HOW TO LOG ON & NAVIGATE THE ASSURE HEALTH & SAFETY MANAGEMENT SYSTEM

Access the Assure Health & Safety Management System using the following link: https://www.sheassure.net/coventrycc/Login

HOW TO LOG ONTO THE MAIN SYSTEM

Step 1: You will be presented with the log on screen as shown. All users will need to reset their passwords when they log onto the
main system for the first time. You should do this by selecting the ‘Forgotten your password?’ option as show below:

7 '& User Name
F

Coventry City Council Password

Forgotten your password? Log In

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

Step 2: You will then be presented with the screen below. For Council employees insert your CV log in in the User Name field. For schools
enter your User Name provided by Health & Safety. Now click on Rest Password.

7 '& User Name

Coventry City Council

Main Login Form |Reset Password

You will be sent a new password to the email address that is in your user profile


https://www.sheassure.net/coventrycc/Login

Step 3: You will receive an email with a password

You have requested a password reset, here are your detfails:
Username: cvnpa290

Password: jiMO}%Ce
Login here: hitp:/www.sheassure.net/coveniryce/Login

All e-mails are monitored by Coventry City Council’s ICT Security, using Mimecast in accordance with the Regulations of Investigatory Powers Act 2000

Step 4: Enter the password in the Old Password field and then enter your new password as per screen below:

w Details

Old Password *
New Password *

Confirm Password *

Save & Close



The homepage will be displayed:
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Health & Safety Software

Click on this icon to show your Tasks

Your name will be displayed here.  The name of the service area you belong to is displayed here.

If you are a supervisor your Task list will have the following options:



Home — My Tasks

My Tasks

= New Record

Task Module Reference Due On
Action: Need to complete as soon as Medium [Cument Status: Not Started | Incident Record 41 17112015 Fo.
Action: Low ugency, please complete [Cument Status: Mot Started | Incident Record 40 1712015 ?Edrt
Action: fdhre [Cument Status: Mot Started | Incident Record 43 20/11/2015 ;;ﬂa;l
Action: Please update how the am was broken [Cument Status: Mot Started | Incident Record 83 200112015 rGoTo
Action: asx [Cument Status: Not Started | Incident Record 63 27112015 &
Action: resregdfasdfdfgds [Cument Status: Mot Started ] Incident Recond 60 051212015 -:
Action: erfwed [Cument Status: Mot Started | Incident Record 65 07122015 -:
Action: dsfewf [Cument Status: Mot Started | Incident Record EMP 08 O7 12526 O7M22015 -:
Action: testing the over due email notification [Curent Status: Completed | Incident Record 5 091212015 -:
Action: Testing [Cument Status: Mot Started | Incident Record 17 TMM22015 .:
Showing 1to 10 of 12 entries 1 2 Next— Last

If you are a Manager, your Task list will have the following options:

My Tasks
Task Module Reference Due On
Action: Need to complete as scon as Medium [Current Status: Not Started ] Incident Record 41 1711172015 s ‘
Action: Low ugency, please complete [Current Status: Not Started ] Incident Rezord 40 171172015 ?E‘m
Action: fdhre [Cument Status: Mot Started ] Incident Record 43 201122015 ;i‘:‘;ﬁe
Action: Please update how the am was broken [Cument Status: Not Started | Incident Record 63 2011/2015 =Detail
Action: asx [Cument Status: Not Started ] Incident Rezord 27112015 LGDTG .
Action: resregdfasdfdfgds [Current Status: Not Started | Incident Rezord &0 051202015 5.
Action: erfwed [Cument Status: Mot Started ] Incident Record 65 07122015 :
Action: dsfewf [Cument Status: Not Started | Incident Record EMP 08 07 12626 071202015 :
Action: testing the over due email notification [Current Status: Completed | Incident Rezord 5 091212015 :
Action: Testing [Cument Status: Not Started ] Incident Rezord 7 11122015 :
Showing 1 1o 10 of 12 entries 1 2 Next— Last



The Assure icon will always take you back to your Home page. You can click on this icon at any time.
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Health & Safety Software

The Configure button allows you to tailor your home page. For example create shortcuts.

When you click on the Configure button, the following screen is displayed:



e e

Quick Brows

+ No ltems Selected

Quick Add

» No ltems Selected

Click on the Configure Quick Links button, the following set up screen will be displayed

ick the Box against Show Quick Browse.

s Configure

Show Quick Browse

Show Quick Add

> Quick Browse

» Quick Add

B save & Close = Cancel & expand

Then click on the Quick Browse arrow which will then display the following screen.



w Quick Browse

Area Module

Click on the Add button. A pop up window will be displayed:

Select
Display: Search:
10 v
Select Visible | Unzelect Visible /
Select Area Module
Incident Accident Incident Frequency Rates
Task Action
Risk Activity Risk Azsessment
Environment Air Emissions
Task Approval
Environment Aspects & Impacts C nents

Environment Aspects & Impacts
Environment Aspects & Impat
Incident Claims Ma
Contractor Construcion Phase Plan

Showing 1 to 10 of 58 entries

1 2 3 4 5 Next— Last

Select Close

Type in the Search : Incident. The following entries will be returned:



Display: Search:
|10 v | incident x
Select Visible | Unselect Visible
Select Area Module
o Incident Accident Incident Frequency Rates
(=] Incident Claims Management
O Incident Incident Analysis
(] Incident Imcident Investigation
DA Incident Incident Record
) Incident RIDDOR
D\ Incident Vehicle Incident
2| Incident Vehicle Register
Showjing 1 to B of 8 entries (fitered from 55 total entries)
Select Cloza
Select the Incident Record Only. Click on Select. Click on Save and Close.
Your home page will now show the Incident Record as a shortcut:
Quick Browse R
* o=

+ Incident Record



Click on Incident Record shortcut, this will take you to the Incident Record Dashboard for your service area:

Home — Incident — Incident Record

Incident Record

Incident Date:

Reference: O Ulnit: —
EMP 09 07 12626 Streetpride South 03/09/2007 W (@) O2?2+v & o5
@ (0)
Type of Incident: Imcident Details: Imcident Severity: : . :
Assault - Member of Publi... Assailant was refused ent...  No Lost Time L )] e
Last Eftteat 0722015 127:00°20
Referencs: Org Unit: Incident Date:
5 Streetpride South 181172015 ¥ @) O2+v & -
Type of Incident: Incident Details Incident Severity: % “J
ype : : 2 - X .
Near Miss A plant pot on CC1 Recept... & 1) Review Date: No Review Set
Last Eadtteat 107122075 ME30040
Referencs: Org Unit: Incident Date:
7 Streetpride South 2411012015 W |;| 2vE 3
® M
Type of Incident: Imcident Details: Incident Severity: ; . :
Accident Sam tripped over a cable ... No Lost Time | (1) FrizTEn) DETEE RIS R 3

Last Bdizgt (312015 001230



