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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 - Illness Reporting and Tracking System (IIRTS)  
• Respirator Use Questionnaire  
• Filing an Unsafe/Unhealthful Report  

Finding ESAMS 
 
The web site login can be accessed directly by using the following URL:   
 
https://www.hgwllc.com/ESAMS_GEN_2/LoginESAMS.asp 
 
Users can also find the login at http://www.hgwllc.com 
Select the Customer Links hyperlink; then click on the ESAMS Login link 
that is located at the top of the Customers Links page. 
 
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.  
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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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 
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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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

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. 
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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. 

 

 

 

 

 

 

 

 

 

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. 
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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. 
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 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 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Security (CAPTCHA) Screen 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Get Security Question 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Answer Security Question 
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Password E-mailed 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 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 will 
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 
 

 
 
 
 
 
 
 
 
 

Security (CAPTCHA) Screen 
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Enter Last Name and Full Social Security Number 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Answer Security Question 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

View User ID 
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ESAMS System Basics 

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:  

• My Links 
• Supervisor Links  
• News and Events 
• Help 
• 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.  



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. 
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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: 
 

 Calendar/Time 
 Fill-In Search 
 Single Select 
 Multi-Select 

 
Calendar/Time Pop-up Selection  
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To the right is an example of a calendar pop-up 
selection window used to select dates for fields in the 
system.  Notice the default selection is the current 
date. 
 
To select a date follow these steps:  
Select the year and then select the month. 
Click on the desired date next. The calendar 
pop-up window will disappear and the date 
selected will appear in the text box.  Also to 
the right is an example of a time pop-up 
selection window. The window displays 
military time in 15-minute increments.  
Users should select the time closest to the 
actual desired time.  The pop-up window will 
disappear and the time you selected will 
automatically populate the text box.  

 
The Fill-In Search Selection Pop-Up 
 
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. 

 
 
 
 
 
 
 
 
 
 
 



Single Select Pop-Up Windows 
 
Single Select as the name implies only allows the user one item 
in the list as shown to the right. Left mouse click on the correct 
item, this action will populate the field and the window will 
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. 
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On-Line Help  

There are multiple ways to get assistance with ESAMS. 

1. Review the ESAMS for Supervisors On-line training 
2. Use “Questions and Comments” to send a message to the Webmaster for assistance  
3. Download manuals from the ESAMS Documents link   
4. Send a Bug Message for assistance 
5. FAQs (Frequently Asked Questions) page 
6. Call the Help Desk during hours of operation  

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. 
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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 
 
 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. 
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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.  
 
 
 
 
 
 
 
 
 

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. 
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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.  

 

 

 

 

 

 

 

 

 

 

 

 

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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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. 
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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. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 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. 
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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. 
 
 
 
 
 
 
 
 
 

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. 
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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.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

View and Assign Direct Reports  

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.   

 

 

 

 

 

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. 
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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. 

 

 

 

 

 

 

 

 

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. 
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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 
 

o view the Supervisor Report Card: T
 

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. 
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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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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.   
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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. 

 

 

 

 

 

 

 

 

 
 
 
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. 
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Monthly Safety Talk Report 
 
To view the list of Monthly Safety Talks Given: 

 
1. Click “Supervisor Tools” found in the Quick Launch box. 
2. Click the “Monthly Safety talks Report” link.  This will open up a new window with a search screen. 
3. 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. 

4. 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. 
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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. 

 
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.  
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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. 
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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: 

 
1. Select the appropriate OJT topic. 
2. Select the “Record” button generally located at the bottom. 
3. Verify that the date trained is correct.  
4. Fill in any notes that may need to be input. 

   
 
 
 
 
 
 
 
 
 
 

Optional Features (Record OJT Training for Other Supervisors) 
 

Additional supervisors can be added to 
the training roster that will automatically 
include their direct reports.  Any 
individual within the supervisor's 
command can be given credit by using 
the “Add to Class List” located at the 
bottom of the screen.  Check the box for 
personnel trained. A direct report list is 
displayed with the last date of training 
and whether or not the training is 
required.  Click on “Save Roster” to 
record training. 
 
Optional Features (Record OJT as 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 Illness 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”.   

 
 

 

 

 

 
 
 
 
 
 
 
 
 
 

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. Enter in the employee’s last and first name. 
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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. 
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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. 

 

 

 

 

 

 

 

 

Section 2 - Report of Injury/Illness 

 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: 

 

 

 

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. A list 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. Fill in 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.  

 

 

Mishap Reporting - Property Damage 
 
The Property Damage mishap is similar to the Injury/Illness 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/Illness 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.   
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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). 

 
 
 
 
 
 
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.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



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. 
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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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 
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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.   
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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. 
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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. 
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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 none 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. 
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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 number, 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: 

• ESAMS Web – This link will take the user directly to the selected training. 
• ESAMS OJT – This link will take supervisors and administrators to the OJT recording area for 

the selected course. 
• 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). 
• 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).   
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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. 
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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). 


