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Workforce Safety and Readiness

Overview

Introduction
During times of challenge and change, your organization's ability to respond to dynamic situations is more

important than ever. Appian's Workforce Safety and Readiness (WSR) solution helps your organization get back to

a new normal in the wake of crises, such as the COVID-19 pandemic.

Protecting your employees and community during a crisis

https://docs.appian.com/suite/help/22.3/Appian_Release_Notes.html
https://docs.appian.com/suite/help/22.3/wsr-14/whats-new.html


Large organizations are using the WSR solution to respond to the COVID-19 pandemic by giving employees a

platform to confidentially report any COVID-related issues. Using this information, they can take proactive

measures to stop the spread of the virus.

It also helps strengthen workforce communities in a time of need with employee peer-to-peer support. Easily

match employee volunteers with coworkers in need of assistance—delivering groceries, offering a ride, or helping

with children at home.

Helping your workforce return to a new normal
As a crisis situation starts to return to a new normal, human resource and crisis management teams must plan to

return the workforce safely to the workplace. These transitions are complex.

In the wake of the COVID-19 pandemic, to ensure people are productive and safe in the workplace, organizations

will need to consider concerns such as:

Individual employee health and risk screenings.

Whether an employee's role can be done remotely.

Corporate policies.

A variety of national and regional government regulations.

The WSR solution helps ease your employees back into your offices and facilities, safely and with minimal

disruption. Through a safe, phased approach you can determine which locations can get back to work first, while

following local government regulations and reducing risk.

What does the Workforce Safety and Readiness solution

provide?
The WSR solution offers a wide-range of capabilities to give organizations the ability to respond to crisis situations

and manage the return-to-work process.

A unified command center

The solution establishes a central command center to safeguard the health and safety of employees. Employers

can see and manage the health and work status of all employees in real time.



Fast, easy workforce screening

Employees use a simple web or mobile interface to submit and update personal health and risk data required by

local law and corporate policy.

Intelligent return-to-workplace certification



Take advantage of pre-loaded rules that determine when it is safe for your employees to return to the workplace.

These rules are influenced by the latest health organization guidelines and government regulations and will

determine if an employee can return to work based on their responses to the employee readiness questionnaire.

If you need more flexibility, you can even modify the rules based on your organization's policies.

Fast issue resolution

Exceptions, appeals, or employee concerns can be quickly managed by HR using built-in case management

capabilities.

What do I do next?
To get your solution set up, see the Deployment Guide. We have also provided a Setup Guide with simple

instructions on how to quickly get up and running with the WSR solution.

http://localhost:4000/wsr-2/wsr-deployment-guide.html
http://localhost:4000/wsr-2/wsr-setup-guide.html


To understand more about the features of the solution and group security, see the User Guide.

Workforce Safety 2.0 Release Notes

A new version of Workforce Safety is available! Update now to take advantage of

the latest features in Worforce Safety 3.0.

Streamlined return-to-workplace questionnaire
We've simplified the employee return-to-workplace questionnaire so that the overhead and burden on an

employee is as light as you and your organization want it to be. Employees now have all of their "daily" survey

questions served up in one list that they can breeze through to determine if they receive a return-to-workplace

pass. This leaves more time for employees to take on high value activities.

Actionable employee recommendation
Employees now receive one of several determinations on their landing page after filling out their return-to-

workplace questionnaire—Return to the Workplace, Workplace Eligible, Work from Home, or Stay Home.

These determinations are based on whether the employee passed their questionnaire with no workplace

disqualifying responses, as well as a number of other factors, such as if the workplace is open or closed or if the

employee has the means of teleworking. These decisions inform the employee about what they should do that

day to best meet the safety and wellness of their colleagues. Now employees will receive clear direction on what

to do, without overwhelming HR.

http://localhost:4000/wsr-2/wsr-user-guide.html
http://localhost:4000/wsr-3/whats-new-wsr.html


Return-to-workplace pass
Upon completion of their questionnaire, employees may receive a return-to-workplace pass that enables them to

report to a given area of the workplace that day. This is based on the employee not marking any workplace

disqualifying responses on their latest questionnaire and on a variety of other factors.

Knowing that every employee who reports to the workplace will have to have successfully passed a screening

questionnaire prior to showing up to the workplace will instill confidence in the surrounding workforce that those

who are showing up to work are fit to be there. The pass is mobile-enabled for easy display at the front door of a

facility, and is also emailed to the employee for flexibility.



Adding and editing custom questionnaire questions
HR Managers can now edit a question's configuration after it's been created. No more having to deactivate a

question and write a new one if the configuration needs to change!

They can also choose which question responses on the employee questionnaire should disqualify the employee

from receiving a Return to the Workplace or Workplace Eligible determination.

Additionally, HR Managers now have granularity to decide which, if any, question responses on employee

questionnaires should trigger incident alerts to HR for case management follow up.



Maintaining social distancing in your facilities
Facilities managers can now add and associate areas to facilities, and departments to areas.

Maybe your office building has six distinct floors, with departments split among them. Or maybe you're in

manufacturing where the production line has three distinct zones for preparation, production, and packaging,

and depending on an employee's role, they report to one of the three zones. Well now, you can configure the

departments and areas for your organization.

You can link areas to facilities, and input the maximum occupiable workspaces that should be present in each

area based on recommended social distancing guidelines.



Other enhancements
Return-to-workplace questionnaire instances on an employee profile now delineate any disqualifying responses

for easy scanning by HR Managers.

We've clarified the process for employees to create and view their incidents. This action has now moved into the

top level landing page section to improve discoverability of this feature.



Solution Support
In addition to the Workforce Safety release notes and product documentation, Appian's Solutions Support team

provides a number of services to ensure the success of your Workforce Safety solution. See the Solution Support

Guide for more information.

Deployment Guide

Introduction
The Workforce Safety and Readiness solution helps large organizations manage crises, such as the COVID-19

pandemic. This page provides instructions for deploying the WSR solution in an Appian environment.

To update from version 2.0 to version 3.0 of Workforce Safety and Readiness, see the upgrade guide.

If you make any changes to Workforce Safety and Readiness that are not outlined in the Workforce Safety

and Readiness documentation on this site, you may not be able to upgrade or hotfix the solution without

losing the changes. This includes any changes to the database. Please contact our Workforce Safety and

Readiness support team with any questions about this.

Technical support

Please call our dedicated Workforce Safety and Readiness solution help line at the numbers below if at any point

you need assistance or have questions:

US: +1 (703) 420-1311

AUS: +61 285034152

UK: +44 20 3929 3748

Current customers can also log into Appian Community and open support cases. All users of the Workforce Safety

and Readiness solution can also email Appian Support at support@appian.com.

System requirements

Appian running version 20.1 or higher. Appian HIPAA Cloud is recommended to ensure potential sensitive

employee health data is protected.

A supported version of MySQL database as a business data source.

Note: Instructions below are tailored to MySQL. For use of other databases, these instructions will

need to be modified.

A supported web browser.

This solution may involve collection and dissemination of Personal Health Information. Please follow your

organization's guidelines for handling of Personal Health Information under HIPAA. Appian recommends

installing this app on Appian's HIPAA Cloud sites.

https://community.appian.com/support/p/solutions-support
https://community.appian.com/w/the-appian-playbook/1898/workforce-safety-v3---upgrade-guide
http://localhost:4000/System_Requirements.html#databases
http://localhost:4000/System_Requirements.html#web-browsers


Step 1: Download software package
To download the software package (as an existing Customer or Partner):

1. Log-in to forum.appian.com and navigate to the downloads tab.

2. Click on solutions and search for Workforce Safety and Readiness and download the download package.

This package contains the following files:

Application Zips:

Workforce Safety and Readiness.zip
Properties File:

Workforce Safety and Readiness.properties
SQL Files:

WSR-Application_Master-SQL-Script.sql

Step 2: Deploy Plugins
The Workforce Safety and Readiness solution relies on the following plugins to be deployed and configured in the

target system before the application files can be imported:

Google Maps (v1.0.4) [com.appian.ps.googlemaps.cp]

Google Maps Connected System (v1.0.1) [com.appian.ps.googlemaps.csp]

Personalization Utilities (v3.6.5)

Regular Expression Functions (v2.1.0)

Load Resource Bundle (v1.2.0)

Cloud

To deploy the plug-in for a cloud environment:

1. In the target environment, log in as the deployment user.

2. Navigate to the Admin Console.

3. On the left side of the console, click Plug-ins.

4. Click DEPLOY NEW PLUG-INS.

5. Search for and click on Google Maps.

6. Click DEPLOY.

7. Repeat steps 4-6 for the remaining plugins listed above.

Self-managed

To deploy the plug-in for a self-managed environment, follow the Deploying Plug-ins instructions to deploy the

plug-in files that can be retrieved from the AppMarket links in Step 2.

Step 3: Google API Keys
First, you’ll need a Google Service account. See our documentation on Google Service Accounts, and follow the

steps below.

1. Log in to https://console.cloud.google.com/ using a Google account.

2. Select an existing project, or create a new one by clicking on the project dropdown next to “Google Cloud

Platform”.

https://forum.appian.com/suite/sites/support/page/downloads
https://community.appian.com/b/appmarket/posts/google-maps-component-plug-in
https://community.appian.com/b/appmarket/posts/google-maps-connected-system-plug-in
https://community.appian.com/b/appmarket/posts/personalization-utilities
https://community.appian.com/b/appmarket/posts/regular-expression-functions
https://community.appian.com/b/appmarket/posts/load-resource-bundle
http://localhost:4000/Appian_Plug-ins.html#deploying-plug-ins
http://localhost:4000/google_service_account_authentication.html
https://console.cloud.google.com/


3. On the left navigation pane, go to APIs & Services > Credentials, and then click on Create Credentials > API

Key

4. Once created, copy this into a separate location. Then click into the key to edit the details (Name, etc). By

default, the key is not restricted. You may wish to restrict it further:

5. To use Restricted API Keys (recommended), follow the below instructions

Connected System API Key - IP Address Server Restriction

Select the "IP addresses" radio button, and enter your Appian site's IP Address(es), scroll down

and Save

1. To determine your Cloud IP addresses:

Determine the region where your site is hosted. If you don't know the region of your

site check the cloud insights page or engage Appian Technical Support.

http://localhost:4000/Cloud_Insights.html
https://community.appian.com/support/w/kb/971/kb-1582-how-to-whitelist-traffic-coming-from-appian-cloud-based-on-ips


Once you know your site region, use this document to determine the outbound

gateway IPs in your region. You’ll need to add all of these IP addresses to the list.

2. If you’re self-managed and don’t know your IP address, follow the instructions below in the

section “Finding my IP address for Google Maps Setup for self-managed”.

The Server Side (Connected System) API Key should look like the image below. The item should

be replaced with your site’s outbound gateway IPs.

Custom Component Plugin API Key - HTTP Referrers Restriction:

1. Repeat steps 3-4 above.

2. Select the "HTTP referrers" radio button, and enter your Appian site's dynamic content URL,

scroll down and Save. The HTTP Referrers (Component Plugin) API Key Configuration should look

like the image below. The item should be replaced with your site's dynamic url.

https://community.appian.com/support/w/kb/971/kb-1582-how-to-whitelist-traffic-coming-from-appian-cloud-based-on-ips
http://localhost:4000/Post-Install_Configurations.html#configure-your-static-and-dynamic-content-urls


6. After, you will need to enable all map-related APIs. Go back to the main dashboard, and under APIs &

Services, click on Enable APIs and Services.

7. On the left, filter by Maps. 15 options should appear, drilldown and enable each one.



8. The last step is to enable billing. Simple navigate to the billing section, create a new billing account, and

assign it to the project.

Once you have the keys, you will need to update Workforce Safety and Readiness.properties file

downloaded in Step 1.

1. Open the Workforce Safety and Readiness.properties file.

2. Update the values with your keys

If you used a dummy IP address, you’ll need to return to this step after following the steps for ‘I used a

dummy IP address for Google Maps setup’ to populate these values.

3. Save the file.

Step 4: Create database objects
In order to create the structure for the database tables, views, and other objects that are a part of the Workforce

Safety and Readiness solution, you will need to run DDL scripts in your database.



1. In your MySQL business database, select the "Appian" or desired target database.

2. Import the WSR-Application_Master-SQL-Script.sql, which was downloaded in Step 1.

Step 5: Import the application files
First, set environment specific values:

1. Before importing the application files, open Workforce Safety and Readiness.properties file that was

downloaded in Step 1.

2. Update the values of ITA_INCIDENT_DETAILS_TOOLTIP, ITA_INCIDENT_IMPACT_TOOLTIP, and

ITA_PRIORITY_TOOLTIP with your desired text.

3. Update the values of ITA_T_EMAIL_SENDER_DISPLAY_NAME with the name that will be displayed for emails

being sent from the solution.

4. Be sure that each value (all lines with a single "#" prefix) have the comment prefix “#” removed.

5. Save the file.

Next, import the application files into the target environment.

1. In the target environment, log in as the deployment user.

2. Navigate to the Appian Designer.

3. Click IMPORT.

4. Click UPLOAD and choose the Workforce Safety and Readiness.zip file that was downloaded in Step 1.

5. Select Include related import customization file and click UPLOAD. Select the Workforce Safety and
Readiness.properties file.

6. Click INSPECT.

7. Review the inspection results. If there are no issues, click IMPORT PACKAGE.

NOTE: The import may time out due to file size, but import will continue in the background.

NOTE: If the business database is not called ‘Appian’, a warning will occur when importing the data

stores. To fix this, after the import is complete, open each data store object and update the Data

Source dropdown list to point to the Appian business database. After, simply save and publish the

Data store. The tables will be created for you.

Note: The Tempo link in the navigation menu is hidden by default. If you currently utilize Tempo, you’ll need to

navigate to both the Response Management Command and COVID-19 Workforce Safety and Readiness site

objects and modify the option next to Show Tempo Link in Navigation Menu.

Finding my IP address for Google Maps Setup for self-managed
Below are steps to help you identify your IP address for Google Maps Setup if you are self-managed.

1. If the IP address is unknown, then use a dummy IP address, such as 192.168.0.1.

2. After you have imported the application files, navigate to Appian Designer and open the Google Maps

Connected System Object named Google Maps.

3. Click the Test Connection button.

4. The error message will display the IP address making the request.



5. Go back to the Google Cloud Console and update your Server API Key with this IP Address, click the dummy

IP address entered earlier and replace it:



6. Clicking Test Connection again should display a green success message:



Setup Guide

Introduction
After you have deployed the Workforce Safety and Readiness (WSR) solution, there are a few simple steps to take

to quickly get up and running with the solution.

This setup guide walks you through the remaining steps to set up the WSR solution.

If you face any issues along the way, please contact our Workforce Safety & Readiness solution support team.

Reach us by phone:

Americas: +1 (703) 420-1311

APAC: +61 285034152

EMEA: +44 20 3929 3748

Reach us by email: support@appian.com

If you make any changes to Workforce Safety that are not outlined in the Workforce Safety documentation

on this site, you may not be able to upgrade or hotfix the solution without losing the changes. This includes

http://localhost:4000/wsr-2/wsr-deployment-guide.html


any changes to the database. Please contact our Workforce Safety support team with any questions about

this.

Step 1: Set up admin users
Users that you want to act as administrators should be added to the Workforce Safety and Readiness
Administrators group. This group receives emails when there are errors in the solution processes so that they

can monitor and respond to these errors.

In order to manage users and groups that control access to the solution, these users should also be System

Administrators. System Administrators are users that can manage users and have access to the Admin Console

and Appian Designer.

To restrict access to sensitive information, members of Workforce Safety and Readiness
Administrators do not have access to the content on the Response Management Command site, even

though they can see the site. See the Groups Reference Page for more information about the access that

members of each group have.

To set up admin users as System Administrators and add them to the administrators group:

1. In your Appian environment, log in as a system administrator.

2. In the top-right corner of the page, go to the navigation menu and select Appian Designer.

3. Make sure that the User Type for the admin user is System Administrator.

Go to the Users tab.

Find and open the user.

Verify that the User Type is System Administrator. If not, select System Administrator and click

Save.

http://localhost:4000/Appian_Administration_Console.html
http://localhost:4000/welcome-app-designer.html
http://localhost:4000/wsr-2/wsr-group-reference-page.html


4. Add admin users to the Workforce Safety and Readiness Administrators group.

Go to the Applications tab and open the Workforce Safety and Readiness application.

Find and open the Workforce Safety and Readiness Administrators group.

Click ADD MEMBER.

Use the Users to Add picker to select the user or users, and click ADD.



Step 2: Set the user start page and default language

Setting the user start page

A user start page is the default page that displays for users when they first log in to Appian. If your users will use

WSR as their primary Appian site, we highly recommend setting the user start page for all of your users to either

the COVID-19 Workforce Safety and Readiness or the Response Management Command site.

To set the user start page:

1. In your Appian environment, log in as a system administrator.

2. In the top-right corner of the solution, go to the navigation menu and select Admin Console.

3. Under SYSTEM, select User Start Pages.

4. Set the user start page for HR users.

Click New Start Page.

For Start Page URL, enter the URL for the Response Management Command site: https://your-
appian-instance.com/suite/sites/response-command. Replace your-appian-instance.com with

your site URL.

For Groups, use the picker to select the Workforce Safety and Readiness Command Center.

5. Set the user start page for employees.

Click New Start Page.

For Start Page URL, enter the URL for the Workforce Safety and Readiness site: https://your-
appian-instance.com/suite/sites/workforce-safety-readiness. Replace your-appian-
instance.com with your site URL.

For Groups, use the picker to select the Workforce Safety and Readiness Users.

6. Click SAVE CHANGES.

If the https://your-appian-instance.com/suite/tempo/news site displays when a user logs in, they can

go to the Workforce Safety and Readiness site by clicking  > COVID-19 Workforce Safety and Readiness

or Response Management Command.

Setting the default language

If you want users set their default language to one of the multiple languages supported by the WSR solution, you

will need to set the language settings in the Admin Console. See Internationalization for more information on

language settings.

If you only need to display the solution in English, you can skip this step.

To set the language settings:

1. In the Admin Console, under SYSTEM, select Internationalization.

http://localhost:4000/Appian_Administration_Console.html#user-start-pages
http://localhost:4000/Appian_Administration_Console.html#internationalization


2. For Enabled Languages, select one or more of the following supported languages.

English (US) [en_US]

Dutch [nl]

French (France) [fr_FR]

German [de]

Italian [it]

Spanish [es]

3. Click SAVE CHANGES.

Step 3: Add users and assign to groups
You likely have a lot of users to add to the WSR solution, so we give you several methods of adding your users:

LDAP, SAML, CSV, or manual entry.

To get started adding users, in the top-right corner of the solution, go to the navigation menu and select User

Provisioning. This site guides you through adding users using which ever way works best for your organization.

After you are done adding users, follow the instructions on the site to add users to groups to grant them access to

the parts of the solution they will need.



Step 4: Configure the site for your organization
After you've added members to the Workforce Safety and Readiness HR Managers group, they can log in and

customize the solution with information relevant to your organization.

Follow the instructions on the Configure the Site page to configure the solution.

Step 5: Launch solution

http://localhost:4000/wsr-2/configure-wsr-site.html


Once all of the above steps are complete, you can notify your employees to start using the solution. Reach out to

Appian Support at any time if you have any questions.

User Guide

Accessing the Solution

Mobile (Tablet/Phone)

Download and open the "Appian" app from the Apple App Store or Google Play store.

Click on the + icon to add a new account and enter site name in the Server Address field.



Enter credentials and log-in.

User Roles
The following chart outlines a brief summary of each use role within the Workforce Safety and Readiness solution.

Further details on the features each of these groups has access to can be found throughout this user guide.

User Role Role Description Appian

Group

Employee All users within your organization can be added to

this group to be a part of the Workforce Safety and

Readiness solution, where employees can check-in

with their work and health status and stay updated

of the latest information from your organization

regarding the crisis.

Workforce

Safety and

Readiness

Users

Volunteers Any employee can lend their hand to colleagues

during the crisis as long as they are placed in the

same all employees group.

Workforce

Safety and

Readiness

Users

HR

Managers

In times of crisis, many organizations' Human

Resources (HR) departments, leaders, and/or officials

stand up a command center to respond to concerns

or issues from employees. Members of this group

will receive all incoming corporate help requests

from employees. They can also see aggregate

reporting of their organization, facilities, and

volunteer efforts to provide real-time insight into the

crisis.

Workforce

Safety and

Readiness

HR

Managers



User Role Role Description Appian

Group

Volunteer

Coordinators

Do you have someone in your organization leading

the charge to help your employees through this

time? Add these high-energy orchestrators to the

Volunteer Coordinators group. Members of this

group can see all incoming help requests and match

them to volunteers. There is even aggregate

reporting available to them to see how they can best

distribute resources to those employees in need.

Workforce

Safety and

Readiness

Volunteer

Coordinators

Screeners To help ease the role of the HR Manager, members

of this group are able to answer questionnaires on

behalf of other employees.

Workforce

Safety and

Readiness

Screeners

Employee Features

Home

Appian's Workforce Safety and Readiness Solution contains a home suite for employees to check in with their

company, request and provide assistance, and obtain valuable resources regarding the crisis.

Check In

On the employee's home landing page is an action to "Please Check In".



Employees can check in to update their location and work status. As part of this check in, they are also prompted

to fill out a set of questions to determine their fitness to return to work. All of this information will go to the HR

Managers reporting dashboard and be available for the employee to modify at any time from their home page.

Report an Incident



Employees can also report an incident if they have been impacted by COVID-19. Reporting an impact by COVID-19

will prompt the user to create an Incident report, if needed.

The report incident link will take the employee to the "Add New Incident" form.

View My Incidents

On the landing page, employees can click on "View your Incidents" to view any open incidents. If the employee

has not submitted an incident, they will be taken to the "Submit Incident Form".

View Incidents shows a list of all incidents created by the employee that need corporate action.



Clicking into an Incident displays a summary of the incident details, contact details for the person who reported

the incident, people who may be impacted, related files, and a comment audit history.

Request Help

If an employee needs assistance from a colleague, they can submit a help request which can be addressed by a

volunteer.



Volunteer

For employees wishing to volunteer, a simple form is provided for them to fill out. Based on their responses, they

can be matched with incoming assistance requests to provide the help needed.

Resources

Resources are available under the "Helpful Links", "Policy Documents", and "Offices" links. These sections contain

links to external resources, documents uploaded by your organization and information on your organization's

offices.

View Assigned Requests

If employees have signed up to be a volunteer, they can click "View Assigned Requests" to see a grid of help

requests assigned to them. When they select a request from the grid, they are taken to the summary view. This

view provides information on the status and details of the request, contact information of the requester, and the

request location. Requesters may close and cancel requests and assigned volunteers can close requests and

decline assignments.



Return to Workplace Pass

A Return to Workplace Pass will be issued to an employee in the event that no incidents are created upon

submitting their questionnaire and as long as the facility they are to report to has a status of "Open." The pass

can be accessed in the solution here:

The pass will look like this. The color of the day card will change depending on the day of the week. This will make

it easier for screeners to immediately recognize and filter through acceptable passes on a given day.



Employees will also be able to access your Return to Workplace Pass via email. The email will be sent upon

completion of the questionnaire if the employee's status reflects that they are eligible to return to the workplace.



Volunteer Manager Features
Within the Workforce Safety & Readiness solution, members of the "Workforce Safety and Readiness Volunteer

Coordinators" group can see the Dashboard, Help Requests, Volunteers, and Configure Site tabs on the Home

page.

Dashboard

The user can see various information about requests, including the ability to look at a specific request and match

with a volunteer.

Help Requests Tab

Users in the "Workforce Safety and Readiness Volunteer Coordinators" are able to see all help requests, their

status, and other vital aspects.

By going into a specific request, the user is able to see more detail as well as match that request with a volunteer.

A member is also allowed to request help via the request help button, just like an employee as well.



Volunteers Tab

The Volunteers tab is only visible to those users in either the "Workforce Safety and Readiness Volunteer

Coordinators" group or the "Workforce Safety and Readiness HR Managers" group, and shows a list of all

registered and active volunteers within the organization for matching to help requests.

A member of either of the above groups is also able to use the grid to look at a specific profile by clicking on the

name. Once inside, the user is able to view volunteer information,update that information or delete the profile.



Configure Site Tab

Members of the "Workforce Safety and Readiness Volunteer Coordinators" are able to configure the volunteer

options that are able to be used.

The user is able to create new volunteer options, or edit prior existing options, but can't delete any of the options

found in the deployment guide.



HR Manager Features

Dashboard

Users in the "Workforce Safety and Readiness HR Managers" group can see the Dashboard, Incidents, Help

Requests, Volunteers, and Configure Site tabs on the Home page. They have the same access to all of the

actions as a Volunteer Manager, with extended HR management capabilities described below.



Users in the "Workforce Safety and Readiness HR Managers" group can view reports from the Dashboard, which

provides organizational level reporting into employees, facilities, and assistance activities.

Additionally, HR Managers are able to submit a check-in Questionnaire on behalf of an employee. The HR

manager may fill out all of the same information that the employee may provide. This information can be used to

determine employee fitness for returning to work.

Organization

The Organization view outlines an aggregate health summary of the organization's facilities and employees.

Employee data comes from employee check-in responses.



Facilities

The Facilities report shows the status of your facilities and allows drilling to view what locations have each status.

Incidents

The incidents page shows graphs of incident reports by region for further drill-down:



Help Requests

The Help Requests page shows summary level statistics on the numbers of requests assigned per volunteer to

assist with load balancing duties:

Incidents Tab

The Incidents tab allows HR Managers to see all incidents and filter the list based on incident status, urgency,

created by, assignee, and type. The user can also simply search for a specific incident.



If the user clicks on "Report Incident", the user can add incident details, contact details, and any relevant files or

documents. Incidents will be assigned to an "Workforce Safety and Readiness HR Managers" user who will see the

incident request through completion.

Help Requests Tab

"Workforce Safety and Readiness HR Managers" users can see all requests and can triage, or match requests to

volunteers. Actions they may perform are:

Match with Volunteer to assign an unassigned request to a volunteer.

Reassign to New Volunteer to reassign an assigned request.

Close an assigned request to signify that it has been fulfilled.



When clicking on a request, location and basic information about the requestor is displayed.

When matching a request to a volunteer, the filter options are automatically set to only display volunteers that

match the needs of the help request. Volunteer Coordinators can match volunteers to help requests by clicking in

the grid or selecting a pin on the map.



Volunteers Tab

The Volunteers tab is only visible to those users in either the "Incident Tracker Volunteer Coordinators" group or

the "Workforce Safety and Readiness HR Managers" group, and shows a list of all registered and active volunteers

within the organization for matching to help requests.

Clicking into a volunteer displays a summary of where the volunteer is last reported to be, and what types of

assistance they are willing to provide colleagues.

Configure Site

Users in the "Workforce Safety and Readiness HR Managers" group can view the Configure Site tab which

provides an ability to customize various options including facilities, incident options, employee questionnaire, and

more referenceable data. Users are also able to brand and tailor their site to better fit their organization.

Follow the instructions on the Configure the Site page to configure the site.

http://localhost:4000/wsr-2/configure-wsr-site.html


Configure the Site

Introduction
With the WSR solution, business users are empowered to configure the site options from the Configure Site page.

It allows them to manage:

Facility location, information, and status.

Areas for each of your facilities and the maximum amount of workspaces for each area.

Departments for your organization and where employees of the departments typically work.

Tailored questions for the employee questionnaire that meet the needs of your organization.

Preview the questionnaire structure.

Guidelines that display for users after they complete the check in.

Colors and logos to use for site branding.

Incident locations and types for the incident form.

Help categories for the volunteer and help request forms.

Links that display on the Helpful Links page.

Documents that display on the Policy Documents page.

To access the Configure Site page, from the Response Management Command site, go to the CONFIGURE SITE

tab.

Note that users must be in the Workforce Safety and Readiness HR Managers or the Workforce Safety and

Readiness Volunteer Coordinators group to access this page. Volunteer Coordinators only have access to

configuring volunteer options.



Configure facilities
You can specify each of your facilities, including their description, location, whether they are open or closed, and

their hours. After you have saved a facility, it cannot be deleted, but it can be modified.

To update facility information:

1. Click FACILITIES.

2. Add the location for each of your facilities and click NEXT.

We recommend using cities instead of addresses for the location.

3. Configure each facility by adding the Facility Name, Description (optional), Location, Status, and Hours

(optional).



4. Click SAVE FACILITIES.

Configure areas
After you enter your facility information, you can specify areas for each of your facilities, such as floors and

conference rooms. You can also set the maximum amount of workspaces for each area. This can help you make

sure the amount of employees sent to each area do not exceed the recommended social distancing guidelines.

To manage areas for your facilities:

1. Click AREAS.

2. Configure each area by adding the Area Name, Facility, and Maximum Occupiable Workspaces.

3. Click SUBMIT.

Configure departments
The WSR solution allows you to specify the departments that are unique to your organization. You can also link

them to the facilities and areas where employees of those departments typically work. Linking facilities, areas,

and departments helps ensure your employees can maintain safe social distancing.



To manage departments for your organization:

1. Click DEPARTMENTS.

2. To add a new department, click ADD DEPARTMENT.

Enter the department Name.

Select a Facility and one or more Areas that the department normally reports to. If employees of the

department can report to any areas in that facility, select All Facility Areas.

If employees of the department can report to multiple facilities, click Associate with an Additional

Facility.

Click SUBMIT.

3. To edit a department, click the edit icon .

To edit the Name, click the edit icon  and enter a new name.

Edit the Facility, Areas, or Associate with an Additional Facility, then click SAVE CHANGES.

Configure questionnaire questions
We know that the needs of every organization are different during a crisis. That is why the WSR solution gives

command center users the ability to tailor the questionnaire to the needs of their organization. The solution

comes with default questions to get you started. These questions can't be deleted, but they can be modified or

deactivated.

You can configure the following for each question:

Whether the question will appear based on the response to a previous question.

Example: If an employee answers yes to Have you been tested for antibodies?, you can ask the follow-

up question, Did your antibodies test return positive for COVID-19?

Whether a certain response to the question will disqualify an employee from returning to the workplace.

Whether a certain response to the question will automatically create an incident to alert HR.

Whether a certain response to the question will require the employee to upload a supporting document.

Example: A test result or note from a doctor.

Which guidelines to display to the employee for each type of response. See Configure guidelines for more

information on adding and deactivating guidelines.

Example: If the employee answers yes to a question about a health issue, you could display a

guideline that says Discuss with your healthcare provider on whether it is suitable for you to return to

work at this time.



Whether the question should display only for employees at certain locations.

Viewing and modifying questions

To manage questionnaire questions, click CUSTOMIZE QUESTIONNAIRE.

Icons next to each question give command center users a quick view of whether the question:

: Is a follow-up question.

: Includes a disqualifying response.

: Includes a response that notifies HR.

: Includes a file attachment.

You can modify existing questions by clicking the question.

Adding a question

To add a question to the questionnaire:

1. Click ADD QUESTION.

2. Enter the Question.

Note: You cannot add a duplicate question.

3. To configure the question to appear based on the response to a previous question:

Select This is a follow-up to a preceding question.

Choose the Preceding Question.

For Display when this response is selected, select whether to display the question when the user

selects Yes for the preceding question or No for the preceding question.

4. Choose whether a Yes and/or No response should be Disqualifying.

5. Choose whether a Yes and/or No response should create an incident to Alert HR.

6. Choose whether a Yes or No response should Allow Document Attachment.

Note: When you select Allow Document Attachment, Document Attachment Required is

automatically selected.

7. Choose the Guidelines to Apply for a Yes response and a No response.



8. For Locations, select whether the Question applies to all locations, or if the Question only applies to

select locations. If the question only applies to select locations:

To enter a facility that the question should apply to, select a facility, then click ADD. The country and

state/province automatically displays.

Alternatively, enter the country and, if applicable, the state or province that the question should apply

to, then click ADD.

Enter as many locations as you require.

9. Click SAVE CHANGES.

10. Toggle the inactive icon  to active .

11. Click SAVE CHANGES.

Deactivating a question

To deactivate a question:

1. Toggle the active icon  to inactive .

2. Click SAVE CHANGES.

Preview questionnaire structure
Command center users can preview the questionnaire structure hierarchy by clicking PREVIEW QUESTIONNAIRE.

In order to see the structure of the questionnaire by region, you can view the questionnaire by office or by

country and state/province. By clicking into various buttons, the user can follow the order of questions in the

questionnaire.

The preview shows you the questions in the questionnaire and their possible responses. A red icon indicates the

response disqualifies an employee from returning to the office.



If a question has follow up questions, those display as well.



Configure guidelines
After a user checks-in, a View Guidelines link displays that shows them guidelines they should follow during the

crisis. The WSR solution comes with some guidelines out of the box, but command center users can update these

guidelines by adding new ones and deactivating old ones.

When you configure questionnaire questions, you can determine which guidelines display based on the

employee's response.

To manage guidelines:

1. Click GUIDELINES.

2. Click Add a Guideline and enter a guideline.

3. To deactivate a guideline, toggle the active icon  to inactive .



Configure site branding
You can tailor the look of the WSR solution for your organization by changing the colors and logos.

1. Click BRANDING.

2. To change the main colors used in the COVID-19 Workforce Safety and Readiness site, update the hex

codes for the colors in the Site Color Palette.

Tip: The Site Accent color controls elements such as font, button, and tooltip elements.



3. To change the colors used in charts on the Response Management Command Dashboard page, update

the hex codes for the Chart Color Palette.

Tip: Preview your chart color selections on the pie chart to the right.

4. Hover over the page icon until the x appears to remove the default Logo and Favicon. Click UPLOAD to

upload your own logo and favicon.

5. Click SAVE CHANGES.

Configure incident options
When users fill out the incident form, they can choose a Type of incident, as well as the Incident Location. To get

you started, the solution ships with default incident locations and types.



After an incident options is added, it can't be deleted, but it can be renamed. This is also true for the default

incident options.

To update or add incident options:

1. Click INCIDENT OPTIONS.

2. If necessary, rename the existing Locations or Types.

3. To add a new location for incidents, click Add Location and enter a new location.

4. To add a new type of incident, click Add Type and enter a name for the new type.



Configure volunteer options
Command center users, including volunteer coordinators, can manage the volunteer categories.

Volunteer categories are used in help requests and volunteer forms. When employees request help, they can

select from these categories to indicate what they need help with. Volunteers can select from these categories to

indicate how they can help. The solution automatically includes some default volunteer categories to get you

started.

After a volunteer category is added, it can't be deleted, but it can be renamed. This is also true for the default

volunteer categories.

To update or add volunteer categories:

1. Click VOLUNTEER OPTIONS.

2. If necessary, rename the existing Categories.

3. To add a new category, click Add Category and enter a new category.

4. To add a new type of incident, click Add Type and enter a name for the new type.

Configure helpful links
During a crisis, information is constantly changing. That is why the WSR solution allows command center users to

share helpful links with employees. These links are accessed on the Home tab by clicking Helpful Links.



To update helpful links:

1. Click HELPFUL LINKS.

2. To add a link, click Add Link and add a Description and Link.

Note: The description will be used as the display text for the link.

3. If necessary, update the Description or Link for existing links.

4. To delete a link, click the red x.

Note: You can preview how the links will display, by clicking PREVIEW LINKS.

5. Click SAVE LINKS.

Configure policy documents
A crisis situation may lead to rapid changes in policies. Command center users can ensure that their employees

have access to the latest policies in one place using the Policy Documents link on the Home tab.



To update policy documents:

1. Click POLICY DOCUMENTS.

2. To add a new document, click Attach New File.

3. Click UPLOAD and choose a document.

4. To archive a document so that it no longer displays to employees, click the archive icon .

Groups Reference Page

Introduction



Workforce Safety and Readiness uses groups to give users access to different parts of the solution. By adding

users to these groups, you give them access to certain actions and information within the Workforce Safety and

Readiness solution.

This page lists the default groups provided with the Workforce Safety and Readiness solution and what access is

granted to members of those groups.

Actions users can perform based on their group membership
This table lists the information and actions that are available in Workforce Safety and Readiness and the groups

that control access to them.

Actions Workforce

Safety

and

Readiness

Users

Workforce

Safety and

Readiness

Administrators

Workforce

Safety

and

Readiness

Screeners

Workforce

Safety and

Readiness

Volunteer

Coordinators

Workforce

Safety

and

Readiness

HR

Managers

Receive

process

errors and

manage

users and

groups

X

View the

COVID-19

Workforce

Safety and

Readiness

site

X X X X X

Answer the

Check-In

questionnaire

X^ X^ X* X^ X*

Report an

incident

X^ X^ X^ X^ X*

Request help X^ X^ X^ X^ X^

Volunteer

personal time

X^ X^ X^ X^ X^

http://localhost:4000/Group_Management.html


Actions Workforce

Safety

and

Readiness

Users

Workforce

Safety and

Readiness

Administrators

Workforce

Safety

and

Readiness

Screeners

Workforce

Safety and

Readiness

Volunteer

Coordinators

Workforce

Safety

and

Readiness

HR

Managers

View and

update

incidents

X^ X^ X^ X^ X*

View and

update help

requests

X^ X^ X^ X* X*

View helpful

links, policy

documents,

and offices

X X X X X

View the

Response

Management

Command

site

X X X X

View and

manage

volunteers

X X

View Help

Requests

report

X X

Configure

volunteer

options

X X

Configure

incident

options

X



Actions Workforce

Safety

and

Readiness

Users

Workforce

Safety and

Readiness

Administrators

Workforce

Safety

and

Readiness

Screeners

Workforce

Safety and

Readiness

Volunteer

Coordinators

Workforce

Safety

and

Readiness

HR

Managers

View

dashboard

reports

X

Configure

and preview

questionnaire

X

Configure site

branding,

policy

documents,

guidelines,

and links

X

Configure

departments,

areas, and

facilities

X

*For all employees

^Only for themselves


