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1. Introduction

1.1 WIMS overview

Workplace Information Management System (WIMS) is a web-based
application developed for use by Workplace Owners and OSHA to facilitate
the registration of workplaces, OHS training request, reporting accidents
and other incidents occurring at workplaces, managing compliance license,
requesting and conducting Workplace Inspections, generation of bills from
different services provided by OSHA and ability of workplace owners to settle
bills by using control number obtained from the system.

1.2 Key features of WIMS

The Workplace Information Management System (WIMS) has the fol-
lowing key features:

i) User management.

ii) Workplace Registration

iii ) OHS Trainings Request and Management

iv) Billing generation and payment using the control number
v) Accidents and Incidents Reporting

vi) Inspections Reports

vii ) Compliance License Management

1.3 Objectives of WIMS

In order to bring OSHA services close to Workplace Owners for a
smooth and easy way of submitting and retrieving information regard-
ing safety and health issues at workplaces; OSHA launched a user-friendly
software application named WIMS, which incorporates all the elements
and aspects of occupational safety and health for all workplace owners to
adhere to OSH policies and guidelines during the submission and retrieval of
workplace information, view and settle bills generated from provided OHS
services by OSHA, Comply to all requirements for Workplace Compliance
License and updating Workplace register as managed by OSHA.

Since its release, most workplaces have been using the system for the
registration of their workplaces, requesting OHS training, reporting accidents,




viewing and settling bills using a control number obtained from the system and
retrieving Inspection reports.

1.4 This Quick Start Guide

This Guide has been prepared to assist Workplace Owners to register their
accounts in WIMS as required by Occupational Safety and Health Laws, and
perform other related functions including the following:-

i) Register Workplaces and project online;

ii) Create users etc;

iii) Obtain Workplace Inspection Reports;

iv) Report accident to the Authority online;

v ) Obtain bill (Invoices) and Account statements online;

vi) Request Occupational Health and Safety (OHS) training offered by
the Authority;

vii ) Obtain Workplace and project reports online; and

viii ) Apply to participate in OHS events

2. Getting Started

2.1 User Access, Roles and Privileges

The application users are the selected members or employees of the work-
place to whom they assigned roles and permission to manage all safety and
health issues regarding their workplaces through the system. These users are
referred as Members in the system and they can be either workplace adminis-
trator, workplace health manager, operation officer or any workplace employee
given mandate to manage safety and health issues through the system.

The system gives the capability to add more than one member in order
to extend usability of the system in case one member of the workplace is not
available to access workplace information. The provision to remove the member
from accessing workplace information is provided when the need arise.

All workplace information regarding Occupational Safety and Health is
managed by these registered members.




2.2 How to Access WIMS /Create accounts / Log out /Reset
password

2.2.1 How to access WIMS

Steps:

i) Open any web-browser of your choice, which can be Internet
Explorer, Chrome, Mozilla Firefox, Safari, Edge, etc.

ii) Inthe browser address bar, type https://wims.osha.go.tz.

iii) When successful, the landing page of the system displays feature
options including, OHS trainings, Informal sector Registration,

Create WIMS Account and Login for registered users, as shown in

the Figure 1 below.

) OCCUPATIONAL SAFETY AND HEALTH AUTHORITY (OSHA)
‘@a WORKPLACE INFORMATION MANAGEMENT SYSTEM

(WIMS)

e

OSH training Informal Sector Registration Create Account Login Ask For Help

A
Create User Account Services Register Workplaces
@ Full Name @ Workplace Registration @ TIN (From TRA)
@ Phone Number @ Invoices And Payments @ Business License Certificate
@ Email @ Report Accidents @ Business Activity
@ Date Of Birth. @ OSH Training @ Number Of Employee
@ 1D Number(Vote,NIN,Passport @ Inspection Report @ Capital Investment

Or Driving License)
@ OSH Events (Safety Day) @ Physical Location

Get started Get started Get started

Figure 1: Landing page
2.2.2 How to Create User account

Before accessing the system, user is required to have an active account.
Workplace users will be required to fill in the registration form in order to
be registered as valid system users called Members. Upon submitting the
user registration form; user will receive an email with a link to activate his/
her account. After the account is successfully activated, user will be able to




login with his credentials in order to access different system features based
on roles and permissions assigned.

Steps:
i) Click on Create Account link in the landing page in Figure 1 above;

ii) Fillall fields with required information in the displayed registration
form shown in Figure 2;

iii ) Click Register button to submit your details

CREATE ACCOUNT

Password®

Figure 2: User Create account page

2.2.3 How to log in WIMS

Before login into the system, you must have an active user account. User
will be required to login using their registered email and password. Only
activated users will be allowed to login.

Steps:

i) Click ‘Login’ link as shown on the landing page in Figure 1;

ii) Enter your email (registered user ID) and password in the form
displayed as Figure 3, noting that both fields are mandatory;

iii ) Click “Login” to be redirected to User’s Home Page which is set based
on users’ assigned roles and permissions;




OCCUPATIONAL SAFETY AND HEALTH AUTHORITY
WORKPLACE INFORMATION MANAGEMENT SYSTEM
(WIMS)

e

NZANIA

Remember me Forgot Your Password?

Login
“ Tanzania has 22 National Parks, 1 conservation area, 27 Game Reserves,

and several Marine Parks, a breathtaking coast and Lake Zone and
ently undulating highlands that are a hiker's paradise.” -
oS s P New WIMS Account Informal Sector Registration

Copyright © 2022 OSHA. All Rights Reserved | WIMS Version 3.1.0

Figure 3: Log in page
2.2.4 How to reset Forgotten Password

A user who has forgotten password can reset it using the steps below;

Steps:

i) Click ‘Forgot your password? link on the login page (Figure 3);
and a forgot password page will be displayed as shown in Figure 4;

ii) Enter your email registered in WIMS, then click ‘Send Password
Reset Link'.

Forgot your password ?

Email Address

Send Password Reset Link

Use phone number to change password ? click here

Do You Remember Your Password ? Login Here

Copyright © 2022 OSHA. All Rights Reserved | WIMS Version 3.1.0

Figure 4: Forgot password page




iii ) Alternatively, in Figure 4, you can select ‘Use phone number to
change password’ whereas the page that will display is as in Figure
5; and you will be required to enter your mobile number registered
in WIMS, then click ‘Send password Reset Code’;

Reset Password

Phone Number

| am Human

e B}

Send Password Reset Code

Do You Remember Your Password ? Login Here

Figure 5: Reset password page for phone number

iv) Password recovery link will be sent to your email account; or alter-
natively if one opted to use a mobile phone number, a reset code will
be sent to the registered mobile phone number;

v) For password reset using email option, Click on the link received by
email, Enter the New Password and Confirm it as shown on Figure 6;

vi) For password reset using phone number, Enter reset code received
on the phone, enter password and confirm it, then click “Reset
Password” as shown on Figure 7;

Copyright © 2022 OSHA. All Rights Reserved | wims Version 3.1.0




2.2.5 Home Page

Upon successful login in WIMS, the user shall be able to access differ-
ent pages or features through the menu options as shown on Figure 8. Menus
are accessible to WIMS users based on Roles and Permissions assigned.

wims.osha.go.tz/dashboard QA TP

= ooen cosw @

Register New Workplace

Add Employees

Register Project

Figure 8: Home page

NOTE:

i) The dashboard menu on WIMS client
side only appears to users that have not |

yet registered any workplace, simply to

guide them around the system on how - Hoscions
to interact with the system, in order Tasks [
to perform functions such as register ] Comments &

workplaces, projects and employees;
book training; report accidents and A Prof
other incidents; and make payments
against generated bills;

ii) The system provides access for user
to perform action including change © Lock Account
password, logout, View profiles etc as
shown in Figure 9.

Figure 9: Quick links




3. Registrations related to Workplaces

3.1 How to register a new Workplace

As a new user with no record of workplace; you are required to follow
the steps below to successfully register your workplace by starting with TIN
verification from TRA, followed by simple steps to complete your registration.

Steps:

i) To register workplace, click Register Workplace Button as shown in
the Figure 10 below or use Workplace Register menu on the upper
left corner;

< C 0 A Notsecure | wimsoshago.tz/dashboard T EEX R
sy @ U

Register New Workplace

Add Employees

Figure 10: New workplace registration page

ii) Enter Workplace TIN Number as shown on Figure 11 and click
NEXT button to proceed. Note also that fields marked *” are man-
datory, and hence should not be left blank;

New Workplace Form

Figure 11: Enter TIN page




iii) Enter Workplace details as shown on Figure 12 and click NEXT.
= ooen masw @ e

e Register Home / workplace

Projects Register

Bill List

Nature of work Region*
Source of Power* District*

Cellphone Number Ward®

Alternative Number* Street*

email address* Neighborhood

Figure 12: Enter workplace detail page

iv) Fill in Workplace Employee Details as shown on Figure 13, and click
‘NEXT’ button to proceed.

= maeN masw O Q

Home / workplace

Projects Register

New Workplace Form
Bill List

Male* Female* Under 18* Disabled*
shift* Employee Per Shift* Total Employee*
2
OSHA © 2020 WIMS SAFETY FIRST

Figure 13: Workplace employee page

NOTE:

v) Specify the number of male, female, under 18 and Disabled Employees
working at your workplace. Total employee MUST be greater than
ZERO.

vi) Click “Add Equipment” button to enter equipment details, If the
workplace has no items and equipment used, click NEXT.




Home

S ——

New Workplace Form

Equipments*

SIN

quantity
1

© haa equipment

Figure 14: Workplace equipment page

vii ) Attach scanned document for business license and regulatory author-

ity in jpeg, PNG, jpg or PDF Format with maximum of 2MB in size
each, as shown on Figue 16, the click NEXT.

oaen masw @ @

New Workplace Form

O—0O0—06—0

please attach scanned doc
Business

ense (s

in JPeg,PNG,JPG or PDF maximum of 2MB each
Licen

se certificate) *
Browse..

Regulator Authority (scanned regulator_authority certificate eg EWURA-TMDA-TAPSOA) | 2
Browse

=
Figure 15: Attachment upload form

viii ) Verify if entered details are correct then Click FINISH whereas the

confirmation will be as shown on Figure 167; otherwise Click BACK
Button to correct.




Figure 16: Workplace details verification page

ix) User will receive mail and Mobile SMS on receipt of application
and control number for OHS publications, General and Ergonomics
inspections. Upon submission, the confirmation will be displayed as
shown on Figure 17.

Name. Region, District, Ward Male
CRDB BANK PUBLIC LIMITED COMPANY Mtwara, Masasi 13

Identifier Female

Mtwara n

Nature Under 18

Financial Services 0

Power Source Disabled

TANESCO 0

Workplace Cellphc Total

Workplace Alterna s

265786900600 Equipments

Email [romkurT 2 liron pross:3 ]
komborighton@gm: [t & Passenger ift 1 Cranes 3. ]
Capital Business License

745000000 (seven Attached

Postal Address Reguiator Autharity

244, Mtwara Attached

Figure 17: Submission of workplace confirmation message

3.2 How to register more Workplaces forming a Company

User can register more than one workplace using the same TIN number
forming a group of workplaces called company or further corporate.

After successfully registering of the first workplace; System enables regis-
tering more than one workplace using steps similar to the previous one.




Steps:
i)

While on the list of registered workplaces or by clicking Workplace

Register menu on top left corner of the home page; click on Register
Existing Workplace button to register more workplaces, as shown

on Figure 18.

@ 0SHA

Workplace Register

Projects Register

Bill List

Payment & Receipt

Training

Employee List

Company Register

Accident Register

Certificates

Home / workplace

DREN BESW

0

Workplace List

entries

Name

0 TECHNOLOGIES
COMPANY LIMITED
Arusha

Search:
Created
Address ISIC Status Company At
Electrical
installation

LIMITED

Figure 18: Adding more Workplace form

ii) Select the company name displayed after clicking the button in Figure

18.

@ 0SHA

orkplace Register

ojects Register

I List

yment & Receipt
Training

1ployee List

mpany Register

cident Register

tificates

Home / workplace

0 .

DOEN BB SW

Workplace List

Show 1@ entries

Name

0 TECHNOLOGIES
COMPANY LIMITED
Arusha

Request Training * | Register Existing Workplace ~

Created
Address ISIC Status Company At
Plot 112, Block A Electrical
Oljoro. Arusha installation

District Arusha

Figure 19: Selecting and adding more workplace page




iii) Click name of the company and follow the steps as described in the
previous process of workplace registration as shown in previous
Figures.

3.3 How to register Workplace Employees

After successful registration of workplace; system navigates to the
interface showing several options to user to submit more workplace data
including employees of the workplace. Workplace admin can register Work-
place Employees by following steps below.

Steps:

i) Click on the view button or workplace name on the displayed work-
place list as Shown on Figure 20.

&OSHA = ey oasw @ Use

Workplace Register Home /  workplace

Projects Register

Bill List
e
Payment & Receipt

Training Show 12 entries Search:

Employee List Name Address 1sic Status  Company Created At
S 0 TECHNOLOGIES Plot 112, Block A, Oljoro Electrical 0 TECHNOLOGIES
COMPANY LIMITED Arusha District Arusha nstallation COMPANY LIMITED
Accident Register Arusha
Certificates
b G 0 TECHNOLOGIES Idodi. Iringa Municipal 0 TECHNOLOGIES
b anin COMPANY LIMITED Iringa COMPANY LIMITED

Figure 20: Viewing workplace details

ii) The system displays workplace details including an option for
employees’ details. Click on Employees Tab to register workplace
employees as shown on Figure 21;

Workplace Kegister

Projects Register

|O TECHNOLOGIES COMPANY LIMITED Arusha

Basicinfo  Bils  Projects InspectionReport  Progress

Bill List

inspection  Report Accident

Payment & Receipt

Register Pressure Vesse

Register Pressure Vessel

Training

Employee List
[t | Dot et | Ut rpirec e
Name Gender Birthday National ID Last Medical Trainings

Accident Register

No entries in table

Certificates

Figure 21: Accessing employee registration page




iii) Click on Add new button to access the employee registration page
to register employee one-by-one; as illustrated on Figure 22.

@ 0sHA = omev masw @

Workplace Register Home

Bill List

Payment & Receipt

Training

Birth Date

Compliance Checkiist

Figure 22: Filling employee page

iv) Click the Download Template button to download an excel template
to fill in many employees at once, THEN click on the Upload Employee
File button to upload a filled excel employee file to register a group
of employees - as shown on Figure 23.

@ 0sHA = mey masw @ U
Workplace Register Home / workplace
Projects Register
- 10 TECHNOLOGIES COMPANY LIMITED Arusha
BasicInfo Projects jon Report Progress Plants Member Request Inspection
Payment & Receipt
e Vess Register Lift Register Project Add Member
Training
Employee List
Company Register
Name Gender Birthday National ID Last Medical Trainings
Accident Register
Certificates
Compliance Checklist
OSHA © 2022 WIMS. SAFETY FIRST

Figure 23: Uploading employee details




3.4 How to register Equipment

If the registered workplace possesses pressure vessels or lifting equip-
ment; then workplace admin Must register such equipment into the system
so that they can be subjected to statutory inspection.

Steps

i) Click on the view button or workplace name on the displayed work-
place list as shown on Figure 24.

QOSHA = oy mosw @ Cer e
Workplace Register Home / workplace
Projects Register
Bill st

p—

Training Show 1 entries Search

Payment & Receipt

Employee List Name Address 1sic Status  Company Created At

Company Register 0 TECHNOLOGIES Plot 112, Electrical
COMPANY LIMITED Avus

Accident Register Arusha

installation

Certificates

0 TECHNOLOGIES Idodi. Iringa Municipal
COMPANY LIMITED Iringa
ringa

Compliance Checklist

Figure 24: Viewing workplace details

ii) System displays workplace details including an option for pres-
sure vessel and lifts registration. Click on either Plants or Register
Pressure Vessel or Register Lift button to view registration portal for
equipment and fill in all required fields to register plant successfully.

ﬁOSHA = ey masw O

Workplace Register Home / workplace / view

i |O TECHNOLOGIES COMPANY LIMITED - Head Office
LS Bills Projects Inspection Report Member Employe

I Ing\stEr Pressure [register ] Regs

Request Inspection

~

Payment & Receipt Report Accident IReg\sts\ Pressu

Training

Employee List

Workplace Information o
Company Register

Workplace Identifier Company TIN Nature Of Work

10 TECHNOLOGIES 10 TECHNOLOGIES 122642526 General ICT Services

Accident Register

COMPANY LIMITED . Head

COMPANY LIMITED




3.5 How to register Projects

Workplace admin can register construction projects associated with the
registered workplace. Construction projects are also subjected to statutory

inspection.

Steps

i)

tration as shown on Figure 26 .

Click on the Project Register menu access option for project regis-

@ 0sHA =

Workplace Register

Projects Register

Bill List

Payment & Receipt

Training

Employee List

Company Register

Accident Register

Certificates

Compliance Checklst

construction

Project
Name

0
TECHNOLOGIES
COMPANY
LIMITED : Office

Renovation

Workplace/Contractor

10 TECHNOLOGIES
COMPANY LIMITED -
Head Office

Client

WESTON In

Limited

Type

Buiding  Correction  Plot 615,

o
BEEN 0BSW 1 s

Search

Nature «
Work

Commencement Contract

Status Address Date Period

November 30,2021 12(Month)

Required

Figure 26: Accessing options for project registration

ii) Click on Register Existing Project button to choose workplace man-

aging the project and display project registration portal.

@ 0SHA

Workplace Register
Projects Register
Bill List
Payment & Receipt
Training
Employee List
Company Register
Accident Register

Certificates

Figure 27:

Home

construction

Show 1@ entries

Project
Name

TECHNOLOGIES
COMPANY
LIMITED : Office
Renovation

Workplace/Contractor

10 TECHNOLOGIES
COMPANY LIMITED -
Head Office

Client

WESTON Inc

Limited

Type

Building

™
B ser e

DEEN 0B SW

Register xisting Project

ANY LIMITED

0 TECHNOLOGIES COMPANY LIMITED Mwznza NHC Project
Status n
ECHNO NY UMITED b
Correction
Required I ECHNO NY LIMITE '

Selecting workplace and managing projects




iii) Click on the workplace name. The system will will load construction
project registration portal. Fill in all required fields in project basic
details form THEN click NEXT to continue - as illustrated on Figure
28.

o
QOSHA = maey masw @

Workplace Register Home / construction / create / Z07Zyo6) / workplace

Projects Register /-\ m °

Bill List U u

Payment & Receipt
Project Name Region Male

ks fdkjdnkims Dar es Salaam 2
Training

Project Contractor District Female

Employee List 10 TECHNOLOGIES COMPANY Kigamboni 3
LIMITED - Head Office Ward Under 18

Company Register Project Client Kigamboni 0
Kk Street Disabled

Accident Register Project Consultant Ferry 0

. Kkl Neighbour Hood Total
Gz Project Main Contractor Plot 5
Bl 10 'TECHNOLOG\ES .COMPANV 6 Nature of Work
i LIMITEDead Offics Block Maintenance of Industrial Building

Project Commencement Date " Items Used
L Local CIBERET

Figure 28: Filling construction page

iv) Fill in all required fields in Construction project supportive details
THEN click NEXT to continue;

QOSHA = pmen masw @
Workplace Register Home / construction / create / Z072yo6) / workplace

Projects Register

O &

Project Supportive Details

Payment & Receipt

Male” Contract Sum*
Training o p—
Employee List Female®
Project Commencement Date*
Company Register ¢
. . Under 18”
Accident Register
5 Contract Period*
Certificates Contract Period in Month
Disabled* o
Compliance Checklist N
Expected End Date”
Total Sat Nov 26 2022

Figure 29: Filling construction project supporting details




v) Verify all details provided for Construction Project Registration
THEN click FINISH to submit project registration details as illus-
trated in Figure 30.

@ 0SHA =

Workplace Register Home

Projects Register

Bill List

Payment & Receipt

Training

Employee List

Company Register

Accident Register

Certificates

Compliance Checkiist

construction / create / ZO07Zyo6)

maey masw 4

%'
e

Project Name

fdkjdnkims

Project Contractor

10 TECHNOLOGIES COMPANY
LIMITED - Head Office
Project Client

kjnknikm

Project Consultant

Kjnknl

Project Main Contractor

10 TECHNOLOGIES COMPANY
LIMITED - Head Office
Project Commencement Date
2022-11-15

Region

Dar es Salaam
District
Kigamboni
Ward
Kigamboni
Street

Ferry
Neighbour Hood
Plot

6

Block

u

Male
2

Female

Under 18
0

Disabled
0

Total
5

Nature of Work
Maintenance of Industrial Building

Items Used

Figure 30: Verify submitted details page

vi) Construction project is registered successfully, with confirmation as

shown on Page 31 and system navigates to registered project details.

Submitted

Your application has been received general and

ergonomic inspection for workplace suitability is in
progress. Within 24 working hours, you will receive
control number for the mentioned services including cost
recovering of publications.

Building

17
DEEN DASW @ User Javier Kombd

Avatar

place
ery 0
Neighbour Hood Total
Aot i
5 Nature of Work
3lock Maintenance of Industrial Building

Items Used
local G Back hoe, Crane, Crusher,
e Project Commencement date
ik 2022-11-15

Project Period

6 Month(s)

Figure 31: Project submission confirmation page




4. Inspections

4.1 How to access Inspection Reports

Steps

i) Click on the view button or workplace name on the displayed work-
place list as illustrated on Figure 32.

@ OSHA = soen msw @

Workplace Register Home / workplace

Projects Register

Workplace List
Bill List
E——
Payment & Receipt
Training Show 1@ entries Search:

Employee List Name Address. Isic Status Company Created At

Company Register IO TECHNOLOGIES Plot 112, Block A, Oljoro. IO TECHNOLOGIES
COMPANY LIMITED Arusha District Arusha COMPANY LIMITED
Accident Register Arusha
Certificates.
O TECHNOLOGIES dodi. Iringa Municipal ther retail sale of O TECHNOLOGIES
i i @vView
CompEance Checdst COMPANY LIMITED Iringa COMPANY LIMITED
inge # Edit

Figure 32: Viewing workplace details page

ii) System displays workplace details, as shown on Figure 33, including
an option for Inspection reports. Click on Inspection Report Tab to
view approved workplace inspection reports THEN click on report
link to preview inspection report;

@ 0SsHA
Workplace Register Home / workplace / view

Projects Register

I0 TECHNOLOGIES COMPANY LIMITED Arusha

Register Pressure Vessel

Progress Plants Member employees spection Report Accident

Register Lift Register Project

Trining
Employee List
Company Register Workplace Information °
Company N

10 TECHNOLOGIES COMPANY 122642526
LIMITED Arusha LIMITED

Accident Register

Certifcates
ISIC Class SIC Section Status
{Compiance Checket Electrical installation Electrical installation

Address °

Address Land Mark Postal Address Email
Plot 112, Block A, Oljoro. Arusha  Ujamaa Road komborighton@gmail.com
District Arusha

httos, Calphon

Figure 33: Accessing workplace inspection report page



5. OSH Trainings

5.1 How to book for Individual Training

Training applicants can apply for individual training through the system
by selecting their desired course on the trainings schedule. The applicant
will be able to preview the course. Each course is accompanied by respective
course fees.

Steps:

i) Accesslanding page then click on OSH training link to view sched-
uled trainings as illustrated on Figure 34.

€ > C @ wimsoshagotz

OCCUPATIONAL SAFETY AND HEALTH AUTHORITY (OSHA)
WORKPLACE INFORMATION MANAGEMENT SYSTEM
(WIMS)

OSH training Informal Sector Registration Create Account

)

Register Workplaces

Get started Get started Get started

Figure 34: Accessing individual training booking page

ii) Applicant choose desired course shown on Figure 35; and click
on the course to see further details; click on Apply Now then click
on REQUEST CONTROL# to receive control number for selected
course, settle payment and attend training.




COURSES ~ CONTACTUS  LOGIN  LANGUAGE (EN) ']

OHS RISK ASSESSMENT February
20,2023 - February 24, 2023 - Dar
es Salaam-0SHA HQ

View All News ©

Industrial First Aid Training OHS IN OIL AND GAS OHS in Construction
Level | Jar 023 To January 2 Industry
2 To Nover December 13,2022 To Decemd

Figure 35: Course details preview page

5.2 How to book for Workplace In-house Training

These are trainings that can be conducted at workplaces’ preferred location
be either at workplaces’ own office or other chosen venue.

Steps

i) Click on Workplace Register to access menu to request for In-house
training. Click on Request Training button and choose In House
Training option to book for training as shown on Figure 36.

@ 0sHA = omen oasy @
Workplace Register Home

Projects Register

Workplace List
Bill List
oy s
e —

Training show| 13 |entries

Name Address Isic Status  Company

Company Register Electrical installation 10 TECHNC

COMPANY

Accident Register

Certificates

Compliance Checklist ot
OMPANY

z¢ea

1O TECHNOLOGIES 10 TECHN P
COMPANY LIMITED Mbeya COMPAN)

Zeat

Figure 36: Accessing inhouse training page




ii) Upon clicking In House Training system loads In-house training
portal. Fill in all required fields and click Submit to save the details
as illustrated in Figure 37.

TIOTRDCE
10 TECHNOLOGIES COMPANY LIMITED Iringa

Total Employee

0

Type Inhouse

I house Training - OSHA Staff will conduct traning in your workplace, Only
employees to 10 TECHNOLOGIES COMPANY LIMITED Iringa will be eligible

Traiing Participants Number

Figure 37: Fiiling inhouse training page

5.3 How to book for Workplace Scheduled Training

These training are scheduled by OSHA and are conducted at OSHA's
premises.
Steps:

i) Click on Workplace Register to access the menu to request scheduled
training. Click on the “Request Training” button and choose Book

Address sic Status

Electrica instalation

Figure 38: Accessing scheduled training page




Scheduled Training option to book for training. This is illustrated
in Figure 38 above.

ii) On clicking Book Scheduled Training system loads Scheduled

training portal. Fill all required fields and click Submit to save the
details. This is illustrated in Figure 39.

Workplace Training Booking : [0 TECHNOLOGIES COMPANY LIMITED Iringa

Workplace

10 TECHNOLOGIES COMPANY LIMITED Iringa

Type : Osha Training Schedule
10 TECHNOLOGIES COMPANY LIMITED Iringa Statf wil be eligible to attend
training as selected below

Training

Training Participants Number

Figure 39: Filling scheduled training form

5.4 How to enroll Workplace Employees into training courses

Workplace Admin may enroll all employees on the course selected and
its bill shall be settled so that they can attend such courses. The number of
employees enrolled should be equal to the number of participants specified
on the training application form.

Steps

i) Click on the Training menu to access the option for enrolling
employees into training. Click on Enroll Employee sub-menu to
view and fill the form for Training Employee Enrollment. This is
illustrated in Figure 40.




omey oosw @ User s

# 0SHA

Workplace Register Home

Projects Register

Workplace List
Bill List
e -
Payment & Receipt

Training Show 1z entries Search:
T Name Address 1sic Status  Company Created At
Traini o Astn | Eocthol rstalition
My Training 0. Arusha Electrical installatio @View
Enoll Employee 2t
More ~
My Certificates
Enployee Lt idodi.Iinga Municipal Iringa i T
£ Edt
Company Register
More +
Accident Register
@View

Certficates

Figure 40: Accessing employee enrollment page

ii) On clicking Enroll Employee system loads Employee Enrollment
portal. Fill all required fields and click Enroll Now to save the details
as illustrated in Figure 41.

® 0SHA = moen oasw A Ui Javie
Workplace Register Home / trainingParticipants / enroll
Projects Register
Training Employee Enroliment

Bill List

Payment & Receipt Payment Reference

Training
i ontrol our have tra
Training List
Training
My Training
Enroll Employee Employees

My Certificates

Employee List Enroll Now

Company Register

Accident Register

Figure 41: Filling employee enrollment page




6. Billing and Payments

6.1 How to view Billing Details

Bills for workplace are generated from different services offered by OSHA
including Inspection services and trainings. Workplace admin is provided with
an interface to view billing details and settle such bills by using the control
number obtained from the system.

Steps:

i) Click on Bill List menu to access all bill lists for the respective work-
place. Click on View button to view particular bill details for further
actions including payment, as illustrated in Figure 42.

eOSHA = ey oosy @
Workplace Register Home
Projects Register
Bl List Al Paid  Unpaid  PaidPartial ~ Canceled  Deleted
Bill
Payment & Receipt
3yment eipt Missing Control#
r  Training
i entries ear
Employee List
Compary Register Bill ) Control Billed » Created Created
Number BillDate  Number Amount  To Payer Description Status BY at
Accident Register 5 o
991510102841 50000 Inspectio [unean] ®
View
Certiicates
Compliance Checst 00015345 AprilO4 991510102504 1630000 Workplace IO TECHNOLOGES  Inspecior [unean] ®
2 D View

Figure 42: Accessing bill list page

ii) On Clicking View button, system loads bill particulars showing all
the necessary details for the respective bill including option to print
invoice and print fund transfer form.




CN 991510102594

2022-04-04 16:27:45

S/N CODE SERVICES AMOUNT(TZS) INSPECT]

amount

Paid amount

Bill Status

Bill Number

Penalty Days

Outstanding balance

Control Number

Payment Method

Penalty Amount

1,630,000

0

1,630,000

991510102594

Lunpai ]

00015345

Full Payment

204

16,626,000

Total 1,630,000

Figure 43: Viewing bill particulars page

6.2 How to view Payment and Receipts details

After settling Bills generated from different services offered by OSHA
including Inspection services and trainings. Workplace admin is provided
with an interface to view payment details.

Steps:

i) Click on Payment & Receipt menu to access all bill payment list
for respective workplace. Click on View button to view payment
particulars as illustrated in Figure 44.

€ 0sHA

Workplace Register

Projects Register

Bl List

Payment & Receipt

Teaiing

Employee List

Company Register

Accident Register

Certficates

Compliance Checklist

Home

Bll Payments

tent  Payment Bill Paid
Reference AMount  Amount

st03,  921215061310572 1,000 500

04

mber

Payment Payment  Creditedacc  Created
PayerCell  PayerName  Receipt Provider  no at

Figure 44: Accessing payment and receipt list




ii) On Clicking View button, system loads payment particulars for
respective bill including option to print receipt as shown in Figure

€ 0sHA - ooy cosw @ Uie
Workplace Register Home
ProjecsRegiter = E summary
LA 921215061310572
Payment & Receipt AIvRZA12 2668
Bl 00005562
Traii
e gill d
ks Bill Amount 5562
Paid Amount
Company Register Transaction Code
Receipt Number 991510062412
Accident Register
Preview Receipt Receipt : F 3
Certficates Transaction Type
Payer Name PaymentResponse
Compliance Checkist 0T JPANY LIMITED - Head
Transaction 1d
Payer number 0713127045 FA12159861233344

021.08.02.13:22:04

Figure 45: Viewing payment particulars page

. Accidents and Incidents

7.1 Reporting Accidents and incidents

Workplace admin is provided with an interface to report accidents and
incidents occurring at workplace. These details will be set as Accidents noti-
fication for OSHA Inspectors for further accidents investigations.

Steps:

i) Click on the view button or workplace name on the displayed work-
place list as shown on Figure 46;

Request Training ~ | Register Exsting Workplace ~
Payment & Receipt

Training Show | 1@ entries Search:

Employee List Name Address Isic Status Company Created At
Company Register 0 TECHNOLOGIES Plot
(COMPANY LIMITED Arus!
Accident Register Arusha
Certficates
P (0 TECHNOLOGIES Idod. Iringa Municipal
AN COMPANY LIMITED Iringa

ringa

Figure 46: Viewing workplace detaiuls page




ii) System displays workplace details including option for Accident
reporting. Click on Report Accident Tab to view accident reporting
portal, as shown on Figure 47.

@ 0sHA = [—

Workplace Register Home / workplace / viex

Projects Register

10 TECHNOLOGIES COMPANY LIMITED Arusha

Payment & Receipt
Register Pressure Vessel Register Pressure Vessel Register Lift Register Project Add Member Request Training =

Training
Employee List
Company Register Workplace Information °
Accident Register Workplace [dentifier Company TIN Nature Of Work
10 TECHNOLOGIES COMPANY 10 TECHNOLOGIES COMPANY 122642526 Electrical Works
Certiicates LIMITED Arusha LIMITED
151 Class I5IC Section Status
Compliance Checkist Electrical installation Electrical installation

Address °

Address Land Mark Postal Address Email
Plot 112, Block A, Oljoro. Arusha  Ujamaa Road komborighton@gmail.com
District Arusha

Cel Phone

Figure 47: Accessing accident reporting page

iii ) On clicking Report Accident Tab, system displays portal for report-
ing accident. Fill all required accidents details and click on submit
button to save accident details as shpown on Figure 48

€ 0SHA ooy masw @ O
Workplace Register Home / incident / create / workplace
Projects Register
: Report New Incident : |0 TECHNOLOGIES COMPANY LIMITED Arusha
Bill List
Payment & Receipt Describe what happened. Please be detailed but state only facts
Training
Employee List Incident Type
Company Register
Accident Register Incident Time

Certificates

Supervisor On Duty
Compliance Checkiist

People Affected.

Lo [

Figure 48: Filling accident reporting form




7.2 Accidents Register

Workplace admin can preview details of all registered accidents that
occurred at the workplace as shown on Figure 49.

EOSHA = ooy masw @ Use
Workplace Register Home
Projects Register
2 Incidents
Bl List
e Shent Show 12 entries Search
g Tining
Incident Supervisor People Reported
wims.incidents.fields.workplace Description  Type Time On Duty Affected  Reporter  Time
Employee List
10 TEC! LOGIES COMPANY LIMITED 3jali Javier Righton Bilal Kisoya
i E Head Office Kieo

Accident Register

Certificates Showing 1to 1 of 1 entries

Compliance Checkiist

SAFETY FIRST

Figure 49: Accessing accident register page

8. Feedback and review

In the course of using this Guide, any comments for improvement or
clarifications should be submitted to info@osha.go.tz. Furthermore, this Guide
shall be reviewed on annual basis or at any time as the need arises.




For communication with OSHA, write to the address below:-

Chief Executive,
PO Box 519, Dar es Salaam - Tanzania

Tel +255 22 (0)2760548 /2760552 | Fax: +255 (0)22 2760552
e-mail: info@osha.go.tz | Website: www.osha.go.tz




