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Access to EHS360 System 

• Proceed to EHS360 Website and click ‘Launch EHS360’
• Prompt for 2FA
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The home page gives you an immediate overview of the status for each area within RIVO. 

Use the ”Home” drop 
down to navigate 

between Safeguard 
modules…

…or the 
links within 
the page

Here are your user options, 
like Logout or Change 

Password

RIVO Home Page
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Different 
display 
preferences. 
We 
recommend 
to keep the 
default 
preferences.

RIVO Home Page

Check their  
user details 

There are some options  at the top of the page that allow the user to:

Change 
their 

passwords
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If the user has access to more than 
one location, clicking here allows 

the user to change it.
The location that the user will see when he first 
logs in , is the home location that he has set in 

his user profile.

Click here to see the  list of 
locations you have access to and 
then select the desired location .

RIVO Home Page
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Export allows the user to
take data seen in the
table and export it into
one of the listed formats:

Useful Hints

Within each module on the list pages, users will see the following options at the top of the table:

The search facility allows the 
user to search for particular 

records, using key words from 
data within any of the listed 

table columns.
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WSHIR Module

Overview
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Accessing WSHIR Module

Click on the ‘WSHIR’ value under “Home” to display a list of WSHIR’s that have 
been reported.
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WSHIR List Page view

Clicking on the WSHIR value under home you will be directed on the List Page View of the module where 
you will be able to see the types of WSHIR raised in the system.

Clicking on Options for each 
WSHIR you will be able:
• View /Edit
• Delete – if you have this role
• View WSHIR as a PDF
• View history

Add 
WSHIR



© Copyright National University of Singapore. All Rights Reserved. 

Add WSHIR (For OSHE Administrator) 

You can add 2 types of WSHIR records :
• Academic Supervisor SHMS Dossier
• Department SHMS Dossier
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Academic Supervisor SHMS (For OSHE Administrator)

Reference number : 
Automatic number –

generated by the system

WSHIR ID  - All WSHIR Record 
are being identified by the 

WSHIR ID which is actually the 
location at which the WSHIR is 

registered against

Details of Academic 
Supervisor – clicking on Select 

will open a search window, 
connected to the users list 

available in the system – you will 
be able to change the already 
chosen Academic Supervisor! 

Once selected his main 
information will be listed I the 

table
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Academic Supervisor SHMS 

Status of certification : 
Drop down list with 

single option for answer

Details of Workspace:
• Click on the Question mark “?” will display some 

helpful information 
• Clicking on Add Location you will  be directed to 

another sub form 

Details of members under Academic Supervisor:
• Clicking on Click to add new member you will  be 

directed to another sub form 

Safety & Health 
Policy:
• Upload Function 
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Academic Supervisor SHMS 
– Details of Workspace  

Details of Workspace:
• Clicking this button 

will open another 
form

Location:
• Select the relevant 

location from the list

Major Hazard(s) in 
Workspace

In most cases, based 
on the “YES” answer 
more information will 
display
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Academic Supervisor SHMS 
– Details of members under Academic Supervisor

Details of members under Academic 
Supervisor– Click to Add new member -
Clicking  on this button will open a sub 
form

Safety Lead – single 
selection

Other members –
multiple chooser
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Academic Supervisor SHMS

Legal & Other requirements – for each 
applicable requirement – extra information 
will be displayed
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Academic Supervisor SHMS –
Licence/Permit/Waiver

Licence / Permit / Waiver  –
Clicking on “Add” = will open a sub 
form

Licence / Permit / Waiver  –
Summary table TEST

TEST 
STAFF
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Academic Supervisor SHMS –
Licence/Permit/Waiver

Licence / Permit / Waiver  –
Select the relevant type to 
open form.

Licence / Permit / Waiver  –
Select from drop-down list. 
Additional fields specific to 
the selected licence will be 
made available

Licence / Permit / Waiver  –
Fields marked with (*) are 
mandatory

Licence / Permit / Waiver  –
Email reminders will be sent 
to staff when licence is 
expiring
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Academic Supervisor SHMS –
Licence/Permit/Waiver

Licence / Permit / Waiver  –
Email reminders will be sent to 
staff when licence is expiring

Licence / Permit / Waiver  –
Email reminders will be sent 
based on expiry date. This 
section should be updated 
when the licence/permit/waiver 
is renewed
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Academic Supervisor SHMS –
Licence/Permit/Waiver

Licence / Permit / Waiver  –
For L3 Licence only. L5 
licensees put in charge of the 
safe use of equipment will 
receive a one-time email 
informing them of the entry 
made in WSHIR

Licence / Permit / Waiver  –
For L4 Licence only. L6 
licensees put in charge of the 
safe use of radioactive 
material will receive a one-time 
email informing them of the 
entry made in WSHIR
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Academic Supervisor SHMS –
Licence/Permit/Waiver

Licence / Permit / Waiver  –
To indicate if the 
licence/permit/waiver is not 
renewed or terminated before 
expiry date

Licence / Permit / Waiver  –
Status (Active, Expiring, 
Expired or Terminated) will be 
automatically updated

Licence / Permit / Waiver  –
Soft copies of the 
licence/permit/waiver can be 
uploaded here.
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Academic Supervisor SHMS 

Objectives & Programmes 
Click to add new O&P – Opens 
up a sub form 

Roles & Responsibilities 
Upload function

Communication, Participation 
& Consultation
Upload document here– Opens 
up a sub form 

Operational Control
Upload Manual/SOPs/SWPs 
here– Opens up a sub form 
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Academic Supervisor SHMS – Objectives & 
Programmes 
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Academic supervisor SHMS – Communication, 
Participation & Consultation 
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Academic Supervisor SHMS 
– Operational Control

When uploading photos, the 
pictures will be displayed as 
thumbnail! Once uploaded , 
relevant information will be 
displayed for each file.
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Academic Supervisor SHMS 

Emergency Preparedness & Response – “ 
Click to add new emergency responder/new 
first aider”  – will open a sub form

Emergency Response Plan – “Upload 
Emergency plan here”  – will open a sub 
form

Performance Monitoring – Upload function

Medical Surveillance – “Add lab member 
for medical surveillance” – will open a sub 
form
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Academic Supervisor SHMS 
– Emergency Preparedness & Response 
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Academic Supervisor SHMS 
– Emergency Response Plan 
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Academic Supervisor SHMS  
- Medical Surveillance 

For each selected requirement you 
need to capture the date.
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Academic Supervisor SHMS 

Emergency Response Plan – “Add new 
Equipment maintenance”  – will open a sub 
form

Internal Audit – “Upload internal audit reports 
here”  – will open a sub form

Management Review – “Add ”  – will open a 
sub form

Any other documents – Upload Function



© Copyright National University of Singapore. All Rights Reserved. 

Academic Supervisor SHMS – Equipment 
Maintenance
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Academic Supervisor SHMS – Internal Audit 
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Academic Supervisor – Management Review
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Department SHMS 

Filling in a Department SHMS Dossier is similar to filling in an Academic
Supervisor Dossier , the only field , different but with the same functionality is :
“Details of Head of Department/Director”
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WSHIR Reports
Overview
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Reporting

Click on the ‘Reporting’ value under ‘Home ’to display a list of reports for all modules that you have access to.

The list of reports for WSHIR is limited , as this is a custom module.

Note: You will be able to run reports only on data for locations that you have access rights to.
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Reporting – Chart and Table

Some reports are in both chart and table formats.

Set the parameters for the report and 
click on the ‘Run report’ button

You can choose how the 
data will be displayed –

Chart, table or both
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Custom Tabular Report

• Custom tabular actions report allows the user to build their own list page view by adding the columns available.

Changing the columns 
gives the user the 

opportunity to customize 
the report

Choose the columns you want 
and click “Add column”. When 

every column is added, save your 
settings.
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Report Options

Users are able to export their 
report in different formats

Users are able to save their report as 
favorite.

It is possible to share favourite reports 
with other NUS users.

Users are able to send 
the report via e-mail
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THANK YOU
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