
 

To update worker information and check their assigned roles, login and click Manage 

Employees: 

 

 

Find the worker you want to review by using the search function. Click on their name of the 

worker: 

 

  



 

To update any personal information or upload a photo, click on the edit button on the top 

right-hand corner of the screen below. To view the worker’s roles, click on Work Roles: 

 

 

  



 

From this screen you can view the roles this worker has. As you can see the PSSR 6.1 role is 

expiring on the 17/12/2020: 

 

When you click on the expiring role you can see the Overhead lines and equipment – General 

– Online course is expiring: 

 

 



 

To renew this role and have a new online training link sent, you need to re-submit the role. 

Click on Manage Roles: 

 

Click on Add New Role from the screen below: 

 

 

Use the search function to find the correct role and click to add it to the worker’s profile: 

 

 



 

 

 

Click on the role you have added to see the expiring competency: 

 

 

When you click on the expiring competency, you are shown a screen with the competency 

requires online training. Enrol the learner in the course by ticking the below box then clicking 

‘save & next’: 

 

 

You will be prompted to upload any other documents required for the role. 

Once you have completed the process you will see the ‘Back to Roles’ button. The worker will 

then be emailed the link for training. 


