Supervisor Tracking Tool Instructions

Due to recent improvements in the www.safetytraining.nih.gov website it is now easier than ever

to track

the status of personnel at NIH. This is a brief guide of the steps you need to take to set up and begin

tracking training for you staff.

Step 1. Select “Account Login”, Located in the upper right corner of the screen.
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Please select from one of the options below.
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Step 2. Choose your login option or create a new account if you do not have one.
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Option 1
Click here to use your NIH login credentials for sign in

Option 2
Click here to log into this website with your Safety Training user ID and password

Option 3
Click here to create a new user account
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Step 3. Click on “Employee Tracking”.
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Employee Tracking = rainee Records

Safety Training Course Records
DoHs
Employee Training Records

Employee Safety Training Records from June 2008 to present, use fields below.

Supervisor/Safety Specialist Reports
Enter the first and last names of up to 15 employees and select "[Run Report]" to produce a list of classes each employee has taken.
Note this search will be performed for the following Institute: OD
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https://www.safetytraining.nih.gov/

Step 4. Click on “Lookup / Add User”.
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Export Employee Tracking To Excel (CSV)
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Step 5. Type in the first and/or last name of the employee you want to track, then select them from the
list.

Student Lookup

Please complete the following form to locate trainees, Once you have located the desired trainee, click the "Se|
them to your tracking report.

Return to Employee Tracking:

First Name:| Test | Last Name:/student | Institute: OD w| Search

Search Results - Your Search Returned 1 Record
|user 1d| First Name|Last Name| Work Phone | Institute| Select
Test Student oD

Step 6. Select the role for that employee.
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Step 7. Select the employee job function from the menu. There are descriptions of the positions
displayed when you select a category. Click on “Proceed” after you have found the appropriate category.
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Step 8. Repeat with each employee you want to track. Upon completion you will have a color coded
view of your groups training status. Green is up-to-date. Yellow is expired. Red is never completed.
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That’s all there is to it. Just set up your tracking list and log in periodically to check the status of the
personnel you are responsible for tracking.
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