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Guide Usage and Disclosures

Guide Information

This guide is designed based on the Oracle Cloud HCM delivered setups; some
fields may differ from your instance configurations. For example, some fields may
be required in this guide that are not required in your instance. Additionally, some
of the training topics discussed in this guide may not apply to your organization,
but we know you’ll find it helpful. If you would like a custom guide for your
organization, please contact Megan Ketter at mketter@camptratech.com.

How To Use This Guide
This guide is intended to assist Admin users with their day-to-day tasks in Oracle

Cloud. A few notes before you begin:

1. Any fields with an asterisk are required fields.

2. Based on your configurations, approval workflows may in place for the
training topics below; those tasks would need to be approved before the
additions or updates are visible in your instance.

3. You may have specific flexfields in your instance that require inputs; this
guide is a generic tool and will not include those specific flexfields. You
will see those fields as a context segment or not visible at all in our
Oracle instance.

Overall Process Flow
Before we begin with the training content, it’s important to understand the overall
process flow of information in Oracle Cloud for the Health & Safety module.
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Glossary of Terms

Here we've included common terms associated to the Health & Safety module. Please
review the terms below to familiarize yourself with the Oracle Cloud terms used
throughout this guide.

Actions

¢ Task assigned within an Incident.
Actions Approvers

< Approvers of the actions within an Incident.
Action Details

< Contains details of the action and includes Action Type, Priority, Resources
Required, etc.

Action Owners

< This group of users are responsible for completing the specific action assigned to
them by Incident Owners.

Actions Page

< Page includes the action details and includes notes, Stakeholder, Action
preapprovers, Action Reviewers, Action Approvers, and Action Owners.

Action Preapprovers
< First line approver of an action.
Action Reviewers

< Once the action is approved by the Action Preapprovers, the action will move via
workflow to the Action Review to review the Action Details.

Agencies Notified

< The organization(s) contacted to assist with providing aid for the incident. For
Example, Police, Fire, OSHA, etc.

Details Page

¢ Theincident page with the Incident Number and includes the Incident Details,
Location, Risk Assessment, Agencies notified, Related Incidents, Stakeholders,
Incident Reviewers, Incident Approvers. And Incident Owners.

EHS Manager




< Acronym for Environmental Health & Safety Manager. By Default, this role is
available with Workforce Health & Safety Incidents.

Events Page

< Page includes opened and closed incidents that have been reported with the
applicable incident details.

Event Type

< Describes the type of Incident. For example, Fire or Explosion, Virus, illness, or
Injury, Unsafe Act, etc.

Findings

< Theresults of an investigation.
Incident Approvers

¢ Approvers of the Incident details.
Incident Details

< Contains date and time of incident, location details of the incident, a summary and
description of the incident, severity

Incident Owner

< This group of users is accountable for responding to specific incidents assigned to
them by the team.

Incident Report
¢ Contains the incident details
Incident Reporters

< This can be a large group of users (typically all employees) that are encouraged to
report Health & Safety concerns quickly.

Incident Reviewers
< Reviewers of the Incident details.
Incident Event Type

¢ Categories of incidents containing reporting information specific to the type of
incident being reported. For example, Fire or Explosion, Health Survey, Unsafe Act,
etc.

Investigations Page




< Pageincludes opened and closed investigations with the applicable investigation
details.

Investigation Approvers
< Approvers of the Investigation details.
Investigation Details

< Contains date and time of the investigation, investigation type, a summary and
description of the investigation, and lessons learned.

Investigation Owners

< Personresponsible for initiating, managing, and completing an investigation
ensuring all details are documented within a target completion date.

Investigation Preapprovers
< First line approver of an investigation.
Investigation Questionnaire
< A questionnaire used to perform systematic investigations.
Investigation Reviewers
< Reviewers of the Investigation details.
Notes

¢ Details attached to the safety incident by the Incident Reporter and reviewed by
the Health & Safety Team.

Overall Findings

< Here you can specify the final findings of an investigation including Casual Factors,

Immediate Case, Underlying Factors, Root Cause, Contributing Factors, Comments

and Final responses.
Related Incidents
< Two or more incidents related based on incident details.

Risk Assessment

< Arisk assessment for an incident and select what's the consequence of the incident

and what's the likelihood of the incident happening. The consequence indicates
what impact the incident has on the organization, for example, insignificant,
moderate, or catastrophic.




Stakeholders

< Apersonwith aninterest or concern in relation to a incident.

Day to Day Operations Guide

Report An Incident (Employee)

Navigation: Home>Me>Safety Incidents>Select Incident Type>Submit

From the home screen, click Me

Good morning, PROD IMPLADMIN!

My Team My Client Groups 3enefits Administration J ce Risk Management Service

Click Me
QUICK ACTIONS

% Medical Plan Comparison
® iy, v
Directory eys Time and Career and Personal
Absences Performance Information

/ Public Info
iy Change Photo

Share Data Access @ L * @

Learning My Benefits Company Benefits Opporturity
Summary Portal Markeiplace

[E] Document Delivery Preferences

& il

Current Jobs Safety Incidents Performance

Jr

My Team \ ps Benefits Administration Workspace Risk Management Sales
QUICK ACTIONS
%> Medical Plan Comparison

= & i &

Directory Joumeys Time and Career and Personal
Absences Performance Information

y Public Info
&. Change Photo

e it Learning Benefits Company Benefits Opporturity
Portal Marketplace

[Z] Document Delivery Preferences

S (S N

(==

Current Jobs Safety Incidents Performance Camptra Support
Portal

Click Safety Incidents

Show More




From the Safety Incidents screen, select one or more Incident Type(s) and click
Continue

Create Report

Click Continue

To complete a health survey, select Health Survey and continue. To create a safety incident, select any combination of other options or just click

samie Select the Incident Type(s) below

‘ T Virus, lliness, or Injury (COVID- ‘

‘ Fire or Explosion ‘ ‘ Health Survey ‘ ‘ Near Miss ‘ ‘ [[]  Property Damage ‘

‘ Spill or Release ‘ ‘ Suggestion for Improvement ‘ ‘ Unsafe Act ‘ ‘ Unsafe Condition ‘

Report an Incident by entering the Incident Details. Click Continue

T

T IS

@ Incident Details Enter the Incident Details Below

“What's the incident?

| Tables Stacked Against The Walls

Provide more details

In the 3rd floor conference room, there are multiple tables unsafely stacked against the wall. The table stacked in the front has fallen and dented the wall. Can
someone from facilities please remove these tables? The conference room isn't usable due to this safety issue.

Actions already taken

| placed a "Do Not Enter Until Further Notice” sign on the door.

Level of Severity

== 5|

Was it on-site or off-site?

[on-site ~]
*Where did the incident happen? Address
123 Main st
[corporate Ha ~] Yorba Linda, CA 92887
Orange

United States

“Where exactly?

Click Continue

3rd Floor Conference Room |

Continue

Enter the Who's Reporting This Incident information. Click Continue




Report an Incident

(1) Incident Details (7 tar |

@ \ho's Reporting This Incident? Enterinformation below,

Incident Reporter “Name

‘ Employee v ‘ ‘Patvi(k Jones v ‘
*When did it happen? Who was notified?

‘8/2/22 400 PM [ ‘ ‘ v ‘
Incident Owner Notification Time

‘ Patrick Jones v ‘ ‘ 8/3/22 3:55 PM lig ‘

Continue

Click Continue

(3) Attachments

Add an Attachment related to the incident. This can be a picture of the unsafe act.
Click Submit to submit the Incident Report to the EHS Manager. Employee will
receive an email with the Incident Details.

Report an Incident
— oo sy o — Click Submit .

(1) Incident Details (/e

(2) Whas Reporting This Incident? | 2 et |

O Attachments

k‘ Drag files here or click to add attachment v
Click here to upload Attachment

Report An Incident (On Behalf of Employee)

Navigation: Home>My Client Groups>Safety Incidents>Add>Select Incident
Type>Submit

From the home screen, click My Client Groups

—
(o]
| —



Good afternoon, PROD IMPLADMIN!

My Client Groups

Click My Client Groups
QUICK ACTIONS

xperience Design Studio
| [
Agency Hiring Journeys New Person Person
Management

Hire an Employ

ntingent

Add a Pending Worker @ ‘ ﬂu
o0

A Absences Time Compensation Performance
Management

Pending \

9 =

Career Talent Review Talent Pools
onal Details Development

o *
(o]
Em [55] &y
Hiring Agency Hiring Joumeys New Person Person
Management

Hire an Emp

ntingent Worker

Add a Pending Workar bl @ ﬁl:l

Add a Nonworker Compensation BRI

Time
Management

Pending W

Career Talent Rex 2 2 Talent Pool
Development

Additional P

587 & P}

Leaming Mass Updates Payroll Workforce
Modeling

Emplo;

Identification Info
Click Safety Incidents
: W
) =

Workforce Data Exchange Volunteering
Predictions

Click Add




Workforce Health and Safety Incidents

Incidents

[ search. Q

h
Default Criter | save |
Filters Reset | &

Expand All | Collapse All

~ Target Completion Date

Due in 24 Hours
Due in 48 Hours
Duein 7 Days
Overdue by 24 Hours
Overdue by 48 Hours
Overdue by 7 Days

Range (specify)

~ Level of Severity

[T No Effect on Safety

[ Minor

HideFilters |  Status Open X

Positive Covid Test Employee John Smith
INC-5003

12/30/2021 9:43 PM

Hazardous

2/28/2022 Qverdue

No Owner

Open

fire
INC-10001
2/22/2022 350 PM
No Effect on Safety
4/23/2022 Overdue
No Owner

Open

dsgdh
INC-10009
2/23/202210:52 AM
No Effect on Safety
4/24/2022 Overdue
No Owner

Open

Employee 23 has tested covid positive

Click Add

1 Event Overdue
0 Investigations
0 Actions

1 Event Overdue
0 Investigations
0 Actions

1 Event Overdue
0 Investigations
0 Actions

Create Incident by entering the Incident Details

Create Incident

R i A 7

Incident Details

*Summary

Enterthe Incident/Details

[ Liquid Spill on Stairwell

*“Date and Time

[er2/2022 419 pma

to

Description

Level of Severity

No Effect on Safety

On the landing area of the 2nd floor stairwell, there is a large wet spot on the floor. It could be a leak from the ceiling,

Immediate Actions

1 placed a "Wet Floor” sign on top of the area.

Lessons Learned

Incident Reporter

[Employee

“Reporter Name

[FRakesn inaat

Who was notified?

[ Patrick Jones

Notification Time

(81372022 419 pm

Scroll down to enter the Incident Location details




Create Incident

[ con

2nd Floor Stairwell Landing

Conditions

[ Facility Closed or Operations Ceased

[[] Emergency Action Plan Activated

[ Evacuation

[ Business Continuity Plan Activated

Risk Assessment pe
Agencies Nofified v

Related Incidents

Scroll down to enter the additional Incident details. You can enter informationin
these areas by expanding each section. The information required in these sections
will depend on your configurations.

Create Incident

!1

FEVERERE,
Risk Assessment

[

Agencies Notified

Expand Each Section Here

[

Related Incidents

K|

Attachments

[

Notes

Incident Reviewers

d O

Incident Approvers

Incident Owner

Completed

Date Completed

‘ 10/2/2022 to ‘ m/dfyyyy

Action Required

Lastly, enter the Incident Owner details. Click Save and Close




Save ||J. save and ciose

Click Save and Close

Related Incidents s
Attachments ~
Notes N

Incident Reviewers

Incident Approvers

Incident Owner Entersthe/Incidenti®@wner(Petails
“Incident Owner Completed
[ Patrick Jones <]
*Target Completion Date Date Completed
‘ 10/2/2022 Y ‘ m/dfyyyy

Action Required

Complete A Health Survey
Navigation: Home>My Client Groups>Safety Incidents>Health Survey>Submit

From the home screen, click Me

Good morning, PROD IMPLADMIN!

My Team My Client Groups Benefits Administration

Click Me
QUICK ACTIONS.

>  Medical Plan Comparison
ﬁﬁ v
Directory Journeys Time and Career and Personal
Absences Performance Information

My Public Info
hange Photo

e P T Learning Benefits My Benefits Company Benefits Opportunity
Summary Portal Marketplace

Document Delivery Preferences

& % il

=

_|_

Current Jobs Safety Incidents Performance Campira Support
Portal

Click Safety Incidents




QUICK ACTIONS

Medical Plan Comparison

©) i
My Public Info

Directory Joumeys Time and

Absences

Career and

Personal
Performance

Information
Change Photo

© % fa

nal Info Learning My Benefits Company Benefits

Opportunity
Summary Portal

Marketplace
Yocument Delivery Preferenc

Eligible Jobs Ea] @;‘\5\\ ﬁﬂ

[=—14 +
Current Jobs Safety Incidents Performance Camptra Support
Portal

Resignati

Click Safety Incidents
Show More

Click Health Survey. Click Continue

Create Report

Click Continue

To complete a health survey, select Health Survey and continue. To create a safety incident, select any combination of other options or just click
continue.

Virus, liness, or Injury (COVID-
19)

Click Health Survey

Fire or Explosion Health Survey Near Miss Property Damage

[]  spillor Release Suggestion for Improvement []  Unsafe Act Unsafe Condition

Complete the Health Survey Details and click Submit




Complete the Health Survey

Click Submit
Health Survey Details
completethe Health Sunvey/Details,

What type of survey responder are you?

empiovee =

Survey Responder Name

‘ Patrick Jones

Survey Date and Time

‘ 8/3/22 4:49 PM £ ‘

Survey Location

‘ COVID-19 Survey - ‘

Have you tested positive for COVID-19?

Are you displaying symptoms related to COVID-192

3. Date of test:
C !

Managing Safety Incidents
Navigation: Home>My Client Groups>Safety Incidents>Health Survey>Submit

From the home screen, click My Client Groups

Good afternoon, PROD IMPLADMIN!

My Team My Client Groups Benefits Admini: o e i Sales Service

Click My Client Groups
QUICK ACTIONS APPS

HCM Experience Design Studio
E 9 & @
| [ Yy
Hiring Agency Hiring Joumneys New Person Person
Management

Hire an Employee
" Add a Continge

Add a Pending Worker . @ <) E_;D?D

Absences Time Compensation s Performance

Add a Nonworker
Management

Pending W

® &

Career Talent Review Succession Plans Talent Pools
Development

Personal Details

Click Safety Incidents




CM Experience Design Studio
He o x o
sl [3%] &
Agency Hiring New Person Person
Management

Hire an Empl
Add a Continge:

Add a Pending Worker : @ <) .—Dy-'al:l

Absences Time Compensation s Performance

Add a Nonworker
Management

< = )

Career Talent Review Succession Plans Talent Pools

Personal Det. Development

Additional

® &2y ] o)

Leaming Workforce Mass Updates Payroll Workforce
Structures Modeling

Employment Contracts

Identification Info

Click sSafety Incidents

Family and Emergenc a Workforce Data Exchange Volunteering Safety Incidents
Predictions

From the Workforce Health and Safety Incidents screen, EHS Managers can Add,
Investigate, Manage, Edit, Delete, and View Incident Actions. Using the filters,
Incidents can be sorted by:

Incident Name or Number (Enter the Name or Incident Number in the search bar)
Target Completion Date

Level of Severity

Event Type

Location

Status

When Incident Was Reported?

Saved Searches

& & & & & & & &

Workforce Health and Safety Incidents

R m b - L1 R Wi e F o A

Incidents
‘Searm‘.. °\| Hide Filters | Status Open X

Default Criteria || save | Positive Covid Test Employee John Smith «

INC-5003
12/30/2021 9:43 PM 1Event Overdue
Filters Reset | % Hazardous 0 Investigations
N 2/28/2022 Overdue 0 Actions
Expand All | Collapse Al No Owner
Open
~ Target Completion Date fire X
INC-10001
Due in 24 Hours 2/22/2022 3:50 PM 1Event Overdue
Due in 48 Hours No Effect on Safety 0 Investigations
4/23/2022 Overdue 0 Actions
Duein 7 Days No Owner
Overdue by 24 Hours Open
Overdue by 48 Hours
dsgdh x
Overdue by 7 Days INe-10009
Range (specify) 2/23/2022 10:52 AM 1Event Overdue
No Effect on Safety 0 Investigations
4/24/2022 Overdue 0 Actions
~ Level of Severi
i No Owner
[] No Effect on Safety Open
[ Minor Employee 23 has tested covid positive x
[ Major INC-11008
2/23/2022 5:24 PM 1Event Overdue
[ Hazardous Major 1 Investigation Overdue
[] Catastrophic 4/24/2022 Overdue 0 Actions




View And Edit Incident Reports
Navigation: Home>My Client Groups>Safety Incidents>Select
Incident>Update>Submit

From the home screen, click My Client Groups

Good afternoon, PROD IMPLADMIN!

My Team My Client Groups Benefits Administration Workspace Risk Management

Click My Client Groups
QUICK ACTIONS APPS

CM Experience Design Studio oo E e
[e]
e | i
Hiring Agency Hiring Journeys New Person Person
Management

Hire an Employee
= Ce Wi
Add a Contingent Worker

Add a Pending Warker @ e, =
i &) sl

Absences Time Compensation Goals Performance

*  Add a Nonworker
) [ ——

# Pending Workers

9 =

Career Talent Review Succession Plans Talent Pools

Personal Details Development

(@]

g % o
(o]
e s (] &y
Hiring Agency Hiring Journeys New Person Person
Management

Hire an Employee

Add a Contingent Worker

Add a Pending Worker @ <) .D_//E}I:l

Absences Time Compensation s Performance

" Add a Nonworker
-t Management

¥y Pending Workers

Career Talent Review Succession Plans Talent Pools

7] Personal Details Development

A Additional

©) 4 ] )

Leaming Workforce Mass Updates Payroll Workforce
Structures Modeling

¥} Employment Contracts

=k Identification info

Click Safety Incidents

Contact Info @ <‘:,%l> 6]1? +

(Y] Family and Emergency Workforce Data Exchange Volunteering Safety Incidents
Predictions

To view and edit an Incident, from the Workforce Health and Safety Incidents
screen, select the Incident




‘Workforce Health and Safety Incidents

Incidents [ # awa |

‘ Search.

Hide Filters |  Status Open X

save | [Positive Covid Test Emplogee John S «
— 5605

1Event Overdue

s Reset | %t Select the Incident 0 Investigations
2/28/2022 Overdue 0 Actions
Expand All | Collapse All No Owner
Open
~ Target Completion Date fire x
INC-10001
Due in 24 Hours 2/22/2022 3:50 PM 1Event Overdue
Due in 48 Hours No Effect on Safety 0 Investigations
- 4/23/2022 Overdue 0 Actions
Due in 7 Days No Owner
Overdue by 24 Hours Open
Overdue by 48 Hours
- dsgdh ~
Overdue by 7 Ne10008
Range (specify) 2/23/2022 10:52 AM 1Event Overdue
No Effect on Safety 0 Investigations
/ Overdue
- Level or severty 4/24/2022 Overdue 0 Actions
No Owner
[ No Effect on Safety Open
[ Minor Employee 23 has tested covid positive x
] Major INC-11008
2/23/2022 5:24 PM 1Event Overdue
[ Hazardous Major 1Investigation Overdue
[ catastrophic 4/24/2022 Overdue 0 Actions
No Owner
Open
~ Event Type
Multiple Tables Stacked Against The Wall x
[ Air Quality INC-18001

Scroll down to view the Incident Details. To edit the Incident Details, click Edit

Incident Details
Details

Click Edit

Summary
Positive Covid Test Employee John Smith

B cents

Date and Time Level of Severity
12/30/20219:43 PM Hazardous
M) |nvestigations Description

Immediate Actions

B Actions Lessons Learned
Incident Reporter Who was notified?
Employee

D Atachments Reporter Name Notification Time

Sarah Chapman 12/30/20219:43 PM
Incident Location v
Risk Assessment v

Agencies Notified v

Update the applicable information. Click Save




INC-5003

le

Incident Details Update)the,applicablejinformation below,
e
E T— “Summary y

[Positive Covid Test Employee John Smith

MO |nvestigations Date and Time

Click Save

‘12/30/2021 9:43 PM e

B Actions Description

&P Attachments

Immediate Actions

Incident Reporter Who was notified?
Employee v v
“Reporter Name Notification Time

Follow this same process for each section requiring an update.

Investigate Incidents
Navigation: Home>My Client Groups>Safety Incidents>Select
Incident>Investigations>Add>Submit

From the home screen, click My Client Groups

Good afternoon, PROD IMPLADMIN!

My Team My Client Groups Benefits Admini: on

Click My Client Groups
QUICK ACTIONS APPS

i HCM Experience Design Studio
E A O 4
| [
Hire an Employee S 3
Hiring Agency Hiring Journeys New Person

Add a Conting

e Add a Pending Worker
- 2

Add a Nonworker = Time Compensation
Management

ending Workers

(%) Person %}

Career Talent Review Succession Plans

) Personal Details Development

Click Safety Incidents

Person
Managerent

il

Performance

Talent Pools




sl [3%] &
Agency Hiring New Person Person
Management

Add a Pending Worl @ .—Dy-'al:l

Absences Time Compensation Performance

id a Nonworker
Management

Pending V

< = () :

Career Talent Review Succession Plans Talent Pools
Development

® a5y £

Leaming Mass Updates Payroll
ructures

Identification Info

Click sSafety Incidents

) = W

Workforce Data Exchange Volunteering Safety Incidents
Predictions

To Create Investigation, from the Workforce Health and Safety Incidents screen,
select the Incident

‘Workforce Health and Safety Incidents

Incidents

‘Senr(h.._ 0\‘ Hide Filters Status  Open X

| “Positive Covid Test Employee John Smith | w
TNE-500%

1Event Overdue

Filters Reset | 1% Hazardous 0 Investigations
2/28/2022 Overdue 0 Actions
Expand All | Collapse All No Owner
Open
~ Target Completion Date fire x
INC-10001
Due in 24 Hours 2/22/2022 3:50 PM 1Event Overdue
Due in 48 Hours No Effect on Safety 0 Investigations
4/23/2022 Overdue 0 Actions
Due in 7 Days No Owner
Overdue by 24 Hours Open
Overdue by 48 Hours
dsgdh x
Overdue by 7 Days e t0008
Range (specify) 2/23/2022 10:52 AM 1Event Overdue
No Effect on Safety 0 Investigas
4/24/2022 Overdue 0 Actions
~ Level of S
evel of Severity o o
[ No Effect on Safety Open
[ Minor Employee 23 has tested covid positive x
] Major INC-11008
2/23/2022 5:24 PM 1Event Overdue
[ Hazardous Major 1Investigation Overdue
[ catastrophi 4/24/2022 Overdue 0 Actions
No Owner
Open
~ Event Type
Multiple Tables Stacked Against The Wall x
[ air Quality INC-18001

Click Investigations




le -
Incident Details Bt A

Summary
8 Positve Covid Test Employee John Smith
Events Date and Time Level of Severity
12/30/20219:43 PM Hazardous
Description

Q)
X

Investigations
B Actions

Immegciate Actions

Lessons Leamed

Click Investigations Who was notified?

Incident Reporter
Employee
&P Atachments Reporter Name Notification Time

Sarah Chapman 12/30/20219:43 PM

Incident Location

v

Risk Assessment

Agendies Notified

Click Add

<{ INC-5003

le
Investigations
Details

, There's nothing here so far.
B eents

B Actions

Click Add

& Atachments

Enter the Investigation Details




Create Investigation

TR RRT

Investigation Details Entersthe)Investigation Details

“Date and Time

8732022 6:07 Pm Y

Description

Investigation Type Incident Event

Lessons Learned

Investigation Questionnaire

Scroll down to enter the additional Investigation details. You can enter information
in these areas by expanding each section. The information required in these
sections will depend on your configurations.

Create Investigation

Investigation Questionnaire
Findings
Overall Findings

Expand Each Section Here

Notes

Stakeholders

Investigation Preapprovers

Investigation Reviewers

Lastly, enter the Investigation Owner details. Click Save and Close

]
21 |

—



Create Investigation

Notes

Stakeholders

Investigation Preapprovers
Investigation Reviewers
Investigation Approvers

Investigation Owner

*Name

Enter/Investigation,®@wnerdetails

*Target Completion Date

‘ 9/17/2022

A
Completed
Date Completed
o ‘ m/d/yyyy

Action Required

O

save [ Save and close

-

Click Save and Close

Delete Incidents

Navigation: Home>My Client Groups>Safety Incidents>Delete

From the home screen, click My Client Groups

Good afternoon, PROD IMPLADMIN!

My Client Groups Benefits Admini:

Click My Client Groups

QUICK ACTIONS

Hire an Empl e
Add a Continget

" Add a Pending Worker

Add a Nonworker Absences

Pending Workers

Personal Details

Click Safety Incidents

s

Agency Hiring Journeys

e e,

Time Compensation
Management

T

Career Talent Review
Development

nagement Sales Service

O *

New Person Person
Managernent

il

Performance

Succession Plans Talent Pools




rience De:

Hire an Employee
ding Wor}

Add a Nonworker

Pending

Employment Contra:

Identification Info

To Delete an

sign Stu

He,

Agency Hiring

=

Time
Management

Absences Compensation

el

Career
Development

Talent Review

el

Mass Updates

&8y

Workforce
Structures

Learning

Click sSafety Incidents

W

Volunteering

o

Workforce
Predictions

Data Exchange

QO *

[]

New Person

74

Person
Management

il

Performance

(o]

s

Succession Plans

a03

Workforce
eling

Payroll

+

Safety Incidents

Incident, from the Workforce Health and Safety Incidents screen,
select the X across from the Incident Name

Workforce Health and Safety Incidents

Incidents
‘ Search.. Q ‘ HideFilters | Status Open X
Default Criteri save | Positive Covid Test Employee John Smith
7 INC-5003
12/30/2021 9:43 PM 1Event Overdue
Filters Reset | 4% Hazardous 0 Investigations Click Delete
2/28/2022 Overdue 0 Actions
Expand All | Collapse Al No Owner
Open
A Target Completion Date fire X
INC-10001
Due in 24 Hours 2/22/2022 3:50 PM 1Event Overdue
Due in 48 Houre No Effect on Safety 0 Investigations
4/23/2022 Overdue 0 Actions
Duein 7 Days No Owner
Overdue by 24 Hours Open
Overdue by 48 Hours
dsgdh x
Overdue by 7 Days 10000
Range (specify) 2/23/2022 10:52 AM 1Event Overdue
No Effect on Safety 0 Investigations
A Level of Severty 4§24/2022 Overdue 0 Actions
No Owner
[ No Effect on Safety Open
[ minor Employee 23 has tested covid positive v
[ Major INC-11008
2/23/2022 5:24 PM 1Event Overdue
[ Hazardous Major 1Investigation Overdue
[ Catastrophic 4£24/2022_ Overdue 0 Actions

Click Yes




&

Warning

The record you selected will be deleted. Do you want to
continue?

Click Yes

View And Add Incident Actions
Navigation: Home>My Client Groups>Safety Incidents>Select
Incident>Actions>Add>Submit

From the home screen, click My Client Groups

Good afternoon, PROD IMPLADMIN!

ation

Click My Client Groups
QUICK ACTIONS

el He N vy

Hiring Agengy Hiring Joumneys New Person Person
Management

4 Hire an Employee

¥ Add a Conti

" Add a Pending Worker @7 _ g’ﬁn

)% i & Nenworker Absances Time Compensation G Performance
— Management

7% Pending Workers

H Person 3 %}

Career it s Talent Pools
Personal Details Development

Click Safety Incidents

—

]
24|



Add a Pending Wor

id a Nonworker

Pending V

Identification Info

He,

Agency Hiring

=

Absences Time
Management

& =

Career Talent Review

Development

®

Learning

&8y

ructures

2
s

Compensation

el

Mass Updates

Click sSafety Incidents

) =

Workforce
Predictions

Data Exchange

Incidents
‘ Search... % Hide Filters Status  Open X
Saved Search
| “Positive Covid Test Employee John Smith |
TNC-5003
12/30/2021 9:43 PM
Filters = Hazardous Select the In
2/28/2022 Overdue
Expand All | Collapse All No Owner
Open
~ Target Completion Date fire
INC-10001

Due in 24 Hours
Due in 48 Hours

Due in 7 Days
Overdue by 24 Hours
Overdue by 48 Hours
Overdue by 7 Days
Range (specify)

~ Level of Severity

[ No Effect on Safety
[ minor

[ Major

[ Hazardous

[ catastrophi

~ Event Type

[ Air Quality

2/22/2022 3:50 PM
No Effect on Safety
4/23/2022 Overdue
No Owner

Open

dsgdh

INC-10009
2/23/2022 10:52 AM
No Effect on Safety
4/24/2022 Overdue
No Owner

Open

Employee 23 has tested covid positive
INC-11008

2/23/2022 5:24 PM

Major

i
4/24/2022 Overdue
No Owner

Open

Multiple Tables Stacked Against The Wall
INC-18001

W

Volunteering

o &y
New Person Person
Management

il

Performance

(o]

s .

Succession Plans Talent Pools

Payroll

Safety Incidents

1Event Overdue
0 Investigations
0 Actions

1Event Overdue
0 Investigations
0 Actions

1Event Overdue
0 Investigations
0 Actions

1Event Overdue
1Investigation Overdue
0 Actions

Click Actions




<{ INC-5003

le
Incident Detzils S | A

Details

Summary

Positive Covid Test Employee John Smith
B tene Date and Time Level of Severlty

12/30/20219:43 PM Hazardous
MO Investigations Descripticn

Immediate Actions

Lessons Learned

Incident Reporter Who was notified?
Employee

D nachments Ciick Actions

Reporter Name Notification Time
Sarah Chapman 12/30/20219:43 PM

Incident Location v
Risk Assessment v

Agencies Notified v

Here we can view the Actions associated to this incident. To add and action, click
Add

INC-5003

le

Actions *"’ Add \
, There's nothing here so far.

E Events

MO} |nvestigations

@ Actions

% Attachments

Enter Action Details




Create Action

Rt S R

Action Details Enterthe Action|Details

“Date and Time

|3/3/2022 6:39 PM [y

Description

*Action Type: Resources Required

[ corrective v] [

“Priority Estimated Cost

|Medmm v ‘ | H USD US Dollar v ‘

Lessons Learned

Scroll down to enter the additional Action details. You can enter informationin
these areas by expanding each section. The information required in these sections
will depend on your configurations.

Create Action

Notes

Stakeholders

Expand Each Section Here

Action Preapprovers

Action Reviewers

Action Approvers

Action Owners

“Action Owners Completed

*Target Completion Date Date Completed

[s/2/2022 ) m/afyyyy

Action Required

O

Enter Action Owners details, click Save and Close

]
27|
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Notes

Stakeholders

Action Preapprovers

Action Reviewers

Action Approvers

Action Owners

*Action Owners

EntersActiony®@wners Details

*“Target Completion Date

[9r22022

Y]

Completed

Date Completed
m/d/yyyy

Action Required

IS]

Click Save and Close

|_Save and Close

Reports And Dashboards

Navigation: Home>Tools>Reports and Analytics>Browse Catalog

From the home screen, click Tools

Good afternoon, Patrick Jones!

< Exp
QUICK ACTIONS
S Medical Plan Comparison
Personal Details
Document Records
[Ek identification Info
<] Centact Info
Family and Emergency Contacts
3, My Organization Chart

My Public Info

Click Reports and Analytics

Tools

Click Tools

©,

Directory Time and

Absences

Benefits My Benefits
Summary

+

Safety Incidents

iy

Career and
Parformance

ik

Company Benefits
Portal

&

Personal
Information

)

Current Jobs




Good afternoon, Patrick Jones!

& Expenses My Enterprise Tools Configuration

@ F =l

Set Preferences Alerts Composer Worklist Reports and Scheduled
Analytics Processes

Click Reports and Analytics

Things to Finish

4 hours ago x 5 hours ago x 1 month ago x 1 month aga
i ACTION REQUIRED ACTION REQUIRED ACTION REQUIRED ACTIGN REQUIRED
Add Pending ] Add Pending Worker QuickPay_Burke
test YZ , (2022 or test Z , (2022-08-

i

Michael 2022-0
Manual Task Ap >
For Calculate. For Calculate...

w

O Rakesh Jhindal Rakesh Jhindal
C

anw kR ® @

Click Browse Catalog

”‘@ No results found.
Search for analysis, repart, o dashboerd. Click the star icor to favorte an object

From the Dashboards drop down, click Health And Safety Business Process
Dashboard




Catalog Home Catslog_Favores +_ Dashboards « | Create ~ Open

UserVieww Il & o O, v v v X [ Location y Felders My Dashboard JShow Hidden tlems

4 Common Content

4 Folders F= Ea Tvee Al v Sort NameAZ v () Show More Detais

» i [My Folders 4 Custom
Qi Health And Safety Business Process Dashooard

[£5 OSHA Reporting

/9 Test Dashboar

» i Shared Folders

Click Health And Safety Business

Process Dashboard Higher Education

(£8 Envolment Manager Dashboard

“ Human Capital Management
Benefts Business Process Dashboard

(5 Compensation Business Process Dashboard

Compensation Business Process Dashboard For Worksheet
Manager

(55 Health And Safety Business Process Dashboard

Line Manager Dashboard

E5 OSHAReporing

Recrultto Hire Dashboard

‘ &5 Time Card Details Dashboard

4 Incentive Compensation
{5 Incentive Compensaton Analyst Dashboard

ncentive Compensation Commission Statement Dashboard

ncentive Compensation Partcipant Dashboard

2
€8 Incentive Compensation Partcipant Manager Dashboard
E5 Incentive Compensation Plan Effectiveness Dashboard

4 Manufacturing

4 Tasks Cycle Time Performance

i My Folders ¥ Procurement
> projects
R Archive
> public Sector
Unarchive
L] > Supply hain Management
2, Upload

mProperties
- - T ) Preview

Here you can view the Dashboard Analytics for the Health & Safety Module

Health And Safety Business Process Dashboard Home Calalog Favorites ¥ Dashboar Create v Open v
Year Count of
o . Countor Incidont Loveof Severlty Countof Inckdent Event Type
1 Hazardous 7 Heaitnsurvey
Quarter 5 Major 7 Virus, lliness, or Injury
~sekctvae- v Days Since Last Lost
e et 5 Minor 3 Fire or Explosion
wontn Refosn - it -Expor -Add o Breing Boo -Copy 19 NoErtecton Satety 3 unsafeAct
~selctvaie- ¥ incidents by Level of Top 3 Events
Severity Refresh -Print - Export - Add to Briefing Book - Copy
Business Uni Nome Refesh -Pin - Expor - AGd 1 Breig 8ook -Copy
(1 Cotum Vauew
ncident Event Type Venice ncigent v % Of Activities Completed On Time
Organization Name 1000
: wor
(A1 Colarm Volsew Previous 365 Days "L
2 0.800 B Completed
Gompet
Resat v £ % Of Events
5 om0  Eares
B o
i wor
gt
0400 Compicies
, Gt
4 Otpctens
0200 Completed
e
000
EoTH F=TH
urer
o
' 0
o Refesh -Print -Export - Add o Brieing Book -Copy
Rettsh -Prnt -Expar - Add o Brieng Book -Copy
Average Ovedue Days Overdue Activities
Wo-9 9-15 W19-120 5000
Across All Activites 5000
P~ ™
s Overue
0.000 80,000 M incigents
¢ o Ome
B0 000 H g
-— 150 Breiors
‘ Overdue
o 120,00 0000 L Fetne

Thank you for reviewing and using our guide; we hope you have found it helpful. If you have any
questions on the content included in this guide, please contact our Training & Learning team at
learn@camptratech.com

Version Revision

History Date Author Changes
Version 1.0 Megan Ketter Initial Version
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