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What is PlanSafe?

PlanSafe is an online learning management syste  m thatis partof LocatrixM_products and services , offering
one of the largest online fire and safety training tools in the public safety sector

We provide you with an online platform that offers general and first response evacuation instructions  as
well as evacuation coordination procedure training - all delivered under the guise of a self-paced, anywhere
on any device system.

Technical Requirements

Below is a table  outlining the minimum technical requirements :

System Requirements Quick Tips
PlanSafe support s the latest versions of : Ensure that you have:

1 Chrome 1 Cookies activated;

1 Firefox 1 Pop-up windows enabled;

1 Safari 1 A stable Internet connection;

1 Edge 1 Speakers to listen to sound;

1 Internet Explorer 11 9 PDF viewing software

~ ! ’
ﬂ If you have any problems accessing the system, please contact Locatrix on
1300 738 461 oremail info@locatrix.com .
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How do | access PlanSafe?

The login page is where you begin your access to the PlanSafe - Fire and Evacuation Program . Below is
an example of the landing page you will be presented with upon arrival at your training portal.

Your Logo Here

Login

Weilcome to Plan Safe
Please tell us your name so we can get you
logged in:

First Name Surname

eg. Johr g. Smith

f you have any problems ac
LOCATRIX 0n 1300 738 461

User Registration

Before registering for PlanSafe refer to your ~ workplace policies and procedures in the first instance as the
registration process may vary depend ing on the IT security procedures that have been adopted.

PLEASE NOTE: The pictures below may look different dependin g on your organ isations. ~ ", " ' M., ‘asyoumayhave’ , _

other integrated IT systems i.e. Learning Management System.

Login Registration

Already have an account? Login

Welcome to Plan Safe

Please tell us your name so we can get you We'll send an access code to the email address that you provide.
3 logged in: Make sure you use an email address that you can check right now.

Email Address

First Name Surname Email Address

PlanSafe User

It's my first time here e
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Getting Started

To get started with PlanSafe  you will first need an account . The program has laufo-chatMenabled and will
ask for details and prompt responses from you.

Login

Welcome to Plan Safe

Please tell us your name so we can get you
logged in:

First Name Surname

PlanSafe User

It's my first time here
——————————————————————————

STEP 1.  Type your LFirst Name Mand LSurname Mnto the input boxes provided.

STEP 2: Click onthe L , M . button., . T T ‘M

Login

Welcome to Plan Safe

Please tell us your name so we can get you
logged in:

First Name Surname

PlanSafe User

It's my first time here

Note: If you have previously registered on the training system or have aname like one which already
exists in the system , you will be presented with several options. Either click on the button that displays

your details to proceed to the login page or cickonthe L. -, "M _ °‘ button. © " ', M
First Name Surname
PlanSafe User

Are any of these your account?

PlanSafe User (Last access: 5/2/2019)

| don't see my account
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STEP 3: Type your LEmail |,

-

PLEASE NOTE: The pictures below  confirming your account

requirements as you may have other
employee number.

Note: If you would like to go back to

Login

Welcome to Plan Safe

3 YOur Name 50 we can get you

first we need your emall sddress.

“and then click onthe L« =~

We'll conflem it by sending you an access code

~ 11 s ‘

enhanced security questions I.e. asking you for your payroll, year of birth

Login

’ ~ AT ;o i

.l

, mobile number or

the previous login screen , Click the [Start Oveributton.

STEP 4: Check your email inbox
email address you have provided. Enter the

the [Confirm Code Mbutton - alternatively, you can verify your account directly from the

LGCATRIX

e B uscnation Prigram

Access Code

LGCATRIX

Note: If you do not see

St over

- PlanSafe will confirm your account by sending an

Access Code into the input box

Access Code to the
provided and then  click on

access code email .

Access Code

e.g. 123456

iffi il

Resend Code

the confirmation email. Check your Junk or Spam folders.

an access code , click the [Resend Code Mbutton.

STEP 5: The final step

NameMand LSurname Mnto the input boxes provided.

Congratulations, you
have successfully set

up your account for

PlanSafe.
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Navigation Menu

Once logged in  to PlanSafe you will need to familiarise yourself with the navigations of the platform.

Your Logo Here

My Locations My Training Personal Details Documents

My Locations

Which locations to choose

0

No locations have been added

The home screen is divided into  four (4) tabs; My Locations > My Training > Personal Details >

Documents

My Locations My Training Personal Details Documents

The four (4) tabs contain a reas you can navigate between :

My Location takes you directly to your  locations.

My Training expands to show you the courses you are enrolled to complete
Personal Details expands to allow you to view and edit your profile

= =4 =4 =4

Documents shows you all the forms and documents you have access within PlanSafe.

Changing Your Deta ils

To edit your details, go to the Personal Details tab and click Update Your Details . From here, you can

update your learner details as necessary.
PLEASE NOTE: The picture below ~ " . . . S et

Login Type
Evore

Your Details

Empleyee number
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My Location

Once log ged in, to start your training select the Location of your building.

STEP 1: Inthe My Locations tab, select location/s. Select the L, =~ _ . ° "button to6 view AA list of all

locations .

My Lacations Wy Training Personal Datails Documanty.

My Locations

Which locations to choose

STEP 2: Select L, ~ " to ‘add your account that current building.

Note: To remove alocatio n, simply Click the Remove button.

Lezation Address Postrade Rele Axtions

Fillter
‘ - ® Example Office 333 Wharf Skreat, Brishans City GLD 4000 4000 Employes

PlanSafe Fire Evacuation Program - User Guide Version 8.1
Approver: IMS Manager Approved Date: 15/01/2020 Review Date: 17/08/2021 Page 7 of 15



Select Your Role

Once you have selected a building, you will be asked to Select Your Role within that building.

STEP 3:  Select one (1) of the user types
Employee - If you are a person attending a facility on a permanent or temporary basis
Contractor - If you are a person who is attending the building as a contractor
Visitor J If you are a person visiting the building
ECO Member - Ifyou are an occupant and have been appointed a n additional role and
duty w ithin the Emergency Control Organisation

Your role at this location

Employee ECO Member

Em| ee - If you 3 n If you are an Empl
anent b,(‘ been app

Note: If you are an ECO (Emergency Control Organisation) Member an additional drop-down menu will
appear. You must select what ECO Position you hold as part of the ~ Emergency Control Organisation.

IECI’.‘I Position™

Select Value

Note: If your role changes, when logged in navigate to the My Locations tab, find the site for which your
role has changed and click the Update button. From here you can update your role. If your new role has
additional t raining requirements, this will become available in My Training after updating your role.

My Locations My Training Personal Details Documents

My Locations

Which locations to choose

You must choose all locations where you work, occupy or visit for 2 or more days in a month, then complete training for each of these locations. For a more detailed alignment see section 31 of the Building
Fire Safety Regulations 2008 (BFSR-Qld only)

Filter Add Location +

Location Address Postcade Role Actions

E @ Example Site 6 Franklin Road, Camden 4336 Occupant I Update / I Remove

PlanSafe Fire Evacuation Program - User Guide Version 8.1
Approver: IMS Manager Approved Date: 15/01/2020 Review Date: 17/08/2021 Page 8 of 15



Select Your Work Area

STEP 4: Once you have selected your role , ISelect Your Work AreaMwithin that building.

Your work areas (select at least one) Your work areas (select at least one)

= = Example Office
+ L Example Office Ground Level
o Level 1

Note. If you have multiple levels within the building you work, tick ONLY the level of which you are

located .
Click L[Save Changes Mnhich will take you back to the Home Page.
The role you select determines what level of Fire and Evacuation training you be required to complete.

! Example Office

533 Whar! Street, Beishane City QLD 4000, 4000

Your role at this location

Your work areas (select at least one)
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How do | start my training ?

Once you have added your location , you now have access to complete your Fire and Evacuation training.
PLEASE NOTE: You may have additional  courses =~ * . * '~ 7 .. .., """ 7. A 74

PlanSafe provides you with  the online self -paced training required :
1 General /First Response | nstruction - must be givento occupants within 2 days of a person
commencing work in the building and compl eted every 12 months
1 Emergency Control Organisation Instruction - must be givento the person/s responsible for
carrying out the evacuation coordination procedure every year and within one month of any
changes to the procedures  or personnel .

STEP 1: Atthe L. , * 'page,. click athe button L~ ", I

P—

Start your training?

Onice you've finished adding your work locations you can mave on 1o your training
Take Me to My Training =

STEP 2: Tostartyour training, click on the button under  Actions JL , * , M

NOTE: Please ensure thatyou complete each course and module assigned to you, reading all of the
course content, watch all training videos and locate all fire safety reference  points and the procedures for
evacuating the buildin g safely inthe eventofa fire or hazardous mater ials emergency in the interactive

floor plan.

My Training Fersonal Detais Documents

My Training

Location Address Status.

STEP 3: Select [NextMo begin.

Example Office
333 Wharf Street, Brisbane City QLD 4000
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Assessment s

At the end of each  course you will be assessed on your knowledge . This will be based on  your individual
building requirements pass rating selection. First you will need to confirm that you have viewed and

understood the information by selecting each  checkbox, then c lick MextMto complete the questions. After
you have completed all questions, click to submit your answers.

Assessment

<orrecly

Vour Detaihs 1 confiem that § have viewsd and wnderstood: Locatrix - Passed!

Reference number: #703

.......

rs indicate that your score is: 10 out of 10 correct and You have passed

If you have answered questions  incorrectly, you can to LReattemptMhe assessment or LComplete Later M

Your answers indicate that your score is: 9 out of 10 correct

Reattempt Required Roforucce rasmber: €3

Suderence ramber $792
.

Your answers

. 9.0 9 B 5.5 9
.

-

To finish your training,  click on the button L « | .. You Will be redirected back to My T raining tab with

- . [ ’

the status updatedto L - |

Status Due Actions

 Not due until 21/11/2020 | Review » | certincate 3] |

To Review the training at any time, click L = * MClick onthe L ertificate Mbutton to review and print your
results.

To Logout

A Home

5] Logout

To log out, simply  click on your name in the right -hand corner, click on the drop -down arrow and select
L . M

P ¢ L J
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Frequently Asked Questions J- 7 M_

What if | have logged in previously ?
If your account is still active, you should continue to use it. To log back into your  account. Enter your
First Name then Surname. If any of the shown accounts are yours, Click on your account.

Lagin

Wiglonme to ManSafe

B Plansats User (Last sccess 16/0070200

| et 56 Py BEEBUnL

What i s Single Sign On ?

Single Sign -On is an easy way to log into your account with your email address and password. If Single
Sign-On is enabled. Click Single Sign -On, then click Sign  -In
Login
First Name Surname
10 fivy st et Do
e —
Not sure what account you logged in as last?
If you have forgotten  what account, you logged into last. Enter your Email Address. Enter the code sent
to your Email Address . Click Confirm  Code.
Login
e
Version 8.1
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How do | deactivate my account?
If you continue to receive emails for training after leaving the
reminders for, you can deactivate your account by clicking the link shown below in your reminder email.

organization/company you are receiving the

Dear PlanSafe User,

Some of your training has now expired and needs to be refreshed. The training is overdue.
Please click on the link below and complete the required training.

You can start your training today and resume it at a later time if required.

Office o

Office Address

If you no longer work st this organisation_click here to desctivate your sccount

How can | add an additional location?
If you have relocated to another site or work at multiple sites, you can add an additional location by
navigating to the My Locations tab and selectingthe  Add Location + button at the top right of the list.

My Locations My Training Personal Details Documents

My Locations

Which locations to choose

‘You must choose all locations where you work, occupy or visit for 2 or more days in a month, then complete training for each of these locations. For a more detailed alignment see section 31 of the Building

Add Location +

Fire Safety Regulations 2008 (BFSR-Qld only).

Filter

Location Address Postcode Role Actions

E © Example Site 6 Franklin Road, Camden 4336 Qccupant
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