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Getting Started

Having successfully installed your database you can get started by “double-
clicking” on the MS Access database icon now available in your “My OAC”
folder. This will open the Copyright screen

I

| Ble Edit Insert Records Window Help g||

HasR¥|rmes o|aid|sav|aw|sEE- |0

o | Tahoma

Expert Ease|

Imernational |

Screen resolution should be set to 1024 * 768 F“S;,:‘ﬁ,’.ﬁ:":

Figure 1: Copyright Page

Click to continue.
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If you have a demonstration version you will be informed that the
demonstration period has so many days left or that it has expired.

@ DEMONSTRATION PERIOD EXPIRED @
The demonstration period for this database has now expired
and the database will no longer function.

If you wish to purchase the retail version please contact:-

Philip McAleanan

Expert Ease International
37 Roughal Park
Downpatrick BT30 6HB

M. Ireland

Telephone: 028 44613383
Email: expertease@confinedspaces.com

Visit the web site at:- www.web-safety.com

If you have received the purchase code from the above

address and wish to enter it now, Click Here

Figure 2: Expiration of demonstration

You can purchase a registration code by following the instructions on this
page.

If you have purchased this database you will have been provided with the
Access code. Simply select the ‘Yes’ button and proceed to enter your code in
the text box that appears on screen;

Access Code ['5_<|

Please enter the access code o
exackly as vou have received it in the box below -

My Aceess Codd

Figure 3: Enter Access Code

If you enter the information incorrectly or choose to cancel before completing
the access code input you will see the following screen;
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Microsoft Access &|

The expression On Open you entered as the event property setting produced the following error: .
L
\l)) * The expression may not result in the name of a macro, the name of a user-defined Function, or [Event

Procedure],
* There may have been an error evaluating the function, event, of macro,

Figure 4: Error Message — No or Wrong Access Code

Simply click ‘OK’ and the database will automatically exit. To complete the
Access Code input re-open the database and enter the correct code.

NOTE: This is a one-off action. Once the database receives the correct
Access Code it will store it and will open automatically from that point forward.

You may initially enter ‘No’ at the Access Code screen and you will be able to
use the database, however this is time limited.

WARNING:
IF THE ACCESS CODE IS NOT ENTERED WITHIN THE 90-DAY PERIOD
FROM FIRST OPENING IT WILL CEASE TO FUNCTION.

Once you have entered the Access Code the copyright page will open briefly
(you will hardly even notice it) before opening the “Task Description” page in
the database;
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E Microsoft Access - [JobDescription : Form]

| Ele Edt View Insert Format Records Tools Window Help
- @apy[teas o[asiZay a)-%FBE- D]
| v‘Tahoma .‘s -‘n1g‘§§§‘g-|.&-.l.|““.‘m.

Select a Previous Task From List

{AutoNumber)

— i —

Go To Operation Preview Report On This Task Delete This Task

AddJEdit Your Company Details Exit Database

Form ew C L[ [ [ mm[ |
Figure 5: Task Description Page

Task Description Page

Take a quick look around the task description page to familiarise yourself with
the layout. From here you can start any number of task-based assessments,
adding to them, as you need. The database will automatically assign a unique
identification number to each task you add. In the example below (Figure 5) a
task has been described and the database is waiting for a second. As you add
a task description another field will open ready for your next entry. This is
normal.
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- | Tahoma B | 8

| Ele Edt Insert Records window Help

CIEEYAEE T GIE - I =]

Select a Previous Task From List
Tasks NOT C leted Tasks NOT i d

00001 Construction of a concrete bridge over a railway

02/11,2006 O 06/11,2007 [

Preview Report On This Task Delete This Task

Go To Operation Preview Report On This Task

AddjEdit Your Company Details

Figure 6: Task Description Page

The Task Description page is designed to allow you to describe the entire
operation, for example

“Constructing a reinforced concrete bridge over a railway line”, or
“Producing containers in a food processing factory”

The detailed operations within each task is dealt with in the “Type of
Operation” page and it is from that page that you will carry out your
detailed assessments.

Before leaving the task description page you should notice that there is the
facility to enter a job start date, anticipated finish date and actual finish date
for each specific task. When you enter a finish date the database will flag up
that finish date is overdue. Also if you select the “Is the job to be reviewed?”
check box the database will flag up when the review is due/ overdue.
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The buttons assigned to each Task are;

List each operation necessary to successfully

Go to Operation complete the selected task.

Preview and print a full report for all the
Preview Report on This Task | operations assessments associated with this
task.

This will remove any items associated with the

Delete this task
task.

Deletions cannot be undone. If you select the ‘Delete this Task’ button you will
receive the following warning;

Microsoft Access §|

You are about to delete 1 record(s).

If wau click ¥es, wou won't be able to unda this Delete operation,
Are you sure wou want to delete these records?

L.;}

‘fes Mo

Figure 7: Deletion Warning

If you are confident that you no longer need this record proceed by clicking
‘Yes'. If you have any doubts select ‘No’ check what you want to do. You can
always return to the delete function, but you cannot retrieve any deleted
records.

The buttons along the bottom of your screen are applicable to whole
database, not the specific Task;

Enter personal details regarding your

Add/ Edit your company details
company.

Exit Database Closes the database

When you are ready select ‘Go to Operation’ button and proceed.
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Go to Operation

For each of the operations associated with this task (and you can add as
many operations as you wish) you have a number of options.

1. You can proceed through to selecting and/ or adding specific hazards,

2. You can Preview a Report on this specific Operation,

3. You can view or add details of the contractor assigned to completion of
this task (Note: This could be the Operations Manager for non-
construction/ general industry operations), or

4. You could delete this operation (Remember that deletions cannot be
undone).

OperationType : Form]

I

J Elle Edit Insert Records Window Help ;lilﬁll
BERY|smE Y o 4UTE (AR (F B a0

- | Tahoma B | 5

irst Operation|

Selectf/¥iew Associated Hazards Preview Report On Selected Operation Delete This Operation
View]Add Contractor Details

Second Operation

Select/view Associated Hazards Preview Report On Selected Operation Delete This Operation
view]Add Contractor Details

Selectfview Associated Hazards Preview Report On Selected Operation Delete This Operation
YiewjAdd Contractor Details

Return To Task Description

Figure 8: Select Operation”

In the example in Figure 7 a range of operations have been identified and
added to the list. You can add these in any order you choose or add them in
the order the operations are to be carried out in the process. In the example
above Operation 2 has been selected, the sidebar has turned black and a
right facing arrow has appeared.

If you now select the associated “Select/ View Associated Hazards” button
you will be in a position to add hazards to this operations.

If you prefer you could return to the main task description by selecting the
‘Return to Task Description’ button on the bottom right-hand side of your
screen.
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Select/ View Associated Hazards

Select an operation, (e.g. First Operation) in the same way you selected a
task, and enter the “Select/ View Associated Hazards” button to enter the
Hazards Page

ionHazards : Form]

] | | |nsv]s==|2a-ld] o=
J File Edt Insert Records Window Help ;Iilil
BESRAY|r=RS o|4il|erv|a% @ Bia- 0

Select Existing Hazard(s) From List Add New Hazard To List Return To Operation Type

Figure 9: Hazards Page

On first entering this page the list of hazards will be blank, you can add to this
list from a range of 57 pre-entered hazards, by selecting the “Select Existing
Hazards From List” button at the bottom of the page. You may return to this
part of the database at any stage to amend your selection. Once you have
selected the hazards associated with the particular operation select the
“Control Measures” button opposite the hazard and you will open a page
allowing you to edit the pre-entered control measures.

WARNING: Pre-entered control measures are not the complete record of
control measures for each particular hazard. They are entered as a guide
for the assessor and must be thoroughly checked and amended to suit
your circumstances. Under NO CIRCUMSTANCES should you conclude
that any of the pre-entered control measures could be used without
checking their validity and relevance.

Additional assistance is available by clicking on the message above the
“Control Measures” button. This will take you to the iiISAFE website at
http://www.web-safety.com/hazards.
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Select Hazards From List

When you click on the “Select Hazards From List” button you will open a page
with all of the hazards listed on it (Figure 8). Simply go down through the list
and select all of the hazards associated with the operation and then select the
“Add Selected Hazards to Current Task” button

K Microsoft Access - [HazardList : Form]

| - |

J File Edt Insert Records Window Help ;Iiliﬂ

HERY rma s o4 Te(alx @ Bia- 0

Asbestos

Bacterial; ¥iral Infection

Battery

Blood borne pathogens

Buried cables and pipes.

Compressed air

Confined Spaces

Add Selected Hazard(s) To Current Task.

Figure 10: Hazards Pick List

This will bring you back to the Hazards page for your selected operation;
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o | Tahoma

| Ele Edt Insert Records window Help =/ x]

HERY re s o AU TR (MR BE-| R

i Qualit: Preview Report On y

Bacterial/ ¥iral Infection Preview Report On _

_ ) s This Hazard Celatellies e
Blood borne pathogens Preview Report On .

ContoiRessEs This Hazard Delete This Hazard

Buried cables and pipes. Preview Report On _

Select Existing Hazard(s) From List Add New Hazard To List Return To Operation Type

Figure 11: Hazards Page

At this stage you can select “Control Measures” for each of the hazards, one
at a time and make the information specific to your industry, workplace,
jurisdiction etc. Bear in mind the warning above. Repeat the process until all
of the hazards have been appropriately adjusted.

Should you find that you have added a hazard that you find doesn’t need to
be considered or has been added more than once, simply select the hazard
and click on the “Delete Selected Hazard” button. You will see the following
warning (Figure 9);

Microsoft Access

Relationships that specify cascading deletes are about to cause 1 record{s) in this table and in
) ' related tables to be deleted.

Are you sure you wank to delete these records?

Yes Mo | Help |

Figure12: Deletion Warning

If you are satisfied that it can be removed, select “Yes” and proceed.

Control Measures

Once you select the “Control Measures” you will be able to add/ amend
controls depending on your particular methods for ensuring safety and health
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in the workplace (Figure 10). Bear in mind that companies/ organisations have
a legal obligation to ensure that control measures for any hazards will ensure
the safety and health of their workforce and anyone else affected by the
operation. This should be reflected in your assessment.

K2 Microsoft Access - [OperationControls : Form]

J -|Tahoma i
| Bl Edt Insert Records window Help ;|g|5||
HESRy|i@e o2 TR éx | F (B0

MNOTES

1. Mechanical plant
and equipment is
to be inspected,
tested and
mainkained in
accordance with
skatubory
requirements and
in compliance with
the accepted
national standards.

2, Warning signs
to be multi-ingual
and coloured
according ko
statutary
requirements,

[Cabls and pipe locator., [Spades and shovels {use collars to Imit penstration)

3. Training
materials to be
multi-ingual as
necessary,

[Flace the following warning signs around the [IF you require this hazard to be controlled Using a 4. & model
lexcavation and the around cables or pipes (PLEASE permit to work download the documentation from the Eemergency
ISPECIFY) liSAFE website, fill in and issue to warkers, response
procedure is
ICables could include electric and Fiber available on the
website,

loptic cables.

[Fines could include gas, sewer, fusl and water pipes.

Edit Control Measures Exit Control Measures

Figure 13: Control Measures Page

Each of the control measures;

Safe Work Method,

Personal Protective Equipment,
Equipment Plant,

Tools,

Warning Notices,

Training, and

Guidance

can be edited whenever you click on the “Edit Control Measures” button at the
bottom of the screen. When you select to enter the editing function you will
receive the following message (Figure 11). Pay particular attention to it and
when satisfied that you can comply select “Yes” to continue.;
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Important Note X

Please Moke:-

When wou are editing or accepting these control measures you MUST ensure
that they meet the occupational safety and health standards

appropriate ko vour workplace and relevant ko vour jurisdiction.

Do wou wish bo continue?

Yes Mo

Figure 15: Edit Control Measures - Important Note

Once the editing is complete, select “Exit Control Measures” button to return
to the hazards page.

Repeat this exercise for each of the hazards associated with the selected
operation and return to the operations page to select the next operation to be
assessed.

Once each operation has been assessed return to the task page and that will
be your assessment completed.

You can print out reports of individual hazard assessments, operation
assessments or a complete report of all assessments with in the Job
Operation.
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Add Company Details

Here you can add company address and contact details along with your
company logo.

To insert your company logo place the cursor over the “Company Logo”
window and right click your mouse. From the insert object box select the radio
button “Create from File” and then select the “Browse...” option. This will allow
you to go the folder in your system where the company logo is stored. Select
the company logo file and click the “OK” button. This will return you to the
“Insert Object” window at which point you should select the “Link” checkbox.

Make sure the “Display as lcon” checkbox is not selected and click “OK”. This
will complete the process and you company logo will appear in the database.

Ed Microsoft Access - [Company Details]

[2- 14| L] =
J Elle Edit Insert Records Window Help ;lilﬁll
CIEEER T AR A - IR

| - | Tahoma NIRRT

In this box enter the details of the Project Manager or other responsible person who has
the autharity ko OK the assessment and accept the report,

Title Forename | Surname
Telephone Number
Cell Phone Number

Exit Company Details

Figure 16: Company Details Page
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Add Contractor Details

Here you can add details on any contractors working for you (Figure 17). You
can assign the contractor to the particular task that you are assessing by
selecting the “Add/ Edit Contractor” button and filling in the appropriate
details.

[BEIE

J - | Tahoma

| Bl Edt Insert Records window Help _|= 5||

EIEEYARE T ISR Rl I ===

Industrial Construction Se
e e T this b enter the dekails of the Praject Manager or ather person who has the

Cancrete] responsibilty to aversee the project.

Title Forename | Surname
Telephone Number
Cell / Mobile bumber [

Preview This Contractors Details Delete This Contractor Return To Type OF Operation

Figure 17: Contractor Details Page

You can also define the goals for the project; particularly useful if you are in
construction and are using the database to develop your construction-phase
H&S plan.
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‘ahoma

| Ele Edt Insert Records window Help =/ x]

CIEEY AR T I - R I =]

In this b enter the details of the Project Manager o other person whe has the
responsibiity to oversee the project,

Title Forename | Surname
Telephone Number
Cell Phone Number

Select A Previous Contractor Preview This Contractors Details Confirm Entry Delete This Contractor
Save Amendments Cancel

Figure 18: Add Sub-Contractor Details Page
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Printing Reports

On various pages there will be buttons that allow you to print out full or partial
assessments, contractor and sub-contractor details. For example, on the
Task Description page select the Preview Report on this Task.

E Microsoft Access - [Task Description] |Z”E”Z|
] g o -|B === AL |-
| Bl Edt Insert Records window Help _l= £||

RESRY| L om0 2| 2R | E BiE- @

Select a Previous Task From List
Tasks NOT C ! d Tasks NOT i d

Construction of a concrete bridge over a railway

0671172007 r

Go To Operation Preview Report On This Task Delete This Task

AddJEdit Your Company Details Exit Database

Figure 19: Preview report

You will see the first page of a multi page report with all the assessments and
controls detailed, as well as contractors and sub-contractors details and
functions.
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Figure 19: Report
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