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1) Introduction

Safetech Consulting and Training Ltd. is the single supplier of Lots 1, 2, 3A, 3B, 5,7
& 8 of the Single Supplier Framework Contract for the provision of Health and Safety
Training, Consultancy and Advisory Services — RFT 160649

Under the framework, we offer the following courses:

Lot 1 Fire Safety Manager for a Building Training

Lot 2 Fire Warden (including Fire Extinguisher) training

Lot 3A PHECC First Aid Response Training — Classroom

Lot 3B PHECC First Aid Response Recertification Training — Classroom
Lot 5 Occupational Health and Safety Awareness for Managers Training
Lot 7 Safety Officer/ Coordinator Training

Lot 8 Safety Representative Training

If you or the employees whose training compliance you manage have a requirement
for any of the above training courses, please contact us and we will facilitate.

This user guide was developed to equip framework clients with the ability to:

e Make a training enquiry
e Set up access to your training portal
¢ Add Participants to our Training Management System
e Enrol participants onto an open enrolment course
o Enrol participants onto an intact course
e Schedule a course
2) Contact Details/ Numbers
Contract Manager: Suzanne Love
Telephone: +35374 9127786
Out of hours number: +35385 1592692
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3) Glossary of Terms

Safetech: Safetech Consulting & Training Ltd.

Participant: Person completing the training

Framework Client: Person booking/scheduling/organising training

Open enrolment: Participants in a given Training Course are from more

than one Department / Public Service Body

Intact: Participants in a given Training Course are from one
Department / Public Service Body only

NASF: Notification to Activate Services Form - A notification by
the Framework Client to the Contractor to activate the
provision of Services. Services cannot be scheduled/
delivered without a signed NASF on the framework clients
headed paper

TMS: Training Management System
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4) Where to book

To book/enquire about training, visit our website http://www.Safetech.ie/

Select the “Public Sector Training” button on the right hand side of the main page.
This link will take you to theXHealth & Safety Training for Public Sector Bodies”

page.
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Donegal: +353 74 91 277
Sligo: +353 71 93 00¢€

Derry: +44 2871 140C

Out of Hours: +353 86 386 3¢

Home Training Services elearning UK Construction Cards  About Us  RoomHire  Contact Us

) Office Op
Mon - Fri: 8.30:

To Facilitate Training During Covid 19  outof hours: ¢

WE ARE RUNNING

Live webinars are delivered via Zoom and are ideal for
Company groups!
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5) Intact Training Course Booking
5.1) Complete training enquiry

Scroll to the bottom of this page where you will see an enquiry form. Fill out this form
giving as much detail as you can about the training required. If this is your first time
making a training enquiry with Safetech, you will automatically receive an email from
Safetech with your login details for our TMS.

A member of our team will respond to your enquiry within 2 working days to schedule
a suitable course for your needs, this communication will be done via email and a
signed NASF form on headed paper will be requested. You can download a blank
copy of the NASF by clicking the button next to the enquiry form. A blank copy will
also be attached to the email containing your login details.

Please submit your training enquiry via the link belNw and one of cur team will be in touch within 2 working days. If you'd like to spez
framework key account manager (KAM) directly, call\ys on +35374 9127786 and ask for Suzanne.

Please fill out the form below to email us your query
Framework Client | \

Organisation: * \
Framework Client | Click here to
Address: *
download the
Contact Name: * | // | Br guide
Contact Number: * | |
Contact E-mail | |
Address: * _
. - N Click here to
raining Requirement: * [ Choose Option
download a blank
Number of
Participants: | | NASF form
Preferred Tralnlng | |
Month: *
Training Venue: | | Click here to
Query: * login to your

portal
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5.2) Log into TMS

Within 4 hours of the course being scheduled, you will receive an email containing a
link to your portal on our TMS. Click the link and log in to the system using the log in
details provided in the email.

5.3) Add participants to system

Click on “users”

GI Training Success Platform x =

& 6 o] https://safetech.accessplanit.com/accessplan/ADK/Frameworks/SBAdmin2/Default.aspx

@®ccessplanit

Dashboard
Search Q [~(<
OGP Dashboard « | =

D Switch to Legacy System

Welcome Message - Upcoming Courses
o Portal
‘Welcome Suzanne OGP Client Manager Test, = Course
@ Dashboard

Qur records show that the last time you logged on was® 16 Lot 2 : Fire Warden (Including Fire Extinguisher) Training
December 2020 09:28

& Users i Lot 3A : First Aid Response Training Classroom

] Accounts Lot 1 Fire Safety Manager for a Building Training

" Lot 4 - PHECC First Aid Response Recertification Training - Classroom
Course List

Lot 5 Occupational Health and Safety Awarenses for Managers Training

Q Course Search Records 1107 of 7

i= Delegates 3

) Placeholders

This gadget needs to be configured, please click this message or use the gadget menu button tc
# Course Surveys

@ Finance <
|l Reports (Beta) €

Click “+Add”

@ccessplanit Q. . w  a-

User Maintenance

User Maintenance

D Swich fo Legacy System

1o Porta
BukEdt | Export Searcr a -
@ Dashboard
Yo do not yet have any fiters:defined for this DataGid to create a fiter pese click the More Fillrs butfon Wior Fitees ~
W Users
O~ s First Name & Last Name 2 Email Address & Mobile Number &
B Accounts
O aoget Aisling OGP Test Data -
O sulves Suzanne Love -
O suogpe Suzanne OGP Gilent Manager Test -

1-3of3ftems | 0. PerPage ¢ Pagel 1 a0t 3

Lad Reporls (Beta
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Add participant details to the system then click “Save”

< © A hitpsi//safetechaccessplanit.com/accessplan/ADK/Frameworks/SBAdmin2/Default.aspx LS ]
@ccessplanit Q.. 2
Q |=
User Maintenance Account Information
O Switch to Legacy System
o Users Middie Name(s)
=} * Last Name
£ Dol Date of Birth.
Q Course Search
Gender
O Placeholders
& Finance Address
M Reports (Beta)
Town
Postcode
Contact
Mobile Number
-
..
5.4) Add participants to course
i« ” H . “ . .y
Select “placeholders” then right click your course and select “maintain
(@) Training Sucess Flatiorm x |+
&« O 6 hpsy/safetech.accessplanit.com/accessplan/ADK Frameworks/SBAdmin2/Default aspx P

@ccessplanit

Placencider Mantenancs

Placeholder Maintenance

D Swieh 10 Legacy Syster

: o -

@ Deshboard
yot have any firs defined for ihis Datarid, to craste a fiar pleass chck the More Filers bution
@ Users
) = Courss Name ¢ Start Date ¢ Reserved ¢ Remaining ¢ Status & Dato Created &
O Lot2: Fire Warden (Inciuding B Extinguishen Training 0501720210930 " ] 071172020 14:00
£ Course List Maintain
< Pige 1

Praview

Q Course Search 1-tofiitems 10a FerPage

1= Deleg:
# Course Surveys
@ Finance

al Repents (Bota)

= C—

al-
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=
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This is where you add names previously added to the system to the course, then
click “save and close”.

Maintain Placeholder

Details

Course Details
Lot 2 : Fire Warden (Including Fire Extinguisher) Training: 05/01/2021 09:30 - 16:30

Places Reserved

10

Users

Delegates
Aisling OGP Test Data -

5.5) Confirmations/ reminders

The framework client will receive a confirmation email to inform them that the course
and participants have been booked.

The framework client will receive an email 7 days before the training course to
remind them about the course.
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6) Open enrolment training course booking

6.1) Select required course

On the Health & Safety Training for Public Sector Bodies page, select the required
course.

Health & Safety Training for Public Sector Bodies

Safetech Consulting and Training Ltd. is the single supplier of Lots 1, 2, 3A, 3B, 5, 7 & 8 of the Single Supplier Framework Contrz
provision of Health and Safety Training, Consultancy and Advisory Services — RFT 160649. To ensure flexibility around learning and to 1
efficiencies in bookings and attendance numbers, we offer fraining on either of the following bases:

+ Open enrolment, where by participants in a given Training Course are from more than one Department / Public Service Body. Pleas
below icons for scheduled dates on open enrolment course.
+ Intact, where by participants in a given Training Course are from one Department / Public Service Body only

The following training courses are offered by Safetech under this contract:

6 Lot 1 - Fire Safety Manager for a Building Training >

Lot 2 : Fire Warden (Including Fire Extinguisher) Training >

Lot 3A : PHECC First Aid Response Training : Classroom >

Lot 3B : PHECC First Aid Response Recertification Training : Classroom >

J;E Lot 5 : Occupational Health and Safety Awareness for Managers Training >

NB: If a suitable open enrolment course hasn’t already been scheduled, make an
enquiry on the enquiry page detailing your requirements. We will then schedule a
course and forward the booking link.
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Scroll to the bottom of the course page and if there is a suitable open enrolment
course scheduled, click “book now”

Training

—
I ——
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@

Upcoming Courses:

View all upcoming courses
Contact us for group bookings

Upcoming Courses:

Lot 2 : Fire Warden (Including Fire Extin r) Training

[ Start date: 05/01/2021 @ Venue: Ballincollig Regional Training Centre
Book Now> Enquire
+ Places Currently Available q

€ Cost: €

10
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6.2) Start course booking

Input the number of participants required and click “next step”

s ----c
Arei=CH
consulting & training

@

Shopping basket Basket Login Delegotes FPayment Confirmation

Your basket

Basket

Use this section to edit or remove courses from your basket.

Title Location Date Delegates Co:
Lot 2 : Fire Warden (Including Fire ; : . o 05/01/20¢1
/. : i3 Ballincollig Regional Training 09:30 2
Extinguisher) Training Cenire s
Details 15:30

Total

Clear Basket 3¢

I

11




SAFETECH

consulting & training

6.3) Log in to TMS

If you have login details, enter and click “log in and continue”, if not, click “register

and continue”
=i -- 1
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Shopping basket Basket Login Delegotes Payment Confimation

Login
| have an existing account e
Please enter your login details below to continue. REQISTENng Is eqasy.
Emnail/User ID *

——
Password * v

| have forgotten my password EGTIEGRRIITTEN - 2

12
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6.4 Register as a new customer

Input your details & click “next step”

Regisirafion wizard Access details Perscnal details Company [ organisation details Marketing Completed

Registration

About you

Please enter your personal details below.

First name * Last name
[ l
Contfact address Contact numbers
Please enter your personal address, Please enter your contact numbers.
Address = Telephone number

s Mobile number '( )
Town/City * ’

[ Plecse fick this box i vou would ke to receive o Remir
cerfificate is due to expire

County/State *
r

Input your details & click “next step”

Job details

Please enfer your job title.

Job fitle

Your company / organisation

Please enter the name of the company or organisation you work for.

Company / organisation ™

Contact address

Please enter the postal address for your employer.

Address *

Town/City *

County/State *

Posteode/Iio Code

13
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Select OGP & click “Next Step”

——--c
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Regisiration wizard Access details Personal details Company | organisation details Markefing Completed

Registration

Marketing

How you heard about us

[ Please fick this box if you would like to receive informafion about our other products and services
O Mewspoper

internet Search

Cl Friend/Family

U Redio
(J Facebook

[ ] Returning Client

14
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Select “Return to Basket”

s ----c
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@

Registration wizard

Registration

Congratulations, you have completed the registration process and your account is ackye. To proceed pletse click the "R
basket” button.

Are you experiencing difficulty booking our course? If so, please give us a call on 0749127786 and we will be happy to h

Look forward to hearing from you.

15
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Select “Next Step”

O
----c
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Shopping basket Bosket Delegaies Payment Confirmation

Delegates

Delegates

Title Location Date

Lot 2 : Fire Warden (Including Fire

Extinguisher) Training
Details

: g i 4.8 05/01/2021 09:30 -
Assign delegates to your booking Ballincollig Regional Training Centre 16:30

Delegate 1:

Delegate 2
Assign Delegate # Assign Myself #

Please note: vou have not vet assianed all deleaates to vour booking, please continue to by

16
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Select invoice as payment method & click “Complete”
Basket Delegates Payment Confimation

Payment details

Basket

Please review your basket.

Title Location Date

Lot 2 : Fire Warden (Including Fire 05/01/2021 09

Extinguisher] Training Balincelig Regional Training Centre 16:30
Details

Clear Basket 3¢

I

Agent details PO Number

C )

| have read and accept i+

If you are bocking on behalf of an agent, please enter their
Agent D below.

Agent ID

And you’re booked!

Shopping basket

Order Summary

Completed

Thank you for your order. For your records a confirmation email has been sent to your email address.

Reference: INV012230

ltem Net VAT

Let 2 : Fire Warden ({Including Fire Extinguisher) Training
(05/01/2021 09:30 - 16:30)
Test Email (Booked)

Are you experiencing difficulty booking our course? If so, please give us a call on 0749127786 and we will be hapg

17
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6.5) Confirmations/ Reminders

Booker will receive a confirmation email to inform that course and participants have
been booked.

Booker will receive an email 7 days before the training course to remind them about
the course.

18




