HA Lead in Construction Standard |

de: |OSHA Lead Construction |
Motz Separate multiple ssanch keywords with spaces,

Revision Date: |1/1/2003 E

File Link: OSHA Lead in Construction Standard | Update File
L=l X‘YZ Company, Inc.

Check All_ | note: Disabled locations indicate that the currently
Uncheck All | 'egged in account does not have access to those locations.
Last Updated Date: &7/2011 11;31:08 AM
Last Updated By: Tad Gostcheus
| Update Document

Search Key

| | Cancel | | Delete Document |

Remove: This will remove the document from the folder but does not delete it from
the EMIS2. Unless the document is deleted using the Delete Document button or
stored within another Document Manager folder, it will be stored in the Misplaced
Files area. (Document Full Access only)

EMIS2

Environmental Management Information System

Developed For:

[ §:4'¢)company. inc]

Edit Folder Delete Folder

Revisk
Date

3/25/2010

* Home » Document Manager
Select Folder:
1 Environmental
[CJEnviranmental Management System (EMS)
= [(OHealth and Safety

23 Industrial Hygiene
JosHa

Administrative Functions Industrial Hygiene

Document

WHO Radon Hancbogk 1/1/2009

_ Add subfoider || Add Document |

JHA Form

OSHA Leadin Cogsvuchor\ 1/1/2003

EMIS Modules

System Administration

® Compliance Calendar

= Document Manager

nn

Misplaced Files

SDS Manager
B Training Manager

B Calendar Trending

Add Subfolder: Add a folder under any of the existing folders. The Add Subfolder
function is described in more detail below. (Document Full Access only)

Add Document: Add a document to any of the existing folders. The Add Document
function is described in more detail below. (Document Full Access only)

4-2 HRP Gosocictes, Prc.




Document Search

Add Subfolder

The Document Search function is used to locate a document by using any number of search
criteria in combination. These criteria are described below.

HEP fusociater, fus.

EMIS

Exvvrtomsests Hirapemes Irnilise Syatess

Diearioged for

e Document Title: Search by all or part of the document title.

e Keywords: Search by keywords associated with a document.

[ 8.4'¢Acompany. inc;

e Revision Date: Narrow the search by using a date range or before or after a particular

date.

e Archived: Search from archived or active documents.

e Locations: Search documents related to particular areas, departments, facilities, etc. The
locations available to the user are dependent upon the user’s security level.

The Add Subfolder function is used to create folders to extend the organizational structure of the

Document Manager.

Sebect Folder:
# _JEverormental
= | Z)Everonmentsl Management System (M5
= (ZHesith and Safety
3 inchustrial Hygene
% CjosHA

[storage

[ Seusth Carcina
Clsmathons cv

0t haew
snsbied for thoss locaticns.
Add Sublolder

4-EMIS 2 USER MANUAL - Document Manager

Folder Name: This is the name of the folder that will be created under the folder
highlighted on the right.

Location Access: Selections chosen here will dictate which locations, departments, etc. will
be allowed to view the folder. The locations available to the user are dependent upon the
user’s security level.

4-3 HRP Gssocicites, Pne.




Add Document

4-EMIS 2 USER MANUAL - Document Manager

The Add Document function is used to add a document to the Document Manager and place it into
a previously created folder.

Select Document By:

0 Browsing For Document — Add a document that is currently within the Document
Manager to a different folder.

Select By: | Browsing For Document v | @

(CJEnvironmental
(CJEnvironmental Management System (EMS)
B (OHealth and Safety

& (1 Industrial Hygiene
[ 7HA Form [select] [View Document]
(R 0sHA Lead in Construction Standard
[ wHO Radon Handbook

(CJosHA

Cancel

0 Searching for Document — Add a document that is currently within the Document
Manager by searching the system.

Select By: | Searching For Document v | @
e

Notz: Separate multiple search keywords with spaces,

Revsontse  eewe v |

Locations:

= [xvz Company, Inc.

[Creckai | D dons
Dlcnesrera

Olclockville
[palton Ma
[Farmington cT
OFiorida
[CHerkmer wy
[indiana
Ciiberty Ny

CInew vork
[south Bethlehem Ny
[Jsouth Caroina
[Ostratford cT
Owaterviet iy

Nate: Disabled locations indicate that logged ir not hs
locations or the parent folder does not have access enabled for those locations.

0 Uploading New Document — Add a document that is external to the Document
Manager. This can be done by uploading the document to the EMIS2 or by linking
to the document housed at a remote location.

Select By: | Uploading New Document v |@

Document Title: | ]

Search Keywords: |
MNote: Separsts multiple search kbeywerds with spaces,

Revision Date: 11/14/2012 a
File Link: (® Upload New Fie () Link to Network File or Website
Select File: | /[ Browse.
Locations: = [T]xyz Company, Inc.
[ adams Ma
[chesire Ma

[Cctodkvile ny
[oatton ma
[CJrarmington T
Oriorida
[Herkimer Ny
Dlindiana
Ouiberty ny

Clnew ork
[5outh Bethlshem Ny
[Osouth Carolina
[stratford cT

Clwaterviiet Ny
Hote: Disabled locations indicate that the currently
logged in account does nat have access to those locations.
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EMIS 2 USER MANUAL - SDS Manager

Tasks Screen View and Directions
s DS Ma nage r Developed For:
Home Screen
Company, Inc.
= Home = SDS Manager
Administrative Functions List Active SDSs Alphabetically By Product Name
All non-archived SDSs starting with the letter selected For locations accessible to the current user.
D9ABCDEFGHIJKLMNOPORSTUYWXYZ Other
Enter SDS Search Parameters:
Product Name: Locations: #¥Z Company, Inc.,
Common Name: Adan?s MA
Revision Date: | Before v H |a m Chesire MA
Yendor/Manufacturer: ‘ Clackville
UN/NA Number: Daltan MA
First Used: Foiore v | | Fm};“;z“ntf:g
[:_:tset EI'ItE_I‘Ed u‘r Betore a Engineering
Chemical Eomponents:| ‘ Infarmation Technalogy
Enter multiple cornponents separated by commas, Research
Chemical CAS#s: | ‘ shipping
Enter multiple CAS#Hs separated by comrnas, Tmime
Ens: @ [ Florida
TRE: @ [] Herkimer My
DHs: @ [ [ Indiana
HaP: @ [ Liberty My
Search: 3DSs Mews York
Administration
Engineering
Shipping
Skorage
South Bethlehem Ny
South Caralina
Stratford CT
wiaterviet Y

SDS Search Results
Screen

5-EMIS 2 USER MANUAL - SDS Manager

—) SDS List —click on a letter to list all “active” SDS’s by product name.

mm) SDS Search Parameters — Search SDS’s by product name, common name, revision date,
vendor/manufacturer, UN/NA number, first used dates, date SDS entered or reviewed,
chemical components, CAS Numbers, location SDS is applicable for and whether or not the
chemical is an EHS, TRI, DHS, or HAP.

SDS List

Date Entered
Or Reviewed

&/8/2010

Revision

Date First Used

Product Mame ¥Yendor/Manufacturer

Safeby-Kleen &8/2010

Safeby-kleen 105 Solvent irgin afZ1jz009

12912010

Silicone Ol 4125/ 2002 Hach Compare:

Sirple Green gl-Purpose CleaneriScrubbing Pad 2712010 Sunshine Makers, Inc.

Sodiurm sulfide 111112010 alfa Aesar, a Johnson Matthey Campa

Sodium Sulfide Sizlfz01z

trust OT 2Pk Gloss Sunbursk Siz1jz01z

&j5/2010

5iz1/2012

Change Search Criteria

&i5/2010

‘Click’ on Product
Name to go to the
“SDS Details Screen”.

‘Click’ the SDS button
to see the actual SDS.

‘Click’ the Edit button
to modify the
information entered
into EMIS2 for that
particular SDS.

(SDS Full Access only)

‘Click’ the Change
Search Criteria button
to start search over.

5-1
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SDS Detail Screen

5-EMIS 2 USER MANUAL - SDS Manager

SDs Details

Product Name:
Revision Date;
Yendor,/Manufacturer)
Specific Gravity:
Densik

Flashpoinit:

NFPA Codgs:

PPE:

Date Ent¢red or
Last Refiewed:
Last Update On:
Last Update By:

Safety-leen 105 Solvent Virgin
5/z1 2009

Safety-Kleen

0.8

: 0.8 |bsfigal

105 °F

MIOSH-certified P- or R- series particulate Filker and
organic vwapor, chemical goggles, neoprene, nitrile,
or equivalent protective

: 6/8/2010

B/5/2010

GII2010 $:22:19 AM
David Prarnanik

Chemical Components

Max EHs TR

DHS HAP
(s Content ? ? ? ?

Component

Petroleum Distillates  64742-47-3 100%

Locations: XYZ Company, Inc,
Adarms Mo
Chesire MA
Clockyille My
Dalban Ma
Farmington CT
Accounting
Engineering
Infarmation Technology
Research
Shipping
Skorage

Florida

Herkimer MY

Indiana

Liberky My

Mew York
Administration
Engineering
Shipping
Skorage

South Bethlehem MYy

South Caroling

Stratford CT

‘Watervlist MY

| Editsps_[B Delete 505 |

‘Click’ on the
Product Name

‘Click’ the Edit button to
modify the information

‘Click’ the Delete SDS button to archive the SDS.
(SDS Full Access only)

to see the entered into EMIS2 for that
actual SDS. particular SDS. Click the ‘Yes’ radio button if you want to
(SDS Full Access only) Archive the Deleted SDS or the ‘No’ radio button
to delete without archiving.
The ‘Yes’ and ‘No’ buttons allow you to confirm
or cancel the SDS deletion respectively.
5-2 HRP Gosocictes, fne.




SDS Edit Screen

Update the SDS File

5-EMIS 2 USER MANUAL - SDS Manager

% Details

Product Hame: | Sty Klaan 105 Solve Virgn Chemical Components
Common Rame:
Revision Date: B R
SDS File: Sfely-Kleen 105 Suvent Virgin Perdenn Distlne] (4742478 | [0 o [T [] [ [
Clungs
Ve mdorf ManuTacturer: | Soflesty- Rlewar
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mm) SDS Details — Area to manually edit the SDS’s searchable data fields. Product Name, Revision

=

=)

Date, SDS File and Locations are required. Other fields are optional but will not be searchable
if not entered.

Chemical Components — Area to edit component(s), CAS number(s), percentages and whether
or not the individual component is an EHS, TRI, DHS, or HAP (these will also be automatically
checked based on the entered CAS number). Clicking the “Add Component” button will add an
additional blank line to fill in.

SDS Search Parameters — Area to Edit location(s) the SDS is applicable for. Each location that
the material to which the SDS applies is stored or used should be checked.

When done editing, ‘click’ Save Changes to save the new information and return to the SDS Details
screen. ‘Click’ Cancel to return to the SDS Details screen without saving any changes.

e Change the actual SDS by ‘clicking’ the Change button in the [ ,
SDS Details section (red above). SO Flle: | | Browse..
e ‘Click’ Browse to locate the file on your computer. Once the '
ng 305! @‘rﬂ C}‘J\J

file is located, ‘click’ Open to add it to system.

Archive Exdst
‘Click’ the ‘Yes’ radio button to archive the existing SDS.

‘Click’ Cancel File Update to return to the SDS Details Screen without changing the SDS.
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Add New SDS
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SDS Details

Product Mama: Chemical Componenls
Commaon Name: Mo Chermical Cormpanants far this 505
Revision Dale: | it |
S0E File: = Add Component
fie | " Browese., |

Vendorf ManuTacturer: | Locntinn: I:la"i‘l'f Cormparg, nc.
Specilic Gravity: Chsch &l D-ﬁ.\.lr.l'l': i
e nsity | W Unchech &l D':'m -y
WVOC Cnkent: D':u.-a'.' & MY
Flashpaint: |:| e
i D Farrningtan CT
UN/{H& Humber: |:|.I'l.n.-.uJ'r. e
NFPA Codes: I:l-- -
EireaTing
|:| Irfarrnation Techrolagy
I:l e
Dﬂ'l CEIE]
I:lﬂ‘.u'dn,re

FLAMMABILITY D _—
PHYSICAL HAZRRTY :
" |:| Hearkirnar MY

| | I:l Indiana
PPE: | [ ety mov
First Used: B [ i ek

HMIS Codes:

aet meviewe: 12152012 ] [ acicitretion
Comments: I:l ErxgirieErifKg

Do
.

[ scun metrieneen pov

[ st corciinea

I P—

I

gave Hew 503

mm) SDS Details — Area to manually edit the SDS’s searchable data fields. Product Name, Revision
Date, SDS File and Locations are required. Other fields are optional but will not be searchable
if not entered.

=) Chemical Components — Area to enter the component(s), CAS number(s), percentages and
whether or not the individual component is an EHS, TRI, DHS, or HAP (these will also be
automatically checked based on the entered CAS number). Clicking the “Add Component”
button will add an additional blank line to fill in.

BB SDS Search Parameters — Area to enter the location(s) the SDS is applicable for. Each location
that the material to which the SDS applies is stored or used should be checked.

When done adding, ‘click’ Save New SDS to save. ‘Click’ Cancel to return to the Home screen
without adding the SDS.
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Tasks

Screen View and Directions

Training Manager
Home Screen /
Training Courses
Screen

Training Courses
Filter Results Screen

6-EMIS 2 USER MANUAL - Training Manager

Administrative Funclions

EMIS Modules

Add/E
Add Emp

ar Trending

*» Home » Training Manager » Training Courses

Filtering Dptions:

Training Courses

Course Mame

gshestos Awarensss

Hopdborme Pathogens

Zhernical Hygiene (Lab Safety Procedurss)

Repeat
Interval

Annually
Annually
Annually

Zompressed Gas Cylinders
Confined Space Entry
Zonfined Space Crperations
Contrackor Safety

PR

20T Hazardous Materials

Zlectrical Sabety Working Practices

Zmergency Sction Procedures
Zire Extinguisher (Use and Handling
Zirst Aid Pracedures

lammable Materials

2 [¥iew all]

Page:

Zustodial Health Hazards &wareness

iquids and Gases

Annually
Annually
Annually
Annually
Annually
Annually
Ewery Three Years
Annually
Annually
Annually
Ewery Thres Yeats

Annually

Regulatory Program:

Requlatory
Program

| Completed Trainings |

Archive Status:

Bpply Filters

Upzoming Trainings | |

Edit |

OEHA | Completed Trainings | | Upcoming Trainings | | Edit |
OSHA Arthived Coure

OSHA | Cornpleted Trainings | | Upcorning Trainings | | Edit |
OEHA | Completed Trainings | | Upeoming Trainings | | Edit |
CSHA | Completed Trainings | | Upcoming Trainings | | Edit |
OEHA | Completed Trainings | | Upeoming Trainings | | Edit |
Cithear | Completed Trainings | | Upcoming Trainings | | Edit |
Other Amhived Cowse

RCRA | Completed Trainings | | Upcoming Trainings | | Edit |
OEHA | Completed Trainings | | Upcoming Trainings | | Edit |
OEHA | Completed Trainings | | Upcoming Trainings | | Edit |
OEHA | Completed Trainings | | Upcoming Trainings | | Edit |
OSHA | Cormnpleted Trainings | | Upcomning Trainings | | Edit |
OEHA | Completed Trainings | | Upcoming Trainings | | Edit |

I Bdd Mew Training Course I

) Training Courses Filter — ‘Click’ on the drop down to filter all training courses entered into the

database by Repeat Intervals, Regulatory Program and Archive Status. Once selections have
been made, ‘click’ Apply Filters to sort.
=) Training Course List — Includes all training courses sorted by name, with training intervals and

regulatory program type. You can view Completed Trainings, Upcoming Trainings and Edit
training course information from this screen. Additional details can be found in the sections

below.

=) Add New Training Course — Adds a new training course to the EMIS2 system. See details for

this option in the Add New Training Course section below. (Training Full Access only)

Training Courses

Course Mame

DT Hazardous Matetials
RCRAMazardous Waste Managernent & Handling

Repeat
Interval

Every Three Years
Annually

RCRA

Regulatory
Program

Cormpleted Trainin Upcorning Trainin Edit
P inings 4| Upeoming Trainings Yy Edit |

Compl efes

rainings || Upcnrﬂpgﬂﬁnings || Edit |

Bdd Mew Training Course

‘Click’ on ‘Click’ the ‘Click’ the ‘Click’ the Edit button | ‘Click’ the Add
Training Completed Trainings | Upcoming to go to the Edit New Training
Course button to go to the | Trainings Course Details screen. | button to add a
Name to go Completed Trainings | button to see a | You can edit the new training
to the by Course screen. list of course name, course course to the
Training There you can see a | employees description, retraining | EMIS2 system.
Course list of employees who have a interval and (Training Full
Details that have training session | regulatory program Access only)
Screen. completed the due and the and also add/delete

training or add an trainings actual | documents associated

employee to the due date. with the training.

completed training (Training Full Access

list. only)
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Training Course
Details Screen Course Name: Bloadbome Pathogens Training Materials
Description: This iz a description of the Bloodborme Revision
Pathagens training course For the Training Document Date
Manager module,
Retraining Interval: &nnually Elaodbome Pathogens Training citfzo11

Regulatory Program: OSHA
Larst Update On: &/&/2001 135543 FM
Last Update By: Tad Coohohois

Course Cornpleted Trainings Course Lp

Edit Course Delete Course

‘Click’ Course | ‘Click’ Course ‘Click’ the | ‘Click’ the ‘Click’ the Edit ‘Click’ the
Completed Upcoming name of Details button | Course button Delete
Trainings to Trainings to the to see the to go to the Edit | Course
go to the see a list of document | details of the | Course Details button to
Completed employees to open document screen. Here archive or
Trainings by who have a the actual | including the you can edit the | delete the
Course training session | document | document course hame, training
screen. There | due and the attached title, key course course and
you can see a | trainings actual | to the words, description, its associated
list of due date. training revision date, | retraining information.
employees course. actual file link, | interval and (Training Full
that have areas regulatory Access only)
completed associated program. You
the training or with the can also add or
add an document and | delete
employee to when the documents
the document was | associated with
completed added to the the training.
training list. EMIS 2 (Training Full

system. Access only)

Edit Course Details + Edit Training Course

Screen Training Course Details

Training Materials

Course Mame: |BI-:--:-dbu:-rne Fathogens

Description: |This iz a description of the Bloadbome [ Revision
Pathogens training course For the Training Date
Manager modle. Bloodhorme Pathodens  cypngy [Details |[ Edit || Femove |
Training
Retraining Interval: | fanually W | Add Documert

Regulatory Program: | O5HA W

Last Update On: &/ 30010 =543 PM
Last Update By: Tad Goctcheis

Save Changes

m) Training Course Details — Area to manually edit the Training Course Name, Description,
Retraining Interval (via a dropdown button), and Regulatory Program (via a dropdown
button).

=) Training Materials — Area to review, edit, add or remove a document associated with the
training course.
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e ‘Click’ the document name (blue type) to Document Title: Bloodbome Pathogens Training
open the actual document. Search Keywords: Bloodbome Pathogens Training

Revision Date: 5/1/2011
File Link: Bloodbome Pathogens Training

Locations:

e ‘Click’ the Details button to see the details of
the document including the document title,

key words, revision date, actual file link, Last Updated Date: £/6/2001 1211210 PM
Last Updabed By: Tad Goclicy

areas associated with the document .
ase

(locations) and when the document was
added to the EMIS 2 system.

WYE Cormpany, Inc,

Document Title: | Bloodborne Pathogens Training

e ‘Click’ the Edit button to edit

the details of the document Search Keywords: |Eloodborne Fathogens Training

including the document Revision Date: 5A2011 |

title, key words, revision File Link: Eloodbome Pathogens Training
date, actual file link, and the '-g::::;f # [W]wvz Company, Inc.

areas associated with the e ] Loaedin accout dosk Aok Rave Sccess 1o those Iocatiars.
document (locations). AT Ty (S TR

L=t Uipdated By

| Update Docurnent | | Cancel | | Delete Docurment |

e ‘Click’ the Remove button to remove the document link from the training course.
Please note that this does not remove the document from the EMIS2 system. The
actual document can still be found in the Document Manager section.

T
Select Document By: || Browsing For Document % | @ [Browse - Select a docurnent
Browsing For Documert praviously laaded ta the EMIS by
= [ JEnwironrmental Seanzhing For Document navigating the Docurnent Manager
+ [ Uploading Mew Document Falders.,
H [ JEPCRA Search - Selact a docurnent pravioushy
& CIWast Ioaded to the EMIS by searching For
TI aste title, kewwords or revision date,
H | __Water
) Uplead - Upload ar link 2 new
N [ Tank Inspection Log docurnent that is not presently stored
= |_JEnviranmental Managernent Systefn [EMS) in the EMIS.
# [ JEMS Manual
= [ JHealth and Safety Fawe Chs
# [ Industtial Hygiene
# C]osHA
Cancel

e ‘Click’ the Add Document button to add a document from the Document Manager. There
are three (3) ways to select a document:

=) Browse - Select a document previously loaded in the EMIS2 system by navigating the
Document Manager.

mm) Search - Select a document previously loaded into the EMIS2 system by searching by
title, keywords, or revision date.

m) Upload - Upload or link a new document that is not already in the EMIS2 system.

When done editing, ‘click’ the Save Changes button to save the new information and return to the
Training Course Details screen. ‘Click’ the Cancel button to return to the Training Course Details
screen without saving any changes.
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Completed
Trainings By Course
Screen

6-EMIS 2 USER MANUAL - Training Manager

. Jetedgiaing By C
Filtering Options:

Employees: W

Job Position:

Employee Location(s): = [v]uyz Company, Inc. [ check an | [uncheck A

[ 4pply Filters | [ Clear Filters |

Mate: Only Erplovees with this Training Course listed as a required course are shown,

v

Completed Trainings For:

Course Mame: Sooobome Fathiogens Training Materials

This is a -:Iesu:r_ip_tiu:-n of the E-I-:--:-dl:--:-mg_ Bloodborme Pathogens Training
Pathogens training course Far the Training
Manager rodule,

Annually

OSHA

Description:

Retraining Interval:
Regulatory Program:

Employee E:\ph;yee l::n_m_pleted Yerification
umber Training Date Method
Kyle Reese z2EE2 10f1/z012 Testing
Michael Pack 0as 10/1j2012 Tasting Training Record Dl ete
Add 1 ramning:
I— =

Wiew Upcoming Trainings

=) Completed Training Courses Filter — ‘Click” on the drop down to filter the list for the completed
training course selected by Employee Name, Job Position, Employee Location and Date Ranges.
Once selections have been made, ‘click’” Apply Filters to sort. ‘Click’ Clear Filters to clear all
selections and start over.

=) Completed Training Information — Area to view those employees who have completed the
training topic you have selected.

e ‘Clicking’ on the Training Name (blue type) in the training materials box, will open the
training material (e.g. PowerPoint) that is associated with that training topic.

e ‘Clicking’ on the Employee’s Name (blue type) will take you to the Training Employee
Details screen.

e ‘Clicking’ on Training Record (blue type) will open the training record (e.g. quiz sheet,
sign in sheet, etc.) that is associated with that particular employee and training class.
Training records are entered in the Document Completed Training Courses screen. See
below for additional details.

e ‘Click’ Delete to remove the employees’ record from the Completed Training List.

=) Add Person as Completing the Training Course — Area to enter a new employee into Completed

Training list. Enter information as follows: (Training Full Access only)
Add Training:

Dming Trainings

‘Click’ the | Manually ‘Click’ the drop | ‘Click’ the ‘Click’ the ‘Click’ the ‘Click’ View
drop enter the down to select | Select File | Add button | Cancel Upcoming
down date the the verification | button to to add in the| button to Trainings to
button to | training was| method add a entered clear the see a list of
select the | completed | (attendance, training information.| information | employees
employee | orusethe | job record (i.e. entered and due
who has calendar observation, quiz, signin without dates for the
complete | iconto testing) of the | sheet) to the adding it training

d the select the training training into the course that
course. date. completion. record. system. is selected.
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Upcoming Trainings
Screen

Employee Details
Screen

6-EMIS 2 USER MANUAL - Training Manager

When done adding, ‘click’ on the EMIS2 Modules menu (left of the screen) to go to another module
of the EMIS2 system.

Filtering Options:
Employee: —v| Mate: Only Employees with this Training Course listed as a required course are shown,
Job Position: b |
Employee Location(s): = [v]uyz Company, Inc. [ check al | [Uncheck A

[ 2pply Filters | [ Clear Filters |

Upcoming Trainings For:

Course Name: Sboobome Fathogens Training Materials
Description: This is a description of the Bloodbome Blandborme Pathogens Trainin
b = q q
Pathagens training course For the Training

Manager rodule,
Retraining Interval: Annually
Regulatory Program: OSHA

Employee Upcomin
Employee Nul:nh‘:ar Tralijning Dgte
Leus 1000 Moy
Kyle Reese 2r2e 10712013
Michael Peck oos 10712013
Zeus 1000 1152013

Wiew Completed Trainings

=) Upcoming Training Courses Filter — ‘Click’ on the drop down to filter the list for the upcoming
training course selected by Employee Name, Job Position, Employee Location and Date
Ranges. Once selections have been made, ‘click’ Apply Filters to sort. ‘Click’ Clear Filters to
clear all selections and start over.

=) Upcoming Training Information — Area to view those employees who have training sessions
due for the training topic you have selected.

e ‘Clicking’ on the Training Name (blue type) in the training materials box, will open the
training material (e.g. PowerPoint) that is associated with that training topic.

e ‘Clicking’ on the Employee’s Name (blue type) will take you to the Training Employee
Details screen.

e ‘Click’ the View Completed Trainings button to go to the Completed Trainings by Course
screen. There you can see a list of employees that have completed the training or add an
employee to the completed training list.

The Employee Details screen shows BlEni s

employee information including, Employee Employee Details

Name, Employee Number, Hire Date,

Employee Mame: John Smith Job Positions
Location and Job Positions. It also shows  Employee Numbers 123456 R —
what training courses are required. Hire Date: 1/20/2007 Machinist
Location: %Y Company, Inc,

L Fatmnington ST

e ‘Clicking’ on Employee Completed T Moo Tl

Trainings (blue type) takes you to the Last Update On: 5/17/2010 125239 M
L Last Update By: DCawd Pramanik
Completed Trammgs by Employee Employes Complated Trainings Employee Upcoring Trainings
screen. See above for detailed
information. Ashestos Awareness
° ’Clicking' onEm ployee Upcoming Chernical Hygiene (Lab Safety Procedures)

Compressed Gas Cylinders
Electtical Safety Working Practices
Emetgancy Action Proceduras

Trainings (blue type) takes you to the
Upcoming Trainings by Employee screen.

See above for detailed information. Lockout Tagout (Affected Personnel)
e ‘Clicking’ the Edit Employee button takes Moise Exposure/Hearing Pratection
you to the Edit Employee screen. Respiratory Pratection
(Training Full Access only)
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Edit Employee
Details Screen

6-EMIS 2 USER MANUAL - Training Manager

e The Delete Employee button deletes the employee and all training records associated with that
employee or archives the information which will allow you to retain the employee data and all
past training records but you will not be able to schedule future trainings for that employee.
(Training Full Access only)

+ Edit Employee

Employee Details

Employee Mame: |Jn:-hn Smith | Job Positions
Employes Mumber: |123=155'. | Far:lift COperator
Hire Date: = M achinist
Location: X%¥Z Corpany, Inc, | Change | w || 04d Position "

L Fatrnington ZT
L Infarmation Technalagy
Lasct Update On: 2 17/2000 133235 FM
Last Uipdate By Do Framanik

Required Training Courses

#Ashestos Awarenass Rernowe
Chernical Hyqgiene (Lab Safety Procedures) Remowve
Cormpressed Gas Cylinders Rernouwe
Electrical Safety Working Practices Remowve
Emergency Action Procedures Rernowe
Lockaut Tagout [Affected Personnel) Renove
Muise Exposure/Hearing Protection Rernowe

Feszpiratary Protection Rernowe

I vi|
Save Changes

=) Employee Details — Area to manually edit the Employee Name, Employee Number, Hire Date,
and Employee Location (by ‘clicking’ the Change button). Job positions can be added by
choosing a position from the drop down menu and ‘clicking’ the Add Position button. Job
positions can also be removed by ‘clicking’ the Remove button next to the job position that
you’d like to remove.

g

Required Training Courses — Area to view those employees who have training session due for
the training topic you have selected. Training Courses can be added by choosing a course from
the drop down menu and ‘clicking’ the Add Position button. Training courses can also be
removed by ‘clicking’ the Remove button next to the course you’d like to remove.

g

Save Changes/ Cancel — When done editing, ‘click’ the Save Changes button to save the new
information and return to the Employee Details screen. ‘Click’ the Cancel button to return to
the Employee Details screen without saving any changes.
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Document
Completed
Trainings for
Employees Screen

6-EMIS 2 USER MANUAL - Training Manager

The Document Completed Trainings screen allows the user to document a training course, including
listing the date the course was completed (training date), the verification method (e.g. attendance,

job observation, testing), adding a training record and adding the list of eligible employees to the
completed training list.

= Document Trainings

Document Completed Trainings for Employees

Select Course:

Canzel

‘Click’ the drop down arrow to choose the ‘Click’ the Cancel button to return to the
training session you wish to document from Training Courses (Main) screen without adding
the drop down list. a completed training course.

+ Document Trainings

Document Completed Trainings for Employees

Select Course:
Blaodbome Pathogens W |

Description: This is a description of the Bloodbome Pathogens
training course For the Training Manager module, —
Retraining Interval: Annually Bloodhome Pathogens Training

Regulatory Program: OSHA

Training Materials

raining Details

Training Date: ﬁ
Yerification Method: W
Training Record: | Selact File

Eligible Employees: Trained Employees:
Eyle Reesa
hichael Peck
Zeus
=]
=l
Hiold < CTRL > o select mulliole users

2dd Trainings Cancel

mm) Select Course/Course Details — This area shows the training course information including
name, description, retraining interval, regulatory program and training materials.
e ‘Click’ the drop down arrow to choose a different training course from the drop down
list.
e ‘Clicking’ on the Training Name (blue type) in the training materials box, will open the
training material (e.g. PowerPoint) that is associated with that training topic.

—) Designate Employees as Trained — Area to enter employees that have completed a training
session.

e Manually enter the date the training was completed or use the calendar icon to select
the date.

e ‘Click’ the drop down to select the verification method (e.g. attendance, job observation,
testing) of the training completion.

e ‘Click’ the Select File button to add a training record (e.g. quiz, sign in sheet) to the
training record.

6-7 HRP Gsocictes, Pe.




Training Reports
Screen

6-EMIS 2 USER MANUAL - Training Manager

e ‘Click’ the name of the employee (in the Eligible Employee box) that you want to add to
the trained list. Once the name is selected (it will be highlighted in blue), ‘click’ the
arrows pointing right to add the name to the Trained Employees box.

NOTE: You can select multiple names at one time by holding down the control key
(CTRL) and ‘clicking’ each name you want to add.

e Toremove a name from the Trained Employees box, ‘click’ the name and then ‘click’ the

arrows pointing towards the left to put it back into the Eligible Employees box.

=) Add Trainings/ Cancel — When done editing; ‘click’ the Add Trainings button to save the new
information. Use the EMIS2 Modules menu (to the left of the screen) to go to another module
of the EMIS2 system. ‘Click’ the Cancel button to return to the main Training Courses screen
without saving any changes.

* Training Reports
Training Search Criteria:

EmNplaunl,::ﬂ | Employee Location(s):

oo _]"bl — | Check Al = EYE Company, Inc,
;:;::::g Uncheck Al &damns MA
Courser | v Chesire 14

Regulatuw Clockwille HY
oL I—l |—| Craltan P4
Rall:;':? @ Beesn Lo = # [v] Fatrrington T
O Predefined Range:
Training plare
Status: Herkirmer MY
Emﬁ:r:';tl Hane " | Indiana
Libetty MY
H H Mews Yark
South Bethlehern MY
South Caralina
Stratford CT
Wateryliat MY

The Training Reports screen allows the user to search all training records by Employee Name, Job
Position, Training Course, Regulatory Program, Date Range or Predefined Range (e.g. currently due,
due in the next 30 days, 90 days, etc.), Training Status (upcoming or completed) and Location or any
combination of those criteria.

The “Report Grouping” drop down will determine how the generated report is sorted: grouped by
employee, grouped by course, or none.

Once the criteria are chosen, ‘click’ the Generate Report button to view the report.

An example of a generated training report is * Training Reports

pictured to the right: Training Report

Employee Course Training Date
‘Click’ the Change Report Criteria button to Kyle Reese Bloodbome Pathogens  10/1/2013
return to the Training Reports screen. Michael Peck Bloodbome Pathogens 1152013

Change Report Criteriza
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Employee Search
Screen

Add a New Training
Course

6-EMIS 2 USER MANUAL - Training Manager

# Employee Search

Enter Employee Search Criteria:

Employes Name: | | Locations:

Check ol
Employes Mumber: |:| CEAERLL A Llnc::cl-: Al
¥| adams Ma
Hire Date: Between E #ind E
1ob Pusiti | |:| ||:| ChesireMA
(TlD MO k.S Clockwille MY

Employes Status: Dralton M
alton
Search
Farmnington T

The Employee Search screen allows the user to search all training records by Employee Name,
Employee Number, Hire Date Range, Job Position, Employee Status (active or archived) and
Location or any combination of those criteria. Once the criteria are chosen, ‘click’ the Search button
to review the report.

An example of a generated employee search report is as follows:

» Employee Search

Employee Search Results
Employee MName E:Lpl:?h?:re Hire Date  Archive Date

Adarm Fox 100 7j5/1383 e e B e B
Drax Lernire 245 1f31j2011 | Completed Trainings | | Upcoming Trainings | | Edit |
Ellen Ripley 4EETE 1jZ 112005 | completed Trainings | | Upsoming Trainings | [ Edit |
JOHM LEMIRE 234 1itjz011 [ completed Trainings | | Upzoming Trainings | [ Edit |
John Smith 123456 1jz0jz007 [ completed Trainings | [ Upcoming Trainings | [ Edit |
Man Rockatanskoy CEFEY 35j2010 [ completed Trainings | [ Upcoming Trainings | [ Edit |
Michael Peck 005 12{1jz010 [ completed Trainings | [ Upcoming Trainings | [ Edit |

‘Click’ the Change Search Criteria button to return to the Employee Search Screen.

« Add Course

Training Course Details

Course Mame: Training Materials

Description:

Mo Training Materials For this Course

Add Docurnernt

Retraining Interval: | Hever W |

Regulatory Program: | Other W

Sauve Mew Course Canzel

=) Training Course Details — Area to manually enter the Training Course Name, Description,
Retraining Interval (via a drop down button), and Regulatory Program (via a drop down
button).

=) Training Materials — Area to add a document associated with the training course.
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Add/Edit Position
Screen

6-EMIS 2 USER MANUAL - Training Manager

1
Select Document By: | Browsing For Documert % | @ [Brawse - Select 3 docurnent
previously loaded to the EMIS by

= [_Enviranmmental Searching For Document navigating the Docurnent Manager

® ] air Uplaading Hew Document Folders,

H [ JEPCRA Search - Selact a docurnent pravioushy

o CIWast loaded to the EMIS by searching For

?I aste tithe, keywards ar revision date,
H |__]Water
7 Upload - Upload ar link a new

. [ Tank Inspection Log docurment that is not prasenthy stored

= |_JEnvironrnental Managernant Systegn [EMS) in the EMIS,

# [ JEMS Manual

= [ JHealth and Safety
# [ ]Industtial Hygiene
H [ oEHA

Save Chs

Cancel

e Click’ the Add Document button to add a document from the Document Manager. There
are three (3) ways to select a document:

mm) Browse - Select a document previously loaded in the EMIS2 system by navigating the
Document Manager.

mm) Search - Select a document previously loaded into the EMIS2 system by searching by
title, keywords, or revision date.

m) Upload - Upload or link a new document that is not already in the EMIS2 system.

When done editing, ‘click’ the Save Changes button to save the new information and return to the
Training Course Details screen. ‘Click’ the Cancel button to return to the Training Course Details
screen without saving any changes.

This screen allows the user to add or edit a job position. Start by ‘clicking’ the radial button to
select “Add a New Job Position” or “Edit Existing Job Position”:

Add New Job Position

» Add/Edit Position

Add/Edit Job Positions

':E} Add Mew Job Position li:::'Euzlit Ezxisting Job Positian
Job Title: |

Description:

Required Courses: il || Add Course |i

Save New Position

To add a new job position, manually type in the Job Title and Job Description. Use the drop down
box to add the required training courses to the job position. Once a training course is selected,
‘click’ the Add Course button. You can select as many courses as necessary.

When done entering the job position information, ‘click’ the Save New Position button. ‘Click’ the
Cancel button to return to the main Training Courses screen without saving any changes.
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Add Employee
Screen
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Edit Existing Job Position

» Add/Edit Position

Add/Edit Job Positions

{:}' Add Mew Jab Pasition @Edit Ezisting Job Position
Job Title: | Forklift Operator w |

Description: |This iz 2 description of the Forklift Operator job postion,

Required Courses: |~y o) Hygiene [Lab Safety Procedures)
Ernergency Action Proceduras
Lockout Tagout [Affected Personnel)
Fespiratory Protection

bt || Add Courze |

Last Update On: &/ 1772000 L1290 &AM
Last Update By: Dawd Framanik

Delete Job Postion Save Changes Canzel

To edit a job position, select the job title you wish to edit from the drop down box. Manually edit
the Job Description. ‘Click’ the Remove button next to any required training courses you wish to
remove. Use the drop down box to add any required training courses to the job position.

When done editing the job position information, ‘click’ the Save Changes button. ‘Click’ the Delete
Job Position button to delete the job position from the EMIS2 system. ‘Click’ the Cancel button to
return to the main Training Courses screen without saving any changes.

» Add Employes

Employee Details

Employee Name: | | Job Positions

Employee Mumber: | | [ » || 2dd Position ||

Hire Date: I:l E
Location: o Thange e Sedor

Required Training Courses

| v

Save New Employes

To add a new employee, manually type in the Employee Name and Employee Number. Manually
enter or use the calendar icon to select the hire date.

To add the location where the employee is located, ‘click’ the Change button. A list of possible
locations will pop up. Select the appropriate location by ‘clicking’ on it.

To add a Job Position to the employee, click the drop down box in the Job Positions area, select the
appropriate job position and ‘click’ the Add Position button. You can add as many job positions as
necessary. If you add one in error, click the Remove button next to the one you’d like to remove.

Use the drop down box to add the required training courses to the job position. Once a training
course is selected, ‘click’ the Add Course button. You can select as many courses as necessary.

When done entering the employee information, ‘click’ the Save New Employee button. You will

then be directed to the Employee Details Screen. ‘Click’ the Cancel button to return to the main
Training Courses screen without saving any changes.
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