Start at the Workday Home Page
1. Creating a Shortcut
-Go to Menu (upper left)
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-Click on Shortcuts (upper left)
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-Click Add (lower left)

-Type in “browse learning content’ in the Add Shortcut search bar (top left); Click on plus (+) sign

< Back to Menu x

Add Shortcuts

Add tasks, reports and external links to your menu.

A max of 10 Shortcuts can be configured. Q
Q browse learning content ®

Browse Learning Content ®



-Click on “Back to Menu” (top left)

< Back to Menu <: >

Add Shortcuts

Add tasks, reports and external links to your menu.
A max of 10 Shortcuts can be configured.

Q browse leaming content ®
You should now see your shortcut list containing Browse Learning Content
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Browse Learning Content

2. Locating PCC EH&S Content

-From the Workday Home Page, click on Menu; click on Shortcuts; click on Browse Learning
Content. This will take you to the Browse Learning Content Page.

-Find training offered by PCC’s Environmental Health & Safety Department (EH&S) by clicking
Content Provider
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-Within Content, click on Internal to narrow your search
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-Next, click on Topic to further narrow your search
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-Within Topic, click on Environmental Health & Safety to access EH&S’ content
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From here, you can select any available course or program listed.

-Click Save to save your search criteria for future use

= vew St Q search o P £ g

Browse Learning Content 5

e
- search )
B (s )
@

Current Searcl ) Comptt Ashestos Awareness
= form ize hat have (presumed) asbestos containing materiais o reviewing PCCS inventory of 3506510 containing malerials, NEILng tha oartes, Uses,
o d forms of asbesios as wel a stos

Save Clear All
] Requires Enoliment (38) Fp—
" it n > OswTe 10 H s an ontrais, Admi :
~ Content Provider
® (1 Ratings) + 30 mimes + 15 el
tema (39

Chemical Hygiene and Lab Safety

A Driet overvizw of POG's Ghemical Hyglen Program and science 1ab safety

> Created by Worker B ® Comeleted

> Language

-Enter a name for your saved search and click OK
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You can access this shortcut from the Workday Home Page by clicking Menu and clicking Shortcuts
and then clicking Browse Learning Content.
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-Click on Saved Searches and then click on the name of your saved search
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Browse Learning Content

Manage My Saved Searcpes
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3. Enrolling in a course
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-Access the Browse Learning Content Page using your shortcut

-Select a course by clicking on it

& course mental HotWark
Health & Training covering the definition of, and hazards associated with, hot work, as well as how to control these hazards to protect the both the workplace and employees,
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Health & Computs fety training for PCC's Incident Investigation. Goals of the course include: To become familiar with elements of OR OSHA's Incident Investigation reguirements To become familiar with PCC
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-Click the blue Enroll button.
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-Click the blue Submit button

Review

Incident Investigation Training

Lesson Details
Lesson Overview 2
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-Click the blue Start Course button
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Drop Learners
No longer want to take this course?

(® Drop Course

Click the blue Launch Content button
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This is a content package. It will open in a new window, and may include multiple pages, types of L HASM Ch2 Accidentincident In.. &
content, and its own navigation. When you finish viewing the entire content package, close the window External Link
and retum here.




You may see a message that reads Popup Blocked. If so, click on the Gray Launch Course Button

Popup Blocked

We attempted to launch your course in a new window, but a popup blocker is preventing it from opening. Please disable popup blockers for this site.

Option - To reduce steps, look at field showing the URL for the course. You can disable the popup
blocker by clicking on the square with a slash through it and then selecting Always Allow Popups

and then Done. @
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You can know begin the course and use the navigation buttons to move forward or back, watch
videos, interact with the course, etc.

Incident Investigation
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= Introauction

As you navigate through EH&S’ courses, you will have opportunities to click on links and visit
supporting webpages. Please know that when you do this, the page to which you are directed will
become prominent on your screen and the screen for the training course will be relegated to the
background. To get back to the course, minimize or reduce the size of the screen you no longer
wish to view and you will find the Workday training screen. You can pick up where you left off.



Example of a link:

EXIT COURSE

purp ng, “incident” torms: “Near-miss™
or “close call*, “Incident” and “accidant .

Incident Investigation

0% COMPLETE

Other Key Terminology DEFMTONS

Introduction
Most workplace incidents result from:

Lesson 1: Roles & Unsafe actions: actions taken or not taken  Unsafe conditions: Things and situations Other: Inadequate or missing programs,

Responsibllities

e that contributed to the incident (unclear that directly caused the incident (e.g., work  plans, processes, and procedures that

= procedures, lack of training, situational area conditions or equipment, inclement contributed to the incident.

Lesson 2: Incident awareness, etc.) ‘weather, housekeeping in shared spaces,

Jreastigeion Components maintenance schedules)

Lesson 3: Gather information The objective of every investigation is to find facts and recommend solutions to avoid a recurrence of the

accident. This training aims to develop an understanding of incident investigations by ensuring that all PCC
. managers/supervisars are able to:

Lesson 4: Analyze the Facts
+ Identify thair roles and responsibities in the investigation process.
= + Implement the three primary components of an investigation, and the elements involved in each of those

Lesson 5: Write the Incident
Investigation Report

components.

« Camplete a thorough incident investigation report

Lesson &: Implement
Solutions

Some courses consist of lessons. You must complete all activities in one lesson to move on to the
next lesson. You can click on the navigation bars at the end of the lesson to move forward.

Continue to Roles & Responsibilities

When you complete all of the lessons in a course, you will be asked to complete a short survey to
help EH&S make better, more relevant content. Treat the survey like a link and find your way back to
click Exit Course on the top right of the screen.

= EXIT COURSE <:
b) Collect facts about what happened b) Determine the causes b} Recommend improvements

100% compLETE Other Considerations

Incident Investigation

= o
We must all take responsibility for our own safety and the safety of those around us. As a manager, it is crucial

Introduction
that you be familiar with your department's safety procedures, keep hazard assessments up to date, and
periodically review your department's PPE assessment. EH&S recommends all managers complete the

3 e Resources for ir Health and Safety Compliance training.

Lesson 1: Roles &

Responsibilities

S . Congratulations! You have successfully

esson 2: Incident
Investigation Components completed all the lessons.
= ©

Lesson 3: Gather Information

s (] Google Form.

Lesson 4: Analyze the Facts

= e —
Lesson 5: Write the Incident

iposshoston o Thank you for completing this course.




-In addition to the presentation materials, there may be additional components to the training that
must be completed. These must be completed in order. Simply click on the blue Next Lesson
button to move forward.
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-In this example, users would next click on the blue View External Link button.
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FOrm 1: SUpervisor Investigation Report [eorl

Form 2: Bloodborne Patheogens Incident Form [poF]

When you complete a course, you will be alerted with a trophy and confetti
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