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New Closed User Group	January 1	2017
The following user guide introduces the new Health and Safety Closed User Group. It discusses new features and guides users’ through the site, highlighting how to setup events, delegates and how to view historical entries.	Health and Safety
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[bookmark: _Toc424652582]New Closed User Group
The new Closed User Group is designed to give RDTHSCs more control over the creation of delegates and events. The site will also allow RDTHSCs to view details of previously submitted training carried out by them. The site is designed to work on a mobile and tablet.
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[bookmark: _Toc424652583]Menus
Similar to the previous website, users’ will see a different menu when they’re logged in from one that is viewed by everybody.
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Logged out screen menu
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Logged in screen menu



[bookmark: _Toc424652584]Dashboard
The Dashboard is designed to get the RDTHSC started quickly. A user will be able to quickly setup Events and Delegates by clicking the appropriate link.
[image: ]
The system is designed to allow RDTHSCs to create events and delegates before or after an event has taken place. With events and delegates being created separately, an RDTHSC can then link one to the other once training is completed. An event can be linked to a delegate or vice versa.


[bookmark: _Toc424652585]Events
When you first browse to the Event page, it will be empty, ready to be populated with Events.
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[bookmark: _Toc424652586]Add event
To add an event press the ‘Add event’ button and provide the required details. Because the system is designed to give RDTHSCs a history of the events they have undertaken, it serves to fill in all the fields.
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Once the form has been completed press the ‘Add event’ button which appears at the bottom of the form. 
NB: The comments section can be used for personal notes.
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You will then be taken to an overview screen which allows you to see the newly created event. [image: ]
At this point you will be presented with a number of options. You can:
1. edit the event
2. add delegates (which have already been added via the delegate section)
3. archive the event 



[bookmark: _Toc424652587]Edit event
If you have made a mistake, it is advisable to edit the event at this point. Selecting this option will take you to an edit screen with the details pre-populated.
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Review the information and press ‘Save changes’ when you are satisfied the details are now okay. 
The save icon is found at the bottom of the edit page
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Once you are happy with the event, it is presented as a list on the event page. Click ‘Events’ in the menu to be taken to the ‘Events’ page.
[image: ]
On this page, you will be presented with two additional options. They are:
1. add event
a. This option will take allow you to add more events as bookings are confirmed, in essence, start the process again.
2. view archived events
a. This is simply a way to view archived event. This option is discussed later in the user guide.

[bookmark: _Toc424652588]Adding delegates to events
The system allows you to attach delegates to events and events to delegate. So, even at this point, you can create a delegate. 
Pressing ‘Attach a delegate’ will open the ‘Attach delegate’ area. 
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Here, you could attach a delegate if you had already created one, or you could create a new delegate record.
	The image below shows the ‘Attach delegate’ box.
Clicking ‘create new delegate’ allows you to add new delegates.
	If delegates had been created before an event, then clicking the drop down list will present a list of delegates currently in the system.
The list below is from the testing carried out.
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[bookmark: _Toc424652589]Clicking ‘create new delegate’
By selecting this option the user is taken to the ‘Add new delegate’ screen. Here, RDTHSC must enter details for the delegate attending the event. 
Because the option to add a delegate from the event screen was selected, the system will link the new delegate against the event. 
Once a delegate has been created, only at this stage the system will allow the RDTHSC to pick the accreditations the delegate has been trained in.
Select ‘Add delegate’ once the information has been supplied. Attach to the event once the training has been completed. 
	[image: ]
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The delegate is now added below the event details.
[image: ]
Once added, you can view the delegate’s details or delete the record. You can repeat process to add more delegates, or add delegates via the ‘Delegates’ menu.
If a delegate requires additional training at this stage, then the process to add more accreditations is quick and straight forward. You will need to delete the current delegate off the event and re-attach them selecting all the training covered.

[bookmark: _Toc424652590]Approvals
The approvals section is new to CUG and its purpose it to collate past events (and delegates linked to events) to one area so an RDTHSC can then send for approval.
Once an event passes the current date, it will move to the Approvals area. 
A delegates name is presented to the RDTHSC along with all the events the delegate has attended.
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Clicking the delegates name will take the RDTHSC to the ‘Delegate details’ screen.
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	If the details are incorrect, they can be amended by clicking ‘Edit delegate’. 

Once the details have been amended, save the record.




If the entry is okay, pressing ‘Approve’ will submit the record to Admin. The record is removed from the Approvals area and an alert message is presented to the screen.
However, before the record is accepted, Admin is able to view the record and, if there is an error or something missing, will reject the entry. A rejected record is sent back to the Approvals section. The delegate name will now have a (1) next to it so the RDTHSC can see it has been rejected.
NOTE: A supporting email may be sent to the RDTHSC explaining why the record has been rejected.
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[bookmark: _Toc424652591]Delegates
The system allows the setup of delegates before or after an event. This is a great benefit of the system and should spread the workload for the RDTHSC. 
The system is similar to the add event section described above. 
When you first browse to the area it will be empty, ready to be populated.
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Select ‘Add delegate’ to add a new delegate.
	[image: ]
	So that RDTHSCs can get the most from the system, and to be able to remember delegates when viewed in an RDTHSC archive in later years, it is recommended to complete as many fields as possible on this screen.
Incorrect spellings or inappropriate spaces in postcodes may hinder future search results.
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A few options are available once a delegate has been added to the system. You can:
1. edit the delegate
2. delete a delegate
3. add a new delegate


[bookmark: _Toc424652592]Edit delegate
Editing a delegate’s details simply allows a user to adjust delegate details – the details are pre-populated. Here an RDTHSC can amend a record if they see an error. Once happy with the information, press ‘Save changes’ to save the record.
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Once the record has been saved the user will be taken back the delegate details overview screen, where the same options are available.
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[bookmark: _Toc424652593]Delete delegate
This feature allows for the deletion of delegates. Clicking the button will bring up an alert box which confirms if the delete request is valid.
[image: ]
Selecting ‘OK’ will delete the delegate and take the user back to the list of delegates – see below. A green alert box confirms the action has been completed.
[bookmark: _Toc424652594][image: ]
Add new delegate
To allow delegates to be created quickly, the system allows users’ to add new delegates shortly after the completion of the current entry.
	Clicking the ‘Add new delegate’ starts the process again.
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[bookmark: _Toc424652595]Link event to delegate
Similar to the option of adding delegates to events, linking events to delegates is also possible. This makes either route an option when connecting one to the other.
Once a delegate has been setup, an option will appear under the delegate’s details to link an event. 
Users’ can select ‘Attach an event’ to select an event. If no events are in the system, a user can setup an event by selecting ‘Create a new event’.
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If an event is already in the system, it will appear in the drop-down list.
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	Once an event has been selected from the drop-down list, press ‘Add event’ to link the event to the delegate.
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[bookmark: _Toc424652596]Archive event
Once an event has passed and all the delegate details have been sent for approval, the event can be archived. (It is strongly recommended that archiving takes place either after the invoice has been received or 6-8 weeks after the event in case amendments are required). As mentioned earlier, the new system allows RDTHSCs to view a history of their previously delivered training sessions. 
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Selecting ‘Archive this event’ will move the event to an archive area. Before an event is moved to archive, the system will ask if you are sure you want to archive a particular entry.
[image: ]
WARNING: once an event has been archived it cannot be undone. If an RDTHSC has accidentally archived an event, before submitting to admin, but missed delegates from that event, the event and delegate(s) will need to be re-added.

[bookmark: _Toc424652597]View archived events
To view archived events and delegates, click the ‘Archived events’. Selecting this option will take the user to a list of previous events. 
[image: ]
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Clicking ‘View’ against an event will present the event’s information and any delegates linked to the event with their training details.
Resources 
The resource area of the site will allow users’ to download training materials. It has been structured into the appropriate separate areas for each subject. The first page will show the common resources required for every training session.
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	Resource section on new Closed User Group


The resources are categories by Primary, Secondary and RDTHSC Toolbox. Should there be additional resources, they will be located on this page.

Clicking ‘View category’ will open another page where resources linked to the category can be found – the example below is taken from the Primary category.
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View the resource to download the file.
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[bookmark: _Toc424652599]News
The news section of the site is simply an area designed to serve the latest Health and Safety news. Here, you will find updates that were originally relayed by email over the past few years but are still current or useful. on the ‘H&S Updates & News’ page on the previous Closed User Group.
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News page on New Closed User Group
 Train the Trainer Courses 2015 has been taken from above as an example

The updates / news items will be organised based on date, with the most recent article at the top of the page.

[bookmark: _Toc424652600]Contact
New to the Closed User Group, the contact form will allow users’ to contact the H&S admin team. Please complete the fields and press the ‘Send enquiry’ button to get in touch.
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[bookmark: _Toc424652601]Conclusion
This guide has outlined the new Closed User Group and steered you through structure of the site. If further assistance is needed, please contact the Association by using the contact form on the website.

Guidance Notes
Create event as soon as it is booked into your diary
Once training session has been completed, add all the delegate details
Go to ‘Events’ and attach delegates adding the training details. If the Event has a past date, the names will appear in the approvals section ready for submission to D&TA Admin.
If a delegate is booked for more training, it would be wise to attach delegate to Event after all training is complete. Remember to change the event date to the last training date before attaching the delegate as this is what will appear on the certificate.
If a delegate record has been submitted and some training has been omitted, please contact Admin to reject the record so the RDTHSC can make the amendments and submit for approval again. Amendments to training cannot be made from the admin side. Equally, if Admin has already processed the record, amendments may not be possible.
Do not submit a duplicate record as an invoice will be raised against the entry.
If an accreditation has been omitted in error on a delegate record and providing the record has not yet been sent via Approvals, in order to edit the record:
1. Open the event and delete the person from the bottom
2. Attach the delegate again and re tick ALL the accreditations again before saving
3. Record is now ready to be submitted via Approvals. 
N.B
Once a delegate record has been created and attached to an event, the delegate record cannot be used again regardless of it appearing in the drop down list for an event. Therefore, if the same person undergoes more training a year later, a new delegate record must be created before attaching to the event. If this is not done, the record will not appear in the Approvals section.
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Dashboard

Welcome to the Health and Safety application. Please use the links e L e
below to administer your events and delegates.

Need help?

you with any query.

ontac

Events

Create and administer your Health and Safety training events.

Delegates

Create and administer your delegates.

View
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Click the link below to add a
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Event details

Venue name - 30 June 2015 09:00

Venue name Venue name
Address venue line 1

venue line 2

venue line 3

venue line 1

venue town

venue county

CV359jb
Event date 30/06/2015 at 09:00
School contact name Parm Kunner
School contact tel 01789 470 007
Type of training Initial
Comments Parm intial course test

Attending delegates

Please see below for a list of attending delegates. Attach a
delegate.

No delegates are associated with this event.

Edit event

Click the link below to
update this event

Archive this event

Once this event is finished
you can archive it to remove
it from your events list.

Archive this event

Need help?

We are always here to help
you with any query.

ntact us
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Edit your event

Please use the form below to edit your event.

Venue details

Venue name Venue name
Address line 1 venue line 1
Address line 2 venue line 2
Address line 3 venue line 3
Address line 4 venue line 4
Town venue town
County venue county
Postcode CV359jb
Training details
Date of 30/06/2015
training

Time of 09 v

training
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Events

Venue name - 30 June 2015 09:00

Add event

Click the link below to add a
new event

View archived
events

Click the link below to view
your archived events

Archived events
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Attending delegates

Please see below for a list of attending delegates. Attach a
delegate.

No delegates are associated with this event.
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Attending delegates

Please see below for a list of attending delegates. Attach a
delegate,

Attach delegate
Select an existing delegate from below, or create a new

delegate.

Delegate Please select.
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Attending delegates

Please see below for a list of attending delegates. Attach a
delegate.

Attach delegate

Select an existing delegate from below, or create a new
delegate.

Delegate Please select... N

‘Parm Kunner
jhg jhg
parm test kunner
parm 2 kunner 2
parm 3 kunner 3
parm 3 kunner 3
parm 4 kunners
joe bloggs

No delegates are asso|  test test
test test
spider man
bat man1
Parm Kunner
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Attending delegates
Please see below for a list of attending delegates. Attach a
delegate.
Attach delegate
Select an existing delegate from below, or create a new
delegate.

Delegate test first name test surname

Select accreditations
Products PHS Primary
O PHS (Primary)
SCHS Secondary Core

) SCHS (Secondary Core)
SMHS Secondary Materials
© Hand Tools

© Drilling Machines

© Guillotines, Shears and Trimmers

O Off-Hand Grinding Wheels - N.B.
not the changing of wheels
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STHS Secondary Textiles

[ STHS (Secondary Textiles)
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test first name test surname
Accreditations: PHS (Primary), SCHS (Secondary
Core)
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Approvals

See below for a list of delegates that have attended past events.

joe.bloggs@hotmail.com

Random School - Test 07/07/2015 06:30:00
Accreditations: PHS (Primaty), SCHS (Secondary
Core)




image19.png
Delegate details

Edit delegate
Joe bloggs - joe.bloggs@hotmail.com Click the link below to
update this delegate
Title Mr
First name Joe
Last name bloggs
Delete delegate
Email joe bloggs@hotmail.com
Click the link below to delete
Business address 10 Random Road this delegate.
Warwickshire
United Kindgom
Home address
United Kindgom
Alternate invoice address Add new delegate
United Kindgom

Click the link below to add a
Preferred mailing address Business new delegate

Preferred billing address Business Add delegate
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Approvals

Need help?

See below for a list of delegates that have attended past events. T B e

you with any query.
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Dele gateS Add delegate

Click the link below to add a
new delegate

Add delegate

You currently have no delegates.
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Add new delegate

Please complete the form below to add a new delegate.

Delegate details

Title Please select.
First name

Last name

Email

Business address

Address line 1

Address line 2

Address line 3

Address line 4

Town

County
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Delegate details

joe bloggs - joe@bloggs.com

Title

First name
Last name
Email

Business address

Home address

Alternate invoice address

Preferred mailing address

Mr
joe

bloggs
joe@bloggs.com

address line 1
address line
address line
address line 1
address line
address line
United Kindgom
CV3595b

home address
home address
home address
home address
home address
home address
United Kindgom
CV359jb

alternate address
alternate address
alternate address
alternate address
alternate address
alternate address
United Kindgom
CV359jb

Business

Edit delegate

Click the link below to
update this delegate

Edit delegate

Delete delegate

Click the link below to delete
this delegate.

Delete delegate

Add new delegate

Click the link below to add a

new delegate

Add delegate

Need help?

We are always here to help
you with any query.
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Edit delegate

Please use the form below to edit your delegate.

Delegate details

Title Mr
First name joe

Last name bloggs

Email joe@bloggs.com

Business address

Address line 1 address line 1
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Add new delegate

Click the link below to add a
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Add new delegate

Please complete the form below to add a new delegate.

Delegate details
Title Please select.
First name

Last name

Email
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Events attending

Please see below for a list of events this delegate is attending.
Attach an event
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Attach event

Select an existing event from below, or create a new event.

Event Please select... v
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A Training Guide for
Design and Technology
Health and Safety
Consultants

These training materials :

« have been written to help Registered Design and Technology
Health and Safety Consultants (RDTHSCs) prepare colleagues
to meet the TDA/D&T Association Health and Safety Training
Standards

« cover all of the Primary, Specialist and Specialist Extension
Level Standards and provide a clear structure for organising
Health and Safety training, identifying what needs to be
covered to ensure that colleagues develop a secure
understanding of the various Standards

« compliment the Health and Safety Training Guide in Design

Please select a resource category from below.

Primary Training Materials

‘These training materials have been prepared to help Registered
Design and Technology Health and Safety Consultants prepare
colleagues to meet the Primary Health and Safety Training
Standards.

Vie

ategory

Secondary Training Materials

Toadd

Vie

RDTHSC Toolbox

‘The RDTHSC Toolbox contains a range of materials to support
training on various H&S Training Standards.

View category
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Primary Training Materials

Primary tools and equipment support sheets with guidance notes
and illustrated help sheets for colleagues on the safe use of tools
and equipment for work in food, resistant materials and textiles.

Please see training materials, below.

Junior hacksaw

urce




image36.png
Junior hacksaw
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H&S Updates & News Need help?

Welcome to the H&S updates page. Here you will find the latest [Weare always here o help
H&S news. you with any query.

Please click on a news piece to read more.

ﬁ‘ 7 Train the Trainer Courses 2015

o

‘We are please to provide details of the courses
planned for the Spring and Summer Terms 2015.
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Contact us

Please complete the form below to contact a member of the team.

First Name

Last Name

Telephone
Number

Email Address

Enquiry

Key Contacts

Lata Patel

Tel: 07968173342
Fax: 02476 123654
hands@data.org.uk
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Welcome to the D&T H&S
Sub-site

Closed User Groups

Registered Consultants (regardless of whether they are D&T
Association members) will need to log-in using their H&S CUG
Username and Password to gain access.

If you do not know your Consultant No. CLICK HERE  to request it

For general website questions CLICK HERE

When planning and conducting design and technological
activities, trainees and teachers must give due regard to the health

Login
Please enter your

credentials below.

Email address

Password

& Remember me

Forgot I




