Office of Safety, Health and Environment
University Campus Infrastructure

National University
of Singapore

= NUS
%

ERHS360 IT SYSTEM
AIMS USER GUIDE

FOR APPROVERS

Version 1.1
© Copyright National University of Singapore. All Rights Reserved.



Office of Safety, Health and Environment
University Campus Infrastructure

CONTENTS INUS

of Singapore

1. Objective

2. Before loggingin

3. Logging in to EHS360
4. User interface

5. Approving an investigation report

© Copyright National University of Singapore. All Rights Reserved. 2



Office of Safety, Health and Environment
University Campus Infrastructure
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of Singapore

You have received an email notification from TP ————

d to me -

EHS360 System that you have been assigned as DEERL A LI TR

English > Chinese~  Translate message

an approver for an incident.

Approver Assigned
‘You have been assigned as the approver for the following incident investigation report.
Incident details:

Reference number: 2127

Location: WSl R ET O R AN

. . Location details: 12345

As an assigned approver, you are required to do Date Coouec: 05y 2016
Time Occurred: 18:00
Type of incident:Incident

t h e fOI IOWI ng : Description of incident/ near miss: 12344556

Please proceed to review and approve or reject the incident investigation report.
Please logon to EHS360 and navigate to the AIMS tab for more details.

1. Login and review the incident pestRegmrs
E}?fs:gsff g:?:t;@l—:::ljtrh and Environment

ehs360@nus.edu.sg

assessment/investigation report

2. Approve and reject the investigation report
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Before you proceed, you should have the following ready:

1. NUSNET login and password

2. VIP Access (2FA application) registered and installed on your

smartphone/computer

3. Reference number of the incident (as indicated in the email

© Copyright National University of Singapore. All Rights Reserved.
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* Go to Staff Portal > eServices menu > Staff Portal OSHE Portal
Select AIMS [eservices |
. . ExpandiallfGollap=cial = Integr_ated Online Research o
e Alternatively, go to the e-Services © myWorkist © i

D Faculty ePortfolio @ * Application (TPA)

Sectio n on OS H E,S Staff po rta I g f;,:‘:ervice srE L = Accident & Incident Reporting System

= Internal Career Portal I
3 HR Interaction Portal - Anonvr.nous Safety Concern
[JBusiness Intelligence Reporting
[JFacilities Booking = Non-lab based declaration
. . Cileave @ *  safety Suggestion through VOICE
Note: If you are a staff, you will need to login R nce Momt(acsd) © * OSHE Customer Fecdback
H H [dPerf Mgmt(Exec&Prof) @
to WebVPN first in order to access the Staff rmance Momi(ExeckproD

Portal from outside NUS network (e.g. from
your personal internet connection).
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myEMAIL IWLE UBRARY MAPS CALENDAR SITEMAP Ci

National University

1. From the AIMS

=TI NUS
%

ffice of Safety, Health & Envir:

webpage, select

the login link.
AIMS

Introduction

The Accident and Incident Management System (AIMS, previously known as AIRS), is an online platform used by the University to manage safety and health related
incidents on campus. Staff and students are encouraged to report all occupational-related safety and health related incidents, near-misses and unsafe
acts/conditions centrally to the Office of Safety, Health and Environment (OSHE), within 24 hours of occurrence.

The AIMS module in EHS 360 is an integrated system that allows for.

Incidents, near-misses and unsafe actsiconditions to be reported to a centralised

Management of investigations and follow-up by respective departiments-in-charge

Tracking of corrective and preventive actions

Monitoring of statistics and trends for identification of possible intervention and prevention programmes

oW o

Tools
To report an incident, near-miss or safety concern using your NUSNET account Login here
Root Cause Analysis Templates e
NUS Accident / Incident Reporting and Investigation Standard View standard
User Guide for AIMS

Training Slides e

FAQs

This section contains some Frequently Asked Questions (FAQs) about AIMS. Please check here before contacting support for more information.

© Copyright National University of Singapore. All Rights Reserved. 6



Office of Safety, Health and Environment
University Campus Infrastructure

© LOGGING IN BNUS

of Singapore

2. Depending on your location or browser, you may be prompted to log in
with your NUSNET ID and password.

- National University of
S e e e S e Singapore

National University of

Singapore

Sign in with your organizational account

Please sign in with your NUSMET ID, eqg:
S s nusstfiuserid
N e nusstuluserid
N s nusext\userid

© Copyright National University of Singapore. All Rights Reserved. 7
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3.  You will be prompted that 2FA is required. Click on the Continue button
to proceed.

¥
¥
A
(<}
1]

« C A 8 hups//vafs.nus.edu.sg/adf

National University of
Singapore

National University of
Singapore

Welcome NUSSTR\oshgkb

This application requires a 2nd factor authentication
for security reasons. Please click Continue to proceed

© Copyright National University of Singapore. All Rights Reserved. 8
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© LOGGING IN

4. Asigninrequest will be sent to your mobile device (if you are using a
2FA mobile token). Approve the sign in request on your mobile device to
continue.

eeeco Singtel = 11:40 AM @ @ 3} 98% I #

3 : X
Confirm Your ldentity
A Sign In Request was sent to the following mobile
devices:
Approve request on the device to finish signing in. Sign In Request
ING 3h e BT S LTINS e pprove your Sign In request from:
e e R ational University of Singapore
https://vafs.nus.edu.sg
Did not receive the Sign In request? 11:39 AM
Send itagain
Approve
or
Use a security code
Enabled by:
{%mlﬂllf_
lidation &

I Pratection
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4. If you are using desktop 2FA or if the push notification on your mobile
device is not successful, click “Use a Security Code” and enter the
security code indicated on your 2FA token.

Welcome NUSS

This application reqi
for security reasons

Confirm Your ldentity

For your protection, enter a security code to help confirm
your identity.

Security Code:

Cancel Continue

© Copyright National University of Singapore. All Rights Reserved. 10
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1. Selection Menu 2. User Preferences

Home
-
MY ACTIONS MESSAGES LIBRARY
T T The latest information Get detailed information from the online librar
No items in your to-do list. & Test 22 June 2016

3. Dashboard-

lgnore footer information

© Copyright National University of Singapore. All Rights Reserved. 11
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@ U S E R I NT E R FAC E el NUS Office of Safety, Health and Environment
@ National University Universi_ty CampUS Infrastructure

To access the AIMS module, select AIMS from the menu dropdown.

rnvo =

§ HCIIT'IE - - . = Home ~

! 1

! 1

1 1

! 1

1

Home i MY ACTIONS ! MESSAGES LIBRARY

1

1 -do li : rmation
! 1

! 1

! |

r|~ Fhus | Q = &

Get detailed information from the online librar

Library

Actions

hHﬂS{ﬁ:] S

Reporting 0
Config -

Mo items in your to-do Tist. e
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This is the tabular view in the AIMS module which shows all the incidents
which you have access to view.

« C 0N https://ap1.rivosafeguard.com/ChecklLogon.aspx 2 0 =
I~
rlvo E;?NUS @ ENGINEERING-CHEMICAL & BIOMOLECULAR ENGINEERING-E5-03-35 % -
AIMS ~  ViewAIMS  Add incident
Home / AIMS
Alllocations ¥ || Dateofincident:all ~ Status:all ™ Location:all ¥
Faculty/Department/RIRC conducting investigation :all ™ Impact level assessment: all ¥ Incident categery: all ™ Reference number v
Export=
Initial
Reference Eaculty/Department/RIRC conducting incident Impact level Incident Incident Incident type Lead
Options number  Date of incident Location investigation classification  assessment category cluster (specific) investigator Status

g_ 2116 05 July 2016 ENGINEERING-BIOMEDICAL Faculty of Engineering - Department of Incident Level 2 - Medium  Academic- Research Chemical spill Test Under

ENGINEERING- - Biomedical Engineering related Account - Investigation
Informant

f. 2119 05 July 2016 ENGINEERING-CIVIL & Incident Fire Review
ENVIRONMENTAL ENGINEERING- -

o 2122 05 July 2016 ENGINEERING-CHEMICAL & Other Incident Level 3-High Academic- Contractor Over-exertion Test Investigation
BICMOLECULAR ENGINEERING-ES- related Account - - Pending
03-35 Investigator Approval

& 2126 05 July 2016 MEDICINE-BIOCHEMISTRY-CELS-02- Incident Fire Review
03

F. 2127 05 July 2016 ENGINEERING-BIOMEDICAL Faculty of Engineering - Department of Incident Level 3-High Others Field Work Animal bite Test Incident - -
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Refer to the reference number provided in the email notification sent to you
and click on the corresponding one in the list.

€« cC N https://ap1.rivosafeguard.com/CheckLogon.aspx & 0O =
\r|vo Ehus @ ENGINEERING-CHEMICAL & BIOMOLECULAR ENGINEERING-E5-03-35 % &~

MS ~ View AIMS  Add

Reference
number

Home / AIMS

= Add incident Alllocations ¥ || Dateofincident:all ~ Status:all ™ Location:all ¥

Fa:u\ty,’DewrtmEmt‘-’RIRC conducting investigation :all ™ Impact level assessment: all ¥ Incident categery: all ™ Reference number v

2 -I 1 Iﬁ \ Expart -
\

- =) Initial
Reference Eaculty/Department/RIRC conducting incident Impact level Incident Incident Incident type Lead
Options | number I Date of incident Location investigation classification  assessment category cluster (specific) investigator Status
g_ I 2116 IDS July 2016 ENGINEERING-BIOMEDICAL Faculty of Engineering - Department of Incident Level 2 - Medium  Academic- Research Chemical spill Test Under
ENGINEERING- - Biomedical Engineering related Account - Investigation
I I Informant
-= " 5= = 05 uly 2016 ENGINEERING-CIVIL & Incident Fire Review
ENVIRONMENTAL ENGINEERING- -
o 2122 05 July 2016 ENGINEERING-CHEMICAL & Other Incident Level 3-High Academic- Contractor Over-exertion Test Investigation
BICMOLECULAR ENGINEERING-ES- related Account - - Pending
03-35 Investigator Approval
& 05 July 2016 MEDICINE-BIOCHEMISTRY-CELS-02- Incident Fire Review
03
F. 2127 05 July 2016 ENGINEERING-BIOMEDICAL Faculty of Engineering - Department of Incident Level 3-High Others Field Work Animal bite Test Incident - -
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INVESTIGATION REPORT )

Part 4: Approval
The Investigation Approver is responsible for

filling in Part4 > Approving or Rejecting the
Investigation! After the Approve or Reject
selection a comment need to be added.

Approve / Reject investigation

Approve Reject

Pleaze add your comment:

Note: Due to system design limitations, the approver is not able to view attachments directly on
the portal. The attachments can be found in the email notification which were sent to the

approver

Scroll down to the end of the page and click “Save and submit” to proceed.

Save & Submit Save and add another Save and create copy

© Copyright National University of Singapore. All Rights Reserved. 15
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© APPROVING AN INCIDENT NUS
INVESTIGATION REPORT |

1. If the reportis rejected, the report will be returned to the investigator for
amendment. An email will be sent to the investigator to notify him/her about

the rejection of the report.

2. If thereportis approved, the report will be submitted to the AIMS

Administrator for further review and closure.

© Copyright National University of Singapore. All Rights Reserved. 16
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Thank you

For further enquiries about AIMS, please contact

ehs360@nus.edu.sg
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