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Mobile App Guide

This quick-start guide will help you start using the Seven Minute Safety Trainer Mobile App. If you have
any trouble or any questions that are not answered in this document, please contact technical support
at techsupport@blr.com.

For assistance with using the Seven Minute Safety Trainer website, please refer to the Seven Minute
Safety Trainer Website Guide.

Some features are only available on the website (not on the mobile app).
Web-only features

Edit the Resources tab content.

Create trainers and administrators.

Import multiple users (trainers and employees).
Print training topics and other screens.

Upload custom training materials
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The main areas that will be covered in this guide are:
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iOS Devices

Meetings
Create New Meeting

1. Click the Meetings tab at the
bottom of the screen. Active Meetings ?—
2. Click the + sign at the top right-
hand corner of the screen. : . = T

Q, Search Keyword

09-06-2019 11:44 AM
Ciandera Laraa
Home cleaning

09-28-2019 00:15 AM
Will Turner :
Art Auctioneer

09-06-2019 171:44 AM
Tyler's Greek
Mental Health Counselor

09-06-2019 11:44 AM
Keith Lauren
Correctional Officer

09-20-2019 20:00 PM
Will Turner
Management

09-06-2019 20:00 PM
Ciandera Laraa
Machine safety

09-06-2019 11:44 AM

. Ciandera Laraa .
ste 2 y
LA L) \-\\ ]
W O E X 3 &
Meetings ncidents Employees Resources My Account



Within the Add Meeting screen, fill
out the following information:

1. Search or select a title using the
Select or Search from available
titles. Search for titles by entering
a keyword or Select a title by
selecting a Collection and Title
within the drop-down options.

To create a meeting with your
own materials, select Select your
own custom training material,
and select a training from a list of
your uploaded materials.

2. Enterin a job name for your
meeting.

3. Enter the meeting location.

4. Add attendees to your meeting
by clicking the Attendees field and
selecting the people you want to
attend the meeting. (Select and
Deselect names to add and
remove attendees.)

5. Select the date and time of your
meeting.

6. Add a trainer(s) to conduct the
meeting, by clicking the trainer
field and selecting a trainer. You
are able to select 1 trainer or all
trainers for any meeting.

Note: If there are attendees
assigned to a trainer, those
attendees will automatically
populate within the Attendee’s
field, when you select that
trainer.

7. Attach any images related to your
meeting. You can take a picture or
add existing pictures from your
phone’s photo gallery.

8. Add any notes related to your
meeting.

9. Click Save

2:42

< Add Meeting

o Select or Search from available titles

Select your own custom training material

Q Search title

OR
Seven Minute Safety Trainer
Select Collection*

Select Titlex

©

&

o Attendees(Invitees)
o 01-17-2020 02:42 PM

Select all trainers ()

o Trainer+

o Images
o Note

2:43 o/ LTE @)
< Select Attendees « B

Q Search

Alex Trainer

Bill Employee

Chelsea Employee

Heather Employee

2:43 o | LTE )
< Select trainer

Q Search

Alex Trainer

Heather Safety

Robert Admin

Terry Trainer

2:33 il LTE @)

< Select Images




View Titles
View a list of Seven Minute Safety Trainer titles within the Meetings screen.

Click View Titles

Select a Collection from the drop-down option.

Click the three dots on the right-hand side of the title you are interested in.

Click View Title within the popup at the bottom of the screen.

(You also have the option to Create a meeting within this popup, by clicking Create Meeting).

[Resm® — awpM @ TenC e oI TEWR T TEEERM o oo e |
Active Meetings ST { Wigw Titles Q

: Seven Minute Salety Trairmer )
B @ Select Collection >

02015 104 A
Clandera Laraa E
Home clranang Chemicals

PwnNE

0038 1019 0 15, Al 1.3-Butadiens
Wil Turmes &
ATt it Hazard Communication
1.3-Butadiene
-5 104 A
Tyler's Greek - Job-Specific Basics
Mantal Health Counsdlor Accident Prevention for Healthcane Wiork

-6 3019 11244 A Accidents & Near Misses

mm Accident Provention for Supendsors
X Accilenis & Near Migses .
09-30- 15 T000 Pl = :
Will Turner : Accident Protection Signs and Tags : iiﬂlldl:m F"r'lll.::cr::un for
ealthcare Wo £
Manggiment
Salety Mansgermnt .
ool e Accident Protection Signs and Tags ‘i :
Crarsdens Laras : k‘_{';} @ \iew Title
Machine safety Fall Protection . + Create Meeting
H |
P Aerial Lift Sadety
Fandes L : Harardous Substances . Cancel
- " i
s E i 3 x 4 Aerosol Can Safety i | )

View Title

Trainer Outline

7:'.;\ Safety
<~/ lralner

Accident Prevention for
Healthcare Workers 1505

©BLR - Business & Legal Resources

Accident Prevention
for Healthcare Workers




Search and Manage Meetings

Browse a list of meetings, search for a specific meeting, or view and edit meeting details from the

Meetings screen.

Searching for a meeting

1. Click the filter icon at the top
right-hand corner of the
Meetings screen.

A Filter By popup will appear,
where it will allow you to select
why kind of meeting you want to
show:

All Meetings—Displays all meetings
(complete and incomplete).
Active Meetings—Displays active,
incomplete meetings.

Completed Meetings — Displays
meetings that have been set to
“Complete”.

My Meetings—Displays meetings
assigned to you as the trainer.

2. You can also type a keyword in
the Search Keyword field. As
you type your keyword,
meeting with that keyword will
appear in the results.

Active Meetin

=

|..--s".|."-J:
Q. Search Keyword

09-06-2019 11:44 AM
Ciandera Laraa
Home cleaning

09-28-2019 00:15 AM

Will Turner

Art Auctioneer
09-06-2019 11:44 AM
Tyler's Greek

Mental Health Counselor

09-06-2019 11:44 AM
Keith Lauren
Correctional Officer

09-20-2019 20:00 PM
Will Turner
Management
09-06-2019 20:00 PM

Ciandera Laraa
Machine safety

09-06-2019 11:44 AM
Ciandera Laraa

% 2 & X A

Employees

Mastings Incidents

Filter by

All Meetings

. Active Meetings

Completed Meetings

My Meetings

Cancel

Hesources My dccownt

Active Meetings Y +
Meetings: 1 ©

View titles

Q Cor <1 )
09-06-2019 11:44 AM

Keith Lauren

Correctional Officer




Selecting and managing meetings

3. Click on the title of the
meeting to open the meeting
detail.

Within the meeting detail, you
can edit the meeting
information, as long as the
meeting is active (not
completed).

1. To Complete a
meeting, click into the
Meeting Detail and
click the check mark at
the top right-hand
corner of the screen.

2. To Reactivate a
completed meeting,
click the Reactivate
icon at the top right-
hand corner of the
screen.

4. Click the three dots on the
right-hand side of the title you
are interested in.

Click Download PDF to create a
meeting summary that will
download to your device and
can be emailed. The summary
includes all of the meeting
details as well as the trainer
outline of the selected title.

Click Copy Meeting to create a
copy of the selected meeting.
Once copied, you can edit any
of the new meeting's details.

< EditMeeting @ +~ H
+
Seven Minute Safety Trainer >

Machine safety

05-06-2015 17:44 AM
Ciandera Laraa

S F & X

Hazardous Substances >
Use Chain Saws Safely >
Correctional Officer
Loc 1
< View Meeting B O
Seven Minute Safety Trainer >
Hazardous Substances >
Use Chain Saws Safely >
Correctional Oviicer
Loc1
Active Meetings v+

09062019 1744 AM

Crandera Lajaa

Home cleaning -

09-28-2019 2015 AM

Will Turmes

Art Auctic neer

05082075 11:44 AM

Tyler's Gréek

Mental Health Counselor

09-05-2079 17:44 AM

Keith lLauren

Corre tonal Officer il

09~ 20 2019 30:00 PM

Will uarmer

Maragement

094062019 20:00 PM

Cigndera Laraa 6



Incidents
Create New Incident

To create a new incident: q
1. Click the Incidents screen All Notes +

within the menu at the

bottom of the screen.

Q, Search Keyword

2. Click the plus sign (+) at the

top of the All Incidents e

screen. Transportation Security Oservices

09-27-2019 19:57 PM
Will Turner

State Trooper

09-24-2019 02:02 AM
‘Will Turner
Aircraft Dispatcher

09-22-2019 15:55 PM
Ciandera Laraa
Ski Instructor

09-18-2019 16:00 PM
Ciandera Laraa
Unifermed Secret Services

09-10-2019 18:15 PM
Ciandera Laraa
Motes on health

0=04-2019 1814 PM
Ciandera Laraa

Within the Add Incident screen:

1. Select the date your < Add Note o 5 |
incident is being recorded.
2. Enter the Incident Title. (> 09-18-2019 0446 PM T NeSM®  a46PM @ 80%( )

3. Select the person that
incident is being reported

by. o Reported by~ . Q_ Search

4, Write the location related
opouincdent @

5. Add animage from your
mobile devices photo o Images > B will Turner
gallery or take a picture to -
attach to the incident. o
6. Add your incident details.
7. Click the Save icon to save
your incident.

o < Select Reporter



Search / Browse Incidents

There are a few ways to search and browse MoSM® SR @80T
incidents. All Incidents o 5+
1. To look at incidents with a certain status, click
the filter icon at the top right-hand corner of 0, Search Keyword
the screen. 10-03-2019 21:21 P
Whll Turmer
You will be able to filter by: Tranopertation Sucurity Querrices
All incidents — All incidents created, including i rue P by
active and archived. State Trooper
. . All Incidents
Open Incidents — Incidents that have an open ﬁ'ﬂz‘;ﬂ::ﬁm A
1 ur 3
status. Aircraft Dispatcher Open Incidents
Close Incidents — Incidents that have been 09-22-2019 1955 FM Close Incidents
archived 'Elb.ﬁdt'r:l Laraa
’ Ski Instructer

Cancel
03=-18-2019 1600 FM

Ciandera Laraa

Uniforrmed Secret Services

T=10-2019 1215 FM
Ciandera Laraa
Hates on health

09042019 1214 FM
Ciandera Laraa

b e & x4

2. You can also search for incidents by entering a Notes
keyword. Your results will reflect what is .
written in the keyword field. a “Al o
0il=24- 20019 02037 A

Will Turner
Aircraft Dispatcher



Employees
Create New Employee

To create a new employee: ITRW UE 356PM 7 33%E)
1. Click the Employees screen within the menu at the bottom of the Employees - i
screen.

2. Click the plus sign (+) at the top of the Employees screen.

Joan Rivers

Heather Parker

James Dean
l-";_lrr\l,l Smith
Paul Smith
.rm'.
2:08 il LTE ()
Within the Add Employee screen, enter the following information: < Add Employee > B
1. Employee’s first name (required).
2. Employee’s middle name. :
3. Employee’s last name (required). —4
4. Employee’s e-mail address (required if employee will be signing in). -
5. A password (required if the employee will be signing in). ED
6. Employee’s phone number.
7. Employee’s expiration date. -
o To You can click Never Expire to allow 5
o To set an expiration date, click Access Expires At and select a
date of exp.)lratlon. ' ‘ N Expies ()
8. As an Owner, Admin or Trainer, when adding an Employee, you have

the ability to restrict or allow the employee to mark themselves as S Access Expires At
“Present” to a meeting.

9. Employees can add a signature that will appear beside their name on
the meeting summary PDF when they are marked as having attended a
meeting.

10. Click Save

Allow this user to mark themselves
» "Present” to a meeting

Signature

Note: Trainers and administrators can only be created from the website.



Search / Browse Employees
There are a few ways to search and GITRW UE 3BEPM 7 33%E WITFW 36 357PM 9 33%E )

browse employees. Employees | > %+ < Filter Employees

1. To search for employees with certain
criteria, click the filter icon at the top » Search Kavweard
right-hand corner of the screen. ) ' Active Users v
Within the Filter Employees screen, Joan Rivers
you will be able to filter by: All v
Heather Parker

Users — Show employees that are

i i i James Dean
active or inactive. Al 5
Signature — Show employees Harry Smith
with a signature or without a |
. ) A v
signature on file. Paul Smith

Phone — Show employees with a
phone number or without a
phone number on file.

Email — Show employees with an
email or without an email on file.

W E/
After selecting your filter(s), click Maat
APPLY.

2. You can also search for employees by
entering an employee name, within Employees ¥ o+
the search field. Your results will
reflect what is written in the search

field. L Smi L]
Harry Smith
Paul Smith

10



Edit Employee’s Profile
If you need to add/edit an employee’s profile information:

1. Click on the Employee’s Name, within the Employees screen.
2. Add/Remove any necessary information and/or employee signature and click Save.

Employees Y + < Edit Employee -2 % |

Heather

L Search Keyword

Joan Rivers Parker
hparker@email.com

Heather Parker

James Dean

Harry Smith Never Expires ()

Paul Smith Access Expires At

Signature



Resources

The Resources tab is completely customizable by the account administrators and will display whatever
information they choose.

Note: The Resources tab can only be edited from the website by an administrator or account owner.

1. To view the resources your administrator or owner added, click the resources icon at the
bottom of the screen.

2. Within the Resources screen, you will have access to phone numbers, training guides, and
helpful links.

3. To view this Mobile App Guide, click the Mobile App Guide button at the bottom of the screen.

2:09 il LTE

Resources

Call Federated Insurance at

(888) 333-4949

Quick Start Guide - Website

Quick Start Guide - Mobile App

OSHA
DOT

EPA

12



My Account

Click the My Account icon at the bottom of the screen to access your account information.

2. Within the My Account screen, you will see your name and a pencil icon. Click on the pencil icon
to edit your account information.

1. Click the Save icon to save any changes you may have made to your profile.

3. The number of meetings assigned to you as the trainer (administrators see all meetings) will be
displayed on the My Meetings line. Click to view your meetings.

4. The number of incidents assigned to you (administrators see all incidents) will be displayed on
the My Incidents line. Click to view your incidents.

5. Click the logout icon to log out of the app.

WITEW R 1009AM 0%
2:09 w1l LTE (@)
My Account 5 '
< Edit Account 2
Welcome,
\d
Heather Parke ,
Heather
My Meetings ; >
My Notes _‘ > Safety
heather@abccompany.com
1234567890
Signature
/ B 5]
[

13



Android Devices

Meetings
Create New Meeting

To create a new meeting:

1.

Click the Meetings tab at the
bottom of the screen.

Click the + sign at the bottom right-
hand corner of the screen.

100l 2:41 PM

Meetings =

ngs. 23

08-09-2019 02:46 PM
Harry blaze
Joe Fly Co - San Antonio

08-09-2019 02:45 PM
Edward deezie
Joe Fly Co - Harlingen

08-09-2019 02:45 PM
Edward deezie
Joe Fly Co - Houston

08-09-2019 02:44 PM
Ellen Cullen
Joe Fly Co - Austin

08-09-2019 02:43 PM
Bella O'costa
Joe Fly - Dallas

08-09-2019 02:43 PM

Edward deezie

Joe Fly Co - Waco
(31X V. [ ]
S OFE =2 X e

Mewtngs Employess Resources My Account

ncidents

14



Within the Add Meeting screen, fill out ; 3 T donQ 246 PM

the following information. < Select Attendees < B

1. Search or select a title using the
Select or Search from available

. . . Bella D'cost
titles. Search for titles by entering _ L -5et Divaeta

a keyword or Select a title by & Add Meeting ¥ a8 ®  Edward deezie
selecting a Collection and Title -
within the drop-down options. ®) Sefect or Search from available titles 4 Ellen Cullen

OWnN custom traineng matenal

To create a meeting with your own O selectyoe
materials, select Select your own
custom training material, and

[0 Harry blaze

select a training from a list of your : 3 T 4 00v 0 247 PM
. Seven Minute Safety Trainer >
uploaded materials. : ¢ Select Trainer
2. Enterin ajob name for your Select collection >
meeting.
g Select title 2 O\ oSearch

3. Enter the meeting location.

4. Add attendees to your meeting by
clicking the Attendees field and
selecting the people you want to Edward deezie
attend the meeting. (Select and
Deselect names to add and remove
attendees.)

5. Select the date and time of your

Bella D'costa

Ellen Cullen

Attendees (

rvitees) > Harry blaze

meeting. 1-20-2020 12:12 pm &)
6. Add a trainer(s) to conduct the G vttt woinars- )

meeting, by clicking the trainer T z

field and selecting a trainer. You

are able to select 1 trainer or all Images 2Images attached o

trainers for any meeting.
Note: If there are attendees
assigned to a trainer, those
attendees will automatically
populate within the Attendee’s
field, when you select that trainer.

7. Attach any images related to your
meeting. You can take a picture or
add existing pictures from your
phone’s photo gallery.

8. Add any notes related to your
meeting.

9. Click Save

OEC 06K

[ -l

15



View Titles

View a list of Seven Minute Safety Trainer titles within the Meetings screen.

Click View Titles
Select a Collection from the drop-down option.

PwnNE

Click the three dots on the right-hand side of the title you are interested in.
Click View Title within the popup at the bottom of the screen.
(You also have the option to Create a meeting within this popup, by clicking Create Meeting).

N T 40l 646 PM 3 T 4 sosm 647 PM
Active Meetings = & View Titles Q & View Titles Q
\_/ Seven Minute Safety Trainer >
10-21-2019 03:35 PM
Heather Trainer Select collection >
Monthly meetings
11-04-2019 04:21 PM
Moana Storm Chemucals

garden cleanings

10-21-2015 03:37 PM
Farrels Wish

starsaves

10-21-201903:36 PM
Diana Hales

fall on department

10-19-2019 06:30 AM
Beren Satt

bus job
05-09-201907:13 PM
Beren Satt

Cleaning guidelines

1,3-Butadiene

Hazard Communication

1,3-Butadiene

Job-Specific Basics .
Accident Prevention for Healthcare Worv 5
Accidents & Near Misses

Accident Prevention for Supervisors

Accidents & Near Misses

Accident Protection Signs and Tags

Safety Management

Accident Protection Signs and Tags

Accident Prevention for Healthcare Workers

\/’ @ View Title

Fall Protection
Aerial Lift Safety

Hazardous

ubstances : -+ Create Meeting

Aernenl Can Safety

View Title

Trainer Outline

)\ Safety
ZJ Trainer

Accident Prevention for
Healthcare Workers 1505

© BLR - Business & Legal Resources

Accident Prevention
for Healthcare Workers
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Search and Manage Meetings

Browse a list of meetings, search for a specific meeting, or view and edit meeting details from the

Meetings screen.

Searching for a meeting

Click the filter icon at the top
right-hand corner of the
Meetings screen.

A Filter By popup will appear,
where it will allow you to select
why kind of meeting you want
to show:
All Meetings—Displays all
meetings (complete and
incomplete).
Active Meetings—Displays
active, incomplete
meetings.
Completed Meetings —
Displays meetings that
have been set to
“Complete”.
My Meetings—Displays
meetings assigned to you
as the trainer.

You can also type a keyword in
the Search Keyword field. As
you type your keyword,
meeting with that keyword will
appear in the results.

Meetings

23

08-09-2019 02:45 PM
Harry blaze
Joe Fly Co - San Antonio

08-0:9-2019 D2:45 PM
Edward deezie

Joe Fly Co - Harlingen

08-09-2019 02:45 PM
Edward deezie
Joe Fly Co - Houston

08-0:9- 2019 D2:44 PM
Ellen Cullen
Joe Fly Co - Austin

08-09-2019 02:43 PM
Bella D'costa
Joe Fly - Dallas

08-0:9-2019 D2:43 PM
Edward deezie

Joe Fly Co - Waco

Filter by

®  AllIncidents

(O  Open Incidents

(O Closed Incidents

A % X % 4 78% 14 4:53 PM
& Q chem| <« X =
. ®
Meetings: 1 View titles

10-29-2019 05:08 PM
volvo James :
Chemicals engagement

17



Selecting and managing meetings

Meetings = P
3. Click on the title of the
meeting to open the meeting M 23 _ (®) Select
detail. ["_} Select
. . . . 0B-09-2019 02:46 PM -
Within the meeting detail, you TS Py
can edit the meeting Joe Fly Co - San Antonio
information, as long as the (T T
meeting is active (not Edwarddeezie Covers Mk
Joe Fly Co - Harlingen
completed).
1. To Complete a .u:ng-zlm 02:45 PM ] Fall Prote
. . . Edward geezie H
meeting, click into the Joe Fly Co - Houston e
Meeting Detail and e
. 08-05-2019 02:44 PM .
click the check mark at Ellen Cullen u._.'.--’ :
the top right-hand Sk CoC AU
corner of the screen. t:lmlfu??w PM Trainiing ¢
2. To Reactivate a e e
X Joe Fly - Dallas
completed meeting, Metra pas
. . 08-09-2019 02:43 PM
click the Reactivate Edwand deezie o
icon at the top right- Joe Fly Co - Waco Attendee:
o:. i
hand corner of the i E - X i
screen. Wertings ideril Employees Rusinarcs Wiy Attt 01-20-204
4. Click the three dots on the —
. ) . < View Meetin O —
right-hand side of the title you 9 =
are interested in.
Search title
Click Download PDF to create a OR
meeting summary that will
. Seven Minute Safety Trainer >
download to your device and
can be emailed. The summary Hazardous Substances N

includes all of the meeting
details as well as the trainer MSD Risk Factors >

outline of the selected title.

Click Copy Meeting to create a

copy of the selected meeting. Monthly meetings

Once copied, you can edit any

of the new meeting's details. London
Attendees (Invitees) 4 selected >
10-21-2019 03:35 PM )
Heather Trainer >

18



Incidents
Create New Incident

To create a new incident:

1. Click the Incidents screen
within the menu at the
bottom of the screen.

2. Click the plus sign (+) at the
top of the All Incidents
screen.

Within the Add Incident screen:

1. Select the date your
incident is being recorded.

2. Enter the Incident Title.

3. Select the person that
incident is being reported
by.

4. Write the location related to
your incident.

5. Add animage from your
mobile devices photo gallery
or take a picture to attach to
the incident.

6. Add your incident details.

7. Click the Save icon to save
your incident.

A AL AN

All Incidents

10-03-2019 09:21 PM
Will Turner
Transportation Security Oservices

09-27-2019 OT:57 PM
Wil Turner
State Trooper

09-24-2019 02:02 AM
Will Turner
Aircraft Dispatcher

09-22-2019 0759 PM
Ciandera Laraa
Ski Instructor

02-18-2019 04:00 PR
Ciandera Laraa
Uniformed Secret Services

09-10-2019 06:15 PM
Ciandera Laraa

=@

MNotes on health
] ]
e 2 X o
Meeting neidenis Employees Respuces My Accound
B 409 PM 100% | 4:10 PM
& AddIncident . a & Select Reporter
09-18-2019 04:09 P
B8 Q, Search
Mote title® .
Ciandera Laraa
Reported bys b Will Turner v
Location
Images > a
Motes

19



Search / Browse Incidents

There are a few ways to search and browse
incidents.

All Incidents Q =

1. Tolook at incidents with a certain
status, click the filter icon at the top
right-hand corner of the screen.

Incidents: 6

10-22-2019 03:39 PM
Beren Satt
Notes on health

You will be able to filter by: 10292015 63:38 P
All incidents — All incidents created, Diana Hales

including active and archived. Uniformed Secret Services Filter by
Current Month’s Incidents — 10-21-2019 04:44 PM )
. o Farrels Wish ®  AllIncidents
Incidents created within the current . .
Transport Security Services
month. 09-24-2019 04:57 PM O Open lnCidentS
Last Month’s Incidents — Incidents Serencatt
created in the previous month. State Trooper (O  Closed Incidents
07-10-201911:18 PM
Helly cloa
Aircraft Dispatcher
04-27-2019 04:28 PM
Blake Lively
Ski Instructor
[ 3.X ) O Vd .
g B 2 X e
Meetings Incidents Employees Resources My Account
2. You can also search for incidents by < Q stal X =

entering a keyword. Your results will reflect
what is written in the keyword field.

Incidents: 1

09-24-2019 04:57 PM
Beren Satt
State Trooper

W o7 o2 X &

Meetings Incidents Employees Resources My Account

20



Employees
Create New Employee

To create a new employee: W T o oosl &11PM
1. Click the Employees screen within the menu at the bottom of the —
Employees Q =
screen.
2. Click the plus sign (+) at the top of the Employees screen.
John Smith
MNora Corea

Within the Add Employee screen, enter the following information:
1. Employee’s first name (required). < Add Employee __~-d
2. Employee’s middle name.
3. Employee’s last name (required). —
4. Employee’s e-mail address (required if employee will be signing
in). — v
5. A password (required if the employee will be signing in).
6. Employee’s phone number. —
7. Employee’s expiration date.
o To You can click Never Expire to allow -
o To set an expiration date, click Access Expires At and i
select a date of expiration. -
8. Asan Owner, Admin or Trainer, when adding an Employee, you
have the ability to restrict or allow the employee to mark -
themselves as “Present” to a meeting. T O Access Expires At ®) Never Expires
9. Employees can add a signature that will appear beside their name A e e G R e En T e
on the meeting summary PDF when they are marked as having »” | @ meeting
attended a meeting. Sienane
10. Click Save
Note: Trainers and administrators can only be created from the —

website.
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Search / Browse Employees

100% M 4:12 PM

There are a few ways to search and

browse employees. Employees Q= < Filter Employees =
1. To search for employees with

certain criteria, click the filter icon .

at the top right-hand corner of the John Smith @ Active Users N

screen.

Mora Corea

Within the Filter Employees screen, &P With Signature -

you will be able to filter by:

1. Users — Show employees that &> WithPhone -

are active or inactive.

2. Signature — Show employees
with a signature or without a o Al v
signature on file.

3. Phone — Show employees with
a phone number or without a
phone number on file.

4. Email — Show employees with
an email or without an email on
file.

5. After selecting your filter(s),
click APPLY.

You can also search for employees

by entering an employee name, Employees Mo = &« ‘a\—-nor w =
within the search field.

1. Click the magnifying glass icon
to open the search field. John Smith Nora Corea
Mora Corea
2. Enter the employee name. Your
results will reflect what is
written in the search field.
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Edit Employee’s Profile
If you need to add/edit an employee’s profile information:

1. Click on the Employee’s Name, within the Employees screen.
2. Add/Remove any necessary information and/or employee signature and click Save.

12:22 .- il

Employees Q= < Edit Employee © a
..... 7 orn
- h "y
John Smit - Middle Name
Mora Corea

Smith
john.smith@hotmail.com
Password

1234567891

O Access Expires At @ Never Expires

Allow this user to mark themselves "Present” to
a meeting

Signature Clear

®
\



Resources

The Resources tab is completely customizable by the account administrators and will display whatever
information they choose.

Note: The Resources tab can only be edited from the website by an administrator or account owner.

1. To view the resources your administrator or owner added, click the resources icon at the
bottom of the screen.

2. Within the Resources screen, you will see sections that your Administrator or Owner created.

3. To view this Mobile App Guide, click the Mobile App Guide button at the bottom of the screen.

walll 3D

Resources

Customer Service

Call Federated Insurance at:

(888) 333-4949

Training Guides —_—
Quick Start Guide - Website

Quick Start Guide - Mobile App

Helpful Links

0OSHA
DOT

EPA

D Mobile App Guide
© LIS

Wy e X 8

Meetings Incidents Employees Resources My Account

[ @ <
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My Account

Click the My Account icon at the bottom of the screen to access your account information.

2. Within the My Account screen, you will see your name and a pencil icon. Click on the pencil icon
to edit your account information.
e C(Click the Save icon to save any changes you may have made to your profile.

3. The number of meetings assigned to you as the trainer (administrators see all meetings) will be
displayed on the My Meetings line. Click to view your meetings.

4. The number of incidents assigned to you (administrators see all incidents) will be displayed on
the My Incidents line. Click to view your incidents.

5. Click the logout icon to log out of the app.

g3x ] 2:56 PM 12:27 - Sl

facd .
My Account 2 < Edit Account a
Welcome,
.
Robert shezwaa o &0 Robert
My Meetings &» = b Middle Name
My Incidents » = > Shezwaa

robert.solution@gmail.com

LTI TP E YT Y T YT

9876543210

Signature
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