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ESAMS System Training for Supervisors

Introduction to ESAMS for Supervisors

ESAMS (Enterprise Safety Applications Management System) has been selected as the SMS (Safety
Management System) by CNI headquarters to provide a secure NMCI compliant web-based means to
manage all facets of the Navy's Safety & Health programs. ESAMS is composed of a suite of web-enabled
applications to manage SOH data requirements including mishap reports, training, direct and indirect costs,
medical surveillance, hazard analysis, etc. ESAMS enables Navy personnel to demonstrate full compliance
with all current OSHA and SOH standards, and provides real-time data for headquarters and command level
personnel allowing them to make informed decisions based on current data and metrics. Once
implemented, ESAMS will automate many of the OSH program data calls and required reports. ESAMS
allows employees, supervisors, training coordinators and safety professionals to manage their training,
metric, medical surveillance, mishap, inspection, and deficiency data which can be limited to echelon,
installation, region, command, and various other levels.

Training Objective

The main objective is to understand ESAMS from a Supervisor's perspective. Specific Topics cover the
following:

Quick Launch Links - My Links and Supervisor Links

Record OJT (On-the-Job-Training) Given by Supervisor

On-Line Web Training

Mishap Reporting - lliness Reporting and Tracking System (IIRTS)
Respirator Use Questionnaire

Filing an Unsafe/Unhealthful Report

Finding ESAMS Address I/éj http: A A bigwllc. com

The web site login can be accessed directly by using the following URL: H]'W . lq

https://www.hgwllc.com/ESAMS_GEN_2/LoginESAMS.asp e |
& Associates

Users can also find the login at http://www.hgwllc.com o~

Select the Customer Links hyperlink; then click on the ESAMS Login link :
that is located at the top of the Customers Links page. Customer Links

M Esams Login
Logging into ESAMS

For first time users, the User ID is the full last name and last five digits of the social security number.
For first time users, the default password is the last five digits of his/her social security number.

e =mith12345
Password: T

Paz=z rd iz Case-Sensitive

Login




First time users will not be allowed to enter the system until the User ID and password are each changed
from the initial settings and a security question has been entered. User IDs are not case sensitive so do not
worry about capitalization; Passwords are case-sensitive and require both capital and lower-case letters.
The user will first be required to change the User ID. The user must enter the Current User ID (the User ID
that was used to login to the ESAMS website), then enter a new User ID. The User ID must be re-entered
to ensure that the user is certain of the ID being entered. Clicking the “Continue” button takes the user to
the next step.

ESAMS.

Welcome Alyssa Jones ESAMS Login Page ]

A
Change User ID

For enhanced security purposes it is MANDATORY for ALL USERS to change their System

OPTIONS Generated User ID, update their password, select log in preference, and set a security
question.
ENTER Current User 1D: User ID Rules -
jones00011
* User ID must be between 8 and 30
ENTER Mew User ID: - characters long
.a|','55a.j0nes & Does NOT contain Spaces
e e ® Special Characters limited to (@ or .) may
RE-ENTER New User ID: be used as part of the 1D
e e - # The User ID is NOT Case Sensitive
alyssa.jones | #* E-mazils are an acceptable User ID

# FPlease select a User ID you will remember

Continue

The next step in the first time login process, the user must change the Password. The user must enter the
Current Password (the Password that was used to login to the ESAMS website), then enter a new
Password. The Password must be re-entered to ensure that the user is certain of the password being
entered. Clicking the “Continue” button takes the user to the next step.

ESAMS.

Welcome Tester Someguy ESAMS Login Page ]

Change Password
For enhanced security purposes it is MANDATORY for ALL USERS to update their password,
set a security question, and select log in preference.

Current Password:
Password - Password Rules -
snsee
Mew Pasowoed - # Minimum 14 characters in length

® Must include at least:

Two numbers

Two upper case |atters

Two lower case |etters

Two special characters (Special
characters are limited to @, %, %, &%,
() and =)

# Cannot use any of the last 10 passwords.
Continue # Must change password every 60 days.

Re-snter Password:

[s e Nw]




Next, first time users will see a screen in which they must select the specific security question using the
drop-down box, then must enter the correct answer to the security question (shown below). Once this
information is entered, the user should click the “Continue” button to move to the next step.

ESAMS.

Welcome Alyssa Jones ESAMS Login Page |

Security Question
For enhanced security purposes it is MANDATORY for ALL USERS to set a security
gquestion, and select log in preference.

: - Security tion: - :
Security Question scurity Question w - Security Question Help -

Pet's Name

Security Question Answer: #* Please select and answer a security
IS o I question
B ® It is important that you remember the

answer to the question selected.
® The purpose of the security question is

an additional validation of the user
Continue identity.
& DO NOT GIVE ANYOMNE ¥YOUR SECURITY
QUESTION ANSWER.
# If you need assistance with logging in,
help desk personnel vill ask for the

answer to your security gquestion to
validate that you are the user calling.

The next step is for the user to select the Login Preference option. This will determine how the user is
allowed to log into the ESAMS website in the future. The user may choose to login: 1) using PKI/CAC only,
2) using User ID/Password only, or 3) using both PKI/CAC and User ID/Password, which allows the user to
login with either procedure. The user should click the desired option and click the “Continue” button.

ESAMS.

Welcome Alyssa Jones ESAMS Login Page ]

Login Preference
For enhanced security purposes it is MANDATORY for ALL USERS to select log in

preference.
Flzase selact your login preferance below:

O PKI only login verification - ATTENTION - PKI Only Login
Rules

O Usear/Password login verification

Login Preference

# The PKI Only login setting will
require the use of PKI/CAC for all
future logins and this setting

Continue cannot be changed without the use
your PKL/CAC.

O Both PKI and Username/Password login verification




Users who select either login option that includes PKI/CAC login will see a “PKI Login” button on the
ESAMS Login page when they return to Login to ESAMS in the future. Clicking on the “PKI Login” button
will allow the user to login using only the PKI/CAC card. Note: The PKI/CAC certificate must be in the
PKI/CAC reader of the computer for the PKI/CAC login to work.

PKI Owner: JAMES HAMILTDN'
%, A |

User ID: | |

Password: | |

The last step in a first time login, the user must confirm the email address that is associated with the user’s
account. The current email address is listed in an open text field, in which the user may type any
corrections to the address that are needed. Clicking on the “Continue” button completes the first time login
process, and takes the user to the ESAMS Main page.

ESAMS.

Welcome Alyssa Jones E5AMS Login Page |

Email Address
E-mail: -
X - Email Address Help -

|a|',rssa.Jones@na\r',r.m|I |

f an e-mail address is not =hown below, please enter one. ;
# Any requests for your password are mailed

to your e-mail account.
#® Please check the accuracy of your e-mail
. address.
Email Address EiTa ® Used for Password Retrivals.




Users who have had the password reset by the ESAMS Help Desk will see the screen below, which will require
them to change their password before entering the ESAMS website — they may change their security question
and email at this point as well, but this is not required. The security question is used to identify the user in the
case he/she cannot remember his/her login at a later date. The ESAMS Help Desk may ask for this information
to verify the identity of a caller.

ESAMS.

Welcome Alys=a Jones ESAMS Login Page ]

Change Password
For enhanced security purposes it is MANDATORY for ALL USERS to update their
password, set a security question, and select log in preference.

Current Password:
- Password Rules -
anen
Password
New Password: #* Minimum 2 characters in length

* Must include at least:

Two numbers

Twio upper case letters

Two lower case letters

Twio special charactars (Special
characters are limited

to I, @, #. %, & *(,) and =)

# Cannot use any of the last 10 passwords.

Continue * Must change password every 30 days.

Re-enter Password:

[sNele el

Forgot Password

Users who cannot remember their Password for ESAMS can move the cursor/mouse over the “HELP”
link to see the “ESAMS Account Retrieval” section and use the “Forgot Password” link. Clicking on the
“Forgot Password” link opens a new window in which the user can retrieve his/her Password. After passing
the web security page, the user must enter his/her correct User ID and answer the Security Question
correctly. The answer to the Security Question must be typed exactly as it was entered (including
capitalization) or the system will not recognize the answer. Once these actions are completed, ESAMS will
send the user’s password to the email address on the user’s record. Alternatively, users logging in with a
CAC/PKI certificate can change their password and then enter directly into the website.

“HELP” Link

HELP | Contact Webmaster
—

ESAMS Login Help CAC/PKI Authentication Help
Help Desk

= punt Retrieva

Forgot Password Forgot User ID




Security (CAPTCHA) Screen

ESAMS.

Password Assistance

If you have logged intc the system before and selected a new password, you should have also selected a
"Security Question" and provided an answer for that question. When you answer your "Security Question”
correctly, your password will be e-mailed to the e-mail address stored in ESAMS.

If you do not have an e-mail address in ESAMS, you will have to contact HGW for assistance.
Click here for contact infarmation.

Click Refresh to Change Image

tbers are Czse-SensfMe

| | [ submit

Get Security Question

ESAMS.

Fomere iy HIGEW
Password Assistance

If you have logged inte the system before and selected a new password, you should have also selected a
"Security Question" and provided an answer for that question. When you answer your "Security Question”
correctly, your password will be e-mailed to the e-mail address storaed in ESAMS.

If you do not have an e-mail address in ESAMS, you vill have to contact HGW for assistance.
Click here for contact infermation.

If you forgeot your password, enter your User ID below and dick on the Get Security Question button.

Enter User ID:
smith12245 E Get Security Question >
N —

Answer Security Question

ESAMS.

Femered by HCHY
Password Assistance

If you have logged into the system before and selected a new password, you should have also selected a
"Security Question" and provided an answer for that question. When you answer your "Security Question”
carrectly, your password will be e-mailed to the e-mail address stored in ESAMS.

If you do not have an e-mail address in ESAMS, you will have to contact HGW for assistance.
Click here for contact information.

@i_on: Pet"s Name Answer: [spot | [ submit ‘@

Revised 06/09/2011
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Password E-mailed

ESAMS.

Pomwered by i’
HGN Close Window
Password Assistance

If you have logged into the system before and selected 3 new password, you should have also selected a
"Security Question" and provided an answer for that question. When you answer your "Security Question”
correctly, your password will be e-mailed to the e-mail address stored in ESAMS.

If you do not have an e-mail address in ESAMS, you will have to contact HGW for assistance.
Click here for contact information.

Your password has been mailed to you at jhamilton@hgwllc.com If this e-mail address is incorrect, please
contact the Help Desk at the above phone number,

Forgot User ID

Users who cannot remember their User ID for ESAMS can move the cursor/mouse over the “HELP” link
to see the “ESAMS Account Retrieval” section and use the “Forgot User ID” link. Clicking on the “Forgot
User ID” link opens a new window in which the user can retrieve his/her User ID. After passing the web
security page, the user must enter his/her Last Name and Social Security Number, and answer the Security
Question correctly. The answer to the Security Question must be typed exactly as it was entered (including
capitalization) or the system will not recognize the answer. Once these actions are completed, ESAMS wiill
display the user’s current User ID. Users who have not yet changed their User ID will be informed that the
Login is the user’s Last Name and Last 5 digit of the SSN.

“HELP” Link

—
HELP | Contact Webmaster
e —

ESAMS Login Help CAC/PKI Authentication Halp

Help Desk

ESAMS Account Retrieval
Forgot Password Forgot User ID

e ALAe

Security (CAPTCHA) Screen

ESAMS.

Pomared by JIERART
HGEY Close Window
User ID Assistance

You will be asked to enter the letters correctly for a CAPTCHA (letters in a distorted picture), after 4
incorrect tries you will have to close the popup and try again. If you have correctly answeraed the CAPTCHA
you will be asked to Enter your Last Name and Full Social Security Number (Will be used for validation). If
ESAMS accepts your Last Name and Social Security Number as valid, you will be asked to answer your
Security Question. Then you can retrieve your User ID from the system.

If you have a problem retrieving your User ID please contact HGW for assistance:
Click here for contact information.

he ck in the picture bel

Refresh

Click Refresh to Ch 1l

Letters are Case-Sensitive

|uGaHKKX | [submit |

Revised 06/09/2u11 10
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Enter Last Name and Full Social Security Number

ESAMS.
e HV

User ID Assistance

You will be asked to enter the letters correctly for a CAPTCHA (letters in a distorted picture), after 4
incorrect tries you will have to close the popup and try again. If you have correctly answered the CAPTCHA
wou will be asked to Enter your Last Mame and Full Social Security Number (Will be used for walidation). If
ESAMS accepts your Last Name and Social Security Number as valid, you vill be asked to answer your
Security Question. Then you can retrieve your User ID from the system.

If you have a problem retrieving your User ID please contact HGW for assistance:
Click here for contact information.

Please enter your Last Name and your Full Social Security Number (SSN).
Enter Last Name’lsmith |

Enter 55N=E| . E| - @ 123-45-6789

Answer Security Question

ESAMS.
s HEY

User ID Assistance

You will be asked to enter the letters correctly for a CAPTCHA (letters in & distorted picture), after 4
incorrect tries you will have to close the popup and try again. If you have correctly answerad the CAPTCHA
vou will be asked to Enter your Last Mame and Full Social Security Number (Will be used for validation). If
ESAMS accepts your Last Name and Social Security Mumber as valid, you will be asked to answer your
Security Question. Then you can retrieve your User ID from the system.

If you have a problem retrieving your User ID please contact HGW for assistance:
Click here for contact information.

Security Question:
Pet's Mame?
|5pnt |[ Submit ]

View User ID

ESAMS.
e GV

User ID Assistance

¥ou will be asked to enter the letters correctly for a CAPTCHA (letters in a distorted picture). after 4
incorrect tries you will have to close the popup and try again. If you have correctly answered the CAPTCHA
you will be asked to Enter your Last Name and Full Social Security Number (Will be used for validation). If
ESAMS accepts your Last Name and Social Security Number as valid, you will be asked to answer your
Security Question. Then you can retrieve your User ID from the system.

If you have a problem retrieving your User ID please contact HGW for assistance:

Click here for contact infoermation.
@ser 1D is: smith12345 ;

Revised 06/09/2011
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Becoming Familiar with ESAMS

Quick Launch Box

The Quick Launch box is divided into My Links (for
standard level access), Supervisor Links, News and
Events, Help and Admin Links. It should be noted that
users will only see Quick Launch links pertinent to their
access in the system. The Quick Launch contains the
following sections:

e My Links
e Supervisor Links
e News and Events
e Help
e Admin Links

My Links

My Links contains all the basic areas that a standard
user would need to access in ESAMS.

Supervisor Links

Supervisor Links contains all the links that a person
with supervisor access would need in ESAMS.

News and Events

News and Events will contain the most recent
ESAMS Newsletter and any messages that the
region or claimant wishes to post. Personnel with
higher administrative access may see the Executive
Safety Summary.

Help

= Navy POCs (Points of Contact)

=  FAQs (Frequently Asked Questions)

= ESAMS Documents contains detailed
instructional manuals for each application and
quick reference guides.

= Help Desk Number and Hours of operation

= Email the Safety Office to contact the Regional
Safety Manager or Claimant Safety Manager.

= Questions and Comments should only be used
for problems specific to the web application
functions and should not be safety program
issues.

Admin Links

These links are used only by ESAMS Administrators
with specific access for each application.

My Links

Messages,/Not Read L]
Profile

Web Training

Classroom Training Schedule
Needed Training

My Inspections

Report Near Miss

My Abatements / Cormective Actions
Report Unsafe /Unhealthful
Safety Survey

Change My Password
Change My UserID

Supervisor Links

Supervisor's Tools

Report a Mishap

Report a Property Danmage
Report a Mear Miss

05H Training Report Card
Monthly Safety Talks

Record 03T

Record RODS

Respirator Use QuestHonnaire
Ergonomic Checklist

My Workplace Inspection Checklist

Command Safety Summary

News and Events:
CMNIC Safety and Occupational Health Policy

ACTION DIRECTIVE FOR IMPLEMENTING ENTERPRISE
SAFETY

ESAMS Newsletter February 2007

SECNAV MESSAGE

C .
Ninsights
The 2005-2006 Navy Safety Campaign.

CNIC Safety Met February 2007

Help

Mavy POCs

FAQs

ESAMS Documents
ESAMS Templates
ESAMS Help Desk

Email HGW Safety Office
Questions or Comments

12



System Basics include the following topics:

Basic Navigation

Exiting ESAMS Applications
Messaging Pop-ups

Pop-up Selection Menus
Logging Into Systems

The Change Log

Technical Help

Navigating and Exiting

Users should try to refrain from using their browser “Back” or “Forward” buttons.
Each page in ESAMS should have an “Exit,” “Return to Main Page” link, or a
“Back” button within the web application that will allow users to navigate properly
through the application screens. When a user is finished using the system, he or
she should log off the system by using the “Log Out” link that can be found
throughout the applications.

Messaging Pop-Ups

Below is an example of an ESAMS Message Pop-up. These pop-ups act much like email, but send
messages directly to our Technical Support Department.

There are three important items to remember about pop-up email:

Time Outs!
The Pop-up window will automatically close after approximately 20 minutes.

Pop-Ups Can Hide.

Pop-ups are really only little browser windows and can sometimes hide behind a larger browser window. If
a Pop-Up won't open, it may be because it's already open; check the status bar for multiple browser
windows.

Include Your Name and Phone Number.

Supplying your name, email, and/or phone number will expedite a response. This is not necessary, as the
ESAMS Technical Support members can trade messages with users through the “Message” link under My
Links, but can help if the support member needs direct contact.

Report Bug | My Reguests

Bug Report Form

Roquost Type: . oot
**¥ou are about to submit a Bug Request, if this is a Data Change please contact your Safety Office. HGW will not
complete any Data Changes that are submitted through Bugs. All Data Changes must be approved and submitted by a
Safety Specialist or TRMS Administrator.
P ————————————

Describe the problem with as much detail as pozzible:

When I click on the required training (Ergonomic Awareness), 1 receive 3 page cannot be displayed
rmessage, Please help so that [ can take my training!

John Smmith

ou Can view the status of your regquest from the Main Page under My Links, by clicking the "Messages § Mot Read" link

13



Using Other Pop-Up Types

Pop-Up Selection windows are used throughout the ESAMS system to
populate data fields. To the right is an example of the triangle to click to
access these pop-up selection boxes. The triangle refers to a pop-up
selector. Whenever possible, select the triangle to generate a pop-up
selection menu.

DO NOT TYPE INTO THE FIELDS WHEN THERE IS A POP-UP
SELECTOR AVAILABLE TO USE!

There are four basic types of Pop-Up Types:

Add Ta hdy

= Calendar/Time
= Fill-In Search
- Single Select Today. 2/16/2006 11:55.12 AM
= Multi-Select February 2006 February [ 2006 [[Extt]
Calendar/Time Pop-up Selection e e b Fri Sat
749 20 31 1 2 e} 4
To the right is an example of a calendar pop-up
selection window used to select dates for fields in the 2 & L g El 10 n
system. Notice the default selection is the current
date. 12 13 14 15 18 17 18
To select a date follow these steps: Click on the Military Time Below.
Select the year and then select the month. 00:00 | 01:00 |02:00 | 03:00 | 04:00 0500 | 06:00 07:00
Click on the desired date next. The calendar § po:15 | 01:15 0245 0345 0415 0515 0615 07:15
pop-up window will disappear and the date 00:30 |01:30 (0230  03:30 | 04:30 | 0430 | 06:20 |07:30 j
selected will appear in the text box. Also to 00:45 |01:45 |02:45 |03:45 |04:45 |05:45 0645 0745
tsr;eler(':%gtn'ivﬁ]”dgéva?ﬁfv‘;{n%gvrc%iggfg;f 02:00 |09:00 [10:00 [11:00 [12:00 [13:00 [14:00 [15:00
» A ) 08:15 0915 1015 1148 (1218 1315 1415 1515
military time in 15-minute increments.
. 08:30  09:30 | 10:30  11:30 | 12:30 | 13:30 | 14:30 1530
Users should select the time closesttothe — §no e | nggs | 1045 | 1145 | 1245 | 1345 | 1445 1545
actual desired time. The pop-up window will
disappear and the time you selected will 16:00 (1700 (1800 | 1900 |20:00 | 21:00 | 2200 [(Z3:00
automatica”y popu|ate the text box. 1615 (1715 (1815 1915 20018 0 210158 | 2215 (23145
16:30 | 17:30 1830 1930 | 20:30 | 2130 | 2230 2330
The Fill-In Search Selection Pop-Up 16:45 (17:45 (1845 1945 2045 | 21:45 2245 2345

To the right is an example of a Fill-In Search Selection Pop-Up. To begin your search, type in the first

part of the name and then select the “Search” button. Below and to the right is an example of the
results of search criteria that was typed in above. In this case, the result happens to be a Single Select

Pop-Up.

| w  AddTohy List

Last Name (starts with): mith

First Mame (starts with): [Jahn

Return to Main Fage | search |

14



Single Select Pop-Up Windows

Single Select as the name implies only allows the user one item

Exitl Search Again |

in the list as shown to the right. Left mouse click on the correct
item, this action will populate the field and the window wiill
disappear. If the desired record did not appear, try the “Search

Again” button and change the search criteria.

Multi-Select Pop-Up Windows

Multi-Select pop-up lists allow the users to select more than one

item.

Change Logs

All Users should be aware of the
change logs that are located throughout
all the applications but only viewable by
administrative personnel. The Change
Log is an expandable memo field that is
appended each time a user makes a
change to a record. The system logs a
date, time, user's name and the action
taken. This allows system
administrators easily to view who, when
and why a record may have been
changed. This also serves as an
electronic trail to help identify users who
choose to abuse the system or are
consistently careless in entering data.
To the right is an example of a change
log.

1. Smith, John

2. Smith, John A

4 ShdlTH JOHMW L

5. Smith, John B.

2. Smith, John

10. Smith, John

11. Emith, Jehn

12. Emith, John &

T

AlMD Fort Worth

AlMD FortWorth

2. Smith, John
Timaothy JR

EQDMU 1T

6. Smith, John

SRR A

7. Smith, John C MLy

UsAGAPG

8 SMITH JOHM D MR WTU 1314

[ galact aLL Recard( =)

1. W U5 Mawy (31 Adive michael
2. [T W Hawy (1) Caontractor

3 ¥ U5 Mawy (8] Foreign Civilian [attached to LSN)

4 [T Ws Hawy (5) Foreign Military [ attached to USH)

MACS 24

VEA-204

12, SMITH, JOHM
WICHAEL

SUBASE KINGS BAY GA

HAWFAC Washington

AL Willows Grove

HEw banville Command

MMCB 24 DET 0524

Updated By:
Updated By:
Updated By:
Updated By:

Updated By:

Srnith, Anna M (5105874) Cn:
Srnith, Anna M (3105874] On:
Srnith, Anma M (5105374) On:

Srmith, Anna M (5105874) On:

Srnith, Anna M (5105874) On

2/16/2006 1:39:117 PM
Zf1E6/Z006 1:39:28 PM
2/16/2006 1:39:49 PM
2f16/2006 1:40:07 PM

1 2f16/2006 1:40:38 PM

Access ['Command - IDATS Wiew Only','Command - TRMS Clazs Admin Only','Depad

Madification By: Smith, Anna M On: 2/16/2006 1:40:43 PM continued...
Access (code-&) was removed from EMPLOYEE (S105274),

Madification By: Smith, Anna N On: 2/16/2006 1:40:46 PM continued..,
Access (code-28) was removed from EMPLOYEE (51058740,

Madification By: Smith, Anna N On: 2/16/2006 1:40:53 PM continued..,
fAccess (code-91) was removed from EMPLOYEE [S105874),

Modification By: Smith, Anna N On: 2/16/2006 1:40:57 PM continued..,
Access (code-39) was rernaoved from EMPLOYEE (5105874,

Modification By: Smith, Anna N Cn: 2/16/2006 1:41:04 PM continued..,
Access (code-3) was removed frorm EMPLOYEE (5105874,

Maodification By: Srith, Anna N ©n: 2/16/2006 1:41:12 PM continued. ..
JabTitleID (code-3000759) was removed from EMPLOYEE (S105574).

Updated By: Smith, Anna M (51058740 On: 2/16/2006 1:41:21 PM

JobTitleIl [Security Guard-2000759) was given to (51058740 ©n: 27162006 1:41:2

End Change Log
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On-Line Help
There are multiple ways to get assistance with ESAMS.

Review the ESAMS for Supervisors On-line training

Use “Questions and Comments” to send a message to the Webmaster for assistance
Download manuals from the ESAMS Documents link

Send a Bug Message for assistance

FAQs (Frequently Asked Questions) page

Call the Help Desk during hours of operation

ogkrwnrE

Bugs Messaging

Bugs Messaging was referred to in the Messaging Pop-Ups. Administrators will see the “Bugs” button in
most of the applications. This is yet another way to get assistance from ESAMS technical support. Any
problems or errors experienced should be pasted into this pop-up message, along with a name and number
to expedite the process of contacting the user concerning the resolution of the error or problem.

My Links - Profile

The “Profile” link contains nearly all personal information tracked by ESAMS for each user. Users may only
look at their own profile using the “Profile” link. On the main “Personal Info” section, users can view general
information, such as access levels, installation, or date of birth. By selecting other sections through the
navigation links at the top of the page, such as Training or Medical, users can view other data that has been
logged into ESAMS.

Profile for: RIan Mcbawni I‘\.ll»::mt:ialli MNovember 1?’i 2008

Personal Info Duties /Tasks Training Mishaps Medical
Edit Prafile Edit Motarcycle

Command fUIC: NAS JRB Mew Orleans LA, UIC; MOD206 - Maval Air Station Department/Code: Ops -Fire Dept - Ops-Fire Department
Joint Reserve Base Mew Orleans LA

Parent Command: CNRSE Claimant: NO0052 - CRIC Motorcycle Rider Status: not s
ricler
Last updated on 11022005 by James
Hamiltan

Installation: NAS JRB Mew Orleans Building: 2 - Fire Station Room:

PhonefExtension: 190026624371 Fax: DSN Phone:

Cell Phone/Pager: Email: ryan mchawni@nawy mi

Birth Date: 0510241975 Service and Status: US. Mavy - |RankfGrade: ¢4

Active
NSC Job Title: FIREMAM (FM)FR HR Job Title: Sex: M
Rate/Series: Supervisor:
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Edit Profile

A user can edit his/her profile by clicking on the “Edit
Profile” button on the upper left of the profile page,
just below the Navigation Bar. When clicking on that
button, user will get a pop up to edit some of the
information from Section 1.

Information that cannot be edited by the user must
be edited by the Safety Office or a TRMS
Administrator. Users are provided with contact
information for Safety Administrators at the bottom of
the Edit Profile window.

Edit Motorcycle Info

Save Close

Command: HGW System Administrator - UIC:NOOOaa : HGW System Administrator - For HGW Employees
Only

Department/Code: Test Peaple
Installation: HGW

Last Name: Safetyman Supervisor: Not Assigned

First Name: Safe Middle: Suffix:

Service and Status: U.5. Navy - Reserve Active W |Rank/Grade: E04 W |Rate/Series:

Job Series AVIATION BOATSWAINS MATE - LAUNCH & RECOVERY EQUIP W

Job Title:

Birth Date: 91211956 v Sex: M: F: D
Email: MichaelGreyWhite@hotmail. com

Phone Number/Ext:

example: 5552221111 2024339867 / DSN Phone:
Cell Phone: Fax: 6195538632
Building: Ad Room:

Can't change something abaut your record? Type corrections in the field below. Click the save button to send
change requests.

Help Desk: 865-682-0048 Hours: M-F 0700 - 2000, Sat 0930 - 1500 ET

You can edit your profile’s motorcycle rider information by clicking on the “Edit Motorcycle” button on
the upper right of your profile page, just below the Navigation Bar. When you click on that button you get a

pop up to edit the Motorcycle Rider Questionnaire.

Mawy Traffic Safety Program Motorcycle Operator Questionnaire

Change Log Close

MOTORCYCLE IMFORMATION FOR:
Jones, Alyssa 5419402

You have been indicated as a Motorcycle
Rider, you must complete this form before

proceeding.
[ Mo Longer Motorcycle Rider ]
Clicking the button abave will remove motorcycle rider from this record. Current information will be preserved.
Motorcycle Type [required]: Standard ¥ | wiew rotorcyde definitions
Riders with rultiple bikes should anly
count their prirmary rotorcycle
Frequency Of Usze (required]: Daily "
Matarcycle Qwnerzhip Type (required): | cyn w

Experience Level (required): Less Than 2 “ears w

License or Permit w/ Motorcycla g
Endorsernent [redquired]:

Select type of riding or planned type of
riding (Check all that apply) (required): Commuting DCDmpetitiuefCircuit I:‘Cruising I:‘Occupational

DO'FF- DRecreationaI DStunt
raad/Trail

Registered on Base (reqguired

£ (red J C'ND C‘Yes
Gender (reuired
(red ] Om ®r
Planned Purchasze Date (If date reset date
unknown, approximate month and | V‘

wear) (required if vou plan ta
purchasel:

Approxirmate Actual Purchaze Date (If  pesetdate
date unknown, approximate month and |9.-’9;"2IJDEI
vear) (required if you cwn):

v|
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Access Levels

Below is an example of an employee who has supervisor access. The supervisor access must be assigned
to anyone who has personnel reporting directly to them. Without this access the following functions will
either be hidden or a message of “Access Denied” will appear.

= Supervisor Tools
= Record OJT

Mishap application

Multiple access levels can be assigned. Users with no special access will have the Standard Access.

ESAMS Access

Translation
ubmit completion of any of the 01T which includes the following: Hazcom, PPE, Safety Topics,

Application Access and User Rights

Top Level Regions Sub Regions Installations

Supervisor (2)

Section 2 - Duties/Tasks

This section lists the user’s assigned duty/tasks. Each duty/task is listed with the associated training
requirements, medical surveillance programs (Stressors), and PPE requirements.

Personal Info Duties/Tasks Training Mishaps Medical

Duties/Tasks

Respirator

Job Title Stressors

Required Training

No stressors
associated with this
role

{CORE REQ) - NonIndustrial Supervisory (CNRSW) - This is a Core requirement for all Non-industrial supervisors. Course Title
{Admin) (i.e. Their direct subordinate is a non-industrial employee).

No PPE Requirements
ESAMS Training for Supervisors
{Web or Classroom)

Ergonomic Training for
Supervisors

NAVOSH Orientation

Supervisor Annual Training - Non-
Industrial (CNRSW)
Lockout/Tagout For Authorized
Employees ([CNRSW)

Housekeeping/Custodial/Janitorial (CNRSW) - Departments: BOQ/Housing Personnel who perform " . . .
housekeeping/janitorial/ custodial duties at Quarters. These are additional requirements to the Core Sourschiitle’ MedicaREvaluation EPE Types

assessment.

Asbestos Awareness - DSHA
Class IV Asbestos Training

Bloodborne Pathogen Training

PPE Training {General -One Time
Only - Web Based)

For:

Blood & Body Fluids -
i78

Chemical Resistant
Gloves - Rubber

Chemical Resistant
Gloves - Nitrile

Chemical Goggles

18




Section 3 - Training

This section provides both the outstanding requirements and the training history for the user. The initial
page shows training requirements coming due and the immediate training history of the user.
Outstanding requirements will display the due date in red. Clicking on the “Course Availability” link for
any class will direct the user to the proper area to receive the training.

Profile for: Ryan Mchawn, Tuesday, March 03, 2009

Personal Info Duties /Tasks Training Mishaps Medical Respirator

Needed Trainin

Course Scheduled
ESAMS ID Title Availa Due Date Date Status |Class Id

2378 Motorcycle Rider Safety Training™ Click for details 11042008 Grace
"Equiwvalent Period

112 Respirator User Training Classroom 03/31/2009 Grace
Period

5 Respiratory Protection Fit Testing Click for details 07 /07 /2009

Scheduled Training

Section 2: q q
classes that do not satisfy any requirement

ESAMS 1D Scheduled Date

z09 AAA Driving Improvement Program (DIP) #/19/2008

244 Motorcycle Safety Foundation (MSF) Training Basic (BERL) 1/20/2009
Section 3:

Recent Trainin i

Home Fire Safety 2375 Fire Public Education 1/05/2009 Pass
Fire Safety for Daycare 2376 Fire Public Education 11/24/2008 Pass
Fire Evacuation Drill Participation 2459 Fire Public Education 10/15/2008 Pass
Monthly Safety Talks - Given 2a1 Safety and Occupational Health &/05/2008 Pass
Monthly Safety Talks - Received 202 Safety and Occupational Health &/05/2008 Pass
Traffic Safety Briefs Prior to Holidays, Liberty, or Extended Weekends 1176 Traffic Safety g/05/2008 Pass
Job Hazard Analysis Training 326 Safety and Occupational Health 8/01/2008 Pass
CBRNE Respirator User Training 1243 Safety and Occupational Health 7 /07 /2008 Pass
Respiratory Protection Fit Testing 5 Safety and Occupational Health 7 /07 /2008 Pass
Supervisor JHA /AJHA Annual Review /Update 1705 Safety and Occupational Health 6,/21,/2008 Pass

Training History

The “Training History” button displays the user’s full training history. In the training history pop-up,
the course listings can expand (using the “+” next to each course) and provides a detailed list of
each class taken for that specific course as shown above. The user can also sort the lists by
clicking on the heading of the columns. (Example: If a user wanted an alphabetic listing of his/her
historical training, he/she can click on the “Course Title” heading and this will sort the training list
alphabetically. The action will be the same for the other columns as well.) Finally, the user may
print out their own training history by clicking on the “Printable” link, located just above the list of
classes. The user will be shown a preview of the training history as it will be printed. Clicking the
“Print Report” button in the top right corner will send the training history to the printer. Users may
also print certificates for any OJT or Web-based courses taken on ESAMS by clicking the “+” next to
the desired course. The expanded list will show the “Print Certificate” link. This action can also be
performed from the “Needed Training” link. Note: Users cannot print certificates for courses
that are no longer available on ESAMS, only for currently available training.
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Close Window

To prnt a certificate click the "+" beside the desired course and click "Print Certificate.”
Certificates for completed Classroom Training are available through your Local Safety Office.

Training History For: Ryan Mchawn (5419401)
Course Tide Course ID Course Type Date Taken Status

B Back Injury Prevention Training (Annual) 40 Safety and 332009 Pass
Oecupational Health

Class History Course Class I Mandatory Date Status
i Taken

Print Certificate 40 47075382 MO 3/3/2009 Pass
Horne Fire Safety 2375 Fire Public Education 1/5/200% Pass
Fire Safety far Daycare 2ATE Fire Public Education 11/24/2008 Pass
Fire Evacuation Drill Participation 2459 Fire Public Education 10/15/2008 Pass
Traffic Safety Briefs Prior to Halidays, 1176 Traffic Safety a5/ 2008 Pass

Liberty, or Extended weekends
Monthly Safety Talks - Given zal Safety and s8/5/ 2008 Pass
Occupational Health

Morthly Safety Talks - Received 29z Safety and /52008 Passz

Oecupational Health

Section 4 — Mishaps

This section provides a list of mishaps that have been filed on the user; it displays the mishap date and
the status of the mishap.

Personal Info DutiesiTasks Training Mishaps Medical Respirator

Mishap History

Mishap Date MishapStatus
09/23/2002 Closed
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Section 5 - Medical

This section displays the Medical Surveillance Programs the user is enrolled in and the information
associated with physical exams and medical stressors. It includes past evaluation results, the dates
until which those physical exams are good, the next scheduled physical, and a list of the
“Physician/Designee” for each past evaluation. Clicking on the “detail” link will open a window allowing
the user to view the medical surveillance record for each evaluation.

ESAMS Main LOG OUT

[E-ugs][ Help Desk ]

Profile for: Ryan Mcbawn, Tuesday, October 20, 2009

Personal Info Duties /Tasks Training mMishaps Medical

Medical Surveilance Program Limitations Evaluation Results Good Untl
161 - Lead Passed Without Restrictions 0371572010
503 - Moise Passed Without Restrictions 07/04/2010

ScheduledDate
detail 3/15/2010 8:00:00 AM
Physician /Designee Taken

detail Dr Chad Williams 77472009 8:00:00 AM
detail Dr Chad Williams 371572008 8:00:00 AM

Section 6 — Respirator

This section displays the user’s participation in a respirator program (if any). It includes all fit tests taken
by the user and the results of those tests.

Personal Info DutiesTagks Training Mighaps Respirator Equipment

Fit Test Id 6026 Test Date 01/19/2007 Test Time 12:56:00
Respirator Brand INTERSPIRO SPIROMATIC 5 - HP 4300 R.espirator Type HFAP - Half Face AP |Respirator Size L

Test Type Test Gas - Test Gas Test Portacount S/N 068574 Test Results PASSED
Task Requiring Respiratar Abrasive Blasting - Abrasive Blasting

Change out periad Every: 0 Day

First Cartridge and or Filter Particulate Filter - R 99 (Resistant to Oil) |Se:0nd Cartridge and or Filter |N,|’A |Third Cartridge and or Filter |N,|"A
Cartridge Comments usage 1

Fit Test Id 6026 Test Date 01/19/2007 Test Time 12:58:00
Respirator Brand 3M - Model 8300 Respirator Type HFSA - Half Face Supplied Air |Respirator Size L

Test Type Test Gas - Test Gas Test Portacount 5/N 1232356 Test Results PASSED
Task Requiring Respiratar Fuel Cell Maintenance - Fuel Cell Maintanancs

Change out periad Every: 3 Hours

First Cartridge and or Filter Particulate Filter - N 99 (Not Resistant Gil Proof]|SE|:ond Cartridge and or FiIter|Corn|:l0 - Organic Vapor / PLDU|Third Cartridge and or Filter‘N,fA
Cartridge Comments usage 2
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Section 7 — Equipment

This section displays any equipment that has been placed under the user through the E-Tracker
system. Pertinent data about the equipment can be viewed in this section.

Personal Info Duties/Tasks Training Mishaps Medical Respirator Equipment
Truck Water Pumper Little Red 12/31 /2006 127312011

10615 . Track 8274284BO8GF723TF2BFO [ . - Pumper 2000 | o0 on aM 12:00:00 AM
Truck Little Red . 104/ 2006 1042011

10620 285 Ladder Truck B86F49GF461421K710Q3 Trucks Waiyup X23 17:00:00 AM 17:00:00 AM

My Links - Classroom Training Schedule

To enroll personnel in a class that has already been created, but if the user is not the creator or an
administrator of the class, users may employ the “Classroom Training Schedule” link. This link is located on the
main ESAMS page under the “My Links” section. Selecting this option opens a window to a list of available
scheduled classes for the current day and for the current month. Users may search for classes in future months
by selecting the proper month at the top of the list of shown classes. Classes are listed in order of the day that
they are being conducted on and then alphabetically. If a class is not shown, that class has not been created
and a new class will need to be made using the New/Edit Class function of TRMS.

Once the user has found the class in which personnel need to be enrolled, the user may enroll these
personnel by selecting the “Enroll Other” link, located next to each available class on the far right of the page.
Selecting this link open a search screen that allows users to find personnel that they can enroll. The scope of
personnel that can be enrolled by the user is based upon the scope of TRMS access that the user has (i.e., a
user with Command TRMS can enroll any personnel within his command). Note: This function is not
available to users with TRMS Enterprise Access. The user may search by filling in any or all fields available
in the search window. Once the search criteria have been filled in, users must click the “Search” button. This
opens a window that displays the personnel found by the search. Personnel can be enrolled by selecting the
box next to their name(s) and then clicking either “Enroll” button. All personnel in the window can be enrolled in
the class by choosing the “Select All” box and the clicking the “Enroll” button. After the “Enroll” button is
selected, the user is taken back to the Scheduled Classes page. Note: Once the “Enroll” button has been
selected, the user will not be able to disenroll any personnel. This may only be done by the class
administrators or by the personnel themselves.

- Search Again Search Results ‘ Close Window ‘
Return to Main Page |¥]
Select the source you were searching for by dicking on it. Otherwise select the "Exit" button to close the
Last Name(starts vith): smith window or the "Search Again" butten to continue your search,
First Name (starts with): mary
Middle Name({contains): Select ALL: [
il
SSN (Last Four): i . NAVBASE SAN
[JHOFSTADSMITH,MARY C (1272) :Assigned CNRSW DIEED - MAINSIDE
Employee ID: To: Greenwood, Michael
NAVAL AIR
Command: v ZITHrMARY C(5761) iAssignad To:  WARFARECTR el oke 7802000
OmpELL, CLAIREE .
Installation/Base: v CHINA LAKE
Department{dep Command: 3. [IsmMrTH,Mary ¢ (5022) thssigned To: NS PATUXENT PAX River 8651004
NOTHSTEIN, HARRY N RIVER
Class 1D: I ) NRPERSMOBTM  Naval Station Grest  Department Not
4. [JsmrTH.mary € (s280) pr, - Specified
Access Lavel: . ‘
(avy Personnel
5. []SMITH,MARY ELLEN (0727) C;nymnd NSA Mid-South 401
Duty/Task:
Supervisor: 6. [ISMITHMARY F (1313) sAssigned To:  \avoENT-BAH  NSABARRAN N3-OPERATIONS:
P ‘ SMALLS, ELTIAH
= e ( NHJAX FH UAX DT NAS Jadsonil Dept Not Specifisd
(Includes No Birthdates) D 7. []SMITH MARY KATE (7034) aceamile S
. 8.
Service and Status: v . §
[ SMITH,MARY KATHRYN (B302) :Assigned MNSAPanamaCity  NSAFPanamaCiy — FCXD21
Ta: WALSH, RAY A
S igan (D
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Supervisor Tools

By selecting the “Supervisor Tools” hyperlink, supervisors have the options listed below. If a supervisor
does not have personnel who match the report criteria, the report will not be accessible or underlined.

Supervisor Tools - Information Concerning Direct Reports Only!

¥Yiew and Assign Direct Allows supervisors to view and assign their direct reports and assign Duties/Tasks to their direct reparts,
Reports

Supervisor's 05H Report Cizplays a surnrmary (by percentage) of the OSH training and mizhap reporting of supervizor and hiz fher direct
Card reports.

Training Plan Displays a list of all outstanding required training for direct reports.

Training Plan With Down- Cizplays a list of all outstanding required training for direct reports and their down-line.

Line

PPE Requirements Dizplays a list of PPE requirernents with the nurnber of personnel aszignad. Selecting the number drillz down to

the assigned personnel.

Monthly Safety Talks Displays Monthly Safety Talks received by vour current employees,
Report
Respirator Workers Displays a list of all direct reports with respiratar requirernents, including respirator training due date and last

respirator medical evaluation.

Medical Surveillance Displays a list of Medical Surveillance Programs (Stressors) with the number of personnel assigned. Selecting the
Programs nurmber drills down to the assigned personnel,
Duty /Task Displays a list of Duty/Task with the number of personnel assigned. Selecting the number drills down to the

aszigned personnel

0J1T Report This repaort allows supervisor to search for and display ©JT given.

To Assign Direct Reports

1. Click on the “Add to My List” button to search for a new direct report. A pop-up will display a
search for the direct report.

Entire Down List Supervizor Toals

Direct Report List for Mcbawn, Ryan

Motorcyele
Employees Mishap Training ) Info. Termination
{Click for Details) DutiesTasks History History Rider Comp. Remove or Transfer
Jones, Alyssa Review / Add 1 Yes View Wiew MR * Mf A Unassign Email Request
Parsons, Brad Review / Add 0 |‘r’es |'o'iew Wiew MR M Unassign Email Request

*No Response

If your list of direct reports is incomplete, please use the ‘Add to My List’ Button below to open a search window.
From this new window, select the correct employee and click on their name to add them to your list.

Add to My List

2. Type the direct report’s last name and first name or initial in the appropriate fields.

3. Click the “Search” button (see below). A list of names will display based on the information
entered. Note: Supervisors can pick up External Users as direct reports and assign them
duties/tasks. However, A TRMS Administrator must first validate the External User’s
record before the External User can enter the ESAMS application as a standard ESAMS

User.
Last Marne [starts with]: williarns
First Marne [starts with]: chad
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4. Click on the name of the person to be added. The person will be added as a direct report. If the
person for whom the supervisor is searching does not appear on the list, one of the following
has occurred:

the person does not have a record in ESAMS, and a TRMS Administrator must create a
record for that person,

The person has a deactivated record in ESAMS, and a TRMS Administrator must reactivate
the account,

the person exists outside of the supervisor's command, and a TRMS Administrator must
have the person transferred into the command.

the person’s name does not match the spelling entered in the search field, and the
supervisor may click the “Search Again” button to change the information in the search field

If the person’s name appears on the list but is not bolded, that person is already a Direct
Report to a supervisor, and cannot be a Direct Report to another supervisor and thus cannot be
selected. Only that person’s current supervisor or a TRMS Administrator may remove a
supervisor from a person’s record.

(]

1. WILLARD, CLARENGCE A :Assigned To: ELLIOTT, JEFFERY MNAS Jadsonville FL NSE

2. WILLIAMS, ALAN R :Assigned To: SULLIVAN, ANDREW MNAS Jadesonville NAS Jadsconville 020-024 T-Line
3. Williams, Bryan :Assigned To: AGOSTO, CARLOS NAS Jadsonville NAS Jadsonville 010

4. Williams, Buster :Assigned To: Bingol, Thomas HAS Jadksonville MAS Jadsonville 100-RM

" Williams, Chad NAS Jadsonville EE“" Station Mayport o

8. WILLIAMS, CHRISTINE :Assigned To: MCCORVEY,

CAROLYN MAS Jadsonville MNAS Jadsonville 110
j;;":g"e:'“ms' DESMOND LAMONT :Assigned To: COOPER.  \uc jaqenmville NAS Jadsomville 020-MWR-Libarty
Latll

8. WILLIAMS, DEWAYMNE :Assigned To: HUBBELL, MATTHEW MAS Jadwsonville NAS Jadsonville 030-032 ATC

9. WILLIAMS, DONALD L :Assigned To: Jakes, Charles NAS Jadsonville NAS Jadsonville 040-Galley

Search Again

Select the employee you were searching for by clicking on their name. Click SEARCH AGAIN if you made a
typo and the list does not contain who you were searching for, or you want to start again.

Close Window

Nawal Station Mayport

5. If the person being added as a Direct Report is listed with different organizational information
that the supervisor, that information can be changed by the supervisor to match the supervisor’'s
information. The supervisor will see a box showing the name, department and installation of the
direct report and the supervisor. The supervisor will be able to change the department and/or
installation of the direct report by selecting the checkboxes of the information to be changed and
then clicking the “Update” button.

The Direct Report being picked up is listed with different information than yours. If

you'd like to update the information to match yours, please select the items

Direct Report’s Information Supervisor's Information
Name: Williamz, Chad Name: Mcbawn, Ryan
Department: Fire Department Mayport Department: Fire Department Jacksonville
Installation: Mawval Station Mayport FL Installation: Nawval Air Station, Jacksonvile

hange Department from Fire Department Mayport to Fire Department Jacksonville.
hange Installation from Nawval Station Mayport FL to MNawval Air Station, Jacksonville.

[ Close Window ]
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Actions within the View and Assign Direct Reports Screen

1. Click the “Entire Down Line” button to view a complete down line of his/her direct reports.
2. Click the “Supervisor Tools” button, and it will return the user to the main Supervisor Tools area.
3. Click the “Review/Add” link to review or add duties/task for a direct report.

4. Click the “View” link under “Report Card” to view a report of each direct report that is also a
supervisor (refer to Supervisor Report section.)

5. Click the “View” link under “Training History” to view the complete historical training for each
direct report.

6. Click the “Unassign” link to remove the person from the list of direct reports.

7. Click the “Email Request” to request the termination or transfer of a direct report.

8. Click on the direct report's name to open the direct report’s Profile. This allows the supervisor
to view the direct report’s personal information. By clicking on the “Edit Motorcycle” button, the
supervisor can edit the person’s “Motorcycle Rider Status” as well as the data on the
“Motorcycle Information Form” for the direct report. (See the General User's Manual, pg 5).

Supervisor Report Card
To view the Supervisor Report Card:

1. Click “Supervisor Tools” found in the Quick Launch box.

2. Click the Supervisor's Report Card link. This will automatically pull up the report similar to the one
below.

I_ Return to Supervizor Reports J

Department: Command and Staff

Cammand: UIC:HHGWO1 : HGW Marywille Command

InstallationBase: hgae Maryville

Supervisor's data is current as of 382006 Command and Department data is current as of: 1/26/2006 7:07.03 PM
Personal Department Command

O5H Personal Training Compliance _ AR 0%

25H Training Compliance for Direct Reports --- 0%

Timely Mishap Repaorting Fr Mone F|Iec| 100%: T A 0%

05H Personal Training Compliance is Based on the following courses:
Course ID/Course Title

{98 Bloodbaorne Pathaogen Training

(Z2Z7JCPR American Heart Association (Heart Saver- 2 v+ Requal)

(103JCPR American Red Cross (Adult)

(1133EVOC (Emergency Yehicle Operators Course Initial/Refresher)
(110%Hearing Conservation Training

(32ZLead Awareness - Mon-Lead Worlers (Possible Contact)

(Z399PPE 1ob Specific Usage - Conducted by your supervisor (01T by Supervisor)
(112}Respiratar User Training

(S)Respiratory Protection Fit Testing

(111)=ight Conservation Training
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Training Plan
To view the Supervisor’s Training Plan
1. Click “Supervisor Tools” found in the Quick Launch box.

2. Click the “Training Plan” link. This will automatically pull up the training plan for direct reports
similar to the one below.

Supetvizor Tools

Supervisor Training Plan for Direct Reports

Below iz a list of all required training for your direct reports, The Required By Date indicates the required completion date for each comritrnent, If
the date iz in red, the comnmitrnent iz overdue. As a supervisar, it is your responszibility to ensure that personnel assigned to you receive the
appropriate training, Please review the requirernents and if thare are any discrepancies, either training that should not be required or required
training that is not listed, please contact either your departrmental, cornmand, installation or region ESAMS Administrator az applicable, If you da
not know who to contact, call HGW at 865-693-0048,

Direct Reports Training Requirements Seach Found: 10

Course

Name(Last,First) Tide ol Scheduled Date Required By Date
Jones, Alyssa Dol Fire HAZMAT Incident Commander 1672 Mot Scheduled 3/3/2008
Janes, Alyssa Dol Fire Instructor I1 1674 Mot Scheduled 5/5/2008
Jones, Alyssa Dol Fire Officer I11 1677 Mot Scheduled 5/5/2008
Jones, Alyssa Dol Fire Inspector 11 1675 Mot Scheduled 3/3/2008
Janes, Alyssa I5-700 Mational Incident Managernent Systern (MIMS): AR 1504 Mot Scheduled 6/9/2008

Introduction
Jones, Alyssa I5-800 Equivalent - Mational Response, An Introduction 2367 Mot Scheduled 6/0/200%8
Janes, Alyssa Maotarcycle Rider Safety Training Equivalent 2378 Mot Scheduled 9/30/2008
Jones, Alyssa CBRME Respirator User Training 1243 9¢25/2008 10/30/2008
Jones, Alyssa ICE 100 Incident Cormmand System 1197 Mot Scheduled 11/1/2008
Jones, Alyssa Respiratory Protection Fit Testing 5 Mot Scheduled 2/ 25/2009

Training Plan With Down-Line

The Training Plan With Down-Line works exactly as the above Training Plan, but allows supervisors to view

the training plans for their own direct reports, as well as the direct reports of supervisors that report to the

supervisor who is running the training plan. By clicking on the Level Controls (1, 2, 3), the supervisor can

control what level of the direct reports down-line to view.

ng Plan For Direct Reports

Supervis

Ryan Mchawn

Jones, Alyssa

Course Tite scheduled Date Due Date
CBRME Respirator User Training 92502008 10030/2008
DoD Fire HAZMAT Incident Cornmander Mot Scheduled 54512008
DoD Fire Inspackor 11 Mot Scheduled Si5i2008
Do Fire Instruckor 11 Mot Schaduled SI5I2008
DoD Fire Officer 111 Mot Scheduled Si5i2008
IS 100 Incident Command Systern Mot Schadulad 110142008
15-700 National Incident Managernent Systern (NIMS): An Introduction Mot Scheduled 692005
15-300 Equivalent - National Response, An Introduction Mot Scheduled 692005
Motorcycle Rider Safety Training Equivalent Mot Scheduled 9I30/2008
Respiratory Protection Fit Testing Mot Scheduled 9/25/2009

Williams=, chad

Course Title Scheduled Date Due Date
Anthrax Exposure and Awareness Mot Schaduled 2/4/200%
ARFF Administration and Standards NFRA/40S Mot Schaduled 4/25/200%
ARFF Air Force Technical Order Review NAVAIR/00-S0R-14 Mot Scheduled 4/25/200%
ARFF Aircraft Cargo Hazards NFPAS405 Mot Scheduled 4/25/200%
ARFF Aircraft Farniliarization and Hazards NFRPAS405 Mot Scheduled 4f25/2009
ARFF Airfield Emergency Communication Procedures NAVAIR/00-B0R-14 Mot Schadulad 4/25/2009
ARFF Airport Emergency Plan NFRA/40S Mot Scheduled 4/25/2009
ARFF Airport Familiarization NFPAS405 Mot Scheduled 4/z5/200%
ARFF Basic Structural Firefighting NAVAIR/00-80R-14 Mot Scheduled 4/25/200%
ARFF Confined Space Rescus NAWVAIR/O0-80R-14 Mot Scheduled 4f25/2009
ARFF Crash Lacstor Maps-0n and OFff Station Familiarization NAVAIR/00-80R-14 Mot Scheduled 4f25/2009
ARFF Ejection $eat Training NAVAIR/00-S0R-14 Mot Scheduled 4/25/2009
ARFF Emergency Arcraft Euacuation Assistance NFPA/405 Mot Schaduled 4/25/2009
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PPE Requirements

To view the PPE Requirements:

1. Click “Supervisor Tools” found in the Quick Launch box.
2. Click the “PPE Requirements” link. This will automatically pull up the PPE requirements assigned to
direct reports similar to the top portion below:

To view a list of personnel who are assigned, click the number in the # of People column to display the
personnel. This is shown in the bottom portion below.

PPE
Type

. Eye Protection

. Hearing Protedction

. Rezpiratory Protection

. Rezpiratory Protection

i
2
3
4, Rezpiratory Protection
5
&, Respiratory Protection
7

. Respiratory Protection

PPE Listing

7 # Records Meeting Search Criteria,

Command: HGW Maryville Command - UIC:NHGWO1 : HGW Maryville Command

Description

Safety Glasses with side Shields

Sgle Hearing Protection- Inserts, Disp, Sound-Ban
Air Purifying Respirator- % Face

Air Purifying Respirator- Full Face

Air Purifying Respirator- PAPR- M95/99/100

Air Purifying Respirator- PAPR- P95/99/100

PAPR- Pesticide Filter (Chg every 8 Haours) //

# of People

| L o e i L

Close Window

Last
rame(tast =t “ . randatory
Date

Training History (

E-Mail Everyons In This List

Search Found: 1

Activity: USAGAPE Department: IMME-APG-MW /DIRECTORITE MORALE, WELFARE AND

RECREATION

1. Columbus, Bob Mo PPE training found.

Duty/Task

To view the Duties/Tasks of direct reports:

1. Click “Supervisor Tools” found in the Quick Launch box.

2. Click the Duty/Task link. This will automatically pull up all duties/tasks assigned to personnel.

3. Click the number in
the # of People
column to display
the assigned
personnel.

To the right is an
example of the direct
report’s duty/task.

[ Close Window ][F‘rint]

Duty /Task

Type

1. Governrnent Maotar Wehicle

Cperatar

2, Auxiliary Security Police

3. Haw Wark Center 020
Maintenance Control

DUW,’TaSk LIStIng 2 # Records Meeting Sear

Command: USAGAPG - UIC:NHGW 10 : U.5. ARMY GARRISON,

ABERDEEN PROVING GROUND

Descrpton

Requirad for A) all Military under the age of 26; B) all
personnel required to operate a governrment rotar
vehicle (GMY): and <) milikary or civilian personnel
driving a GMY involved in 2 crash (on or off gout
praperty.]

Far military personnel who provide supplermental police

support on an as needed basis, Must have completed
the 10 day academy offered by MDW Security (M31)

For personnel that wark in the HGW Maintenance
Contral departrnent

# of People

It

e

I~
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Monthly Safety Talk Report

To view the list of Monthly Safety Talks Given:

1.
2.
3

Click “Supervisor Tools” found in the Quick Launch box.

Click the “Monthly Safety talks Report” link. This will open up a new window with a search screen.
The user can fill in the “Date Range” and/or “Supervisor notes contains” fields to search for specific
Monthly Safety talks, or may leave the fields blank to view all Monthly Safety Talks received by the

user's employees, whether they were given by the user or by another supervisor. The “Reset”

button will remove all information from the data fields.

Clicking on the “Run Report” button will display the results of the search. The user may click the

“Search Again” button at the top of the page to run the report with different criteria.

by your employess).

Date Range
i/ 7 W
Period starting date: 3/1/200
11/30/2007 b

Ending dat=s:

Supervisor notes contain:

Monthly Safety Talks Report

Run Report

Note: date range and notes may be left blank (the report will display all Monthly Safety Talks received

Search Again

& record(s) found.
Title (ESAMS ID)

click on title to view enrollment
11/8/2007 Ryan McBawn Monthly Safety Talks - Received(292)
10/18/2007 Ryan McBawn Monthly Safety Talks - Received(292)
S/6/2007 Ryan McBawn Monthly Safety Talks - Received(292)
11/8/2007  Ryan McBawn Monthly Safety Talks - Received(292)
10/18/2007 Ryan McBawn Monthly Safety Talks - Received(292)
S/6/2007 Ryan McBawn Monthly Safety Talks - Received(292)

Date Given by

Notes

[Holiday Safety]
[Halloween Safety]
[September Safety]
[Holiday Safety]
[Halloween Safety]
[September Safety]
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Respirator Workers
To view the Respirator requirements for direct reports:

1. Click “Supervisor Tools” found in the Quick Launch box.

2. Click the “Respirator Workers” link. This will automatically pull up the personnel assigned to

respirator requirements.

[ Closewindow | [Prirt |

Enrolled in Respirator Prograrm (ordered by Cormmand,Department,Installation,Last Name)

Marme: Cornrmand: Dept: Installation: l':l;:;iisnling Due I} 2ct Medical Evaluation:
USAGAPG{UIC: IMME- hgw

1. Ball,Lucy NHGW10) APG-RS Mary ville 7izs/szone Mone.

2. USAGAPG(UIC: IMNE- hgw e {5796) Passed Without

Duffs, K atie MHGW 10} APG-ZB Maryville Restrictions on 6/9/04

Medical Surveillance Programs
To view the Medical Stressors for direct reports:
1. Click “Supervisor Tools” found in the Quick Launch box.

2. Click the Medical Surveillance Programs link. This will automatically pull up the Medical
Surveillance requirements assigned to direct reports.

3. Click the number in the # of People column to display the assigned personnel.

| close window |[Print|  Stressor Listing 4 # Records Meeting Search Criteria.

Shrescor Command: HGW Maryville Commmand - UIC:NHGWO01 : HGW Maryville

Command
Type DescHpton # of People
1. Banzenes [117) Benzens 1
20 MMIWF [212) Man Made Mineral/Vitreous Fibers 1
3. Moise [503) Moize &
4, Respirator User [71&) Respiratory User 2
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OJT Report

The OJT Report allows users to view any OJT courses that the user has given. The user will not be
able to see any OJT records other than ones created/logged by the user. The user may search for
OJT’s by title by using the popup triangle in the “Training Title” field to select the OJT course they are
searching for. The user may also define which OJT course is being searched for by filling in the
“Supervisor's notes contain” area by manually typing in words that are contained in the “Supervisor's
notes” field within the particular OJT class. The user may search for OJT’'s within a certain time frame
by entering the relevant dates within the “Period starting date” and “Ending date” fields, either by using
the drop-down calendar or manually typing the date into the fields. The user may run the report without
filling in any of the fields if the user wishes to see all OJT’s that were created by that user. Once all
fields that the user requires to define the range of OJT’s for which the user is searching have been filled
in, clicking the “Run Report” button will bring up the results of the search. The user will be able to view
the OJT class date, title and any notes that were placed in the notes field. Also, the user can click on
the “Title” link for each OJT course to see all personnel that were enrolled in the OJT, whether or not
they were passed, and any grade each personnel was given upon completion of the OJT.

Supervisor Tools

“

Supervisor's On-The-Job (0JT) Given Report

To search for 01T provided please use the controls below. You may leave criteria blank to display all
training. You may use any of the controls below to narrow your search.

Training Title:

v
Date Range
Period starting date: Sf1faca
11/20/2007 v

Ending date:

Supervisor notes contain:

Search Again

“

My OIT Report

7 record(s) found.

Title (ESAMS ID)

Date Instructor Command click on title to view Notes
enrollment
Ryan NSA New Monthly Safety Talks e )
L AT McBawn Orleans - Given (291) [+=liaky Seii=a]
Ryan NSA New Monthly Safety Talks e )
RN e Orleans - Received (292) [Holiday Safaty]
R Ergonomic Baseline Note: Created by component
yan NSA New =
11/8/2007 McBavm Orlezns (conducted by the HGWCreateClass.CreateClass(ver 1.0)
Supervisor) (373) on:11/8/2007
Ryan NSA New Monthly Safety Talks )
i10/18/2007 MeBawn Orlezns - Given (291) [[Halloween Safety]
Ryan NSA New Monthly Safety Talks )
AT McBawn Orleans - Given (291) ([E=izmir=r 2=z
Ryan NSA New Monthly Safety Talks )
LT McBawn Orleans - Received (292) [eelzmzay S=i=s]
Ryan NSA New Monthly Safety Talks )
EEETE McBawn Orleans - Received (292) [ExpiEmiEzr Sy

Close PopUp

Clazs Date: 11/8/2007
Courze: Monthly Safety Talks - Received
Notes/Comments: [Holiday Safety]

Class Admin Info

Administrator
McBawn, Ryan
McBawn, Ryan

Name

Alyssa Jones
Brad Parsons
Jezzica Cosgrove
Chad Williams

Administrator Role
Class Creator
Class Admin

Personnel Enrolled

Status Grade
Pass A
Fass A
Pass A
Pass A
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Record Monthly Safety Talks/OJT/IDP/RODS

Supervisors may record On the Job Training (OJT) and other training typically given by Supervisors. A list
of available training can be found by selecting the “OJT Given By Supervisor.” Monthly Safety Talks may
only be recorded for the current month. To record a past Monthly Safety Talk, the supervisor will need to
contact an ESAMS administrator with TRMS access to create the class record. Note: Monthly Safety
Talks can be recorded for a previous month within 24 hours of the month’s end date (EST).

OJT - Recording the Requirement

Each OJT topic provides various aids and/or tools to assist the supervisor in training his/her direct reports.
Once the training has been completed, the supervisor records the training by following these steps:

Select the appropriate OJT topic.

Select the “Record” button generally located at the bottom.
Verify that the date trained is correct.

Fill in any notes that may need to be input.

Record Monthly Safety Topics Training

Safety Topic: Electrical Hazards Date Submitted: 3/8/2006
Supervisor Completing Monthly Safety Talk Requirement for : March, 2006 Smith, Anna N

El S

Class Date (Defaults to current date): 03/08/2006 w

MNotes:

If you were a stand-in for other supervisors and need to submit their notice of completion in addition to your own, select and identify them in
the spaces below. Click on the Wbutton for a ‘PopUp’ window to search for a list of supervisors. From this list, click on the correct
supervisor's name to fill in the complete name in the box.

Supervisors 1 through 5 below will receive credit for Monthly Safety Talks - Given in addition to Smith, Anna N

1. Additional Supervisor:{optional) hd

Optional Features (Record OJT Training for Other Supervisors)

Section 2 - Personnel selected below will receive credit for Monthly Safet Talks - Received. NOTE: Supervisors need credit for Monthly Safety

Add|t|0na| SUperViSOfS can be added to Talks - Given and should be listed in Section 1 above.
the training roster that will automatically | Memetestrirs0 Personnel Rceing Satty Talk
include their direct reports. Any b
individual within the supervisor's 5
command can be given credit by using s
the “Add to Class List” located at the o fufe e
7
B,

]

. Buggs, Steven

B

. Columbus, Michael

. Columbus, Bob

HEX

bottom of the screen. Check the box for |7 "™
personnel trained. A direct report list is

. Inspector, Facility

]

. Inspector, Region

)

displayed with the last date of training 9. Morris, Oscar
and whether or not the training is ek et et 0. tutn i 10 The text box betow. Nesl 24d therm to the ot by, clioking The ogd butign, o C [ Soroct employee and
requll’ed. Click on “Save Roster” to [ _AddToClass List

[ BaveRecord | RetumtaOJT Aea ][ Email Questions/Comments |

record training.

Optional Features (Record OJT as Monthly Safety Topic)

In addition, record this training as my Monthly Safety Talk. {The OJT will be recorded as the monthly safety topic.):

Supervisors can elect to record an OJT training as their Monthly Safety Topic by checking the box (see
image above). This will record the training twice; once as an OJT training and again as their Safety Topic
for the Month.
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Report a Mishap/Property Damage/Near Miss (IIRTS)

The Mishap Reporting applications can be accessed from either the ESAMS Main page navigation bar, or
the “Submit Mishap” link found in Supervisor Tools.

Mishap Reporting - Injury Illiness Report
To report an incident, a supervisor must click on one of the following links under “Supervisor Tools”:

= Report Mishap
. Report Property Damage
= Report Near Miss

A Hot List of all mishap reports will be displayed. The Hot List will contain all the mishaps that the
supervisor has access to and the current status of the mishap. To submit a new mishap, a supervisor must
select the appropriate button on the Mishap page to report the incident: “Submit Mishap”, “Submit Near
Miss” or “Submit Property Damage”.

ESAMS Main Fire Main Help Desk IIRTS Main Log Dut

29 CFR Part 1904 WESS Feed OPNAY 5100.23G Chapter 14
IIRTS User's Manual Navy Safety Center Department of Labor Website
JaRNaulkicd ca e feallpormil B RIS bl OPNAVY 5102.1 Department of Labor Website (CA Forms)
EDI - Worker's Compensation Claim Form (CA-1
or CA-2)
[ Submit Mishap ] [ Submit Mear Miss ] [ Submit Property Darnage ]
[ Corrective Action Hotlist |
Reset to Hotlist Search Criteria
- |MISHMPS
Facility B
MR Id Injured Person Status o i 1 Injury Where OSHA CA LTA :;E::: Hosp. S5IQ Case
! on: Mishap Recordable Count Days Days Days Days Type
Dccurred ¥
Ona
MAS JRE 3/1/2008 MNAS JRB or
18087 Whitman, Chad Open 1WA IRB New Mew 10:00:00 Mew 1 15 o 6 i Mare
Orleans LA Lost
Orleans AR Crleans
Wark
Crays
Cne
MAS JRE 4/8/2008 NAS JRB or
13088 Whitman, Chad Gpan DDA R New 12:30:00 Mew o 0 0 0 0 [erS
Orleans LA Lost
Orleans PM Crleans
Wark
Crays

Submitting a Mishap — Supervisor’'s Report
To initiate a new mishap follow these steps:

1. Click the button at the top of the screen “Submit Mishap.” A pop-up screen will appear.

2. Enterin the employee’s last and first name.

Last Name (starts with):

First Name (starts with):
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3. Click “Search.” If the desired individual cannot be found, the employee probably has not been
entered into the system or is deactivated in the system. Contact the ESAMS Help Desk, the
Command HSO, or the Department Safety Coordinator to locate the employee’s record or to
add the individual to the system.

4. Click on the individual’s name once he/she is located and a Medical Referral/Mishap form will
be generated with the individual's pertinent employee attributes as shown on the following page.

Select the employee you were searching for by clicking on their name. Click SEARCH AGAIN
if you made a typo and the list does not contain who you were searching for, or you want to
start again.

ESAMS Main Search Again Close Popup

IIRTS Mishi | [[command/pegt.

Status: New Report -
Section 1 - Injured Person Information ***FOR OFFICIAL USE ONLY ***

Required fields *

|| Employee Work Phone

Injured Person: Last Name Teacher First|Clarence ¥ Middle Suffix

Command/UIC of Injured person: HGW System Administrator / NOOOa=z

Department/Code: Technical Support Installation: HGW

SSN; TET.RR.xEEy Phone/Ext (Format 9991112345): m / l—

Service/Status: lus. Nawy - U.5. Nnnvapprapnatec! L Grade(Civilian) f Rank{Military): | NADZ . v

Rate/Job Title: |[BOWL EQUIP MECHANIC N Sex: M: [¥] F: [] *
Birth Date: |3/13/1380 |+ W Supervisor:  Safetyman, Safe |~v

Badge No: | HR Job Titla:

Section 2 - Supervisor's Report of Mishap by Safetyman, Safe

Installation where the mishap occurred: | * W ORif the mishap occurred off base or at an installation that is not in your list, then enter the location

or installation: | *
Did the mishap occur on base? (check for Yes) |:| L

Incident Date/Time (If this is an illness, input date reported): Date: |1/25/2007 | * W Time: L 4

Dispensary Location: . Was off-site medical treatment auhorized? 4

Medical Treatment Provided By: v

(OMNLY if different from dispensary location)

On/OFff Duty: v |

Time employee began work (On Duty Only): | =y Shift working when injured: W |
Project ID: | Job Order:

Experience with task | Years * Months * |Days * LT

Date Raturn to Work:(If Available) v Time Raturn to Work: (If Availabla) v
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Section 1- Injured Person’s Information

= Some fields allow the user to correct data such as birth date, employee category, rank, etc.
These changes are global to ESAMS, and any modification will be reflected in all other ESAMS
applications. Black triangles provide pop-up windows with selection criteria. When available, use
the popup triangles — type directly into the box when they are not. Using these triangles
automatically saves any information entered onto the report; changes made in Section 1 will be
reflected on the individual's personnel profile in the system. Please review the personnel
information that is in the top portion of the report and verify for the correct information.

IIRTS Mishap Submit Page
Status: New Report
Section 1 - Injured Person Information

Required fields *

* ¥ ¥FOR OFFICIAL USE ONLY ***

Injured Person: Last Name Smith First |[John #* Middle Michael Suffix
Command/UIC of Injured person: AIMD Willow Grove [ N44433

Department/Code: DIV 500 Installation: NAS JRB Willow Grove

Phone/Ext (Format 9991112345): 2154436142

Grade(Civilian)/Rank{Military): [E04 E

SEN: FEE-FE_EEEE
Service/Status: |U.5. Marine Corps - Active B 4

Rate/Job Title: | AVIATION STRUCTURAL MECHANIC (AM) i 4 Sese: M: [¥] F: [ #
Birth Date: |2/17/1973 |+ W Supervisor: |Kirk, Marc ] (34

Badge Mo: HR Job Title:

Section 2 - Report of Injury/lliness

= In the area marked “Supervisor's Report,” the supervisor is required to fill out the appropriate
information concerning the mishap. All required fields are labeled in dark red and asterisked; and
if left blank, a pop-up box will appear at the point of submission and inform the user of the missing
required data. Additional pop-up boxes will appear until all required fields have been entered.
Note: The supervisor will have the ability to change the Injury/Incident Date, as long as the

mishap report remains in “Initiated” status. An IIRTS administrator may change this date
until the mishap reaches “Closed” status.

Adding a Supervisor:

Additional supervizors that need access to this mizhap, Hote: Each supervizor listed below should have received an email notification
provided their e-mail addresz iz wvalid.

1. Miller, Ryan

[ Add additional Supervisor ]

1. If another supervisor requires access to the mishap report, these individuals can be
associated with the mishap to gain access to the report. At the bottom of Section 2, click
the “Add Additional Supervisor” button; a pop-up box will appear for selecting a supervisor.
Note: IIRTS administrators will be able to add additional supervisors to an incident

(mishap, property damage, or near miss) after submission of the incident and even
once the incident has been closed.

2. Type in the supervisor’s last and first name, and click the “Search” button.

3. Alist of names will be displayed. Click on the name of the supervisor to be added.
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4. All supervisors associated with the mishap report will receive email notifications about the
mishap. Also, any supervisor listed on the report can be chosen as a Person Responsible
for Corrective Actions (PRCA) associated with the mishap (See below, pg 17).

Submitting the Mishap

1. Fillin all required fields on the mishap. The system will inform the user if any required fields
have not yet been filled. Once all required information has been entered, the mishap is
ready to be submitted.

2. Click “Submit.”

=  When the mishap has been submitted, an automatic email will be generated and sent to the
Safety Officer assigned to the respective command. The screen will also change to a printable
copy of the report. At this point, a Mishap Report has been initialized. By clicking on the “Return
to IIRTS Main Page” button, the supervisor will return to the main screen and the MR/Mishap just
submitted will be listed under the first heading “Supervisor's Report of Injury - Submitted.”

The supervisor can log back into IIRTS to view the submitted incident but can modify only the date returned
to work, time returned to work, and additional information. NOTE: The save button must be clicked to
record the additional information.

The bottom of Section 2 allows a supervisor to list additional supervisors who need access to this mishap.

Select additional supervisors that need access to this mishap. (the submitting supervisor, andfor the

employee's supervisor already have access.):
Mote: Each supervisor with access will receive an email notification.

1. Other Supervisor: ICDgginS; Larry w

2. Other Supervisor: IBIackcreek, Haviar

3. Other Supervizar: I

4, Other Supervisar: I

4 4 4 4

5. Other Supervisor I

Mishap Reporting - Property Damage
The Property Damage mishap is similar to the Injury/lliness type mishap with the following differences:

= Supervisors initiate the record and then submit the record (2-step process).
= Status can be Initiated, Open, or Closed.

The supervisor may elect to initiate the property damage report and come back at a later time to submit it to
the Safety Office.

Mishap Reporting - Near Miss
The Near Miss mishap is similar to the Injury/lliness type mishap with the following difference:

= Status can be Open or Closed.
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Respirator Use Questionnaire

Supervisors with personnel enrolled in a Respirator program can also use the Respirator Use
Questionnaire. This questionnaire is an informational aid to assist the RPPM (Respirator Protection
Program Manager) during fit testing and training. The link to the questionnaire can be found on the main
ESAMS page under “Supervisor Links.” Supervisors can enroll their direct reports by selecting the “Enroll in
RPP!" link. This will bring up all current duty/task that have a respirator requirement and allow them to
assign the duty/task. Clicking the “Respirator Use Questionnaire” link will take the supervisor to a list of
Direct Reports. Supervisors will be able to click on the name of any personnel enrolled in a Respirator
program to view the questionnaire for that person.

Supervisor's Direct Reports

Employees Remove From Er T
) ) ) Command Dept. Facil ) Respirator
(Click for Questionnaires) n Y My List P
Program
éﬁé%”l_f_zb’;‘""“a'ﬂo-'- FISC JAX 001 NAS Jacksonville Unassign! Enroll In RPP!
NAS JRE Mew Orleans Ops -Fire NAS JRB New iy Already
2. Parsons, Brad LA Dept Orleans Unassign! Enrolled!

If ywour list of direct reports is incomplete, please use the W symbol to open a search window. Do not type the employes name
into the text box below...use the search window which epens. From this new window, select the correct employee and click on
their name to return it to the text box below. Next add them to your list by clicking the "Add to My List” button.

v Add To My List

If no questionnaire has been filled out, the supervisor will be given the option to create a new questionnaire
for that person by clicking the “New” button. Once creating this new questionnaire, they will fill it out in the
same way an administrator would (see pg 13).

Mo Respirator Us
Click on New

lzin |l Bugs [@ Help

Questichnaire has been filed on Parsons, Brad .
creates

new Respirator Use Questiocnnaire.

IMain | Bugs |l Help

If the questionnaire has been filed out, the supervisor will see the completed questionnaire just as an
administrator would. However, supervisors have the ability to edit the questionnaire. By clicking on the
“Update Questionnaire” button, the supervisor can open a completed report for editing.

Super Quest 10: 1634 2/4/2008 10:26:30 AM
Employes: Parzons, Brad

Supervizor: McBawn, Ryan
CHECK THE T%PE OF RESPIRATOR(S) TO BE USED:

Phone: () -

Email: jhamitton@hgwllc.com

Respirator Use Questionnaire

Email: jhamitton@hgwlic.com

1. Air-Supplied (Tight Fitting): Yes 2. Air-Purifying {Powered) (Tight Fitting): No
3. Air-Supplied {Hooded): No 4. Air-Purifying (Powered) (Hooded): No
5. Open-Circuit SCBA: No 6. Combination Airline/SCBA: Yes
7. Closed-Circuit SCBA: No 8. Air-Purifying (Non-Powerad): No

Filtering Facepiece: No
M: No P:Yes R: No
Type of Chemical Cartridge:

or Elastomeric: No
95: No 99: Yes 100: No

Work Effort: Moderate  Extent Of Usage: Occasionalty
Length of average work day in respirator: 1
Special Work Conditions: (i.e. high places, temperature/humidity extremes, hazardous materials, other protective clothing

worn.climbing etc.)
temperature/humidity extremes -possible hazardous materialz, other protective clothing worn
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Ergonomic Checklist

The “Ergonomic Checklist” link provides the user with a downloadable Word document that contains
common ergonomic dangers in the workplace. This is a useful tool for both prevention and training.

My Workplace Inspection Checklist

The “My Workplace Inspection Checklist” link takes the user to a new area in which Workplace
Inspection Checklists can be viewed, edited and created. Workplace Inspection Checklists are used to
determine if any safety issues exist in the supervisor’'s organization. Three different types of checklists are
available for supervisors to use: Administrative, Industrial and Laboratory/Research. Supervisors may use any
or all of these checklists as needed.

The initial screen the supervisor will see will contain the “Assessment Filter Criteria” search fields that
the supervisor can use to find any checklist the supervisor has previously created. (See the “Data Fields within
the Search Screen” section of the RMS Manual, p 6, for more information on how to fill out the Search Screen.)
Clicking the “Reset” button will clear the search fields. Below the search fields, the Hotlist of checklists will be
displayed, separated by type (Administrative, Industrial and Laboratory/Research). This Hotlist will initially
display all open checklists created by the supervisor; when the supervisor uses the search function, the hotlist
will display the requested records. Clicking on the ID, Installation or Building link will open the associated
checklist for viewing/editing. Checklists can only be edited if they are in the “Open” status. Clicking on the “x” to
the left of any checklist will delete that checklist and all of its information. Checklists may only be deleted in the
“Open” status.

Supervisor Workplace Inspection List

[ Create Mew Wwarkplace Inspection ... ]

Supervisor Workplace Inspection Checklist Filter Criteria

Installation:|yas panzacala L Status: | open v
Building(=): vy
Late y2/01/ 2009 v
Range:
01/31/2010 wx
to
[ Reset [ Search ]
E Administrative Inspection List 0
ADMINISTRATIVE
Id Installation Building(s) Start Date Closed Date  Status
X 193 HNAS Pensacola 1 1z/2¢/z2009 Open
X 208 MNAS Pensacola 15149 17122010 Open
H Industrial Inspection List 0
INDUSTRIAL
d Installation Building (5]} Start Date Closed Date  Status

Ma Assesszments Found..,

Laboratory / Research 0
Inspection List

LABORATORY f RESEARCH

Id Installation Building(s) Start Date Closed Date  Status
Mo Assessrnents Found...



At the top of the Search/Hotlist screen is the “Create New Workplace Inspection...” button. Clicking this
button will open a new screen in which the supervisor can create a new inspection checklist. The supervisor
must select the Inspection Type, the Installation and Building(s) at which the inspection is being performed, and
the Start Date of the inspection. Clicking the “Create New” button will create the new inspection checklist for the
supervisor to complete.

[ Return to Hotlist |

Step 1: Select the Inspection Type and Installation and Building{s)

Supervisor Workplace Inspection (Administrative) Checklist Screen

Inspection Type: | Administrative W
Installation: |Maval Air Station Pensacola FL w
Building(=): |1 i
Start Date: (1270272009 i

Sections that will be included on this Supervisor Workplace

Inspection {Administrative) CheckList

Description

Sign PostingfLabeling
Housekeeping
Electrical
Mizcellaneous

Fire Protection
Hazardous Material

Training

The top portion of the checklist contains the organizational information concerning the checklist,
including: the name of the checklist’s creator, the installation and building being inspected, the starting date of
the checklist’s inspection, and the current status of the checklist. The “Return To Hotlist” button will take the
supervisor back to the Hotlist/Search screen.

[ Return To Hotlist ]

Supervisor Inspection CheckList {Administrative)

Created By: Ryan Mchawn on 1422010 Installation: MAS Penzacola
Building(s): 1519
Start Date: 14122010 Current Status: Open

[ Attach A Docurnent ]

Attached Document/File Uploaded By Upload Date Size

Mo documents attached...
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When the new Inspection Checklist is created, it will contain multiple sections within the “Assessment
Summary” portion, listed under the “Summary” column. Clicking on a section title (for example, Training) opens
up the selected summary section. Each section contains multiple questions concerning safety compliance that
must be answered “Yes”, “No”, or “N/A”", as applicable. For any question that is answered “No”, the supervisor
must enter a response in the “Comments/Issues/Actions Taken” field found to the right of each question. For
sections that do not pertain to the location or inspection, an “All Responses are N/A” button is available at the
top of the screen. Once all questions in the section have been answered, the supervisor must click “Save
Assessment” to retain all entered information.

Supervisor Work

Questons

Mo Yes Mo N/A Missing
Response Comment

|| [Summar __““““

Sign Posting /Labeling 0 ] 0 ]
Housekeeping ] q 0 u] 0 u]
Electrical 11 11 0 ] 0 ]
Miscellaneous ] 8 u} u] u} u]
Fire Protection 10 10 u] u} u] u}
Hazardous Material 2 u} u] u} u]
Training 3 u] u} u] u}
[ Close ] [ Save Assessment ]
Supervisor Inspection CheckList (Administrative)

Created By: Ryan hichawn on 12/2/2009 Installation: MAS Penzacols

Building{s): 1

Status: Open

L]

[ All Responses are NiA ]

(Respond to each question to indicate that the standard is met "Yes", not met "No" or does not apply "N/A". Each question must have a response.)
Questons For:
Training

Queston Standard Met (Y /N?) Comments / Issues / Actions Taken (2000 characters max)
(Reguired for a "Mo" Responze)

£ Are all personnel assigned appropriate (Core) ] y y
duty/task(=)? ®ves Ono Owa

B, Are all personnel assigned correct job specific ) *) ) This is where the supervizor enters cormments, etc
duty/taszk(s) that carrectly identify their training Oves @na Owa . !

requirernents?

c, Are all personnel current with required training (\'Yes ':-\'No (}. M
and Medical Surveillance? = = =
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The checklist displays a summary for each section, showing:

1) the number of questions in each section,

2) the number that have not yet been completed,

3) the number of questions answered “Yes”, “No”, or “N/A”,

4) the number of questions that are missing a comment (for those questions that require a comment).

Below the Summary portion, the “Assessment Validation Results” area shows the supervisor the total
number of questions in the inspection, the total number of questions that still require a response, and the total
number of questions that are missing comments. This helps the supervisor to know that there is still more work
to be done on the inspection before it is completed. All questions must be responded to, and all questions
answered “No” must have a comment entered before the validation area will allow the supervisor to close the
inspection checklist. When the checklist is finished, the supervisor must click on the “Complete Checklist”
button at the bottom of the page. Once the Inspection checklist is completed, no further changes may be made
to the record. Note: If a “Closed Date” is not selected at the bottom of the Checklist, the Closed Date will
default to the current date when the “Complete Checklist” button is used.

[ Return To Hotlist ]

Supervisor Inspection CheckList {Administrative)

Created By: Ryan Mchawn on 12272009 Installation: MAS Penzacola
Building(s): 1
Start Date: 12722009 Current Status: Open

[ Atkach A Document ]

Attached Document/File Uploaded By Upload Date Size

Mo dacurnents attached...

Supervisor Work

Duestons

No Yeas No N/A Missing
Response Comment

| | [Summar _____-

Sign Posting /Labeling i} 4 3 1
Housekeeping q 1 4 1 3 1
Electrical 11 u} u} u} 11 u}
Miscellaneous 2 u} 2 u} u} u}
Fire Protection 10 u] 9 1 u] u]
Hazardous Material u} u} u} 2 u}
Training 3 3 ul ul ul ul

Motes

Tatal # Questions:
Total Questions With Mo Responssg Failed, [MOTE: Must be 0 to cormplete]
Total Questions Mizsing Cormments Failed, [MOTE: Must be 0 to complete)

This Supervisor Workplace Inspection CheckList's current status is Spen,

This Supervisor Checklist is Incomplete, it must be completed before it can be closed!

@Ed Date: I?I-D
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Attaching Documents

At the top of the checklist, supervisors will see the “Attach A Document” button. The “Attach A
Document” button allows the supervisor to attach files pertaining to the inspection checklist. The files uploaded
can be Word documents, Excel Spreadsheets, pictures or several other types of files. The size of the files is
limited based upon access levels. Attached files can only be removed by the individual who attached them via
clicking the “x” next to the file to be removed.

[ Attach & Docurnent ]

Attached Document/File Uploaded By Upload Date Size
LK I:%I My Workplace Inspection Checklist.doc epEm, Rpam ;ﬁ'zizuj‘n UEliE  ERLEEE

HGW File Upload

Use controls below to select and upload your file
(Maxirmurn file size 26000000 bytes)
(Files with the following extensions are allowed:
Axt doc, xls, jpa..qif, .bmp, pdf, if, ppt st mpg, mpp,. mov,.msg)

Browse...

[ Cancel ] [ Uplaad ]

Maote: if wou have a Micrsoft Access File [.mdb] to upload, please expart
your data to Microsoft Excel [ xl5), then upload that Excel docurnent,

41



RMS - Reports Management System

Duty/Task Detail Report

The “Duty/Task Detail” report provides the user with a list of the active duties/tasks for specified
commands, a description of the duty/task, training, medical stressors and PPE assigned to the duty/task. The
user may specify duties/tasks within specific commands, or with specific courses, role types, medical
surveillance programs, or PPE attached to them. (See the “Data Fields within the Search Screen” section of the
RMS Manual, pg 6, for more information on how to fill out the Search screen.) If the user desires to see all
duties/tasks active in the system, regardless of command restrictions, they must simply fill in nhone of the
available fields and click the “Include All Duty Tasks” checkbox. This will provide the user with a list of ALL
active duties/tasks in the system, a description of the duty/task, training, medical stressors and PPE assigned to
the duty/task. When the list of duties/tasks is displayed, the user may click on the “View” link to see
requirements for a specific duty/task. Alternatively, the user may check the box next to each duty/task that the
user needs to view and click the “Save” button at the top of the window to view all selected duties/tasks.

Dutv/Task Filter

Title (comtains): core

Description [contains): supervisor

Duty/Task Id:

Ineluels Al Buly Tesi(s) D (If not checked, then anly duty tazks in my scope will be shown)

Advanced filtering options:

Courses:

Painting v
Medical Surveillance: 161 - Lead v
FRE: v
Hazards: »v
Hazard Category: w
Comrmands: L)

Dutv Task Search Results

Check the desired values below. (41 records found)

[ select all Records

LETET
Description Category |Requirements

(CORE REQ) 4001115 Far all civilian non-supervisary personnel in the MAS Categorl,l @ View

Clulllan Mon- Pensacola,
Supervisor - MAS
Penzacola
2, D [CORE REQ) 4001427 For contractor personnel who are in full-time Categaory C
Contractor - supervisory positions and are on-site supporting a3 - Low
Supervizor navy activity ar command.
(CHRSE)
3. O [CORE REQ) 3000728 For contractor personnel who are in full-tirme Category © View
Contractor- supervizory positions and are on-site supporting a - Low
Supervizor navy activity or command.
4, D [CORE REQ) 4001114 For all military non-supervisory personnel in the NAS Category © View
Military Mon- Pensacala, - Laow
Supervizor - MAS
Penzacola
S D [CORE REQ) 400120% For all non-supervisary MAVFAC personnel who work  Category A View
MAVFAC MOM- in, or may be exposzed to, industrial types of - High
SUPERVISOR hazardzfenvironments,
INDUSTRIAL
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Claze Window

(CORE REQ) Supervisor Level HDR. - For military personnel wvhio do not supervise athers
and are ES or above. They are considered to be supervizors as outlined in OPMAWINST S100.23
SEries.

Training Requirements

. Ergonomic Baseline [conducted by the Supervisor] [373)

. Ergonornics Awareness Training for Supervizars [372]

. HAZCOM Training Job/Cherical Specific (©JT by Supervisor) (1007
. Safety Orientation for Supervisors (Web or Classraom]) (1077)

Stressor Requirements

Mo Streszsor Requirements

PPE Requirements

Ma PPE Requiremnents

Duty/Task Detail Report

1. Title: [(CORE REQ) Supervizor Level NDR Description: For military personnel who do not Job Hazard ESAMS ID
zupervise others and are ES or above, They are  Category: (3000616)
considerad to be supervisors as autlined in
OPMAVIMNST 5100.23 series,

Training Requirernents Medical Surveillance Program FPE

1. Ergonornic Baseline (conducted by the Supervisor) (373) 1. Mo Medical Surveillance Requirements 1. Mo PPE Requirements

2. Ergonorics Awareness Training for Supervisors (372)

3. HAZCOM Training Job/Chemical Specific (0JT by Supervisor)

(100)

4, Safety Crientation for Supervisors (Web or Claszroom)

[1077)

2, Title: (CORE REQ) Contractor-Supervisor Description: For contractor personnel who are in Job Hazard ESAMS ID
full-time supervizory positions and are on-zite Categaory: [3000728)
supporting a nawy activity or comrmand,

Training Requirements Medical Surveillance Pragram FPE

1. Safety Crientation for Supervisors (Web or Claszroom) 1. Mo Medical Surveillance Requirements 1. Mo PPE Requirements

(1077)

S Title: (CORE REGQ) Civilian Mon-Supervisor - MNAS Description: For all civilian non-supervisory Job Hazard ESAMS ID

Pernzacala personnel in the MAS Penzacola, Categaory: [4001115)

Training Requirernents Medical Surveillance Program FPE

1. Back Injury Prevention Training (Annual) (40) 1. Mo Medical Surveillance Requirements 1. Mo PPE Reguirements

2. Environmental Management Systermn Awarenezs Training

(MASP Cne-Time Only) (17639)

3. Ergonomic Awareness Training [371)

4. Fire Prevention and Portable Fire Extinguizher Training and

Education (1024)

5. MAVOSH for Mew Employees (1202)

4, Title: (CORE REGQ) Contractar - Supervizor [CHRSE) Description: For contractor personnel who are in Job Hazard ESAMS ID
full-time supervizory positions and are on-zite Categaory: [4001427)
supporting a nawy activity or comrmand,

Training Requirements Medical Surveillance Pragram FPE

1. Contractor Site Safety Orientation (1027) 1. Mo Medical Surveillance Requirements 1. Mo PPE Requirements
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Course Listing

The “Course Listing” report provides the user with a list of the active courses for specified commands, a
description of the course, the retrain period (in months), the length of the course (in hours), the course type, and
the availability of the course (whether it is Web-based, OJT or Classroom). The user may also view any
instructions, regulations, or any training that is required before personnel take the specified course. The user
may search for courses by title, description, type, command, TRMS ID number, module nhumber, and/or course
availability (ESAMS Web or OJT) by filling in the appropriate fields.

If the user desires to see all courses active in the system, they must simply fill in none of the available
fields and click the “Include All Course(s)” checkbox. This will provide the user with a list of ALL active courses
in the system as well as other course information, such as description, retrain period, etc. In the “Availability”
column, the class availability will be displayed as a link:

e ESAMS Web — This link will take the user directly to the selected training.

e ESAMS OJT - This link will take supervisors and administrators to the OJT recording area for
the selected course.

e Click for Details — This link will display any special notes for the course (if details are not
available, the user will be directed to a supervisor).

e Classroom — This link opens a new window in which the user may view Classroom Availability
for the selected course. The user will see all scheduled classes in the selected area(s).

Search Again
ESAMS Course Listing
. R.etrain . .
Course Title . i Length Course ol LAl Instructions/Regulations
[ESAMS ID) ekl e stinticn Fh.:;fc]l [(Hours)] Type pusilability Requiring Training
1. A28 Bus Driver [} a Traffic Classroom Mo Requirerments
Safety Training (30 + Safety
passzengers) [ID:
1247)
2, Asf 15-Passenger u} 4 Traffic Click for 1., OPMAWINST S100.12G
Wan Safety Training Safety details
{ID: 251]
3. Asd Driving Maod Driving Irmprovernent Pragrarm [(DIP) (AfA) u] a Traffic Classroom 1. OPMAVINST 5100.12G
Improvement 4001 Safety
Program [DIP) [ID:
209)
4, Afd Driving This course is a 40 hour course sponsored 26 40 Traffic Click for Mo Requiremnents
Improvement by the Aaf and taught by Navy Safety Safety details
Program [DIP]) for Center or a local cdub, Only certified
Instruckars [ID: 312) leaders can teach the course, The
cartification is good for 3 years, An
instruckar riust teach 1 class per year to
riaintain certification,
S, AsA Driving This is certification as a Afd Driver a u} Traffic Click for 1., OPMAWINST S100.12G
Improvernent Improverent Program (DIP) Instructar Safety details
Program [(DIP) Trainer. Certification as a Master Trainer or
Instrucktar Trainer Leader.
(MASTER) (ID: 2299)
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Command Safety Summary

The command Safety Summary displays a quick summary of all mishap, inspections, training and

survey information for the user's command.

My Command Safety Summary

Thursday, March 8, 2007

FY 2006 Class

Welcome, Brad

Mishaps A B C D uA” Tatal A B C D ua’ Tatal
Military On-Duty: 0 | o | o | 1o 1o |e o lo | 0|0
Military OFf-Duty: 1 0 2 0 0 3 g 0 1 1 0 2
Civilian (On-Duty): 0 0 1 0 0 1 0 0 0 1 0 1
Property Damage: 0 0 0 0 0 0 0 0 0 0 0 0
DARTS: 0 0 3 1 0 4 0 0 1 1 0 2
Lost Tima Work Days: 23 1
Traffic Related: 1 oo o o 1o e o101
Alcohol Related: 0 | o |1 9o o 1o |e oo 0|0
Drug Related: o o | o | o | o e oo oo 0|0
Drug and Alcohol Related: 0 0 0 0 0 0 0 0 0 0 0 0
Near Misses: 0 1

FY 2006 FY 2007

Safety Training Information

OSH Training (ReportCard) FY 2008

FY 2007

Total Inspections Performed:
Deficiencies/Hazard Abatements

ALL Total

Risk Assessment(RAC): Currently Open FY 2006

1-Critical

Total
FY 2007

Percentage of Required Training Completed:

Safety Perception Survey information (for : FY 2007)

2-Serious

3-Moderate

Other

"Unassigned
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Summary

As an employer, the Navy is obligated to provide a safe and healthful work environment in accordance with
the Occupational Safety and Health Act of 1970. The Navy has adopted these standards while making
adjustments for military-unique situations. The Navy Occupational Safety and Health (NAVOSH) Program
was developed with the intention of providing all personnel with the safest and healthiest possible working
environment. ESAMS is a tool to aid in NAVOSH program implementation and demonstration of NAVOSH
compliance.

Important Items to Remember

Duty/Task

The system is a Duty/Task based system. Training, medical surveillance and PPE requirements are
generated based on the duty or task assigned.

Review/Add Duties/Tasks

Supervisors can add and review currently assigned duty or work tasks assigned to his/her direct reports.
Duty/Task cannot be unassigned by the supervisor. If the incorrect duty or task is assigned, the
Safety Office will have to be contacted to remove the duty/task.

Email Notifications

Email notifications for all training coming due within 65 days or training that is past due will be sent to
both the individual and his/her supervisor. Notifications for the next week’s scheduled training are sent
to enrolled students every Wednesday as class reminders. A mid-month reminder will also be sent to
Supervisors who are required to give monthly safety talks. Notifications will only be sent to
personnel who have an accurate email address.

Quick Launch Box

The Quick Launch is a window that contains links to all possible supervisory-type functions.

Internet Access and Browser Settings

ESAMS is a web-based application and is therefore dependent on the internet and browser settings.
Internet Explorer is the preferred browser for all ESAMS applications.

Help Desk Support

ESAMS has a customer oriented dedicated support staff who can be reached at 865-693-0048 during
the hours of 0700 - 2000 week days and 0800 - 1500 on Saturday (ET).
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