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PORTAL

Enter the Portal URL into your web browser to navigate to Workforce Safety & Management System.
Portal Name Workforce Safety & Management System

Portal URL https://wayne.intelivert.com

Intelivert.com © 2018 Intelivert All Rights Reserved
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STEP-BY-STEP GUIDES

STEP-BY-STEP CONTRACTOR INSTRUCTIONS

1. ® i 2. O E 3. l g ] 4. ]b 5. ]b
il w0 = mem D 2™ amm

Contractor Manager Contractor Manager Contractor Employees Contractor Manager Contractor Manager
registers Contractor company registers each employee complete online, site-specific, confirms each employee prints/distributes
via WisafetyPortal.com & attaches WM sites WM Safety Orientation course completion & employee ID Cards
(where they will perform work) (Individual or Classroom mode) prints/distributes site-specific
to their accounts Safety Documents

CREATING AND CONDUCTING A COURSE CLASSROOM SESSION

1. Create a Classroom Session
1. Navigate to the course.
2. Click Classroom Mode.
3. Click New Online Session or New Offline Session (one or both type may be available).
2. Add Session Details (Optional)
1. Enter the session name, location, start/end date and time, notes.
2. Click Update Session Details.
3. Add Attendees & Session Dates
Click Add Attendees.
Click the Sites drop-down and select a site.
Click Get Users.
Check the box for each session attendee.
Click Add Selected Attendees.
6. Add completion dates.
4. Download & Print Sign-In Sheet
1. Click Download Sign-In Sheet.
2. Locate and print the sheet.
5. Conduct the Course
1. Click Begin Course.
2. Click Continue after each section finishes until the course has completed.
6. Complete, Upload & Verify the Sign-In Sheet
1. Have attendees sign and date the sign-in sheet.
Facilitator signs and dates sign-in sheet.
Scan the sign-in sheet.
Click Upload Sign-In Sheet.
Locate and select the file.
Click Verify.
Update the attendee list and completion dates until they match the sign-in sheet.
1. To remove attendees, check the box for their names and click Remove.
8. Click Close.

vk wn =

No v~ W

Intelivert.com © 2018 Intelivert All Rights Reserved



10/12/18

7. Download, Deliver & Review Site-Specific Documents With Attendees
1. Click Download for each site to save Site-Specific documents to your computer.
2. Print out and review the Site-Specific documents with the employee(s) listed for each
site.
8. Finalize the Session
1. Click Finalize Session.
2. Click Finalize.

Intelivert.com © 2018 Intelivert All Rights Reserved
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REGISTER COMPANY & LOGIN

REGISTER COMPANY

If this is your first time visiting Workforce Safety & Management System, you will need to create an
account for yourself and register your company.

1. Go to https://wayne.intelivert.com.
2. Click on Register Your Company.
3. Follow the on-screen instructions to complete the four-step process.

1. Create Account - Your personal Workforce Safety & Management System account.
2. Update Profile - Your personal profile information.

3. Register Company - Your company information

4. Select Sites - The TPC site(s) where your company will perform work.

LOGIN

If you already have a username and password, log in using the following instructions.

Go to https://wayne.intelivert.com.
Click Login.

Enter your username and password.
Click Login.

HwnN =

Note: After successfully logging in for the first time, you may be asked to change your password.

Intelivert.com © 2018 Intelivert All Rights Reserved
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MANAGE COMPANY

NAVIGATE TO COMPANY MANAGEMENT

1. Log into https://wayne.intelivert.com.
2. Click on Manage Company.

EDIT COMPANY INFORMATION

Navigate to your Company Management page.

Click on the General tab.

Modify company information, location, and contact information.
Click Update Company to save any changes.

Hwn =

ADD SITES TO COMPANY

1. Navigate to your Company Management page.

2. Click on the Sites tab.

3. Click Add Sites to Company button to open a popup window, then select one or more sites to
add to your company.

4. Click Done to add the selected sites.

REMOVE SITE FROM COMPANY

Navigate to your Company Management page.

Select the Sites tab

Check the box for any site(s) to remove from your company.
Click Remove Sites From Company to delete a site(s).

M=

Note: Removing a Site may removed assigned courses.

UPLOAD HEALTH AND SAFETY PLAN

1. Navigate to your company management page.
2. Click on the Files tab.
3. There are two ways to add files:
1. Drag and drop files into the file manager.
2. Click +Upload, then click Select to find the appropriate document from your computer.
4. After the file successfully uploads, click the General tab.
Under the "Health and Safety Plan" section, click Select File.
6. Click Update Company to save changes.

wu
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REVIEW SITE-SPECIFIC DOCUMENTS

As a Contractor Manager, you are responsible for downloading, printing and reviewing the site-specific
documents with the employees who perform work at Waste Management sites.

NAVIGATE TO SITE-SPECIFIC DOCUMENTS

From Sites tab:

1. Navigate to your Company Management page.
2. Click the Sites tab.
3. Click the link in the Site Files column to display links to the site-specific documents.

From a user:
1. Navigate to your Company Management page.
2. Navigate to a user.
3. Click on the Sites tab.
4. Click the link in the Site Files column

From a course session:

After you've added or removed attendees, the portal will provide a current the list of site-specific
documents and the employees who you need to review with and provide those documents.

1. Create new course session.
2. Navigate to Site-Specific documents.

REVIEW SITE-SPECIFIC DOCUMENTS

The review process is required for each site as the documents may vary between sites.

1. Click Download to save Site-Specific documents to your computer.
2. Print out and review the Site-Specific documents with the employee(s).

MANAGE USER CERTIFICATIONS

The certifications section manages certifications, qualifications, and licenses that are specific for your
company. Add these items to employee accounts.

NAVIGATE TO CERTIFICATIONS

1. Navigate to your Company Management page.

Intelivert.com © 2018 Intelivert All Rights Reserved
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2. Click on the Certifications tab.

ADD CERTIFICATES, QUALIFICATIONS, AND LICENSES

Certificates, Qualifications, and Licenses added to your company are assigned to individual employees.
Make sure to assign these items after adding them to your company.

Navigate to your Company Management page.

Click on the Certifications tab.

(Optional) Select a Certification Body, or enter a new one if the Certification Body does not exist.
Enter a Certification Name.

Choose whether the certification requires an expiration date or documentation.

Click Add Certification.

oSOV AWN =

MANAGE USER CERTIFICATIONS

You can view and modify a certification for multiple users on a single page.

1. Navigate to Certifications.
2. Click on the number of users. (e.x. 3 users)
3. Update multiple users' certification dates and documentation.

VIEW COMPANY COURSE STATUS

You can view the course status, completion dates, and expiration dates for all your users in a single
page by accessing your company's Course Status page.

NAVIGATE TO COMPANY COURSE STATUS

1. Navigate to your Company Management page.
2. Click the Course Status button.

USING THE COMPANY COURSE STATUS

The Course Status page includes a search box and filters to assist you in understanding the status of
your employee's course status.

e Search box - Type a user's name or portion of their name. Select a user from the drop-down list
that appears.
o Filters - Click the filter boxes to filter the course status list by:
e User
o Course
o Course Status

Intelivert.com © 2018 Intelivert All Rights Reserved 11
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Click Apply to ensure the course status results are filtered by your selection(s).

PRINT ID CARDS

PRINT SINGLE ID CARD

Navigate to your Company Management page.

Click the Users tab.

Click a user's name to navigate to their User Management page.

Click the ID Card button to download the ID card for the user.

Print the user ID card PDF, cut out the ID card, and insert into a laminated sleeve. (Use Avery
5397 laminated sleeves or similar for a card 2 1/4" x 3 1/2" size.)

6. Instruct your employees to bring ID card to TPC site as it will be required to gain site access.

uhwn =

PRINT MULTIPLE ID CARD

1. Navigate to your Company Management page.

2. Click the Users tab.

3. Click Generate ID Cards.

4. Use the "Start Date" and "End Date" fields to narrow down your list of users by when they were
added.

5. Check each user you wish to print.

6. Click Generate ID Cards.

7. The system will generate a PDF version of each user's ID cards.

8. Print the user ID card PDF, cut out the ID card, and insert into a laminated sleeve. (Use Avery

5397 laminated sleeves or similar for a card 2 1/4" x 3 1/2" size.)
9. Instruct your employees to bring ID card to TPC site as it will be required to gain site access.

Please Note: For the most predictable printing experience, we recommend Adobe Reader for printing
multiple ID Cards. Depending on the browser you use, you may need to save the PDF file (containing
multiple ID cards) to your computer, open the PDF file using Adobe Reader, then carefully follow the
instructions below.

Intelivert.com © 2018 Intelivert All Rights Reserved
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Print

Printer: | HPS0STCC (HP Officejet Pro 8500) W

Copiss: |1 =

E
;
:

Properties Advanced

[C]Print in grayscale (black and white)
[ $ave inkitaner @
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Summarize Comments
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Pages persheet | Custem... ~ 1 by |4
Page order: Herizontal -
] Print page border

] Print on both sides of paper

Orientation:

@) Portrait

() Landscape

[ Auto-rotate pages within each sheet

Page Setup...

ik w2

Bocklet

1}@ —

Page 1of 1(1)

Click the Print button or hit CTRL+P (Windows) or Command+P (Mac).
Make sure the page orientation is set to Portrait.

Click Multiple under Page Sizing & Handling.

Set Pages per sheet to Custom and enter: 1 by 4.

Print the ID Card PDF, cut out the ID Cards and insert into a laminated sleeve.
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| Fiie ok 5z Bimck
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1111
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1. Click the Print button or hit CTRL+P (Windows) or Command+P (Mac).

2. Make sure the page orientation is set to Portrait.

3. Set Page Scaling to Multiple pages per sheet.

4. Set Pages per sheet to Custom and enter: 1 by 4.

5. Print the ID Card PDF, cut out the ID Cards and insert into a laminated sleeve.
Intelivert.com © 2018 Intelivert All Rights Reserved
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MANAGE USERS

NAVIGATE TO USERS

1. Navigate to your Company Management page.
2. Click the Users tab.

Note: Use the filters to narrow down the list of users.

ADD USERS

1. Navigate to your Users.

2. Click Add Users.

3. Add users you plan to send to TPC sites by complete each tab: Account, Profile, and Sites.
(Mandatory fields are highlighted in red.)

4. Be sure the record each user's username and password combination as you will need to
provide them this information to log into the Workforce Safety & Management System system.

IMPORT USERS

1. Navigate to your Users.

2. Click Import Users.

3. Click Select Import File, then find the appropriate document on your computer. Note: The
document must be an Microsoft Excel file.

4. After you upload the Excel file, you will see "Processing" messages under the status.

Note: "Processing" indicates that your file has been received and user accounts are being created for the
employees in the file. The process may take some time, depending on the file size. You can leave this page
and continue using the Workforce Safety & Management System system. You will receive an email
notification when processing is complete.

EDIT USER
1. Navigate to your Users.
2. Use filters to narrow the users list by using the options at the top of the page.
3. Click View for the user to edit.
4. Edit desired fields.
5. Click Update User to save.

ADD SITE TO USER

1. Navigate to your Users.

Intelivert.com © 2018 Intelivert All Rights Reserved 15
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Select a user from the “"Choose a user” list on the top of the page.
o Note: Filter the User list by using the options at the top of the page.
Click View for the user to edit.
Navigate to the Sites tab.
Click the Add Sites to User button.
Highlight the sites on the left to be added to the user.

Click -~ to add the highlighted sites to the user's site list.
Click Done.

REMOVE SITE FROM USER

vk o=

Navigate to your Users and select a user.
Click the Sites tab.

Check the box for each site to remove.
Click the Remove Sites from User button.
Click OK to confirm site deletion.

UPLOAD USER PHOTO

Hwn =

Navigate to your Users and select a user.

Click the Profile tab.

Click Upload Photo.

Click Select Image, then find the appropriate image on your computer. Use the slider to resize
and drag the image with your mouse to change it's placement.

Click Save.

ADD CERTIFICATIONS TO USER

1. Navigate to your Company Management page.
2. Click the Users tab and select a user.
3. Click the Certifications tab.
4. Select a certification from the dropdown.
5. (Optional) Enter an "Issued" date and an "Expires" date.
6. Click Add Certification.
7. The list will indicate if an expiration date or documentation are required.
8. Add documentation to a certification:
1. Click Edit next to a user's certification to open the edit window.
2. Click Select for documentation and find the appropriate file on your computer.
3. Click Update Certification.
VIEW USER COURSE STATUS
Intelivert.com © 2018 Intelivert All Rights Reserved
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1. Navigate to your Users and select a user
2. Click the Course Status button to view Course

The Course Status page list the course(s) that have been assigned to the selected user along with
courses which the user has viewed or is in the process of viewing. The current progress of each course is
displayed to the right of the course name.

There are three tabs organizing the assigned courses:

e Assigned - Courses that have not been started.
e In Progress - Courses that have not been completed.
e Completed - Courses that have been completed.

REMOVE USER

Navigate to your Users and select a user

Click the Account tab.

Click Remove Account.

Select the account status from the dropdown menu and provide a reason for selected status.
1. Enter a termination date if "Termination" status is selected.

5. Click Remove User and confirm removal by clicking OK.

Hwn =

RESTORE USER

Navigate to your Users and select a user

Click the Account tab.

Click Restore User.

Enter a reason and/or comments for restoring user account.
1. Modify username and/or email address if required.

5. Click Restore User.

Hwn =
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COURSES

COURSES OVERVIEW

Course content can be completed in two different modes. One or both modes are available depending

on the configuration.

1. Individual Mode - User can take a course individually on a computer or mobile device.
2. Classroom Mode - Manager can conduct a course for multiple users at a time.

EMAIL NOTIFICATIONS

You will automatically receive an email reminder only if an employee:

1. Has to take required training for the first time.
2. Is within 30 days of having to re-take required training.
3. s past due to take required training.

MY COURSES

My Courses list of the course(s) that have been assigned to you, along with courses which you have
viewed or are in the process of viewing. The current progress of each course is displayed to the right of

the course name.

There are three tabs organizing your assigned courses:

o Assigned - Courses that have not been started.
e In Progress - Courses that have not been completed.
e Completed - Courses that have been completed.

NAVIGATE TO A COURSE USING MY COURSES

1. Click My Courses.
2. Click the course name.

COURSE SEARCH

Course search allows you to search for courses to which you have access. A search field along with a
filter with several options is available to assist in narrowing down the list of courses.

NAVIGATE TO A COURSE USING COURSE SEARCH

Intelivert.com © 2018 Intelivert All Rights Reserved
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Navigate to Course Search.

Use filters or search field to help locate course.
Find the course you wish to view.

Click the course name.

El e

INDIVIDUAL MODE

VIEW COURSE CONTENT

Courses consist of one or more modules, containing one or more sections which contain media. All
sections of all modules must be viewed to complete the course.

Navigate to a course.
Click Begin/Continue.
View course content.
Click Continue.

Hwn =

Note: Continue button may not display until all of the section media has been viewed

TAKE QUIZ
|

After viewing a course, module or section, you may be asked to complete a quiz. Multiple quizzes may
be presented while viewing a course.

1. Complete all quiz questions.
2. Click Continue.

COMPLETE THE EVALUATION

After completing a course, you may be asked to complete an evaluation.

1. Complete the evaluation.
2. Click Continue.

CLASSROOM MODE

CLASSROOM MODE OVERVIEW

Classroom Mode allows a facilitator/instructor to lead a group of attendees through a course. Your level
of system access will determine whether you have the ability to be a facilitator/instructor.

COURSE SESSION LIST

Intelivert.com © 2018 Intelivert All Rights Reserved
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The Session List page displays an overview of each session for a particular course. Existing course

sessions are available to review or finalize. Based on session configuration, some or all of the following

items will be visible in the Session List.

e Session - Unique number automatically generated at the time a new session is created.

e Modified - The user who last modified the session with the time and date of the modification.
e Mode - Online or offline.

e Attendees - Number of individuals who participated in course session.

e Requirements

Progress (online mode only)
Session Name (optional)
Location (optional)

Start Date (optional)

End Date (optional)

Sign-In Sheets (optional)
Attachments (optional)

Note: Depending on your course configuration, all or some of the six course parts may be active and

appear in the requirements column in the session list.

e Finalized - Indicates "Yes"” when the course session is finalized. Information will include the time
and date the session was finalized. Indicates "No" if the course session has requirements which
have not been completed.

NAVIGATE TO COURSE SESSION LIST

1. Navigate to a course.
2. Click Classroom Mode.

Intelivert.com
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n Below are links to the course-specific documents/files for this course:

SESSION

325

324

306

232

227

223

210

206

204

179

1. Handout.pdf
2. Presentation.pptx

MODIFIED

07/15/2018 05:01 PM
by Larkin, Dan

07/19/201801:32 PM
by Larkin, Dan

07/13/2018 03:55 PM
by Larkin, Dan

07/13/2018 03:48 PM
by Larkin, Dan

05/17/201805:10 PM
by Larkin, Dan

05/16/2018 06:24 PM
by Larkin, Dan

05/15/2018 04:16 PM
by Larkin, Dan

05/09/2018 12:26 PM
by Larkin, Dan

05/15/2018 03:55 PM
by Larkin, Dan

05/16/201802:13 PM
by Larkin, Dan

|4 1“234 [

MODE ATTENDEES
ONLINE 2
OMLINE 1

OFFLINE 0

ONLINE 3
OFFLINE 5
OMLINE 0
ONLINE 1
OMLINE 2
ONLINE ]
ONLINE o

Page size: 10

REQUIREMENTS

Progress: 100%, Session Name: KMC Test Session 6, Location:
my office, Start Date: 07/18/2018 12:00 AM, End Date:
07/18/2018 12:00 AM, Sign-In Sheets: 1, Attachments: 1

Progress: 100%, Session Name: KMC Test Session 1, Location:
Here, Start Date: 07/18/2018 12:00 AM, End Date: 07/18/2018
12:00 AM, Sign-In Sheets: 1, Attachments: 1

Session Name: Unknown, Start Date: Unknown, End Date:

Unknown, Sign-In Sheets: 0

Progress: 50%, Session Name: Unknown, Start Date:
Unknown, End Date: Unknown, Sign-In Sheets: 0

Session Name: A, Location: B, Start Date: 05/23/2018 12:00
PM, End Date: 05/23/2018 02:00 PM, Sign-In Sheets: 1,
Attachments: 1

Progress: 50%, Session Name: Unknown, Start Date:
Unknown, End Date: Unknown, Sign-In Sheets: 0

Progress: 100%, Session Name: KMC Test Session 2, Location:
399 Arcola Rd, Collegeville, Start Date: 05/01/2018 10:00 AM,
End Date: 05/01/2018 02:00 PM, Sign-In Sheets: 1,
Attachments: 1

Progress: 0%, Session Name: Unknown, Start Date: Unknown,
End Date: Unknown, Sign-In Sheets: 1

Progress: 100%, Session Name: Unknown, Start Date:
Unknown, End Date: Unknown, Sign-In Sheets: 0

Progress: 50%, Session Name: Unknown, Start Date:
05/04/2018 11:00 AM, End Date: 05/04/2018 12:00 PM, Sign-In
Sheets: 0

FINALIZED

7/19/2018 5:01:36 PM

7/19/2018 4:16:49 PM

NO

NO

5/17/2018 5:12:53 PM

NO

5/15/2018 4:18:09 PM

NO

NO

NO

View

View

View

View

View

View

40 items in 4 pages

EVIEW COURSE DOCUMENTS

If there are course-specific documents and files associated with a course, there is a link to them in the

Session List.

1.

Navigate to the Session List for a course.
2. Click the document title to view.

COURSE SESSION TYPE

Intelivert.com
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There are two classroom mode types available for conducting a course session.

e Online - Course content is delivered inside Workforce Safety & Management System.
o Offline - Course content is delivered outside Workforce Safety & Management System.

Note: One or both types are available depending on the course configuration.

CREATE COURSE SESSION

ECREATE A NEW ONLINE SESSION

1. Navigate to the Session List for a course.
2. Click New Online Session.

ECREATE A NEW OFFLINE SESSION

1. Navigate to the Session List for a course.
2. Click New Offline Session.

VIEW EXISTING COURSE SESSION

View existing course sessions that are finalized or in-progress.

1. Navigate to the Course Session List for a course.
2. Find the course session you wish to view.
3. Click View.

COURSE DOCUMENTS

Documents can be attached to a course and are available at the top of the Course Session list page and

at the top of the Course Session page. Attached documents will typically include course-related
materials such as a course facilitator’'s guide or course handouts.

VIEW COURSE DOCUMENTS FROM COURSE SESSION

1. Navigate to a course.

2. Click Classroom Mode to present the Session List.

3. View an existing session or create a new session.

4. Click document titles to view course documents.
Intelivert.com © 2018 Intelivert All Rights Reserved
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COURSE DOCUMENTS - Course-specific documents/files for this course.

1. Handout.pdf
2. Presentation.pptx

| REQUIREMENTS

Requirements indicate the steps necessary to finalize a session. The Requirement icons appear greyed
out when incomplete, and change to green to indicate that a requirement is complete. All requirements
must be completed, and their respective icons must be green to finalize the session.

Requirements include the following items:

Add Attendees
Complete Course
Upload Sign-In Sheet
Finalize Session

REQUIREMENTS - Please complete the following requirements.

ADD COMPLETE UPLOAD FINALIZE
ATTENDEES COURSE SIGN-IN SHEETS SESSION

COURSE PROGRESS

The course progress bar indicates the completion status of the session. This is only available for online
course sessions.

COURSE PROGRESS
R R conmiue

Click Begin Course to start viewing the course. If you have already started a course, you will have the
option to Continue.

PREVIOUSLY VIEWED SECTIONS

You can review previously-viewed sections of a course by using the dropdown menu to select a course
module and clicking View. The course will jump to the selected module and continue through the
course sequentially. To return to where you last left off, click Back to Session. Once you are on the

Intelivert.com © 2018 Intelivert All Rights Reserved
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course session screen, click Continue in the course progress section to continue the course where you
last left off.

PREVIOUSLY VIEWED SECTIONS
CHMT-M1-52 d m

ATTENDEES

The Attendees list indicates the individuals who are participating in the session, along with a field to
enter each attendee’s completion date.

. ADD ATTENDEES

Click the Add Attendees button
Filter the list of your employees by site selecting an option from the dropdown menu.
Click Get Users.

Click in the box next to each user participating in the course session.

HwnN =

Note: Click Check All to select every available user in the list.

5. Click Add Selected Attendees.
The status column in the Add Attendees will indicate the course completion status for each user.

Status Description
Not Started  |User has no record of completed the course.
In-Progress  |User is in-progress for the course.

User has completed the course and is more than 30 days away needing to
Complete retake the course. Note: Users who have the status of "complete” can only be
added if the course retake configuration setting is enabled.

User has completed the course but is within 30 days of needing to retake the
course. Only applies to courses that require users to retake.

User has completed the course in the past but is past the retake date for the

Expired . .
course. Only applies to courses that require users to retake.

ENTER COMPLETION DATES

Intelivert.com © 2018 Intelivert All Rights Reserved 24
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Completion dates indicate the time and date the attendee concluded their course session. There are
three ways to enter completion dates for your attendees listed below:

1. Individual
1. In the field to the right of the attendee's name, enter a time and date the attendee
completed the course session.
2. Group
1. Inthe field at the top of the list, enter a time and date the attendees completed the
course session.
2. Click Update Blank Dates to apply the entered time and date to all attendees with blank
completion dates.
3. Finalize
1. If there are attendees with blank completion dates when you are finalizing the course
session, those attendees' completion dates will be set to the date and time that you click
Finalize.

REMOVE ATTENDEE

1. Click in the box next to the attendee's name to select that user for removal.
2. Click Remove Attendees to delete selected attendees.

SIGN-IN SHEETS

From the attendees list, sign-in sheets can be generated, downloaded, and printed to easily capture
attendee signatures. Once a sign-in sheet has been filled-out it can be scanned, uploaded and verified
within the system.

DOWNLOAD SIGN-IN SHEET

A downloaded sign-in sheet may contain each attendee's employee ID, name and columns for
signature, date, and time.

1. In the Attendees section, click Download Sign-In Sheet.
2. Locate your downloads folder.
3. Print out sign-in sheet.

UPLOAD SIGN-IN SHEET

1. Click Upload Sign-In Sheet.
2. Find the sign-in sheet on your computer.
3. Select the file.

Intelivert.com © 2018 Intelivert All Rights Reserved 25
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UPLOAD SIGN-IN SHEET

Sign-In Sheet.pdf FEmove

EVERIFY SIGN-IN SHEET

Once a sign-in sheet is uploaded to the course session, you may be required to verify the sign-in sheet
to ensure you have signatures and completion dates for all attendees. Selecting Verify will display the
course session attendee list you created in the system and the uploaded sign-in sheet, side-by-side.

1. Click the Verify button to view the course session attendee list and the uploaded sign-in sheet
side-by-side.

2. Using the uploaded sign-in sheet as a reference, ensure the course session attendee list names
and completion dates match.

3. Make any necessary adjustments so the course session attendee list names and completion
dates match those on the sign-in sheet.

4. Click Close to dismiss the side-by-side view.

[ o0 © B | [oen o somn
rmoises I‘ioﬂwo Maises
] NAME COMPLETION DATE
| Jeffrey, McGorvin ©
| Raymond, Capo ©
| Robert, Severini © i
»
| Romero, Moises ©
REMOVE SIGN-IN SHEET
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1. Click Remove next to the file name.

REVIEW SITE-SPECIFIC DOCUMENTS

As a Contractor Manager, you are responsible for downloading, printing and reviewing the site-specific
documents with the employees who perform work at Waste Management sites.

NAVIGATE TO SITE-SPECIFIC DOCUMENTS

From Sites tab:

1. Navigate to your Company Management page.
2. Click the Sites tab.
3. Click the link in the Site Files column to display links to the site-specific documents.

From a user:
1. Navigate to your Company Management page.
2. Navigate to a user.
3. Click on the Sites tab.
4. Click the link in the Site Files column

From a course session:

After you've added or removed attendees, the portal will provide a current the list of site-specific
documents and the employees who you need to review with and provide those documents.

1. Create new course session.
2. Navigate to Site-Specific documents.

EREVIEW SITE-SPECIFIC DOCUMENTS

The review process is required for each site as the documents may vary between sites.

1. Click Download to save Site-Specific documents to your computer.
2. Print out and review the Site-Specific documents with the employee(s).

FINALIZE SESSION

The Finalize Session button will appear gray and is disabled until all requirements for the course
session are completed and their respective icons are green.

Intelivert.com © 2018 Intelivert All Rights Reserved 7
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Note: The portal will alert you if any of the attendees are missing a completion time and date and suggest
an option to set any blank completion date to the time and date that you click Finalize Session.

1. Click Finalize to conclude a course session.

Note: Once you finalize a session no further changes can be made.

DELETE SESSION

Delete a course session only when you have created one in error. Only sessions that are in-progress can
be deleted. Finalized course sessions cannot be deleted. When a session is deleted, all associated files
which may have been uploaded are also deleted from the portal.

1. Click Delete Session.

CONFIRM COURSE COMPLETION

NAVIGATE TO COURSE CONFIRMATION

There are two ways to access a user's Course Confirmation page.

EMAIL

As a Contractor Manager, you receive an email notification each time an employee completes a course.

1. Click the link provided in the email and login to the Portal using your username and
password.
2. You will automatically be directed to the Course Confirmation page.

DIRECT

If you are unable to locate the email notification or you want to perform the confirmation process for
multiple courses and/or employees.

Navigate to your Company Management page.

Click the Course Status button.

Filter the page by user, course, and/or course status.

Click the course name for a course that has a status of Awaiting Confirmation.

Hwn =

CONFIRM COURSE COMPLETION

1. Click the Confirm Completion button to open the pop-up window.

Intelivert.com © 2018 Intelivert All Rights Reserved

28



10/12/18

2. If you have not already reviewed Site-Specific documents:
1. Click Download to save Site-Specific documents to your computer.

2. Print out and review the Site-Specific documents with the employee(s).

3. Click the Confirm button in the pop-up window to confirm employee’s:

e Receipt of Site-Specific documents
e Course completion

Intelivert.com © 2018 Intelivert All Rights Reserved
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INTELIVERT PRESENCE

INTELIVERT PRESENCE OVERVIEW

Intelivert Presence allows users to clock in and out for a work shift using their ID cards generated from
Workforce Safety & Management System.

DOWNLOAD INTELIVERT PRESENCE
Download Intelivert Presence by searching for it Apple App Store.
App Store: https://itunes.apple.com/us/app/intelivert-presence/id1060707396?mt=8

USING INTELIVERT PRESENCE

CLOCKING IN/OUT

Users responsible for clocking themselves in and out of Workforce Safety & Management System
display their ID cards to the scanner presented by the mobile app.

1. Confirm the site indicated is accurate.
2. (If not already in scanning view) Click Scan button on the home screen to present scanning view.
3. Place QR code on ID card in front of the mobile device's camera until the screen dismisses the
scanning view.
4. A message appears indicating the status of the user.
o Clocked In
e Clocked Out
e User not found - the user's account is not present in the system.
5. This message disappears automatically and returns to the scanning view.

CHANGING SETTINGS

The settings area of Intelivert Presence requires you to enter your credentials. The credentials are the
same you use to access Workforce Safety & Management System.

1. Tap Settings.

2. Enter your credentials.

3. Adjust settings.

4. Click Done to return to the home screen.
Site Site where users time data is sent
Intelivert.com © 2018 Intelivert All Rights Reserved
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Camera Selection

Choose the front camera or back camera to use as the scanner.
(Depending on device's hardware)

Status Display
Time (in seconds)

Duration a user's status will appear on the screen before returning to the
scanning view.

Max network wait
time (in seconds)

Duration the app waits for successful connection before alerting the user
of network issue. Increasing this value is useful for sites with a weak
and/or spotty network connection. Increasing this value may result in a
longer wait to return to the home screen as the app is waiting for a
response from Workforce Safety & Management System.
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