HOW TO MANAGE YOUR ACTIONS IN ASSURE

Step 1: Click on the link in the action email you have received from the system

A

SHE Assure Action
Notification. msg

Step 2: The following log on screen is displayed:

E I |EQ User Name
Health & Safety Software

Password

Forgotten your password? Log In

This application is best viewed using a modern web browser
if you have a Popup Blocker installed it must be disabled when using this application.

Step 3: Log onto the system (if you are logging in for the first time, please refer to the How to Guide for Logging in &
Navigating the Assure System)

Step 4: The following Action Incident screen will be displayed showing you what action needs to take place on the record and the
due date of the action:



Step 5: Click on the Cancel button

Step 6: The system will take you to the Action dashboard for the incident record. See screen below:



Action

=+ New Record

X
D2« & £

Review Date: No Review Set

Attachments

Search:
Reference: Org Unit: Incident Date: {\‘? (2}
§S_LOW_3 Streetpride South 15/11/2015
% (0)

Type of Incident: Incident Details: Incident Severity: ﬂ (0}
Accident sdasd No Lost Time
Action Type Created To be Done By Date Priority Status

By Due
bbb Madule | Richard Streetpride South Mot

Gorst Supervisor Started
Flease provide the Module | Narinder Mandeep Jandu Mot
telephone contact number. Parmar Started

Step 7: Click on the top cog wheel as shown below

O v =

£~

Review Date: No Review Set

Step 8: You will be presented with the following options. Select the Edit option

£~

# Edit

W Complete
| = Detail

Step 9: The Incident Record will be displayed allowing you to edit the record:



w About the Incident

Org Unit Streetpride South L= 2

Reference* SS_LOW_3 ¥ System Assigned
Is This Confidential r

Project Reference &

Vehicle Incident Reference &

Step 10: Once you have edited the record, click on the Save button:

Step 11: Now click on the Star icon. This will take you back to the Action record as shown below:



Action

Search: x
Reference: Org Unit: Incident Date: . B
SS_LOW 3 Streetpride South  15/11/2015 w7 @ CRvE -
& (0

Type of Incident: Incident Details: Incident Severity: ﬂ (0} Review Date: No Review Set
Accident sdasd No Lost Time
Action Type Created To be Done By Date Priority Status Attachments

By Due
bbb Maodule | Richard Streetpride South Mot 0 Foes

Gorst Supervisor Started
Please provide the Module | Narinder Mandeep Jandu Medium Mot 0 -
telephone contact number. Parmar Started

Step 12: Locate your name against the Action and click on the cog wheel

Step 13: The cog wheel will display the following options. Select the Complete option to confirm that you have completed the
Action marked against you:

&

(# Edit

W Complete
| = Detail
A

Step 14: The following screen will be displayed. The complete Date will default to today’s date, you can add any comments if you
wish. Click on the save and close button



w Complete Action

Complete Date

Comments

save & Close

18M2/2015 m

& Cancel

The status on the Action you have completed will automatically update to show that you have completed your action

ACtI on == lew Record
Search: x
Reference: Org Unit: Incident Date: B
SS_LOW_3 Streetpride South  15/11/2015 v @ CORevSE - A4
¥ O
Type of Incident: Incident Detailz: Incident Severity: «‘ (U) Review Date: No Review Set
Accident sdasd No Lost Time
Action Type Created To be Done By Date Pricrity Status Attachments
By Due
bbb Module | Richard Streetpride South Mot 0 -3
Gorst Superisor Started
Please provide the Module | Narinder Mandeep Jandu

telephone contact
number.

Showing 1 to 2 of 2 entries

Parmar

1711212015 - Completed | 0 a-



If you are unable to fully complete you Action but have made some progress on the Action, you should select the Edit option rather

than the Complete Action on the Action record as shown below:

Reference Org Unk ncident Date
SS_LOW_3 Streetpride South 15/11/2018
Type of ncdent paxent Detals necent Severty
Accident sdasd No Lost Time
Action Type Croated To be Done By Date
By Due
bbb Module  Richard Streetpnde South
Gorst Supemasor
Please prowde the Module = Nanndes Mandeep Jandu 171122015
tefephone conmtact Parmar

number.

The Edit option will take you to the following screen:

o New Record

Search: X
w @ DrvE o
Q¥ © 5
4 () Review Date: No Review Set
Priority Status Attachments

Not 0 =
Staned i
Completed 0 & Edit

* Complete



w Action Details

ncident Record
sfmranos S5 LOW 3
Adion®
bbb
#
Aoiion Deds .
#
Failsad by Usar —
Fi “
or asr Cirmwiorme Souih Suoseros -
Dade Ralsed =
Dus Dude~ — =
e &
Current Siadus
ok Sharia
‘Compiads Parosnt*
Cormmmans
==

Enter the % completed in the Complete Percent field and add any comments in the Comments box. Click on Save and Close.

The Action Record will show that your Action is now In Progress. See screen below:



Action

Search: ®
Reference: Org Unit: Incident Date:
SS_LOW_3 Streetpride South  15/11/2015 W D1v = &~
Q0
Type of Incident: Incident Details: Incident Severity: Q 0 Review Date: No Review Set
Accident sdasd No Lost Time ©
Action Type Created To be Done By Date Due Priority Status Attachments
By

bbb Module | Richard Streetpride South In 0 v
Gorst Supervisor Progress

When completed, follow step 13 on how to complete the action.

Upon approval of the action/s by the person/s initiating the action, the action will be removed from your TASKS.



