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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. 

 
 
 
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. 
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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. 

 
 
Or in this example group by the frequency of the task 
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Please NOTE: the ‘ALL’ filter is only available for ‘Reminders’, not on 
‘Implementation’ or ‘Self Assessment’ 
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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. 
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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-guides-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.* 
 

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

 
 

1. An import window will pop up, select upload. Navigate to your customized 
‘Staff upload template’ and select open. 
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2. File format should be .xls. Once it is successfully loaded a green dot will 
appear next to the file name.  

 
 

 
 

3. If you have multiple sheets for different stores select the correct sheet in the 
drop down.  
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4. Select ‘Import’. 

 
 

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. 
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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. 

 
 
 

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. 
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