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Filter active or historic reminders by system or store.

You can now filter your active and historic task reminders list.
Select “Reminders/Active List” from the left hand menu.

Then select from the Site Drop down to view “All” reminders or reminders for a
specific store.

| Dashboard Home

| LUl Melbourne Store b Risk System | Al -
Reminders -

My - pou 2 il
@l\re List > ] Sydney100

History List Iron Global Link
System Status

p it here to group by that column

Self Assessment
) ) Stare Plan Reminder / Task
Self Assessment History List

implementation asks [ L]

B Melbourne Store General Health and Safety | Weekly Workplace
Checklist

D

Training Schedule

Staff List Melbourne Store Hazard and Risk Weekly Workplace
) ) Assessment Checklist
Training Register
Certification Library Melbourne Store Emergency Management Emergency Management
Business Checklist

[+ svstem Plan

Filter your single store reminders by risk system
You can see in the below example now only “General Health & Safety” reminders

due for Melbourne Store are visible.
A Peshbe e reminders by store it "

” and/or risk system v
Emindess Reminders - Active List

ive List
System Status

Drag a column header and drop it here to group by that column

Self Assessment
_ o P Store Plan Reminder / Task Plan Doc Ref
Self Assessment History List
Implementation Tasks | | ‘ |
Implementation Task History List Melbourne Store General Health and Safety | Weekly Workplace

Checklist

Training Schedule
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Group results by due date or frequency.

Filter ‘ALL’ stores and risk systems by a column header

Drag the column you wish to group your reminders by into the top left hand bar of the
table, and drag it back out to remove the filtering. In the Example you can see it has
grouped the reminders by due date.

Reminders - Active List

e ——
Store Flan Reminder /Task Plan Doc Ref Action Fraquengy Due Date Days Remaining

SydneyL00 Food Safety

\ \ | | \

Dally Goods Inwards
Summary Sheet

Sydney100 Food Safety Hand Held Thermometer HA16.00 Weekly Calibration Check | Weekly
{Internal Check) Sheet HA18.11

17/03/2014

17/03/2014

Sydneyl00 Food Safety Weighing Scales (Internal | HAL6.00 Weekly Scales Calibration | Weekly
Check) Check Sheet HA.15

Sydney100 Emergency Management | Emergency Management | EM 07.01 Conduct Weekly
Business Checklist

17/03/2014

3
1

Melbourne Store General Health and Safety  Weekly Workplace Check Weekly 21/03/2014
Checklist
Melbourne Store Hazard and Risk Weekly Warkplace Check Weekly 21/03/2014 1
Assessment Checklist
Stare EM07.01 Conduct Weekly 21/03/2014 1
Business Checklist
Melbourne Store General Health and Safety  GHS - Monthly Workplace Cheek Monthly 28/03/2014 8
Checklist
Melbourne Store General Health and Safety  Use the Safety Check Monthly 28/03/2014 8
Noticeboard Checklist to
ensure everything that
needs to be on the
naticeboard is on the
| IR,
Frequency - j
Store Plan Reminder / Task Plan Doc Ref Action Frequency Due Date
Melbourne Stare Health and Safety Use the Safety Check Marnithly 25/03/2014
' Indudtion MNoticeboard Checklist to
ensure everything that
needs to be on the
noticeboard is on the
noticeboard
Melbourne Store Health and Safety Manthly Workplace Check Manthly 28/03/2014
: Induction Checklist
Melbourne Store General Health and Safety | Weekly Workplace Check Weekly 07/03/2014
Checklist
Melbourne Store Hazard and Risk Weekly Workplace Check Weekly o7 4
Assessment Checklist
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Please NOTE: the ‘ALL’ filter is only available for ‘Reminders’, not on
‘Implementation’ or ‘Self Assessment’

l/rhe option [All] is only available for Reminders
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Printing certificates from the Training Register

You can now click on a certificate that has been uploaded in the ‘Training
Register’ and print a copy.

Certification Details

<

This certificate recognises that

Name Administer Workplace Health and Basic Food Safety 05
P L T Pae e il — ek
Chrissy groat
ab
Carlos Beltran ¥l Add certinfo ¥l Add certinfo gggéggs
Matt Carpenter AUSTRF};LIQ
Melissa Chavounitis

CERTIFICATE OFjel:t=5s

COMPLETION

Andro Gopal

I

Allan Craig When you double click on

Alison Dale certificates you can now

Pete Dassie .

Andro Gopal (o]

—

Greg Graham o]

Alex Harper

John Harper

abi asemani Import

abi asemani Import

Jeff Jackson

ungeaking

3ssezzment on my behall

Food Safety for Food Handlers

1, the 3bave named recipient, deciare that all wark hat contributed b s certicate outcome, Including aning
W3NG 3na aniine ss25EmENt, WaE My
behal

successfully completed

on 101013

UM WG, 314 P DINT PETEON COMpIEA=n 3Ny of e oAInE HERIng and
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Importing staff lists to your Dashboard and Training Register

You can also bulk upload your staff list with our ‘Upload Staff’ excel template.
Download from http://www.refss.com.au/user-quides-work-place-health--

safety.html

Just download the template, customize with your staff's information and
upload into your REFSS Dashboard.

Simply paste in the data, ensuring date format and select yes/no from the drop down
to include or exclude staff member in the ‘Training Register’. *Ensure that you do not
have duplicates.*

A B C D E F | G |
Employee Code First Name Last Mame Contact Phone E-mail Start date Active on Register
123 kira smith 0499467238 smstore.ks2 15/02/13yes
124 kym dean 0400756474 blued@bigp IEIOHIZM
125 lynette renner 0437672696 tests@hotm 02/04/11 yes

Click on ‘Staff List’ in your dashboard and then select, ‘Import Staff List’

Dashboard Home Site [ Melbourne Store v] Risk System [ General Health and Safefy v]
Reminders Tealning Schedule - Staff List 2 |
Active List £
Histary List h‘\
System Status n Upload your customised Staff list. (.xls) %)
Self Assessment
Self Assessment History List + Add new Employee

Imple ign Tasks Employee Code Employee Name
Impler 1 Task History List I:l I:l

Training sachedule

|

— / 1134 ab

4 1235 Chrissy groat

1. An import window will pop up, select upload. Navigate to your customized
‘Staff upload template’ and select open.
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; I
Document

o

LA —

Select Excel File : Upload  _§

il

2. File format should be .xls. Once it is successfully loaded a green dot will
appear next to the file name.

Training Schedule - Staff List

ﬂ Upload your customised Staff list. (xls) | Impont Staff List

3. If you have multiple sheets for different stores select the correct sheet in the
drop down.

=+ Add new Employee
Employee Code | Employee Mame | Maobile E-mail
Document
/ 1235 29
/! 1134 Select Excel File -
/ 1234 Sheet Name -
e
/ 1734 M Excel file template
/| i | 4] A | B | 6 | D | E | F | G
7 _1_' Employee Code First Name Last Name Contact Phone E-mail Start date Active on Register
1234 |
2 |
£ E
4
AT |
=
/ 1234 sl

Document

Select Excel File - | Upload |

Sheet Name 'Store Names!

v
'Second Store$’

'Store Name$'
B Excel file template

| 4| A [ B [ C [ D [ E | F | G

_lj Employee Code First Name Last Name Contact Phone E-mail Start date Active on Register
2|

B
a

5

6
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4. Select ‘Import’.

Training Schedule - Staff List

ﬂ Upload your customised Staff list. (.x1s) | Import Staff List

+Mdnew&nplnyee

Employee Code | Employee Name Mobile E-mail
Document

/o ams
/! 1134 Select Excel File : |_Upload |
! ima Sheet Name {'StoreNames'._ |~
!/ 1234 B Excel file template
/s L4 A L 8 | e | D | e | F | ¢
/ _1__‘ Employee Code First Name Last Name Contact Phone E-mail Start date Active on Register

1234 7 |
ENEFT =
! ima 4+

_5_

/ 1734 6 |
EENEFT
! T

5. If there are no errors or missing data in the file then you should receive the
message, ‘Import Successful’. Data will not load if there is a missing first or
last name or if there is an incorrect date format.

B Upload your customised Staff fist. (xls) | Import Staff List

= Add new Employee

Employee Code Employee Name Mobile E-mail
i o=

1235 Document »
/ 1134
/1| Select Excel File | Uplosa |
/ 2 Sheet Name Store Names' v
! 1 [ import |
4 1234 A Excel file template = x
£ |z S A | B \ T i I £ G
/ AT 1 Employee Code First Name | Bt Start date Active on Register

= T e
£ |1 3
/ 1234 4 ‘
5

/ 1234 =l
/1
! 9999‘ abi asemani Import 123 2222
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6. You will now see your total list of employees when you click ‘Staff List’ in the
left hand menu. And if you click ‘Training Register’, staff that had a ‘yes’ for
‘active on register’ can also be found here. You can now begin scheduling
training for your new employees or log previously achieved certifications.

[} emind Training Schedule - Training Register
Active list
AN
[} System Status
Seif Hame Administer Workplace Health and Safety Basic Food Safety
Seff Aszessment History List MairiDale ) =
Afizon Dale D D
Pete Dassie B =]
Courinay Deez O
Kybe Dete ] il
Jscksan £ al [
Bronte Fraser D D
a8 @
Manage SystenPlan B Training
[+ Data Cature 0 O

Once an employee leaves the business.

Click on ‘Staff List'. Locate employee and click on the pencil icon to edit. Unclick the
‘Active on Register’ check box to remove the employee from the training register.
Finally set the employees finish date.

Self Assessment History List <= Add new Employee
Implementation Tasks Employee Code | Employes Name Mabile
Implementation Task History List L 1 It 1 I
~| Training ! 1 = 2 r 3k | X
e | @. Active on Register @
a g Register o
Certification [iblary / Employee Code
[} System Plan /
Buy System/Plal :
54 5 / Ernail kazsmith@hotmail.com Contact Phone 02 6324 0000
Manage System/Plan & Training
- /
Data Capt 1
) Daia Capiure / Start date
Emergency Management - Weekly Busi
Checklist / LIRS
/
/
F
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