"@ PPE & Clothing Issued

From the Home Page click on the outstanding task, use the filters

to narrow down what is displayed. FEE] scan ar code

i3 Then select action

Or from the Main Menu select: © Tasks

Filter By Expiry Period Expired, Expi.. ~

e Registers

Filter By Task Type Personal Pro... ~

e PPE & Clothing Issued

PPE Issued Register - Ear Muffs

A. Overview

In the Register you will see a list of .
. . ¢  PPE & Clothing Issued ~ ¢ PPE&Clothing Issued L)
items & quantities issued to you.
1a
1. Use the search box to find a §
apr - - Fall
SpECIfIC item. anPyEo Fall Arrest Harness P o
O MAGE ar Muffs

2. Where you have been issued new B ©24/0n2

. . . . TY

items it will show as Not Signed Clothing - Polo Shirt Short & :

Off Qty 2 ® signed off !
3. Click ° to add completely new PPE - Ear Muffs arv:1 Type: Issue size:

items i.e. ones not already in your 2 Qty 1 © Not Signed Off Date of Issue: 09/12/21 Expiry Date:

e enorecmion  [309/12/21 Note:

list e.g. Safety Boots.
4. When you click on an item the 3 o 6 orosocon

actions will display to choose

Choose Action Date of Issue
from.
. . . ) ] 09/12/21

5. Once open it will display the Type, 4 ©  View Details

ltem & QTY — these cannot be B View Document Expiry Date

edited. -

. . [ ] View Video

6. Under the Issue History will be 7

items issued or returned, see e

section B to sign off X Cancel oL
7. Click ° to add new history to

this item, see section C & D.
8. Click ° to save.

B. Sign Off History

< History A < History L) 1. Will either show as an Issue or
. Return.

jenie i e :

pate of Issue Retum Date 2. Date of issue or return.

09 Dec 2021 2 09 Dec 2021

ary 3. For Returns there will be a reason
? selected.

3 o .

! 4. For Issues you will need to tick the

New shirts issued box, after which Sign off will be

. 5 ° active.

4 Have you been given proper instructions on how to use this

iem? 5. Click ° to sign off.

5@

Contd/...




C. Issue new stock for existing items

1. Issue will show as default. & lieEn #
2. Use the date selector to select e —
date of issue & click DONE. 1 : 2 cancEL Size 5
3. Use the date selector it an 2 me; oo 06 Jul 2024 O s
expiry date is required. L 07 Aug 2023
4. Typeinthe QTY being issued. . R [ 08 Sep 2022 ] @t
5. Use the size selector if required . 09 Oct 2021 O x
& click OK. 4. 10 Nov 2020 O xx
6. Ty.pe gny notes if required. 5. . c.wcs
7. Click to save. 6 ——

If item is not required click X.

The new task will need to be signed x
off as per section B above.

D. Returning Iltems

& History A 1. Select Return for the Type.

. e 3 Reason 4} 2. Use th_e Date selector as per above
1 rewn - and click DONE.

O tesue ©) Bzl 3. Typeinthe QTY being returned.
2 09 Dec 2021 O Damaged i

9 4. Select a Reason & click OK.
3 CANCEL O Los 5. Type in any required notes.
6. Click to save.

Stols - . . . .
4 sor canceL If item is not required click X.

Note
5 New shirts issued

The new task will need to be signed off
6 ° as per section B above.

| X

NOTES:

e Sizes will only show if selected in the PPE-Clothing/Items.
e Ifthe QTY is zero for any given item it will no longer show in the mobile app. You will need to re-issue items from
the web app.
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