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Objective

Users to be familiarised with EHS360 Training 
Module to identify training requirements, 

manage training records and generate training 
reports to ensure compliance with NUS safety 

training requirements 
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Background

Identify Training 
Requirements

• Supervisors identify 
and inform trainees to 
attend relevant safety 
and health trainings 
either via email or 
face to face meetings

Complete relevant 
safety & health courses

• Trainees complete 
online/classroom 
training course and 
print hardcopy eCert
for reference

Track safety & health 
records

• Trainees submit course 
eCert to Supervisor to 
show their competency 
before they start work at 
laboratory/workshop

Monitor training records

• Supervisors track, 
compile and maintain 
eCert register of their 
group members

Current Management of 
Safety and Health Trainings 
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What are the current key 
challenges?
1. Trainees did not attend relevant safety & health trainings identified

by Supervisor

2. Trainees have misplaced their training eCert

3. Trainees do not have an online training register that tracks the
status of the trainings attended

4. Supervisors have to manually track and monitor the group
members training records
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What are the Key Functionalities 
of EHS360 Training Module?

1. Supervisors to perform online identification of
training requirements for group members

2. Trainees to receive email reminder notifications
a. Types of training courses identified by Supervisor
b. Attend refresher courses before training certificates

expired (ie. 45 days and 30 days before expiry dates)

3. Online training register to track and monitor training
records
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Workflow of EHS360 Training 
Module

Identify Safety & 
Health Training 
Requirements

• Supervisor identify relevant safety & health training courses for group members
• Trainees will receive email notification on the types of training courses

Complete safety 
and health 
trainings

• Trainees complete IVLE and / or classroom safety & health trainings 
• Trainees receive email notification within 24hrs / 2 weeks for successful completion 

of online safety & health courses and classroom courses respectively

Track and monitor 
safety and health 
training records

• Trainees can view safety & health training status and records in their individual 
training passport (ie. Individual training register)

• Email notifications to trainees to attend refresher course
• Training register for Supervisor to view group members training status and records
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Access Control of EHS360 
Training Module

Roles Information Access
1. Trainees Individual training records

2. Supervisors, Safety
Leads (SLs), Safety and 
Health Coordinators (SHCs)
and Heads of Department

(HODs)

View and manage team members training 
requirements and records 

3. Safety and Health 
Officers (SHOs)

View all trainees training records

*Safety Leads will progressively be given the same access control when their 
Supervisor are scheduled for SMS audits
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A. View Trainees
1. View Training Passport
2. Print Training Passport
3. Email Training Passport (only for Supervisors, SLs, SHCs & HODs)
4. Modify Required Training (only for Supervisors, SLs, SHCs & HODs)
5. View Training Records (only for Supervisors, SLs, SHCs & HODs)
6. Add Training Records (only for Supervisors, SLs, SHCs & HODs)

B. Reporting
Generate report by types of courses, Depts & etc (only for Supervisors, 
SLs, SHCs & HODs)

Options in the System
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Access to EHS360 System 

• Proceed to EHS360 Website and click ‘Launch EHS360’
• Prompt for 2FA
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To access the Training Module please navigate to
HOME > Training1
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View Trainees – Access by Trainees1a
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View Trainees – Access by Supervisors, SHCs & HODs  1b

Each trainee and their 
home location is listed in 

this view
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View Trainees – Access by SHOs  1c

View all trainees and their 
home location is listed in 

this view
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Identify Relevant S&H Trainings – Access by Supervisors, 
SLs, SHCs and HODs  

2

Click ‘Modify required training’ and it 
allows you to link training types to this 
particular trainee

This trainee can be linked to a training by 
clicking on the requirement column 
(where empty)

Select the option you prefer for this 
particular trainee from the list that is 
shown

Click on the setting option2a

2b

2c

2d
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SSTS Training Requirements

Details of SSTS Training Requirements
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Click on this link here will download/open NUS 
SSTS Training Requirements  

The training requirements are changed in 
this window, the trainee for which the 

training requirement has changed can be 
notified via email , by clicking on the 

“Notify Trainee” button

2e

2f
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Clicking on the Notify Trainee button WILL trigger an email that will be sent to the 
trainee and trainee’s Supervisor.  

If the user (eg. Supervisor, SL, SHC or HOD) will press “Back” instead of “Notify 
Trainee” then system WILL NOT trigger an email.   

The email content will capture the following information: 



© Copyright National University of Singapore. All Rights Reserved. 

3 Trainees Completed IVLE and/or Classroom Safety & 
Health Trainings

Trainees received email notification within 24hrs / 2 weeks upon successful completion of online 
courses or classroom courses
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4

Click ‘View training passport’

Click on the option button

4a

4b

Track and Monitor Training Status and Records

View Training Passport
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Each trainee has a training passport which can be opened by accessing the menu under ‘Options’ on the 
‘View trainees’ view.

First section contains details of the trainee

‘Completed training’ lists all completed 
training records of the trainee

‘Individual Training requirements ’ lists courses  
identified by Supervisors 

Sample of Training Passport   
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4 Track and Monitor Training Status and Records

Email Notifications before Training Certificates Expire (ie. 
45 days and 30 days before expiry dates)
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5 Generate Training Reports

Reports are available under Reports tab, Training  group of reports as follows:

5a

Click on the Reporting Tab

5b

Select the types of reports
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Sample of Training Report – List all training courses   

5c
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Sample of Training Report – Filter the relevant course 
(eg. OSHCHM01 - Chemical Safety)    
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Sample of Training Report – Document Types for Export  

5d

5e
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Sample of Training Report – Download File   

5f
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Sample of Training Report - Export to Excel Doc   
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6 Useful Information

a. Training Familiarization Workshop Presentation slides

b. Training Familiarization Workshop Training Video 

c. The above will be available at Staff Portal > OSHE 
eServices from 28 April 2017

d. Training Module target LIVE on 28 Apr 2017

e. For enquiries, contact Rachel Lim at oshbox11@nus.edu.sg
/ 66015047

mailto:oshbox11@nus.edu.sg
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