CONTRACTOR SAFETY

Ccontractor:
Step — by — Step Guide
« Adding New Employees into ISN

« Adding a Photo to Already Existing Employee
« Obtaining a Badge
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Select “Employee Information & Training” from the
Menu on the Left — Hand Side
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Select “Employees” from the Drop — Down, then
“Employee Information”

View: m

1. Company Information

LV ELY

@ 2. Employee Information &
Training

Employees

" Employee Information

ISNetworld Em p Iuee 1D
Cards

User Login Access

Reports -

Project Resources/Assignment
O online Training -

Operator Qualifications (0Q) -

Training Qualifications (TQ) - A
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Run a SEARCH to ensure employee is not already in ISN system.
Enter employee LAST name and hit “ Search”

Employee Information

Searchf/Results

Filter

Employee Name o ISNetworld Employee
[
[Select Job Title
SMetworld Employee |D

First Name _ [Select a Location
Active |V

Middle Name 7
[Shuw All Users |V]

[Su pervisor | V]

L] show users with active login [Immediate subordinates |vJ

Use sdditional search options access only

2
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If employee is not in ISN, you can add them from this
screen by selecting “+ Add New Employee”

Employee Information

Search/Results ﬁ

Filter

Results
Mo record(s) found.
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If you DO NOT run a search, Step 1 will auto populate to “No” but will allow you to add
a worker even if they already have an ISN account (duplicates employee name).
Enter Employee Information: First Name, Last Name and Email Address (minimum)

> Select “Save”

Search/Results Iﬁﬁu

Step 1: Does the employee have an existing ISNetworld Employee ID?

® no i—
O Yes
o=
Middle Name: Nick;'le:
Address: Home #:
Address 2: Work #:
Country: -Select a Country- V Ext: j
City: Country Code: Select Country Code [V
State/Province: v Mobile #:
Postal Code:

=D
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After Saving Employee’s Data, Click on “Upload Picture” for an ISN Badge

Search/Results DriverInfo  Training Jobs Certificates

Beaver, Brent

Last Name: Beaver First Name: Brent

Image
Middle Name: Nickname:

Not
A | bl Address: Home #:

valiable
Address 2: Work #:
Country: -Select a Country- W Ext:
City: Country Code: Select Country Code|W
State/Province: LY Maobile #:
Postal Code: Email:
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Check Boxes for “Print ID Card” and “Request ID Card”

Beaver, Brent

Last Name: Beaver First Name: Brent

Irrp:l?]?:e Middle Name: LT I:l
Available | A ] o I

Address 2: Work #:
Upload Picture Cauntrv: |—<§F~Iect a Country- |V Ext: |:|
]
U pload PhOtO . Country Code: Select Country Code|™

Employee photos should follow the guidelines below: ‘V‘ Mobile #: I:l

Photo of individual - shoulders and head up only

* Employees should be locking directly at the :| Email:
camera

No group photos

No hats

Nao sungl

LI Print ID Card (Immediate)
——  *Photo dlarity dependent on image size and printer.

ISN ] Status: -
O Request ID Card (via Mail) h a Title- v Active |V

Name your file £ Title
Em ‘

Hired:

a Category- |V‘

t Category

Browse... a Location- |v‘ Terminated:

t Location

Select your file
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Enter Employee’s Name, Browse for the Picture, and then Click “Upload”

Beaver, Brent

Last Name:
Image
Middle Name:
Not
Available podress:
Address 2:
Upload Picture Coauntry:

Upload Photo

Employee photos should follow the guidelines below:

* Photo of individual - shoulders and head up only

* Employees should be looking directly at the
camera

* No group photos

* No hats

* No sunglasses

Beaver

]
]

First Name:
Nickname: I:l

|-<;plect a Country-

v

(]

o

U] print ID Card (Immediate)
——  *Photo clarity dependent on image size and printe

ISN
O Request 1D Card (via Mail)

o Name your file

Select your file

Country Code: Select Country Code V|

S
T,
t Title
t Category

v e

I m e a Location-

t Location

A
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If Employee is ALREADY in ISN and Photo has
Been Uploaded

Home

My Clients

Favorites

Message Center

All ltems

Search ISNetworld Tools

Company Information ~

Employee Information & Training -

Employees

Employee Information
ISNetworld Employee ID Cards
Reports

Project Resources/Assignment
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Enter Employee Name to Print/Request a Badge

ISNetworld Employee ID Cards

Search/Results

Filter

Employee Name

Schiro o

First Name

Middle Mame

Use additional search options ¥

ISNetworld Employee
ID

ISMetworld Employee 1D

Active lv‘

[Show All Users lV‘

[]show users with active login
access only

[Selectjob Title

[Select a Location

(2
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Check the Preferred Method and Hit “ Submit Request”

ISNetworld Employee ID Cards

Search/Results

Filter

Results

1 Total Records Page 1

Print ID Card {(Immediate) Request ID Card {via Mail)
Employes ISNetworld Employes 1D Last Reguest Date Last Print Date M select All M select All
m SCHIRI ISN-04523191

1 Total Records
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