*)JSEAsy

Job Safety and Environmental Analysis
Steps for starting a new installation of JSEAsy

The first time you run JSEAsy after installation, if a license has not been previously entered then the
following dialogue box will appear.

imeia eeree S -

The product license is invalid or has expired. Please enter a valid product key.

OK

Click on “OK” and the License Agreement will appear as shown below

Licence Agreement

Acceptance of Terms:

JSEAsy Software License Agreement

IMPORTANT: PLEASE READ THE TERMS AND CONDITIONS OF THIS LICENSE AGREEMENT CAREFULLY
BEFORE USING THE SOFTWARE.

TotalTrack Pty Ltd Trading as JSEAsy ("JSEAsy") is willing to license the software to you as the individual,
the company, or the legal entity that will be utilising the software (referenced below as "you or your™)
only on the condition that you accept all of the terms of this license agreement. This is a legal and
enforceable contract between you and JSEAsy.

By opening this package, breaking the seal, dicking on the T Agree” or "Yes" button or otherwise
|indicating assent electronically, or loading the software, you agree to the terms and conditions of this
agreement. If you do not agree to these terms and conditions, click on the "I do not agree”, "o button,
or otherwise indicate refusal, make no further use of the software, and return the full product with proof
of purchase to JSEAsy within sixty (60) days of purchase, and your money will be refunded.

1 INTELLECTUAL PROPERTY RIGHTS

The software that accompanies this license induding computer software and "online” or electronic
documentation. associated media. and orinted materials (collectivelv the "Software" is the oropertv of

I Agree | I Do Mot Agree

Click anywhere in the license text area and a scroll bar will appear on the right. You may then scroll
down to read the entire License Agreement. JSEAsy will execute after clicking on the “| Agree” button.

If a valid License PAK has not been previously entered or the license has expired, the following
dialogue box will appear:
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E License Registration

License Expiration D ate: |31 /03203

Business Name: IYour Company Name Here

PAK: |PAK _Goes_Here

1. Enter your company name in the space next to “Business Name”. Note: It is important to enter
your company name exactly as you entered it on the JSEAsy Web Site to obtain your License
PAK. This “Business Name” is also used by TotalTrack Pty. Ltd. to issue your License PAK and

it will appear on reports produced by JSEAsy.

ok |

2. Enter a License Expiration Date. For a purchased license, enter 1/1/2222

3. If you downloaded the JSEAsy installation, then enter the PAK number obtained from the JSEAsy
Web Site, including dashes (hyphens). Otherwise, obtain a PAK number from the JSEAsy company

and enter it in the space next to “PAK”.

The following dialogue box might appear the first time you run JSEAsy after installation. This allows
you to tell the JSEAsy program where your JSEAsy data file is located. This is necessary especially
if you are using a network and your data file is on a server. This step will have to be performed on
each computer on your network after JSEAsy is installed.

Re-linking Required @

OK

1 ) The program needs to be made aware of the database location on your computer system,

When this dialogue box appears, click on “OK”, then the “Locate Data File” dialogue box will

appear, as shown below.

Locate Data File

RIX

Lookiin: [ JSEAsy > @&k
._" My Recent Documents
_ ,2) 2} Desktop
(L) My Documents
My Recent
Documents :‘ My Computer
= S 3% Floppy (&)
@ < Local Disk (C))
&
Desktop .4 CD Drive [D:)
: # Shared Folders on ‘vmware-host' )
,) (e Shared Documents
) My Documents
My Documents \j My Network Places

My Computer

q File name: [ L] Open |

-

My Network  Files of type: [Micrusoft Access Databases ﬂ Cancel I

Places

™ Open as read-only
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To locate the data file, click on the triangle to the right of the “Look in” field and first select the
computer on your network that will be used as your file server. If you are not using a network,
proceed to the next step.

Select your “C” drive, then click on “JSEAsy”.

Locate Data File @ |

Look in: |-.'_)JSEAsy Ll - &6 B

‘: =] J5EAsy_be.accdb

My Recent
Documents

Desktop

s,

My Documents

My Computer

‘1} File name: |JSEAsy_be.accdb :] Open |
e LI Cancel I

My Network  Files of type: |Mictoso[t Access Databases

|
Places ™ DOpen as read-only

Then select “JSEAsy_be.accdb” from the list of files.

The main options form will appear when JSEAsy starts. Any of the main options may be
selected by clicking (once) on the button with the label for the option.

When JSEAsy is running, check the upper right corner of the window to ensure that the display
is using the full screen. If the full screen is not being utilised, the windows control box will
appear as follows: m X

To use the full screen display, click on the square in the windows control box. JSEAsy is using
the full screen display if the windows control box appears as follows:

=

Note: If you do not have a high resolution screen, it is highly recommended that you use
the “Auto Hide” option for the Windows Task Bar at the bottom of the screen to allow more
screen area for display of forms and reports. To accomplish this right-click on the task bar
then click on “Properties”. Then under the “Taskbar” tab, make sure the “Auto hide” box is
ticked. The Task Bar will appear when you move the cursor to the bottom of the screen (if
your Task Bar is located at the bottom).

Page 3



With JSEAsy up and running, it is important to do the following steps; otherwise you will not be
able to create a Job in JSEAsy without these steps being done first.

1. Update Defaults (Industry Type and Industry Specific) Update Defaults
Click on this command button on the Main Options form to (Industry Type and
update the Industry Type and Industry Specific defaults Industry Specific)

(defaults are used throughout JSEAsy to automatically select
items; however you may also change them at each instance.
Select your Industry Type first then your Industry Specific (trade).

=5] Defaults Update X

Select Industry Type and Industry Specific for defaults to be used by JSEAsy

Industry Type: | Construction v
Industry Spedific: | Painting and Decorating |

Done

If your Industry Type or Industry Specific is not listed, then Update Industry
click on “Update Industry Type/Specific to add them. Type/Specific

'E Industry Update x
To Update Industry Specific entries, Select an Industry Type first.

Enter a new Industiy Type below. After you press <Enter>_ it will be added to the list below. Enter a new Industiy SDRme below. After you press <Enter>, it will be added to the list below. -
New Industry Type | |

Industry Type |Click on an Industiy Type below to edit it or view Industiy Specific items

Mote that il you change an existing Industry Type, all JSEAsy items
azsociated with il will now be associated with the modified Industiy Type

New Industy Specific |
Industry Specific |[Click on an Industiy Specific below to edit

Mote that if pou change an existing Industiy Specific, all JSEAzy ilems
azsociated with it will now be associaled with the modified Industiy 5

Click on the Industry Type in the left column and the associated Industry Specifics (trades) will
be shown in the right column. If your industry Type is not in the list in the left column you may
add it at the top of the column in the field “New Industry Type”. If your Industry Specific (trade)
is not listed in the right column you may add it at the top of the column in the field “New Industry
Specific”

Note that there is a special Industry Type “All Types”. Any template created for “All Types” is

made available to all Industry Types. Likewise there is an Industry Specific “All Trades” and any
template created for “All Trades” is made available to all trades for that Industry Type.
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2. Verify / Add Job Classifications.

Job classifications are used for Employees and are automatically used when selecting an

employee for a JSEA sign-off as well as duties and responsibilities. Therefore you should verify

that all your job classifications are listed and add them if they are not.

Click on the “Update Job Classifications” command button on
the Main Options form.

The example shown on the next page for Industry Type = Construction and Industry Specific

Update Job
Classifications

= Painting and Decorating does not have any Job Classifications listed. Therefore, you might
want to add “Painter” as a classification or “Decorator” as a classification.

rj Update Job Classifications
Your Default Industry Type and Industry Specific appear below.

You may select different ones by clicking on the triangle to the right then scroll down and click on the desired entry.

Industry Type: ’(onstmction ;] Industry Spedific |Painting and Decorating

Click on a Job Classification to edit
Scroll to bottom of list to add new entry in blank line

Job Classification

! Done

(=]

Add Employees and Subcontractors to JSEAsy, one at a time, along with personal details for

3. each employee or subcontractor.
This is done by clicking on the “Add New Employee or
Subcontractor” button on the Main Options form.

This is important because Employee/Subcontractor data are used for selecting the name of the

Add New Employee
or Subcontractor

person who originated a JSEA, the supervisor to review the JSEA and the Safety Supervisor.

Be sure to select the Job Classification for the employee/Subcontractor as this is used for

automatic selection in JSEA sign-offs.
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4. Add Customers to JSEAsy, one at a time.
This is done by clicking on the “Add New Customer”
button on the Main Options form. Use this to add existing
customers that you may do more business with in the future.
Later you may add new customers as they are established.

Add New Customer

When a new job is created, you can select a customer from the list of customers in JSEAsy.
If the new job is for a customer that is not already in JSEAsy, then the new customer may
be added along with the new job.

5. Passwords
Access and modification of sensitive data are protected by passwords. The protected data
are grouped into three types, management data, personnel data and admin data, which
require different passwords. Give the individual passwords only to trusted employees that
you will give the authority to perform the specific functions.

When you first install JSEAsy, all passwords are set to “TotalTrack” by default. It is
important that you change the default passwords as soon as possible after installation by
clicking on the “Update Passwords or License PAK” button on the Main Options form.

Update Passwords
or License PAK

s N

Update Passwords

Password Type: || E’

Current Password: |

New Password: |

Verify New Password: |

Update Update
License PAK Password

Exit ‘

Click on the triangle to the right of “Password Type” then select a password type.
Enter the current password “totaltrack” (not case sensitive), then enter new password and
enter it again in “Verify New Password”. Repeat this process for all three password types

!

Update Passwords

Password Type: || E’

Current Password:

Management Passward
Personnel Password *

New Password: |

Verify New Password: |

Update Update
License PAK Password
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Samples are shown below for the three different password types when a password is required. Simply

enter the password and click on “OK”.

Password Required

Enter Management Password

Password Required

Enter Personnel Password

Password Required

Enter Admin Password

Reset Passwords

Management data includes JSEA
Templates. Thus you should only divulge
the Management password to staff
members that are allowed to modify
Management data, like JSEA Templates.
Note that the Management Password
is also considered the “Master”
password and it may be entered for any
of the other passwords. It may also
be entered as the current password
for any of the other passwords when
updating passwords.

Personnel data (employees and
subcontractors) may be viewed or a

new employee/subcontractor entered
without the use of a password. However
the Personnel Password must be used
to modify or enter data for an existing
employee/subcontractor. This password
is also required to update Licenses,
Insurance and Qualifications lists for
Employees.

The Admin password is required to
update the list of Potential Hazards and
Hazard Control Measures, update of
JSEA Qualifications, Duties, PPE, etc.

If you forget one or more of your passwords, contact us at JSEAsy (TotalTrack Pty. Ltd.) and
we can give you the sequence of steps that will reset all your passwords.



Backups

Doing daily backups (backup copy) of your JSEAsy data is extremely important. The value of daily
backups cannot be stressed enough. You may do backups for months or even years and never need
them, but one small glitch can corrupt (damage) your JSEAsy data and render it unusable. A computer
crash or hang, power fluctuation, network error, etc. are a few causes of JSEAsy data corruption. Once
JSEAsy is corrupted you may not be able to access your data or enter new data. The JSEAsy program
file (JSEAsy.accdr) may be restored from the JSEAsy installation Package, but your data file must be
restored from your backups. Thus it is extremely important to backup file JSEAsy_be.accdb which is in
folder “C:\JSEAsy”.

It is recommended that you do NOT perform the daily backups to the same media, i.e. the same

disk, CD, tape, etc. You should have a different media for each day, i.e. if you are using zip disks for
your backups, you should have one zip disk for Monday, one for Tuesday...etc. This is to prevent
overwriting a good backup with a corrupted backup. For example, perhaps one aspect of you data was
corrupted by a power fluctuation on Tuesday, but you didn’t realize that the corruption had occurred until
Thursday. If you had used the same media for daily backups, then when you attempted to restore the
data file from backups on Thursday, you would get the backup file from Wednesday, which is corrupted.
With separate media for each night, you could then restore the data file from each of the preceding
nights until you obtained a non-corrupted copy.

It is also recommended that you archive you data periodically, perhaps once a week, then once a
month. An archive is simply a backup that you keep for a longer period of time.

You can minimise the chances of data corruption by using an uninterruptible power supply (UPS). A
“Smart” UPS is recommended since it will maintain proper voltage and therefore reduce the chances of
data corruption from power fluctuations.

After these steps are completed, JSEAsy is ready for operational use. Refer to JSEAsy
Operational Procedures for steps to produce JSEAs. Current procedures are located in
C:\JSEAsy
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