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A new version of Appian is available! Update now to take advantage of the latest features in
Appian 22.3.

This version of Workforce Safety is not supported and this content is no longer being
maintained. See What's New with Workforce Safety? for information on the latest release.

content was written for Appian 20.4 and may not reflect the interfaces or functionality of other Appian versions.

| IV This content applies solely to Workforce Safety, which must be purchased separately from the Appian base platform. This

Workforce Safety Overview

Helping organizations safely return to onsite work

As many workplaces transition back to onsite work in the wake of the COVID-19 pandemic, human resource and crisis management
teams are working hard to return their workforce safely to the workplace.

To ensure people are productive and safe in the workplace, organizations are considering:

Enabling employees and visitors to self report symptoms and status before being allowed onsite.

Making sure employees and visitors who are on site are authorized to be there through a daily mobile access pass.

COVID-19 testing.

Intelligent contact tracing for people and areas in the workplace that have been exposed to COVID-19 using CDC-recommended
case management.

Isolating individuals who have been diagnosed with, are symptomatic of, or exposed to COVID-19.

Appian Workforce Safety provides all of these benefits and more to help organizations get back to a new normal.


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

@ Workforce Safety

Good afternoon, Karen

Are you ready to return to the workplace?

7 Complete this survey so we can help you decide if you can
safely return to the workplace

START SURVEY

Help keep our community safe

Let us know if you have tested positive for COVID-19, are in need of assistance,
or see any unsafe behavior or missing safeguards

REPORT AN INCIDENT

What does the Workforce Safety solution provide?

Workforce Safety offers a wide-range of capabilities to give organizations the ability to respond to crisis situations and manage the
return-to-workplace process.

A unified response hub

The solution includes a response hub that allows response management teams to see and manage the health and work status of
employees in one central location that's updated in real-time.
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INCIDENTS ACTIVITY PEOPLE REPORTS CONFIGURE

Response Hub ~ Appian

Q Search Incidents SEARCH STATUS | Any v IMPACTED PERSON | Any v USERTYPE | Any h < Y- (52
TYPE | Any v FACILITY | Any v DEPARTMENT | Any v ASSIGNEE | Any v
<+ REPORT INCIDENT
ID  Status Impacted Person Type Facility Department Assignee 1l Last Updated
50 " F Daniel Nelson COVID-19 Isolation New York Office Operations Unassigned Dec153:.01PM (&
2 Q ! Andres Gideon Pass Request Response Arizona - West Coast HQ Human Resources James Baker Dec 10 9:16PM @
6 Q )D Deborah Geary Pass Request Response Arizona - West Coast HQ Marketing James Baker Dec 10 9:16PM @
7 G l Enzo Angelo Pass Request Response New York Office Human Resources James Baker Dec 10 9:16PM @
10 Q ! Anastasia Legend Pass Request Response USAHQ Information Technology James Baker Dec 10 9:16PM @

An automated, phased approach to returning to the workplace

Appian Workforce Safety supports a safe, phased approach to returning your workforce to the workplace using area capacity
management and cohorting.

Do you want to limit the amount of people that are allowed in one floor or office area? Workforce Safety allows you to set capacity
limits for each area. When users request a pass, they can see all of the areas that have capacity remaining, and they won't be able to
request a pass for areas that are at capacity.

One of the latest CDC-recommended mitigation practices is called cohorting. Cohorting is basically assigning people to groups and

keeping those groups together to limit contact with other groups. With Workforce Safety, you can assign departments to cohorts and
determine which days of the week users can request a pass for. This not only helps limit the spread of COVID-19, but it also reduces
the amount of passes that will be issued each day.
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‘? Workforce Safety < Request Pass

Good morning, Valerie

Request Pass

Day and Location Selection (Step 1 of 3)

Request a pass to return to Which day?

the workplace Today (Thursday, Sept 17) v

Tomorrow (Friday, Sept 18)

N Members of Human Resources cannot request a
o \ | pass for Friday.
ﬁ |l Which facility?
< |

EMEA HQ

Which area?

7 We'll check to see if it's safe for you to
return to a facility Second Floor

Only open areas with capacity are listed to maintain
social distancing. If left blank, the area with the most

7 Due to departmental capacity capacity is selected automatically.

restrictions, you can only request passes
for Thursday and Wednesday

CANCEL NEXT
REQUEST PASS ‘

Fast, easy workforce screening and mobile passes

Whenever an employee or visitor intends to come onsite, they use a simple web or mobile interface to request a pass to be allowed to
come in to a certain facility.

During this process, they will be asked about their health and risk status to determine if it is safe for them to return.

If none of their answers disqualify them, they are automatically granted a mobile pass for that day and facility.
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(‘!‘ Workforce Safety < Complete Questionnaire | «9 Workforce Safety

Request Pass

Health and Community (Step 3 of 4)

Has your temperature been less | v Today ©
Request a pass to return to than 99.9 F or 37.7 C without the [ " a
the workplace use of fever-reducing San Francisco, CA 08/10
medications, for the last 3 days?

o
\ Do you currently exhibit any
respiratory symptoms of
< | 3

Good afternoon, Karen Good afternoon, Karen

United States Monday

COVID-19 (e.g., cough,
shortness of breath)?
> We'll check to see if it's safe for you to v YES
return to a facility
Are you currently caring for

REQUEST PASS anyone WhO iS SiCk Wlth possible Requesting a pass for another facility? Planning
| ahead for tomorrow?

COVID-19 symptoms?

v YES %x NO
Log your contacts

REQUEST PASS

Trace exposed contacts

No matter the due diligence of an organization, exposures will inevitably happen. Responding quickly to positive cases is key to
preventing and controlling an outbreak.

That's why Workforce Safety makes it easy to determine which people and areas have been exposed, as well as to notify exposed
individuals.

Proactively log contacts with people and areas

Each day, users can log the people and areas that they had contact with that day. This means that as soon as a positive case is
identified, there is already reliable contact tracing data that can be used to notify and isolate exposed individuals.

Contact tracing can even be enforced by requiring users to log this information before they are allowed to request another pass.
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(Q Workforce Safety < Log Contacts

Log Your Contacts

To maintain the safety of our community, it's

important to trace the people and areas you come
into close contact with.

What people and areas should | add?

Visit Date @

08/10/2020
People

¥ Anyone that was within 6 feet of you & Charles Parker %

for at least 15 minutes ﬁ Laura Davis x ? Brian Chen x
® Any area that you visited or used while |

at a facility | Areas @

Denver HQ - Auditorium %
LOG CONTACTS |
| Denver HQ - Floor 111 %

H SUBMIT CONTA!
Help keep our community _

safe | ‘

CANCEL ‘

Let us know if you have tested positive for

Actionable data to trace exposed contacts

Any user who has been diagnosed with, is symptomatic of, or exposed to COVID-19 can report so in the app. This allows response
managers to easily view key information such as:

» Who was directly exposed to the virus through close contact.
e Which areas were exposed to the virus, and which people were exposed to those areas.

Response managers can then take key actions on exposed contacts, such as notifying them via email, isolating them so that they
quarantine, or requesting that they get tested.
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INCIDENTS ACTIVITY PEOPLE REPORTS CONFIGURE Responseliubly Applan

50: COVID-19 Isolation Incident - Daniel Nelson [ upoare ncoent [ upoare conracts | cuose weioen | - - |
Summary Related Actions

Exposed People % Notify # Isolate § Request Tests

Lists only people that were exposed in the 14 days before the positive ca:
Joe Aarons
b 4 12/15/2020 No Test Info
Notifi

Sally Bell

SR () 12/15/2020

@8 Tim Gibson
' 49121472020 | & No Test Information Available

Daniel Nelson
912/

Exposure Description @ Not

Exposed Areas

sts areas that were exposed in the 14 days before the positive case was reported and people who visited areas on a common day as the impacted user

i Status: Sally Taylor
B Main Lobby - Floor 1 12/15/2020 @ "1’2ry)'20):0

BRI nt Visitors 1

ﬂ Main Reception - Floor 11 tatus: OPEN

USAHQ

ﬁ Sales - Floor 10
USAHQ | &

Isolating workers based on COVID-19 diagnosis, symptoms, or exposure

When individuals have been diagnosed with, are symptomatic of, or exposed to COVID-19, they will automatically be placed in
isolation with the creation of the COVID-19 isolation incident.

From this incident, response managers can track recovery progress, follow-up with the individual, request tests, and view their
exposed contacts.

A [ o 2 o .
INCIDENTS ACTIVITY PEOPLE REPORTS CONFIGURE Response Hub ~ !’ Applan

50: COVID-19 Isolation Incident - Daniel Nelson
Contact Tracing Related Actions

Incident Details Recovery Criteria @ Impacted User Details

m mpacted User * Waiting for negative COVID-19 test result or 7-day recovery period © Daniel Nelson

& Daniel Nelsun Response Manager Notes @ Onlyvisible to Respon: 1 Operations

/- & Operations & alli@app.com
Feident Stats [ML] I talked to Daniel and he is in good spirits. He confirmed the people he logged as contacts was correct. | placed those users in isolation and closed the 4 New York Office, NY
nedent Status facility for cleaning tomorrow
<* Open User Status
Comments
ncident Type
A COVID-19 Isolation @ # comments
Facility Jo= 2
y System Admin Days
New York Office esday 3:01 pm Isolated Inisolated status
Department
departmen User has been placed in Isolation
Operations
System Admin

Assigned To g

VIEW REQUEST

3 ay 3:01 pm "

© Laura Davis Testing Status
Status changed to: Open

Description

I started feeling ill today - headache and muscle aches.

Write a comrm

Created By Created On 2%
© Daniel Nelson 9 12/15/2020 g et

Test Request Sent
Updated By Updated On
© Maria Lopez 9 12/17/2020 %
Attachments

Primary Facility MANAGE FACILITIES
‘ My Test Results.pdf Comments are viewable by Response Managers and the incident reporter only.
New York Office, NY Facility Status

Isolated users will no longer be allowed to request a pass until they are taken out of isolation. Instead, they will be asked to complete
an isolation update to let your organization know how they are doing.
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(:’ Workforce Safety

Good morning, Karen

Isolation Update

> Please check back with us once a day
by completing your daily isolation update.

This will help us know when we can get
you safely back onsite.

COMPLETE ISOLATION UPDATE

Overseeing and managing COVID-19 testing

Testing is one of the cornerstones of limiting the spread of COVID-19. Workforce Safety provides a centralized tool to request tests and
follow up on those requests.

Response managers can request test results from individuals or groups. Additionally, they can select a random sample from a group
of individuals, or group together individuals to be tested in a pool.

What is pool testing? It is a testing method that combines samples from several people and conducts one test on the combined
sample to detect COVID-19. If the results are negative, no further testing is needed. If it is positive, the individuals in the pool can
be tested individually.

Why is pool testing used? This method can save time, testing materials, and money.




Request COVID-19 Tests

v
Select Users Enter Request Details Review

Require Response Manager Verification of Test Result Evidence? *
Yes @ No

Batch Name *

Main Building Testing g ®
Testing Guidance @*

Batch Description Due to a recent COVID-19 diagnosis, in the organization, we are requesting a random

Someone who works in the main building tested positive. sample of tests from certain individuals. Please stop by the onsite clinic for your free test
by the end of the day tomorrow.

Randomly Sample From Selected Users? @ *
Q ves No
Random Sampling Percentage *

10

Enter a number greater than 0 and less than 100. Sample size based on selected users and
percentage above: 6 Users

Pool samples for Test Result? @*
ves @ No

BACK | CANCEL m

What do | do next?

See the Setup Guide for instructions on how to get up and running with the Workforce Safety solution.

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

Workforce Safety 8.1 Release Notes

Contact Logging Smart Suggestions

Making contact logging easy and quick is essential for accurate and reliable contact tracing. With this release, we've added smart
suggestions to the Log Contacts form. These suggestions are based on a multitude of data points including a user's past logged
contacts, the facilities and areas they received a pass and visited on a given day, and department association data. This feature
provides users with up to 20 contact suggestions, allowing them to quickly log a contact by simply tapping a suggestion card.


http://localhost:4000/wsr-8.1/wsr-setup-guide.html
http://localhost:4000/wsr-8.1/wsr-user-guide.html

Log Contacts

Log Your Contacts

To maintain the safety of our community, it's
important to trace the people and areas you come
into close contact with.

What people and areas should | add?
Visit Date @

01/07/2021
People ®

ﬂ Susan Williams b 4

SUGGESTIONS:
l Steven Cohen

’ Rose Vincent

' Phoenix Nasir

Areas @

Global HQ - Sales - Floor 10 b 4

SUGGESTIONS:
E Global HQ - Main Lobby - Floor 1

E Global HQ - Main Reception - Floor 11

g Global HQ - Marketing - Floor 11

Facility configuration improvements

Bulk import facilities via CSV

Do you have hundreds of facilities or Do you already have a spreadsheet of all your facilities? This release introduces the facilities bulk
import feature, with an Excel template to quickly get you started. Now, you can easily upload your facilities or retail locations for faster
input into the system.



Import Facilities

O Following facility has import errors. Correct the highlighted errars or remove rows to continue.

Name

EMEA HQ

Address

55 Applegate Dr.

Unit City

Country

London

@ 2 facilities have no import errors. Proceed to import.

Name

Canyon Manufacturing Plant

Boston HQ

BACK

Add/edit facilities with ease

CANCEL

State/Province Postal/Zip Code

Address Unit City Country State/Province Postal/Zip Code
848 Oakgrove Lane 12 Phoenix United States Arizona 85001
23 State St. 10 Boston United States Massachusetts 8538

Don't have a ton of facilities, but still want to enter them with ease?

IMPORT

Adding and editing facilities just got a whole lot easier. Quickly add a facility right from the Facilities page. If you're adding a string of
facilities at one time, Appian provides a way to quickly add one facility after another in the Add Facility dialog.

Now editing, closing, or setting a facility inactive is even simpler with the new in-line action available from the facilities list.

Facilities
Q, Search

+ ADD FACILITY

Improve visitor management

& IMPORT FACILITIES

SEARCH

Add Facility

Details
Name *

Menlo Manufacturing Plant

Location
Country *

United states -
Street Address *

8356 W. Hanover Street
City *

Menlo ~ © Add City

Additional Details
Status *
© open
Info @

Closed

We are only accepting manufacturing staff who report to the
production floor. Office warkers should continue teleworking until
further notice,

CANCEL

Description

State / Province *

California -

Unit, Suite, Building

Building 301

Postal / Zip Code (if applicable)

94025

Arrival Instructions for Visitors @

Visitors should remain in the main lobby to await their host.

SAVE AND ADD ANOTHER

Now you can add a street address to each of your facilities, which is included in visitor notifications so they know exactly where to

report for an

on-site visit.

Associate questions to facilities

Does your facility have specific protocols for reporting on-site? In addition to country, state/province, and city, you can associate
questions with a specific facility. This allows you more granularity when configuring questions so you can tailor them to a specific

building.



Improved Accessibility

Organizations rely on Workforce Safety to ensure all employees can return to work safely. In this release, we have made key
improvements to the Workforce Safety experience for visually-impaired and blind users, making it possible for them to request a pass
without assistance. We've enhanced the Ul with accessibility text and captions and modified our most heavily used screens to make
them more screen-reader friendly. These improvements have been optimized for the Apple VoiceOver screen reader.

Support for wording and language configuration

The Solution now ships with a default set of bundle files for English (US), Spanish (ES), French (FR), German, Dutch, and Italian. These
bundle files correspond with terminology, labels, and wording used throughout the solution. If a customer wishes to modify wording
in the Solution, they can now create their own custom bundle files containing only the words or phrases they want to modify. Any
custom language or text modifications you make will take precedence over the presets in the default bundle file. When it's time to
upgrade, your custom bundle files stay intact and are not overridden. You can easily upgrade to the next Workforce Safety version
with no impact to the upgrade path.

In addition, customers with the need to support additional languages can create their own custom language file. This will require all
translations to be done by the customer for each key in the Solution. These files will also not be overridden on upgrade and will not
impact upgrade paths.

Please contact Support for assistance creating a custom bundle file to fit your Ul text modifications or language needs.

One question per page

Questions are presented to end users one at a time when requesting a pass, filling out a survey, or completing an isolation update.
This improvement optimizes the Ul experience for end users who primarily use the Workforce Safety app on their mobile device. It
also prevents continuous scrolling that may occur with longer questions.



Request Pass
Which day?

@ Today (Monday, Jan 4)

QO Tomorrow (Tuesday, Jan 5
Which facility?
Toledo Manufacturing Plant | Toledo, Ohio, United States -

CANCEL

Behavior Changes
To make request passes more accessible, we've increased the contrast to each color that corresponds to a day of the week on a pass.

When a user receives a pass for an area, that area is now automatically logged as an exposed area for that user and appears in contact
tracing.

If a pass for an area is revoked, the capacity of that area is updated to reflect the additional available pass.
We've updated the icon for the "Status Pending" user status to better reflect the meaning of the status.

When configuring cohorts, you can now see the total number of users in a department and cohort. This allows you to better manage
user capacity for a cohort.

Release History

The following support information applies to Workforce Safety. To upgrade to Workforce Safety version 8.1, see the version 8.1
upgrade guide.

Release Release Date Supported Platform Expiration Date
14 28 Feb 22 214+ 28 Feb 23

13 22 Dec 21 213+ 22 Dec 22


https://community.appian.com/w/the-appian-playbook/2202/workforce-safety-v8-1---upgrade-guide

12 2 Jul 21 21.2+ 2 Jul 22

11 23 Apr 21 211+ 25 Oct 21
10 12 Mar 21 20.4 + 12 Sep 21
9 12 Feb 21 20.4 + 12 Aug 21
8.1 15 Jan 21 20.4 + 15 Jul 21

8 18 Dec 20 20.4 + 18 Jun 21

7 13 Nov 20 20.3 + (Hotfix B) 13 May 21
6 16 Oct 20 20.3 + (Hotfix B) 16 Apr 21
5 11 Sep 20 203+ 11 Mar 21
4 14 Aug 20 20.1 + 16 Oct 20
3.1 9Jul 20 20.1 + 14 Sep 20
3 19 Jun 20 20.1 + 14 Sep 20
2 15 May 20 20.1 + 14 Aug 20
1 1 May 20 20.1 + 15 May 20

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.

See Workforce Safety 8.0 Release Notes for What's New features in the previous release.

Installation Guide

Introduction

Workforce Safety helps organizations manage crises, such as the COVID-19 pandemic. This page provides instructions for installing
Workforce Safety in an Appian environment.

To update to v8.1 of Workforce Safety, see the version 8.1 upgrade guide. Note that you must be registered on Appian Community to
access this link.

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.

Technical support

Please call our dedicated Workforce Safety solution help line at the numbers below if at any point you need assistance or have
questions:

e US:+1(703) 420-1311
o AUS: +61 285034152
o UK:+44 203929 3748


https://community.appian.com/support/p/solutions-support
https://docs.appian.com/suite/help/20.4/wsr-8/whats-new-wsr.html
https://community.appian.com/w/the-appian-playbook/2219/workforce-safety-v8-1---upgrade-guide

Current customers can also log into Appian Community and open support cases. All users of Workforce Safety can also email Appian
Support at support@appian.com.

System requirements

e Appian 20.4 or later. Appian HIPAA Cloud is recommended to ensure potential sensitive employee health data is protected.
o Asupported version of a MariaDB database as a business data source.
o Note: Instructions below are tailored for MariaDB databases. For use with other databases, the SQL scripts used in Step 3
will need to be modified.
e Asupported web browser.

If you intend to run both Appian's Workforce Safety and CampusPass solutions, you will need to install them on separate
environments. We also strongly recommend using a standalone environment for the solution, separate from your other Appian
applications, to streamline configuration.

Step 1: Download software package

This package contains the following files:

o Application Zips:
o Workforce Safety Solution v8.1.zip
e SQL Files
o Workforce-Safety-v8.1-Solution-Master-SQL-Script.sql

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

1. Go to the SUPPORT tab on My Appian.

2. Click the DOWNLOADS tab.

3. Click SOLUTIONS.

4. Find and open "Workforce Safety Solution v8.1".
5. Download the software package.

Step 2: Deploy Plug-ins

Workforce Safety relies on the following plug-ins to be deployed and configured in the target system before the application files can be
imported:

e Personalization Utilities (v3.7.0)

e Regular Expression Functions (v2.1.1)
e Load Resource Bundle (v1.2.0)

e Barcode and QR Code Utilities (v1.0.0)
e Execute Stored Procedure (v1.5.2)

¢ Appian Solutions (v1.5.3)

Appian Cloud Environments

To deploy the plug-in for an Appian 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 ADD PLUG-INS.


http://localhost:4000/System_Requirements.html#databases
http://localhost:4000/System_Requirements.html#web-browsers
https://forum.appian.com/suite/sites/myappian/page/support
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
https://community.appian.com/b/appmarket/posts/barcode-and-qr-code-utilities
https://community.appian.com/b/appmarket/posts/execute-stored-procedure
https://community.appian.com/b/appmarket/posts/appian-solutions

5. Search for the plug-in by name. For example, Personalization Utilities.

Available Plug-ins

Search

| Personalization UtiIiUes|

Name Description Type

Retrieve and act on Appian Groups and Users with a set of Smart Services and

Custom Functions Plug-in (Function & Smart Service)

Personalization Utilities

All plug-ins are use-at-your-own-risk. and their functionality is not guaranteed by Appian. All plug-ins should be tested thoroughly. For more details about individual plug-ins,
visit the Appian AppMarket,

CLOSE

6. Click on the plug-in name.
7. Click DEPLOY.

Personalization Utilities

Re-deploying plug-ins that are already enabled on this site could take up to a few minutes.

Contains a collection of Functions and Smart Services under the Identity Contributed By

Management palette.Smart Services: mike.cichy

Rename Custom Group: Component Type

Allows you to change the name to any group. even if it is a custom group Plug-in {Function & Smart Service)
Create Custom Title:

Creates a custom title to be displayed in the Title dropdown when creating a user Version

account 3.7.0

Rename Custom Title:

Allows the renaming of a custom title due to organizational changes or the Last Updated

discarding of a duplicate title 2020-11-10

Deactivate Users:

Deactivate multiple users at the same time

Reactivate Users:

Reactivate multiple users at the same time

Create User With i18n:

Allows you to set the locale, the timezone and calendar preferences for the user to
be created

Please note: DOES NOT Send Temporary Credentials Email
Import Users from CSV Smart Service

Atemplate is included with this download

Functions:

isUsernameAvailableForNewAccount()

Wrapper to call the isusernameavailable() method in the UserService API.
getDeactivatedUsersBy()

Allows you to search for deactivated users based on different fields, values for those
fields and two operators (1:EQUALS and 2:CONTAINS)

getlsersByl()

Allows you to search for active users based on different fields, values for those fields
and two operators (1:EQUALS and 2:CONTAINS)

userSearch()

Allows you to do a multi-field search. Syntax is "userSearch(Text[] property.
Number[] operator, Text[] value)"

CANCEL DEPLOY

8. Repeat steps 4-7 for the remaining plug-ins listed above.

Self-Managed Environments

To deploy the plug-ins for a self-managed environment, follow the Deploying Plug-ins instructions. The plug-in files can be retrieved
from the AppMarket links above.

Step 3: Create database objects

In order to create the structure for the database tables, views, and other objects that are a part of Workforce Safety, you will need to
run DDL scripts in your database.

1. In your Appian-provisioned cloud database, select the Appian (or desired target) database.
2. Import the Workforce-Safety-v8.1-Solution-Master-SQL-Script.sql, which was downloaded in Step 1.


http://localhost:4000/Appian_Plug-ins.html#deploying-plug-ins

Step 4: Import the application files

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 Solution v8.1.zip file that was downloaded in Step 1.
5. Click IMPORT PACKAGE.
o Note: The import may time out due to file size, but import will continue in the background.
o 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. Then simply save and publish the Data store. The tables will be created for you.

To check the status of the import:

1. In Appian Designer, go to the Deployments tab.
2. When the deployment has been completed and is successful, a green circle will display. If there is an error, a red circle will
display. Click the deployment link for further information.

A Appian Designer <4 DEPLOYMENTS

#) INCOMING | ® OUTGOING

Clear Filters

Q

TYPE
O Al Name @ Type Source

LEe iR ©  Workforce Safety - 2020-09-08_1837 Direct COVID 19 DEV

() Manual Deployments

Step 5: If your environment uses Tempo, add necessary users to the
Tempo Users group

If Workforce Safety is the only application in your environment, or Tempo is not used by your organization, this step can be skipped.
Tempo access is restricted across the environment. By default, users are not members of the Tempo Users group.

This prevents external visitors and those within your organization from achieving broader access to the environment than they need.
Additionally, Workforce Safety does not require Tempo for any of its functionality.

If you require particular users or groups to have Tempo access, you can add select members or groups to the Tempo Users group:

1. In your Appian environment, log in as a designer.

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

4. In the search box, search for Tempo Users group.

5. Select the Tempo Users group and add members as needed.



A Appian Designer 52 APPLICATIONS S OBJECTS & USERS @& MONITORING «4 DEPLOYMENTS

ESIGN OBJECTS | M PLUG-INS

Tempo Users o q - ] E =

fleautilicrs Search results for Tempo AND Users in Name OR D¢ All Objects >
OBJECT TYPE | B Tempo Users &
Connected System Name Descriptio
Members Membership Rules
Constant [ Tempo Users —--—.____M_lin_tleig
DI SEE _ B ADD MEMBERS | &
Data Type =2 empo Ul Utility Docs Documents
Decision Name Details Member Type
Document
Expression Rule No objects available
Feed
Folder

We encourage you to only add members who need access to Tempo. Refrain from using a membership rule that adds all users in the
environment.

Next steps

After you are finishing installing the application, follow the Setup Guide to complete the solution set up.

I If your database name is not Appian, be sure to follow the instructions in the Setup Guide to update the database constant.

Setup Guide

Introduction

After you have installed or received your Workforce Safety site, there are a few steps to take to quickly get up and running with it.
This page walks you through the remaining steps to set up Workforce Safety.

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

Reach us by phone:

e Americas: +1 (703) 420-1311
e APAC: +61 285034152
e 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 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 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 Workforce Safety, 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 the administrators group do not have access to the content on the
Response Hub, even though they can see it. See the Groups Reference Page for more information about the access that
members of each group have.
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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.

o Go to the Users tab.

o Find and open the user.

A Appian Designer 22 APPLICATIONS = OBJECTS & USERS & MONITORING <4 DEPLOYMENTS
charles Q| Q CREATEUSER = &
Clear Filters Name T Username
STATUS
© Active & Charles Parker charles.parker
Inactive
All
TYPE
O Al
Basic User

System Administrator

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

User Properties

Charles Parker has no active tasks

vProfile

Username charles.parker (Change)

*First Name  Charles
*Last Name  Parker

Nickname

. Remove Photo  Change Photo
Supervisor

Title () Select existing () Create new @ None

vSecurity

*User Type Basic User @ System Administrator

Changes will take effect when the user next logs in
vContact

*Email  charles.parker@app.com Mobile Phone

CANCEL SAVE

4. Add admin users to the administrators group.
o Go to the Applications tab and open the Workforce Safety application.
o Find and open the Workforce Safety Administrators group.



4N

mm CampusPass

Name or descriptior Q -

Clear Filters

OBJECT TYPE
|| Connected System
|| Constant
| | Data Store
| | Data Type
| | Decision
| | Document
| | Expression Rule
| | Feed
| | Folder
Group

o Click ADD MEMBER.

i= OBJECTS

NEW »

O oo odg o g g

=

m

2

U1}

oo

U1

-

U1

ADD EXISTING ~ <

Name

Workforce Safety Response Managers
Workforce Safety Administrators
Workforce Safety Command Center
Language Users

Language Administrators

Workforce Safety Users

Workforce Safety Facilities Managers

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

Add Group Members

Choose the groups and users to add as members of the Workforce Safety and Readiness Administrators group

Groups to Add

Select one or more groups

Users to Add

‘ § Charles Parker %

CANCEL

ADD

Step 2: Update Admin Console settings

You will need to update several settings in the Admin Console, including setting the user start pages and default language. We also
recommend turning on the Prompt Users to Download App setting in order to provide a quick way for users to download the mobile

app.

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 Workforce Safety 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 site or the Response Hub 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 Response Hub users.

o Click New Start Page.

o For Start Page URL, enter the URL for the Response Hub: https://your-appian-instance. com/suite/sites/A8DpA4P9.
Replace your-appian-instance. comwith your site URL.
o For Groups, use the picker to select the Workforce Safety Command Center.

5. Set the user start page for employees.

o Click New Start Page.

o For Start Page URL, enter the URL for the Workforce Safety site: https://your-appian-
instance. con/suite/sites/z1ck30EL. Replace your-appian-instance. comwith your site URL.
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o For Groups, use the picker to select the Workforce Safety Users.
6. Click SAVE CHANGES.

Qo Appian Administration Console EXPORT | IMPORT &
SYSTEM User Start Pages
Branding

Specify the start pages for users when they first log in
Data Retention

File Upload Default Start Page
Internationalization https://your-appian-instance.com/suite/tempo
Mobile Start Pages
Permissions Members of the specified groups will start on the corresponding page when they first log in. Higher rows in the grid take precedence over lower rows. Paste in the fully-qualified URL of each start page
Plug-ins
Start Page URL Groups
Sign-in Page Links
Sites Typeface https://your-appian-instance.com/suite/sites/A8DpA4P9 Workforce Safety Command Center X 3 X
User Start Pages > https://your-appian-instance.com/suite/sites/z1ck30E1 Workforce Safety Users % + X
AUTHENTICATION
© New Start Page
API Keys 8
Appian

LDAP SAVE CHANGES

Maintenance Window

If the https://your-appian-instance. con/suite/tempo/news site displays when a user logs in, they can go to the Workforce
Safety site by clicking 222 > COVID-19 Workforce Safety or Response Hub.

Setting the default language

If you want users set their default language to one of the multiple languages supported by Workforce Safety, 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.
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]
o Spanish [es]
3. Click SAVE CHANGES.

0O O o0 o ©°

.

0, Appian Administration Console EXPORT || IMPORT | & 383 @ Applaﬂ
SYSTEM Internationalization

Branding

Data Retention Language Settings Date and Time Settings

File Upload Enabled Languages * Primary Calendar @

Internationalization > . .

English (US) [en_US], Dutch [nl], French (France) [fr_FR], German [de], Italian [it], Spanish [es] ¥ Gregorian v
Mobile
o Primary Language @ * Always override users’ selected calendar

Permissions

Plugins English (US) [en_US] - Primary Time Zone ©

Sign-in Page Links Always override users’ selected language (UTO) Greenwich Mean Time (GMT) T

User Start Pages Always override users’ selected time zone

AUTHENTICATION

API Keys
SAVE CHANGES
Appian

Turn on the Prompt Users to Download App setting

On mobile devices, Workforce Safety works best in the Appian mobile app, instead of a mobile browser. Some organizations may even
decide to create their own custom version of the Appian application with their own branding.

Whatever your case is, to help drive mobile app adoption, and create a better mobile experience for users, we recommend turning on
the Prompt Users to Download App setting in the Admin Console mobile settings. Enabling this setting will prompt users to


http://localhost:4000/Appian_Administration_Console.html#internationalization
http://localhost:4000/Custom_Mobile_Applications.html

download the mobile app when they access Workforce Safety from a mobile browser.
To turn on the Prompt Users to Download App setting:

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

2. Select Prompt Users to Download App. The default links to download the Appian app for iOS and Android are entered
automatically.

3. If you are using a custom mobile app that you would like your users to download, enter the link to these apps in the iOS App
Download Link and the Android App Download Link fields.

4. Click SAVE CHANGES.

Prompt Users to Download App

Users in mobile browsers should be prompted to install the mobile app
iOS App Download Link *

https://itunes.apple.com/us/app/appian/id417065205?mt=8

Android App Download Link *

https://play.google.com/store/apps/details?id=com.appian.android

SAVE CHANGES

Step 3: If the database name is not Appian, update the database constant
The Workforce Safety application contains an object called a constant that tells the application what the name of your database is.

First, you need to determine what the name of your database is. If it isn't jdbc/Appian, you will need to update the constant so that it
uses your database's name.

To determine the name of your database:

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 About Appian.

3.In the Data Sources section, find the Name of the database.

4. If the name is jdbc/Appian, you can skip to Step 4. If it isn't, write down the database name and continue with this section.



Name

jdbc/Appian

To update the name of the database in the constant:

1. Go to the navigation menu and select Appian Designer.

Appian Designer

2. At the top of the page, click OBJECTS.
3. Search for ITA_GBL_DATABASE.
4. Click ITA_GBL_DATABASE to edit the constant.



A Appian Designer i= OBJECTS

1T, DESIGN OBJECTS | & PLUG-INS

ITA_GBL_DATABASE® Q ~ c
ol Search results for ITA_GBL_DATABASE in Name OR Description
OBJECT TYPE
Connected System il Description
Constant ITA_GBL_DATABASE This constant contains the default database name

Data Store

5. In the Value field, update the name to match the data source name from the About Appian dialog box and click SAVE.

Constant Properties

Name *
ITA_GBL_DATABASE

Description

This constant contains the default database name

Type *
Text -
Array (multiple values)
Value

jdbc/Appian

Environment Specific ®
Different environments need to have different values for this constant

Save In *

@8 TA Environment Specific Constants %

CANCEL SAVE

Step 4: Add users and assign to groups

You likely have a lot of users to add to the Workforce Safety 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.



& User Provisioning

Need Help?
Workforce Safety Solution B e UL J= -
y
 APAC: +61 285034152
User Setup  EMEA: +44 20 3929 3748

Reach us by email:
& support@appian.com

How would you like to add users?

® o
LDAP SAML Upload CSV Add Manually

How to get your users going

1. Set Groups

Step 5: Configure the site for your organization

After you've added members to the response managers group, they can log in and customize with information relevant to your
organization.

Follow the instructions on the Configure the Site page to configure Workforce Safety.
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o o2 Lo

PEOPLE REPORTS CONFIGURE

A ®

INCIDENTS ACTIVITY

Response Hub ~ @ Appian

Tailor Workforce Safety to your organization’s needs.

fo>)
MANAGE SITE FEATURES FACILITIES
"4 ¢
BRANDING AREAS
A =
INCIDENT OPTIONS DEPARTMENTS
- ]

COHORTS

?
PASS REQUEST QUESTIONS

?
ISOLATION UPDATE

@
PREVIEW QUESTIONNAIRE

VOLUNTEER OPTIONS

?
SURVEY QUESTIONS

HELPFUL LINKS

&
POLICY DOCUMENTS

&8 ®
GUIDELINES COVID-19 TESTING
« o=
ANNOUNCEMENTS AUTOMATED ISOLATION REMOVAL
= -]

GROUP MANAGEMENT

DATA MANAGEMENT

Step 6: Launch solution

Once all of the above steps are complete, you can notify your users to start using Workforce Safety. Reach out to Appian Support at
any time if you have any questions.

Mobile Device Setup

Introduction

The Workforce Safety home page is optimized for mobile use. This provides the flexibility for end users to request a pass, report an
incident, view announcements and much more, directly from their mobile device.

This page provides instructions for how to download and set up the mobile Appian application to use Workforce Safety.

Accessing Workforce Safety on a mobile device

In order to use Workforce Safety on your mobile device, download the Appian application on your phone.
To download and set up the Appian mobile application:

1. From the Apple App Store or Google Play store, download and open the Appian application.
2. Click the + icon to add a new account.

3. Enter site name in the Server Address field.



Add Account

Server Address

https:// example.com

4. Log in using your credentials.
5. In order to receive important updates from your organization, be sure to enable notifications for the Appian application.

The Response Hub is available on the mobile application, but it is best used on a desktop.

Best Practices for Optimal User Experience

Introduction

Appian Workforce Safety is deployed by large multinational organizations, and Appian is fully scalable to meet the needs of even the
largest customer. The Appian Cloud infrastructure that is provided for each customer is sized to support the user population at the
time of purchase, assuming optimal usage.

This page defines the best practices for optimizing the user experience through:

e Ensuring that the number of users using Workforce Safety doesn't exceed the optimal number of users that the default
infrastructure can handle.
¢ Implementing a data archival strategy.

If your needs are likely to exceed the optimal usage, contact your account executive to help determine if you will need to upgrade your
infrastructure, even if only temporarily.

Optimal usage for Workforce Safety

The upper limit for optimal usage is 1% of your user population requesting a pass during your peak one-minute period. For example, if
you have 12,000 users, the infrastructure set up for you can handle 120 users requesting a pass during your busiest one-minute
period.

We do not artificially throttle or create waiting rooms for users beyond this recommended limit. This means that if you are using the
default infrastructure and you have more users request a pass at one time than the system was designed for, users may see slower
response times during these peak periods.

This limit is based on metrics from customers who are using our solution daily across large populations, and it assumes the following:
e The solution has not been customized beyond the configurations documented on this site.
e Passrequests are limited to 10 or fewer questions.

What causes peak periods?

There are likely natural variations for when your user population will be most likely to request a pass. For example, the time that users
start work, their commute time, or differences in their time zones could affect the number of users using the site at once.

There are also some actions that could artificially increase the number of users logging in at once. For example, sending an initial
launch message or daily reminder to all users at the same time would likely cause an increase of users using the site at the same time.
Best practices

Most customers have usage well below 1% during their peak periods without applying additional constraints. However, there are some
best practices we recommend that can reduce the chances of exceeding the optimal usage.

Space out notifications

If you decide to send out a regular reminder or initial launch message, consider spacing it out by sending it to different groups at
different times. This will decrease the likelihood that many users will try to log in at the same time, possibly resulting in slower
response times.



For example, when you initially release Workforce Safety to your users, you can encourage users to request passes just before they
leave for work rather than when they get to work. You can also time notifications so that different groups or facilities receive them at
different times to reduce the likelihood of a usage surge.

Stagger arrival times to your workplaces

Having your employees arrive to the workplace at different times can reduce peak demand on the system while also preventing large
gatherings of people at your site entrances.

Use a phased approach for returning users to the workplace

Allowing employees back to the workplace in stages spreads out user activity. Additionally, a phased approach like this will provide you
with a chance to learn from feedback and adjust your approach.

Don't exceed ten questions on your pass request questionnaires

The more questions that you add to your pass request questionnaire, the more time each user spends in the system and the more
system resources are needed per user. This impacts both the user experience and how many users the hardware can handle.

By default, pass requests have eight questions. We have found that user experience and system load are better when staying under
ten questions for a pass request. If your use case requires more than ten questions, please reach out to your Account Executive to
help determine if you need upgraded hardware.

Data archival strategy

To ensure that Workforce Safety continues working with optimal performance and does not encounter slowness due to growing data
entries, a data archival strategy is recommended for all customers, especially those with a high load of data entries. Data archival is
also recommended once the data is no longer needed for business purposes since the raw data is maintained and can always be
accessed from the back-end, after it is archived.

For instructions on how administrators can configure what data is archived and when, see the Configuration Guide.

Recommendations

The following guidance was designed based on load testing analysis completed on standard cloud installations in order to help guide
decision-making around when and what to archive if needed.

e Pass Requests: It is recommended that this volume does not exceed 500,000 data entries. Since pass requests are generated
daily by users, it is recommended to set archival here based on how many pass requests are being generated per week. For
example, if users are completing ~125,000 pass requests per week, we suggest archiving at 30 days.

e Surveys. It is recommended that this volume does not exceed 100,000 data entries. Since surveys are generally only created one
time per user, it is recommended that you archive surveys if you approach the recommended limit, as well if the data is no
longer needed for business purposes.

o Isolation Updates: It is recommended that this volume does not exceed 100,000 data entries.

e Incidents: It is recommended that this volume does not exceed 100,000 data entries.

e Tests: It is recommended that this volume does not exceed 100,000 data entries.

e Log Contacts: It is recommended that this volume does not exceed 1,000,000 data entries.

When evaluating data volume for archival, consider the following:

e The number of data entries currently in the system. This information can be found in the Data Management configuration page.
e The expected future usage that will cause data entries to exceed the recommended amount.

This guidance is designed with the intention of minimizing potential performance degradation. It does not necessarily need to be
strictly followed, but should be considered along with your business needs. If you are not experiencing any performance issues with
your current data volumes, you may not need to configure archiving for every data category at this time.

For customers who have heavy usage and require maintaining data volumes that are larger than the figures provided in the
guidance, we recommend adjusting the archival periods based on the performance of the environment. For example, if you are
experiencing slow load times of certain pages, such as the Pass Request report, consider archiving that functional data at a
shorter interval. Contact technical support if further assistance is needed.

Home Page User Guide

Introduction
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In order to keep employees safe and healthy, you need information from them: Are they at increased risk if they come back to the
workplace? Are they experiencing symptoms of COVID-19 or have a higher risk of becoming infected? Have they noticed any unsafe
conditions? How are they feeling and do they need any assistance?

But there's a problem—communicating with a large number of people is incredibly difficult. Workforce Safety makes it easier for
individuals to communicate with their organization.

This guide instructs users on how to use the Workforce Safety home page to stay informed and communicate with their organization.

See also

e For instructions on how to access Workforce Safety on a mobile device, see Mobile Device Setup.
e For instructions on how to use the response hub, see the Response Hub User Guide.

Workforce Safety home page
Workforce Safety contains a home page where users can:

e Update user profile.

o Complete surveys (if enabled).

e Request passes.

e Log contacts.

e Reportincidents (if enabled).

e Complete isolation updates

e Submit COVID-19 test results.

o Use community help features (if enabled).

e View valuable resources such as safety guidelines, helpful links, policy documents, and facilities.
e Host visitors, if they can see the Visitors icon.

Only the information that a user can act on will display on the home page. For example, if a response manager has not requested test
results from a user, the Please take a COVID-19 test section will not display.
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@ Workforce Safety

Good evening, Karen

v Today ©

B &
London, England 08/12
United Kingdom Wednesday

Log your contacts

& Anyone that was within 6 feet of you for
at least 15 minutes

® Any area that you visited or used while at

Requesting a pass for another facility? Planning ahead a facility
for tomorrow?

REQUEST PASS LOG CONTACTS

Help keep our community safe

Let us know if you have tested positive for COVID-19, are in need of assistance, or see any unsafe behavior or
missing safeguards

REPORT AN INCIDENT

Updating user profile

The first time users log in to the Workforce Safety solution, they see a welcome screen. Clicking the GET STARTED button will allow
users to provide their profile information.
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ﬁ' Workforce Safety

Welcome to Workforce Safety

Tell us a little bit about yourself so we can help you return
to work safely

GET STARTED

Users can click DO LATER to skip this step and go straight to the Workforce Safety home page.
If they skip this step, they can:

e Report incidents (if enabled).
e View resources.
¢ View announcements.

Until they provide their profile information, they cannot:

e Complete a survey.
e Request a pass.

e Log contacts.

e Provide test results.
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Workforce Safety

Profile Details for Amy Good morning, Amy
Lee !
Position required 1 Please provide your profile

information

| Finish providing your profile information to
Can you work from home? Required | keep things up to date

PROVIDE PROFILE INFORMATION

\j/ Full-time remote :i Office based

~

~
(_JYes ()No

Department Required
Select a department

Help keep our community

Primary Facility £
sare

Select a primary facility -
Let us know if you have tested positive for

SUBMIT COVID-19, are in need of assistance, or see any
I unsafe behavior or missing safeguards

DO LATER
REPORT AN INCIDENT

Users can update their profile information at any time by clicking the Profile icon at the bottom of the home page.

Completing a survey

A survey is a set of questions that can be sent to users before they start requesting passes. You can use this to gauge interest and
ability to return to the workplace.

When the survey is active, on the Workforce Safety home page users will see an option to complete the survey. If they complete the
survey with no disqualifying answers, they will be able to start requesting passes to determine their ability to return to the workplace.
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@ CampusPass | ( Start Survey
Good morning, Karen

Complete Survey

Survey Questions (Step 2 of 3)
Are you ready to return to

How do you get to work?
campus?

O Walk/Bike
O Drive
O carpool

O Public Transportation

> Complete this survey so we can help I BACK CANCEL NEXT
you decide if you can safely return to |

campus

START SURVEY

Help keep our community
safe

If the Pass Requests Disabled by Active Survey Incidents feature toggle is turned on and an incident is created based on a user's
response to a survey question, they will not be able to request a pass until a response manager closes the incident. If they update

their survey, a comment will be added to the incident, but it will not automatically allow them to request passes, even if they respond
with answers that are not disqualifying.

Requesting a pass

If users are eligible to request a pass, they will see the request pass section on their Workforce Safety home page.

Requesting a pass helps users determine their fitness to return to the workplace. All questions are required and the information will
go to the response managers reporting dashboard.
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Request Pass

Health and Community (Step 3 of 4)

Request a pass to return to
the workplace

Has your temperature been less
than 99.9 F or 37.7 C without the
use of fever-reducing
medications, for the last 3 days?

Do you currently exhibit any
respiratory symptoms of
» We'll check to see if it's safe for you to COVID-19 (e.g., cough,
return to a facility shortness of breath)?

REQUEST PASS v YES

Are you currently caring for
anyone who is sick with possible

[:},' ﬂa-l COVID-19 symptoms?

v YES x NO

Helpful Links Policy Facilities
Documents

Users can request passes for multiple facilities. If the Next Day Pass Requests feature is toggled on, they can also plan ahead by
requesting a pass for the next day.

If Enforce Area Capacity Restrictions is toggled on, users can select an area when requesting a pass. These areas are limited to a
certain capacity. Areas that have reached their capacity limit cannot be selected. If the user doesn't select an area, they will be
assigned to the area with the most available capacity.

If Cohort Management is toggled on, users will see which days their department can request a pass for. They can also only request a
pass for days that are assigned to their cohort.
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Good morning, Valerie

Request Pass

Day and Location Selection (Step 1 of 3)

Request a pass to return to Which day?

the workplace Today (Thursday, Sept 17) v

Tomorrow (Friday, Sept 18)

N Members of Human Resources cannot request a
o \ | pass for Friday.
ﬁ |l Which facility?
< |

EMEA HQ

Which area?

> We'll check to see if it's safe for you to

return to a facility Second Floor

Only open areas with capacity are listed to maintain
social distancing. If left blank, the area with the most

7 Due to departmental capacity capacity is selected automatically.

restrictions, you can only request passes
for Thursday and Wednesday

CANCEL
REQUEST PASS ‘

The pass is valid for one day. After the pass expires, the user will need to request a pass again to receive another one.

Pass eligibility

After a user submits their request, the result of their request displays. The possible results are: Approved, denied, or denied for
facility.



Questionnaire Result

We're ready for you to come in!

We will email you a copy of your pass. Make
sure you have it handy when you arrive at
HQ.

Questionnaire Result

STAY HOME

Based on your responses, we ask that you
stay home for now. In addition, your active
passes will be revoked.

Questionnaire Result

Stay home or try another
facility

Based on either your responses or facility
conditions, we cannot issue you a pass to

return to HQ today.

CLOSE

Denied for facility explanation

Some pass request questions are only for specific locations. When the questions are being configured, these questions have Only
show this question to users in certain locations selected for visibility. If a user chooses a response that disqualifies them on a
location-specific question, they will not be given a pass for that facility. Additionally, if they already have a valid pass for that facility, it
will be revoked. They can still request a pass for other facilities.

Edit Question
Question
Question Text
Have you recently returned from traveling abroad within the last 14 days?

[ | This is a follow-up to a preceding question

731PM

Response
v YES Workforce Safety
Type )
Have you been in close cont: Good evening, Karen
vesiNo with others from outside you
- T Teetes sy household within the last 14 Tomorrow @
Choices qu:g;ed I:,Ie I?‘i:::‘:; Disqualifying®@ ~ Should Self-  Associated Guidelines @ days?
P Isolate @ v YES “
Yes O O O — Select guidelines — Have you recently returned f
traveling abroad within the I3
No 0 0 O — St g — days? Stay home or try another facility
Requesting a pass for
Visibility Have you been tested for ahead for tomorrow?

antibodies?

Help keep our community
CANCEL N safe

Let us know if you have tested

Only show this question to users in certain locations REQUEST PASS

Select a Country - ct a State/Province — - Select a City -

Country State/Province City

COVID-19, are in need of assistan

London, England unsafe behavior or missing safeg:

United Kingdom

Only show this question to certain user positions

CANCEL SAVE CHANGES




Note that if the question is also configured to report an incident and the Pass Requests Disabled by Active Pass Request or COVID-19
Isolation Incident feature is active, they will not be able to request a pass for any facility, and their active passes will be revoked.

Edit Question

Question

Question Text
Have you recently returned from traveling abroad within the last 14 days?

[ | This is a follow-up to a preceding question

Response e
v YES Workforce Safety
Type -
Yes/No Hgve you beenin cloge cont Good evening, Karen
with others from outside you
lieTeies Vs household within the last 14
Require Fil Report ?
Choices S::g;: ée IniF:erntag Disqualifying @ = ShouldSelf-  associated Guidelines @ days?
Yes O O - Select guidelines Have you recently returned fi
traveling abroad within the Ia
No | ] - Select guidelines — days?
2
Visibility Have you been tested for
Ao
Only show this question to users in certain locations antibodies? > Based on your recent responses, we

 YES _ ask that you work from home

€7 Our response managers are looking
into your situation

Country State/Province City BACK | CANCEL

United Kingdom - London, England Help keep our community
safe

Only show this question to certain user positions

CANCEL

SAVE CHANGES

For questions that aren't specific to a certain location, if a user responds with an answer that disqualifies them, any passes that they
have been issued will be revoked and a message will display asking them to stay home.

Displaying passes

If a user is eligible for a pass for the day and facility that they are requesting, the pass displays on their home page.

The pass contains the following:

¢ The facility that the pass is for.

e The area that the pass is for (if Enforce Area Capacity Restrictions is toggled on).
e The color-coded day of the week that the pass is for.

¢ A QR code that can be scanned at the facility.

Users can display this pass in the Appian application or from an email that is automatically sent to the user.

Additionally, the active passes for each day, facility, and area that was requested displays.


http://localhost:4000/wsr-8.1/configure-wsr-site.html#pass-requests-disabled-by-active-pass-request-or-covid-19-isolation-incidents
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(@\ Workforce Safety

Good afternoon, Maria

v I Today @

] i Q
Tysons 09/16 First Floor
Corner, VA Wednesday
United States

Wednesday

(=13

Pl EMEA HQ Tomorrow @

Requesting a pass for another facility?
Planning ahead for tomorrow?

REQUEST PASS

Logging contacts

After a user receives a valid pass, a Log your contacts section will display on their home page. Clicking LOG CONTACTS will allow
them to log the people and areas that they had contact with while they were onsite.
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‘9 Workforce Safety < Log Contacts

Log Your Contacts

To maintain the safety of our community, it's
important to trace the people and areas you come
into close contact with.

Log your contacts

What people and areas should | add?
Visit Date @

08/10/2020

People ®

48 Anyone that was within 6 feet of you & Charles Parker %
for at least 15 minutes ﬁ LauraDavis % @ BrianChen %

® Any area that you visited or used while Areas @
at a facility

Denver HQ - Auditorium X
LOG CONTACTS Denver HQ - Floor 111 %

.
Help keep our community

safe |

CANCEL ‘

Let us know if you have tested positive for

Workforce Safety makes it easy for users to log contacts by automatically loggings area contacts the user received a pass for and

suggesting up to 20 people contacts based on data the solution collects. Users can simply click on a suggested contact to add it to their
contact log.

Users are encouraged to log their contacts after each onsite visit in order to keep an accurate account of their close contacts in case

they are diagnosed with COVID-19. If the user submits a COVID-19 isolation incident, the information they input here will display to
response managers on the related incident.

If the Contact Reporting When Requesting a Pass feature is toggled on, users will be asked to review any contacts they have logged for
their last two visits, or log their contacts if they haven't already done so.


http://localhost:4000/wsr-8.1/wsr-response-hub-user-guide.html#covid-19-isolation-incidents
http://localhost:4000/wsr-8.1/configure-wsr-site.html#contact-reporting-when-requesting-a-pass

Confirm Close Contacts

Before you request a
pass...

Verify and update your contacts from the last 2 days
4 Thu, Aug 6

Q Areas & People
None Reported None Reported

| did not visit a facility on this day

4 Fri, Aug 7 UPDATE CONTACTS

Q Areas & People

HQ - Floor 9 Debra Harrison

HQ - Floor 11 Christine Chenal
James Baker

CONTINUE TO PASS REQUEST

CANCEL

Reporting an incident

If the User Incident Creation feature toggle is active, users can report an incident to response managers. Incidents can be used to
report things such as unsafe conditions, COVID-19 positive diagnoses, or exposure to or symptoms of COVID-19.

To report an incident:

1. From the Workforce Safety home page, click REPORT AN INCIDENT.
2. Select whether it is a COVID-19 RELATED INCIDENT or a NON-COVID-19 RELATED INCIDENT.
o Note: If COVID-19 ISOLATION INCIDENT is selected, the user's contact tracing data will be automatically collected and
displayed to response managers in the incident.
3. Fill out the incident details and click REPORT INCIDENT.


http://localhost:4000/wsr-8.1/configure-wsr-site.html#user-incident-creation

Non-COVID-19 Isolation Incident

Add New Incident

Type *
General v
Title *
eg, Sick employee attended event

Incident Date

12/17/2020
Facility * Department *
USAHQ v Finance

Description @ *

074000

Impact @

0/4000

CANCEL BACK

s affected by this incid

© Add an Impacted Person

Attachments

Add New Incident

Incident Information

Facility * Department *

USAHQ v Finance v

Description @

074000

Attachments

UPLOAD [} Drop files here

1 CANCEL || BACK

Please note that any Personal Health Information contained in this incident ticket will be viewable by individuals that are responsible for reviewing
and responding to incidents. Please follow your organization's HIPAA policies with respect to Personal Health Information being submitted.

Incident Details w

COVID-19 Isolation Incident

Please note that any Personal Health Information contained in this incident ticket will be viewable by individuals that are responsible for reviewing
and responding to incidents. Please follow your organization's HIPAA policies with respect to Personal Health Information being submitted.

Testing Information
Confirmed COVID-19 positive through a test *

© Yes

No
Test Result *

Positive v

Test Date (date conducted) *

mm/dad/yyyy
Test Location *

Examples: Quest Diagnostics, PCP
Upload the test result

UPLOAD | [y Drop file here

REPORT INCIDENT

If a COVID-19 isolation incident was created, the user will be automatically placed into isolation. Users can only have one open COVID-

19 isolation incident at a time.

Viewing incidents

To view incidents, scroll to the bottom of the home page and click Incidents.

Only the following incidents display:

e COVID-19 isolation incidents for the user.

¢ Incidents created by the user.

¢ Incidents created by a response manager on behalf of the user.

Non-COVID-19 isolation incidents that were automatically created based on a positive test or questionnaire response don't typically
display to end users. However, if a response manager comments on an automatically-created incident, that incident will display to the

user so that they can comment back.



11:15 PM !l Verizon & 5:45PM Wil Verizon & 5:46 PM 5 @ 27"

Workforce Safety 1 &) Workforce Safety | <

48: COVID-19 Positive Incident... EH

€ Back = Summary

Your Incidents 48: COVID-19 Positive Incident -

Title Assignee Status | Incident Details
The north |

«» We'll check to see if it's safe for you to | coridofis Maria Lopez ' Open | ﬂ Impacted User
<

return to a facility : out of hand Amy Lee

sanitizer £ Human Resources

| CcovID-19 | neident Stat
1 Positive @ Closed - Incident Status
REQUEST PASS Il ncident - - Resolved | “.* Open
Amy Lee | Incident Type

COVID-19 A COVID-19 Positive

Positive e
Incident - Joseph Clark “.7 Open Assigned To

| Amy Lee | © Joseph Clark
| | Description

Helpful Links Policy Documents Created By Created On
© Maria Lopez 1 10/14/2020

Updated By Updated On

g | | O Laura Davis 4 10/14/2020

Recovery Criteria @
Incidents ** Waiting for negative COVID-19 test result or 14-

Completing isolation updates

Users can be placed into isolation manually by response managers, or automatically
if they report that they have been diagnosed as COVID-19 positive, are showing
symptoms, or came in contact with someone who tested positive for COVID-19. While
users are isolated, they cannot complete a survey or request a pass, but they can
perform all other actions on the site. As soon as a user is placed into isolation any
ailiVetizonies DEEY 7 e active passes they have will be revoked.

) Workforce Safety
When users are in isolation, instead of a pass request section, they will see a
COMPLETE ISOLATION UPDATE section on their home page.

Good morning, Karen

Isolation Update

> Please check back with us once a day
by completing your daily isolation update.

This will help us know when we can get
you safely back onsite.

COMPLETE ISOLATION UPDATE




Acknowledging and submitting test results

If a response manager has requested a test from a user, the user will not be able to request a pass or update the survey until they
have acknowledged the test request.

To acknowledge the test request:

1. On the home page, click VIEW TEST OPTIONS.
2. Click I need to take a test.
3. Select | have read and understand the guidance to get a test and click ACKNOWLEDGE.

12:31PM 7 74% aily o 12:31PM 12:31PM

Workforce Safety

Good afternoon, Karen . Test Guidance and Options
COVID-19 Test Options it |

| You can reach out to your healthcare
| Select an option below to proceed | provider to understand testing options that
Please take a COVID-19 test may be available to you.
As a precautionary measure, we'd like you
to take a COVID-19 test

You can also visit the EverlyWell Site (7' to
verify your eligibility for a test kit.
f If eligible, place your order on the EverlyWell

| site.
VIEW TEST OPTIONS | =)

I have test results available O have read and understand the
guidance to get a test

Help keep our community
safe

€ GO BACK
Let us know if you have tested positive for

COVID-19, are in need of assistance, or see any
unsafe behavior or missing safeguards ACKNOWLEDGE

I need to take a test
REPORT AN INCIDENT

€ GO BACK

To submit test results:

1. On the home page, click VIEW TEST OPTIONS or SUBMIT TEST RESULTS.
2. If you didn't already acknowledge your test request, click | have test results available.
3. Enter the information for your test and click SUBMIT.
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What was the result of COVID-19 test?

COVID-19 Test Options ‘ POSITIVE

Select an option below to proceed | (I have COVID-19)

Good afternoon, Karen

Please take a COVID-19 test

As a precautionary measure, we'd like you
to take a COVID-19 test

| f NEGATIVE
VIEW TEST OPTIONS | o (1 do ot have COVID-19)

I have test results available

Help keep our community INCONCLUSIVE

safe | (Results were indeterminate)
Let us know if you have tested positive for |
COVID-19, are in need of assistance, or see any |
unsafe behavior or missing safeguards |
When was the test conducted? reg

I need to take a test
REPORT AN INCIDENT

Where was the test conducted? rRequired

€ GO BACK

Using community help

If the Community Volunteering and Help Requests feature toggle is turned on, a Community Help icon will display on the home page.
Clicking this will allow users to request help or sign up to volunteer.

Requesting help

If a user needs assistance from a member of the workplace community, they can submit a help request which can be addressed by a
volunteer.

12:39 AM . 12:39 AM 27% wi! Verizon & 12:37 AM

Workforce Safety 3 Workforce Safety | < CREATE HELP REQUEST

How can others get in touch?

Please provide at least one contact method
Let us know if you have tested positive for
COVID-19, are in need of assistance, or see any | Phone Number 9
unsafe behavior or missing safeguards |

REPORT AN INCIDENT

Email

karen.anderson@app.com

Where do you need assistance?

I need support: Requi

Need a helping hand?

Helpful Links Policy ERCihes Short on groceries? Just need some advice | X
Documents via video chat? Your colleagues are available | | In-Person () Virtusl

to assist! |
MAKE A REQUEST | What kind of assistance do you need?
A @ 3 | Title Required

Incidents STy

Help

Urgency Required 9

Low Medium High Critical

Signing up to volunteer
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If the Community Volunteering and Help Requests feature toggle is active, for users 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.

12:39 AM

Workforce Safety

Let us know if you have tested positive for
COVID-19, are in need of assistance, or see any
unsafe behavior or missing safeguards

REPORT AN INCIDENT

Helpful Links Policy Facilities
Documents

A O

Incidents Community

Help

Viewing assigned requests

w!! Verizon B 1:02 AM 7 24%0

< I need help getting medication E’

= Summary

—
Unassigned In Progress Closed

Requests may contain Personal Health Information.
Please follow your organization's policies for handling
Personal Health Information under HIPAA when reviewing
requests

Requestor Details

Karen Anderson
¥ karen.anderson@app.com
. 701-471-8870

Volunteer Details
&+ Charles Parker
N
Request
I need help getting medication

Urgency

I need support:
Q In-Person

I need help with:
{ Running errands

Details

I need ibuprofen and my local store is out.

12:39 AM
Workforce Safety
Short on groceries? Just need some advice
via video chat? Your colleagues are available
to assist!

MAKE A REQUEST

)

N

Want to volunteer?

Sign up to help your colleagues during these
challenging times. You can help in-person or
remotely!

SIGN UP

il Verizon & 12:38 AM 7 27% 0

< SIGN UP

Volunteer Your Time

We pride ourselves in our generosity of spirit; we look
out for each other. In this time of crisis, there are
many ways to be helpful to your colleagues. Please
complete this form to add yourself to the list of
available volunteers.

Where can you help?

1 can provide support: Required

In-Person Virtual

How can others get in touch?
Please provide at least one contact method
Email

example@fake.appian.com

Phone Number

How can you help?

Select all that you are willing to help out with

If the Community Volunteering and Help Requests feature toggle is active and users
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.
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Viewing resources

Resources are available under the Helpful Links, Policy Documents, and Facilities links. These sections contain links to external
resources, documents uploaded by your organization and information on your organization's facilities.

Hosting visitors

Users can be given access to host visitors. Hosting consists of scheduling visits for visitors and adding new visitors. Hosts can also
cancel visits that they have scheduled.

Scheduling visits

Before a visitor can come on site, they must have a visit scheduled by someone who has been given access to host visitors. All hosts
can access this action from the Workforce Safety home page, but screeners and response managers can schedule visits from the
Response Hub as well.

To schedule a visit:

1. On the bottom of the Workforce Safety home page, click the Visitors icon.
o Tip: Only users who have been given access to host will see this icon.
2. Click SCHEDULE A VISIT.

9:20 PM 9:01PM

Workforce Safety Workforce Safety

€ Back

Help keep our community . .
safe Visitors

Let us know if you have tested positive for SCHEDULE A VISIT

COVID-19, are in need of assistance, or see any

unsafe behavior or missing safeguards Upcoming Visitors

REPORT AN INCIDENT | 1 2 Mind¥ S:(:((:)tftf
New Yorl ice

NOV New York, NY, NY

Visit scheduled % Cancel Visit

1 3 Mindy Scott
New York Office
NOV New York, NY, NY

Pl = Dviﬁ:ﬁ;’nm Visit scheduled % Cancel Visit
oc S

1 4 Amy Adams
Denver Office

NOV Denver, CO, CO
Visit scheduled % Cancel Visit

Facilities Incidents Visitors

3. Select a facility and click NEXT.
o Tip: You can select closed facilities since some visitors, such as cleaning and maintenance crews, may still need access to
facilities that are closed.
4. Select the day or day range that the visitor should be able to visit and click NEXT.
5. Select the visitor.
o If the visitor is already in the system, find and select them in the Select Visitor field.
= Tip: If a message displays that says the visitor is not eligible to visit, it is likely because they are in isolation or have an
open incident.
o If the visitor is new, click + NEW VISITOR, then enter a first and last name and an email address and click ADD.
= Note: The email address will be the visitor's username.
6. Click Finish.
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< | | <

Schedule Visit ‘ Schedule Visit Schedule Visit

_— v
Facility Date Visitor Facility Date Visitor Facility Date Visitor

Select Facility | Select Date Select Visitor

New York Office, NY One day @ Multiple days © NEW VISITOR

BACK CANCEL

New York Office is currently closed 11/12/2020  to  11/20/2020

CANCEL | BACK | CANCEL NEXT

The visitor will need to complete a pass request in order to visit the facility. If they are not eligible to visit based on their responses, the
host will receive an email.
Canceling visits

After you schedule a visit for a visitor, it will display when you click the Visitors icon. Here, you can see the status of the visit, such as if
the visitor has received a pass to visit the facility. You can also cancel an upcoming visit, if necessary.

To cancel a visit:

1. On the bottom of the Workforce Safety home page, click the Visitors icon.
o Tip: Only users who have been given access to host will see this icon.

2. ldentify the visit you want to cancel and click Cancel Visit.

3. On the next page, click CANCEL VISIT.

After a visit is cancelled, any active passes that the visitor had will be revoked and the visitor will be sent an email letting them know
that the visit was cancelled.

Response Hub Overview

Introduction

The Response Hub in Workforce Safety allows certain users to see and manage the health and work status of employees and facilities
in one central location that's updated in real-time.

The Response Hub is organized into Incidents, Activity, People, Reports, and Configure pages.
This page describes what information and actions are in the Response Hub.
See also

 For instructions on how to use the Response Hub, see the Response Hub User Guide.

¢ Forinstructions on how Response Hub users can configure Workforce Safety, see the Configuration Guide.
» For a list of what actions and information users have access to in the Response Hub, see the Groups Reference Page.

Response hub personas

Every organization should have a response manager that oversees the day-to-day activities of the Response Hub. Your organization
can also decide to use any or all of the following personas that have access to different information and actions in the Response Hub.
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Persona Description Group

Response Response managers respond to incidents and manage COVID-19 Workforce
Managers testing and contact tracing for their organization. They can also Safety
view reports for their people, facilities, and incidents to provide Response

real-time insight into the situation. Additionally, they can tailor the  Managers
application to suit the organization's needs.

Coordinators  If the Community Volunteering and Help Requests feature is Workforce
toggled on, members of this group can see all incoming help Safety
requests and match them to volunteers. They can also view reports  Coordinators
to see how they can best distribute resources to those in need.

Screeners Members of this group can scan user passes and request passes on Workforce
behalf of users. Safety
Screeners
Facility Facility managers can help take on the responsibility of maintaining workforce
Managers the facilities, departments, and areas for an organization. Safety
Facility
Managers
Configuration  Configuration managers can tailor the application to suit the Workforce
Managers organization's needs without seeing user data. Safety
Configuration
Managers
Administrators Administrators can configure Data Management to archive data Workforce
and can add and remove users from groups. Although they have Safety

access to the Response Hub to perform these functions, they can't  Administrators
see any of the data in the Response Hub.

See the Groups Reference Page for more information on which groups have access what content in Workforce Safety.

Archived data

Administrators can use the Data Management configuration to automatically archive data after a defined period of time. This can
optimize Workforce Safety performance and improve the user experience.

If you think you are missing data in a Response Hub report, contact an administrator. They have the ability to restore any archived
data, as well as tell you which data is being archived.

Additionally, when data is archived that affects a user's status, their status will remain the same, but the reason for that status may
not be available. For example, if a user is in a Not Qualified status, but their last pass request is archived, the reason for why they were
in that state cannot display.
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Typical message

Archived data message

Not Qualified

Disqualifying answer(s) to a pass request

Not Qualified

User status is determined from previous user data that may have been archived
Status will be updated when new data is received for the user.

Manage your incidents

Incidents are how you resolve issues for your employees. They can be created automatically, such as through questionnaire
responses, or manually to report issues or COVID-19 positive diagnoses, isolations, and exposures.

Incidents are so important to how you manage crises, that we put it front and center in the Response Hub.

The INCIDENTS page displays when you log in to the Response Hub. From here, you can view all incidents that have been reported for

your organization.
- X Y- 2

o Q Search incidents SEARCH STATUS | Ariy = IMPACTED PERSON | Any - USER TYPE | Ary
TYPE | Any > FACIITY | Any = DEPARTMENT | Any > ASSIGNEE | Ariy -

o + REPORT INCIDENT
ID  Status Impacted Person Type Facility Department Assignee 1 LastUpdated
50 25 Q Daniel Nelson COVID-19 Isolation New York Office Operations Unassigned Dec153:.01PM (& o

o 2 o ! Andres Gidean Pass Request Response Arizona - West Coast HQ Human Resources James Baker Dec 10 9:16PM 4
6 o “ Deborah Geary Pass Request Response Arizona - West Coast HQ Marketing James Baker Dec 10 9:16PM =
7 o ! Enzo Angelo Pass Request Response New York Office Human Resources James Baker Dec 10 9:16PM 4
10 o ! Anastasia Legend Pass Request Response USAHQ Information Technology James Baker Dec 10 9:16PM 4
12 o E Daniel Nelson Pass Request Response USAHQ Information Technology James Baker Dec 10 9:16PM @
15 o ! Kyrie Cesar Pass Request Response New York Office Information Technology James Baker Dec 10 9:16PM @
17 o ! Kyler Muhammad Pass Request Response USAHQ Operations James Baker Dec 10 9:16PM @
18 o 3 Amy Lee Pass Request Response USAHQ Finance James Baker Dec 10 9:16PM @

On this page you can:

1. Search and filter the incidents list.

2. Export the list to Excel.
3. Save and manage your filters.

4. Refresh the list.

5. Access and view more details about an incident.
6. Report an incident.

7. Update an incident.

Keep track of Workforce Safety activities
The ACTIVITY page houses tabs that contain:

¢ All questionnaire responses, including PASS REQUESTS, SURVEYS, and ISOLATION UPDATES.

o All test requests, including INDIVIDUAL TESTS and POOLED TESTS.
o If the Community Volunteering and Help Requests feature is toggled on, a COMMUNITY HELP report, including a list of all Help

Requests.
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A o o s S

INCIDENTS ACTIVITY PEOPLE REPORTS CONFIGURE

SSYNEeVIS Sl SURVEYS  ISOLATION UPDATES  INDIVIDUAL TESTS POOLTESTS COMMUNITY HELP

Pass Requests

The PASS REQUESTS tab shows all of the pass requests that have been submitted for your organization.

UIAIelIIS il  SURVEYS  ISOLATION UPDATES  INDIVIDUALTESTS  POOLTESTS  COMMUNITY HELP 9

@ Pass Request FAQs
o -
FACILITY | Ay - REQUEST DATE | 12/14/2020-12/17/.. O ~ INCIDENT CREATED | Any - FACILITY PASS GENERATED | Any - é 6 6

SEARCH USER TYPE /‘w‘:,' - PASS ELIGIBILITY | Any - DEPARTMENT | Any - E3 T~ o

1y =

PASSDATE = 12/14/2020 - 12/18/2020 © ~  PASSSCANNED = Any -
o + REQUEST PASS ON BEHALF OF USER (3 SCHEDULE A VISIT o
User Department Facility Incident Created Pass Eligibility @ Facility Pass Generated Pass Scanned Pass Date | Request Date
George Garcia Human Resources Denver Office No @ Qualified Yes No Dec 18 Dec 17, 2020 5:56 PM
o Sally Taylor Marketing USAHQ No @ Qualified Yes No Dec 15 Dec 15, 2020 4:11 PM
Daniel Nelson Operations Denver Office No @ Qualified Yes No Dec 15 Dec 15, 2020 3:00 PM

From this tab, you can:

1. Search and filter the list of pass requests.
2. Access and view the Pass Request FAQs.
3. Export the list to Excel.
4. Save and manage your filters.
5. Refresh the list.
6. Request a pass on behalf of a user.
7. Schedule a visit for a visitor.
8. Access and view a user's pass requests details and history.
A o o L .
INCIDENTS ACTIVITY PEOPLE REPORTS CONFIGURE Response Hub ~ -4 Applan
George Garcia
Summary Isolation Updates ~ Surveys ~ Community Help  Related Actions
Friday, Dec 18 Pass Request Submitted On: Dec 17, 2020 5:56 PM Facility: Denver Office
Thursday, Dec 10 Have you tested positive for COVID-19 by a medical professional? No
Has your temperature been less than 99.9 F or 37.7 C without the use of fever-reducing Yes
Wednesday, Dec 2 medications, for the last 3 days?
Monday, Nov 23 Do you currently exhibit any respiratery symptoms of COVID-19 (e.g., cough, shortness of  No
breath)?
Sunday, Nov 15 Are you or any of the person(s) in your household experiencing symptoms (i.e., fever, No
cough, or shortness of breath) of, or tested positive for, COVID-19?
Are you currently caring for anyone who is sick with possible COVID-19 symptoms? No
Hawve you been in close contact with others from outside your household within the last 14 No
days?
Have you recently returned from traveling abroad within the last 14 days? No
Do you feel sick? No
Surveys

The SURVEYS tab displays all of the surveys that have been submitted for your organization.



PASS REQUESTS BSIIAYSEE ISOLATION UPDATES  INDIVIDUAL TESTS POOLTESTS COMMUNITY HELP

Pass Eligibility (explanation) o

User

o Search Here

User

o George Garcia

Donna Miller
Phillip Sanchez

Paul Rao

From this tab, you can:

Any

Request Date

12/03/2020

Pass Eligibility @
@ Qualified

Not Qualified
@ Qualified

@ Qualified

1. Search and filter the list of surveys.

2. View the logic that is used to determine how the Status Pending, Isolated, Qualified, and Not Qualified statuses are

to  12/17/2020

Incident Created

No

No

No

No

determined by clicking explanation next to Pass Eligibility.
3. Access and view user's survey details.

Isolation updates

The ISOLATION UPDATES tab displays all of the isolation updates that have been submitted for your organization.

PASS REQUESTS  SURVEYS |JilelENI[o]TRVEDENISSE| INDIVIDUAL TESTS POOLTESTS COMMUNITY HELP

User

o Search Here

User
Charles Parker
o Anthony Hill
Edward Phillips
Charles Parker
David Evans
Laura Davis
Sarah Robinson
Sharon White

Lisa Walker

From this tab, you can:

Request Date

12/03/2020

Submitted On

Dec 17, 2020 8:06 PM
Dec 10

Dec 10

Dec 10

Dec 10

Dec 10

Dec 10

Dec 10

Dec 10

1. Search and filter the list of isolation updates.

2. Access and view a user's isolation history and details.

Individual Tests and Pooled Tests reports

to  12/17/2020

Department

Ar

ny

Incident Created

Any

Submitted On

Dec 17, 2020 5:55 PM

Dec 17, 2020 4:54 PM

Dec 17, 2020 4:47 PM

Dec 17, 2020 4:46 PM

Department

A,

Any

Incident Created

Any

Incident Created

Yes

Yes

9 items

There are two reports that contain all of the test requests in Workforce Safety: the INDIVIDUAL TESTS report and the POOL TESTS

report.
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o Request Name User Request Status

Search Select Users Any v
Result Test Requested On Sample Collection Date
Any v Any v Any v

PROVIDE TEST CANCEL TEST
RESULT@® REQUESTS

Sample
Test
Request  User Request Name Request Status Collection Result © Lab Result
Requested On
Date
o 25  Amy Lee HR Dept Test Request Completed sep 1:f230§& Sep 132020 Negative & 0
26 Brian Chen HR Dept Test Request Pending Verification sep 1:"22405'(\; Sep 132020 Positive &
. Pending User Sep 13,2020
v - - -
& 27 Maria Lopez HR Dept Test Request Acknowledgement of Request 5:24 PM
) Single Test Request for Angela Sep 11, 2020 )
24 Angela Lewis Lewis Completed 307 AM Sep 11 2020 Positive

You can do the following on these reports:

1. Filter the list of test requests.

2. If you select one test request, you can provide a test result for it.

3. If you select one or more test requests, you can cancel them.

4. View a summary of the test results by clicking the test request number.
5. Download lab results.

Testing statuses

COVID-19 test requests can be in the following statuses:

+ Pending User Acknowledgement of Request: The test request has been sent to the user but they have not acknowledged the
request yet.

¢ Pending Result: The user has acknowledged the test request, but they have not submitted their result yet.

* Pending Verification: The user has submitted their result, but a response manager needs to verify the result.

* Completed: The test request process is complete for this user.

e Canceled: The response manager canceled the test request.

Community Help report

If the Community Volunteering and Help Requests feature option is toggled on, you can use the COMMUNITY HELP report to help
manage user help requests and volunteers.


http://localhost:4000/wsr-8.1/configure-wsr-site.html#community-volunteering-and-help-requests

PASS REQUESTS ~ SURVEYS ~ ISOLATION UPDATES  INDIVIDUAL TESTS  POOL TESTS NeelVIVIVINIypg {304

o Total Help Requests Open Help Requests Help Requests This Month

o Help Request Statistics

4 Recent Help Requests By Month 0 Top Volunteers 0

10
Unassigned Volunteer l Requests

Robert Ward 5
1 1 8 Charles Parker 3
In Progress Sally Taylor 2
6 Ben Johnson 1
3 Mary King 1
Closed 4 Sharon White 1
Karen Anderson 1
2 )
Cancelled
0
N '~ N N N N N
F oL & LSS
& & & K3 ¢ N & 7 items
& ¢ ©
o vHelp Request Details
Search record fields
Title Status Urgency | Location Volunteer Requested On
. o . Q 48 Eighth street Tysons Corner, VA Virginia .
I need help getting medication Z.* In Progress ¥ Low United States 80340 Maria Lopez Sep 11
Need to talk through resources for my kids &x Unassigned ¥ Low 0 Virtual - Sep 13

This report shows:

1. Help request metrics.

2. Help request statistics.

3. Help requests by month line graph.
4. Top volunteers list.

5. A searchable list of help requests.

Viewing help requests

Clicking a help request title displays details of the help request.



| need help gett|ng medication | REASSIGN || UPDATE REQUEST H CANCEL || - ‘

Related Actions
v

Unassigned In Progress Closed

Requests may contain Personal Health Information. Please follow your organization's policies for handling Personal Health Information under HIPAA when reviewing

requests.
Requestor Details Volunteer Details 2 Comments

Karen Anderson Charles Parker

karen.anderson@app.com charels.parker@app.com System Admin

. 701-471-8870 w Wednesday 3:31 pm
I need help getting medication Status changed to: Unassigned
= Medium

System Admin

Q In-Person A moment ago
M Running errands Request matched with volunteer

I need ibuprofen and my local store is out.

[0 123 Main St Annapolis, MD Write a comment...

%

COMMENT

For each help request, there are several actions you can take:

e For unassigned requests, you can MATCH WITH VOLUNTEER to assign the request to a volunteer.
o For assigned requests, you can REASSIGN the request to a different volunteer or CLOSE the request when it has been
completed.

Submitters of help requests, can UPDATE REQUEST, CANCEL, or CLOSE their own requests. A help request can only be updated or
cancelled by the original requestor.

UPDATE REQUEST | CANCEL | CLOSE

View and manage your people
The PEOPLE page displays all users in Workforce Safety.



AL

o Q Search Users SEARCH  ROLE | Any v PRIMARY FACILITY | Ary v LASTTESTED ON ORAFTER | A1)y v & YTy |2
LAST TEST RESULT | Ay v ACTIVETEST | Any v PASSELIGIBILITY | Ary v DEPARTMENT | Ay v

0 I REQUEST TESTS
User 1 Department Primary Facility Pass Eligibility @ Last Tested Last Test Result @ Active Test?
Amy Lee Information Technology EMEA HQ (UK) | London, UK, United Kingdom Not Qualified - - -
Angela Lewis Marketing IS—{;QtLSTysonS Corner, VA, Virginia, United @ Qualified - - -
Anthony Hill Human Resources SHt(gtLS'I'ysons Corner, VA, Virginia, United k= |solated <@
Brian Chen Marketing New York Office | New York, NY, New York, @ Qualified Nov 01 2020 Positive -

United States

On this page you can:

1. Filter the list of users.

2. Export the list to Excel.

3. Save and manage your filters.
4. Refresh the list.

5. Request tests.

User pass eligibility statuses
Users can have the following pass eligibility statuses:

» Qualified: User can request a pass.

* Not Qualified: User cannot request a pass.

¢ Isolated: User is in isolation and cannot complete a survey or request a pass. Instead they are asked to complete an isolation
update.

e Status Pending: User has not filled out a survey or pass request.

You can use these statuses to filter various lists in the Response Hub. For example, if you want to see a list of all users who have not
requested a pass or filled out a survey, just filter the list of users on the People page by PASS ELIGIBILITY: Status Pending.

A [ (&) [~ o] ) A .
=
INCIDENTS ACTIVITY PEOPLE REPORTS CONFIGURE RE=Rol=siL b g pplan
> >
Q Search Users SEARCH  ROLE | Any v PRIMARY FACILITY | Any v LASTTESTED ON ORAFTER | Any/ v & Y- &
LAST TEST RESULT | Ay v ACTIVETEST | Any v PASSELIGIBILITY | Status Pending © ¥ DEPARTMENT | A7)/ -

1) REQUEST TESTS

User T Department Primary Facility Pass Eligibility @ Last Tested Last Test Result @ Active Test?
Ace Rylan Marketing USA HQ | Alexandria, Virginia, United States © Status Pending = c =
Adonis Ellis Operations USA HQ | Alexandria, Virginia, United States © Status Pending - - -
Amy Adams ° ° © Status Pending - - -

New York Office | New York, New York,

Ashley Jasper Marketing United] GEies

© Status Pending - - -

Ben Johnson - - © Status Pending - - -

User summary

Clicking on a name from anywhere in the Response Hub opens their user summary.

Summary tab

The Summary tab contains various information about the user.

Note that while most groups that have access to the Response Hub can see this Summary tab for each user, the information that they
see is different depending on which group they are in. Additionally, sections that aren't applicable to visitors do not display on user
summaries for visitors.



From this tab, depending on the access that your group has, you can perform the following actions:

1. ISOLATE USER, REMOVE USER FROM ISOLATION, or SKIP SURVEY, depending on the status of the user.
2. REQUEST PASS on behalf of the user.
3. Update the user's profile, which includes the following fields:
o Position: Full-time remote or Office based.
o Can you work from home?
o Department.
o Primary Facility.
4. DELETE USER DATA to delete all of a user's pass request and survey responses, help requests, incidents, or volunteer
information.
5. REQUEST A TEST for a user. You can also click the Testing Status card to go directly to the user's test record.

Additionally, if the user is in a Disqualified state, the reason for their state displays in the User Status card.

Daniel Nelson e s Lo e | -

Delete User Data

Pass Requests Isolation Updates Surveys Community Help Related Actions

User Status Open Incidents Profile Information
© Daniel Nelson
A North cooridor is out of hand sanitizer m
@ daniel.nelson
£ 11/12/2020
4 example@fake.appian.com
Not Qualified @ Operations
Disqualifying answer(s) to a pass request Act|ve PaSSeS Office based
) © No active
Testing Status o REQUEST ATEST Primary Facility

B EMEAHQ (UK)
@ London, UK, United Kingdom

(V) 12 00 [ Open |

COVID-19 Negative Since Test Result

Questionnaire tabs

The user summary also has Pass Requests, Isolation Updates, and Surveys tabs that have records of each user's pass request,
survey, and isolation update responses.

REQUEST PASS

Summary Pass Requests Isolation Updates Surveys Community Help Related Actions

Tuesday, Sep 15, 2020 Pass Request Facility: Appian HQ

Wednesday, Sep 9 Have you tested positive for COVID-19 by a medical professional? No

Has your temperature been less than 99.9 F or 37.7 C without the use of fever-reducing Yes

Tuesday, Sep 8 S
medications, for the last 3 days?

Monday, Sep 7 Do you currently exhibit any respiratory symptoms of COVID-19 (e.g., cough, shortness of No
breath)?
sunday, Sep 6 Are you or any of the person(s) in your household experiencing symptoms (i.e., fever, No
« < 1-50f6 > » cough, or shortness of breath) of, or tested positive for, COVID-19?
Are you currently caring for anyone who is sick with possible COVID-19 symptoms? No

Have you been in close contact with others from outside your household within the last No

14 days?
Have you recently returned from traveling abroad within the last 14 days? No
Do you feel sick? No

Community Help tab

If the Community Volunteering and Help Requests feature option is toggled on, you will have access to the Community Help tab for
each user.

If a user has signed up to volunteer, this tab displays the volunteer categories that they said they could help with along with any help
requests that are assigned to them.

All help requests that a user has submitted will also display.


http://localhost:4000/wsr-8.1/configure-wsr-site.html#community-volunteering-and-help-requests

Brian Chen

Summary Pass Requests Isolation Updates Surveys Community Help Related Actions

Volunteer Capabilities - both In-Person and Virtual Submitted Help Requests
M Running errands Request @ Status Urgency
M Working together (at least 6 feet apart)
M Transportation “n
M Help before or during a meeting I need help getting medication : ¥ Low
> Progress
M Touch base or sounding board
Assigned Help Requests
Request @ Requested By Status Urgency
Need to talk through resources for my kids Angela Lewis w1 ¥ Low
Progress

Related Actions tab

The Related Actions tab displays all of the actions that you can perform for a user.

Daniel Nelson

Summary Pass Requests Isolation Updates Surveys Community Help Related Actions

7 Isolate User

o Request Pass

@ Update Profile

(B)  REQUEST ATEST

m Delete User Data

View your reports

The Reports page displays important insights and data about how COVID-19 incidents are impacting the health of your people and
your facilities. The data on this page is divided into two tabs:

« Dashboard Tab: Displays incidents, people, and activity data for a single facility or multiple facilities in your organization.
« Facility Health Tab: Displays status and trend data for a single facility or multiple facilities in your organization.

Go to the Reports tab to analyze this powerful data and use it to help you make important decisions about facility closures and
reopenings, and any operational adjustments you need to make to ensure your organization's COVID-19 response keeps your
employees safe.

View the dashboard data

Reports on the Dashboard tab displays provide real-time people and activity data across four critical areas in your organization: Open
Incidents, Employees By Status, Pass Requests, and Surveys.
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Open Incidents report

The Open Incidents report displays key indicators that show how open incidents are trending across your organization over a specific
period of time. In this section, you can view statistical data and changes in the number of open incidents for one or more facilities.
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Use this report to quickly analyze and understand:

e The number of current open incidents across all of your facilities
¢ Hotspots for COVID-19 isolation incidents across your organization
e Changes in open incidents across a 7-day period



e The number of open incidents at a given point in time
¢ Open incident trends for a given period of time

View only the data for the facilities you want to see by selecting one or more facilities in the Show data for dropdown. Use the
Incident Types dropdown to filter the Open Incidents report and track different incident types.

When you need to see more details about your organization's current incidents, simply click View List in the Current incident count
section to access a list of incidents behind the open incident count.

This open incidents data will only begin to populate after you upgrade to Workforce Safety version 8.0.

Employees By Status report

The Employees By Status report allows you to see a breakdown of all of your users by their pass eligibility status, excluding visitors.
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Quickly assess the percentage of users by pass eligibility status: In Isolation, Not Qualified, Qualified, and Status Pending. To view
more details about the eligibility status of your users, simply click View List to see an exportable list of users behind each number.
You can filter the data in this section using the Show data for filter at the top of the page.

Pass Requests data

The Pass Requests section displays relevant data for all pass requests that have been submitted across your organization for a
specific period of time. This data allows you to quickly see increases and decreases in the number of pass requests, which allows you
to adjust your operational response based on need.



Response Hub ~ @ Applan
I FACILITY HEALTH MANAGE FACILITIES

Show data for 4

Open Incidents COVID-19 Isolation Incidents o~ Employees By Status
n Isolation
Current 7 Days Ago 7-Day Change 6 TaeizE
% View List
11 vewi 5 +6
¢ DR 190231
8% View List
@ Qualified o
57. Viewis
0
& e‘* d;e?' @#”’ do»eP“ ‘eﬁ' eP"‘ eP° w\"d eP' ed\ e"“ ed' e"“ e‘*‘ e"“ e‘*‘ ed‘ e‘*‘ ed:}e":fd‘ e"“ﬁe‘j'&e"“,\e‘j;e“‘\ﬂe" quU 0"’10"'530‘;0"'0“0‘:!‘)(-* 0"’ i qi' qi' qi' Qd' qi' od' qé 0"' Cil S
{atus Fending 67 of 231
29. View it
Pass Requests
Surveys
Total (Last 7 Days) Denied (Last 7 Days) Approved (Last 7 Days)
Not Complete
2Vaw List 0 2 View List t Complete 227 of 231
98% View List
100
. — Complete 4ol 331
.,_I----I--__----I---_Il.ll-lilll _ 2 View it

+ T R R &é&é&éwé*&@ Qront-oe:-qfoecfoéoi-oé-oé-o.rdi-dyog-dy
@‘fo‘; \19 5 o T T e T T T T T T T s
Visit Date

® Denied @ Approved

From this section, you can:

1. Analyze and understand your organization's pass request statistics, including the number of pass request approvals and denials,
over a 7-day period.

2. View an exportable list of total pass requests for your organization.

3. Analyze pass request trends across your organization for a specific period of time.

The Show data for filter at the top of the page allows you to filter this data to see only the pass request data for the facilities you want
to see.

Survey data

Take a look at the Surveys section when you want to identify the percentage of users in your organization that have completed the
active survey.
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Use the Show data for filter at the top of the page to filter the data in this section by facility and click View List to access an
exportable list of survey data.

This section is only visible if your organization has an active survey.

View your facilities health data

The Reports page has a Facility Health tab that allows you to monitor incident trends across facilities. This data helps you identify
potential hotspots in your organization for COVID-19 isolation incidents as areas that may need your immediate attention.
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This report ranks your facilities by the number of open incidents, and lists each facility with the following information:

e Status

e Open incident count

e 7-day change rate

e Incident trend line chart



Use the Facility filter to analyze and compare incident trends across specific facilities in a region. Use the Incident Type filter to see
the trends for a specific incident type. Click View List to view an exportable list of incidents behind the open incident count.

Manage your facilities

From the Reports page, you can also manage your facilities by adjusting the operating hours for a specific facility, updating visitor
arrival instructions, and adding a location from your organization's facility list.
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Configure Workforce Safety

The CONFIGURE page provides the ability to customize various options including questionnaire questions, facilities, site features, and
more. Users are also able to brand and tailor their site to better fit their organization.

Follow the instructions in the Configuration Guide to configure the site.


http://localhost:4000/wsr-8.1/configure-wsr-site.html
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Response Hub User Guide

Introduction

We created Workforce Safety to help large organizations with a unique problem—how can they keep their extensive number of
employees safe during the COVID-19 pandemic?

Reacting quickly to possible exposures while maintaining employee anonymity is of paramount importance.

This page outlines how response managers, screeners, and coordinators use the Response Hub to manage crises.

See also

e For an overview of the Response Hub, see the Response Hub Overview.
e For instructions on how Response Hub users can configure Workforce Safety, see the Configuration Guide.

e For a list of what actions and information users have access to in the Response Hub, see the Groups Reference Page.
e Forinstructions on how end users can use the Workforce Safety site, see the Home Page User Guide.

e For information on how to manage visitors, see Managing Visitors.

Requesting a pass on behalf of users

Screeners and response managers can request a pass for a user in the Activity tab in the Response Hub.


http://localhost:4000/wsr-8.1/wsr-response-hub-overview.html
http://localhost:4000/wsr-8.1/configure-wsr-site.html
http://localhost:4000/wsr-8.1/wsr-group-reference-page.html
http://localhost:4000/wsr-8.1/wsr-user-guide.html
http://localhost:4000/wsr-8.1/wsr-managing-visitors.html
http://localhost:4000/wsr-8.1/wsr-user-guide.html#requesting-a-pass
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Total Pass Requests Passes Generated Passes Scanned

O Pass Eligibility Logic @ Facility Pass Generation Logic

Q Search Pass Requests SEARCH USERTYPE | Any < C I e <
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+ REQUEST PASS ON BEHALF OF USER SCHEDULE A VISIT

To request a pass on mobile, click ACTIONS, then Request a Pass on Behalf of User.

6:08 PM ull Verizon

Activity

273

Total Pass Requests

224

Passes Generated

0

Passes Scanned

@ Pass Eligibility Logic @ Facility Pass Generation Logic

ACTIONS ~ 4= Request Pass on Behalf of User

User Department Facility

Schedule a Visit

Tyler q
Ci;rter - A )

o H

Activity Facilities Configure

Screeners can also request passes for visitors, but the visitor must have a visit scheduled first. See On-site registration process for
more details on this process.

Note that capacity restrictions and cohorts do not apply to visitors.
If Enforce Area Capacity Restrictions is toggled on, an area selection will display on the pass request.

Response managers and screeners will see the remaining capacity for each area. If an area is full, they can still select the area. At the
end of the pass request, they will be asked to override the capacity restriction, or select another area.


http://localhost:4000/wsr-8.1/wsr-managing-visitors.html#on-site-registration-process
http://localhost:4000/wsr-8.1/configure-wsr-site.html#enforce-area-capacity-restrictions

il Verizon & 10:41PM 77 aill Verizon & 10:41PM 7 70% @)

14 Request Pass on Behalf of User < Area Not Available

Request Pass for ‘ Selected area is full
Debora h Geary First Floor is full on 9/16/2020 . Please search for an area at

Appian UK (EMEA HQ), or continue to request a pass for First
. : Floor and override its capacity.
Day and Location Selection (Step 1 of 3)

Which day? | Override capacity limit for First Floor

day (Wednesday, Sept 16)

Tomorrow (Thursday, Sept 17)
CANCEL
Which facility?
Appian UK (EMEA HQ)
Which area?
First Floor (O Available)

All open areas are listed. If full, you can override the
capacity limit or select a different area at the end of the
pass request.

CANCEL NEXT

If capacity restriction is overridden, it will display on the user's Pass Request tab for that pass request.

REQUEST PASS

Summary Isolation Updates Surveys Community Help Related Actions
Wednesday, Sep 16, 2020 Pass Req uest Facility: EMEAHQ Area: First Floor

Tuesday, Sep 15, 2020 Have you tested positive for COVID-19 by a medical professional? No

Wednesday, Sep 9 Has your temperature been less than 99.9 F or 37.7 C without the use of fever-reducing Yes
medications, for the last 3 days?

Tuesday, Sep 8 Do you currently exhibit any respiratory symptoms of COVID-19 (e.g., cough, shortness of No
breath)?

Monday, Sep 7 )

y P Are you or any of the person(s) in your household experiencing symptoms (i.e., fever, No
& < 1-50f7 > » cough, or shortness of breath) of, or tested positive for, COVID-19?

Are you currently caring for anyone who is sick with possible COVID-19 symptoms? No
Have you been in close contact with others from outside your household within the last 14  No
days?
Have you recently returned from traveling abroad within the last 14 days? No
Do you feel sick? No

If Cohort Management is toggled on, a message will display for any days that aren't associated with the user's cohort. Screeners and
response managers can still select the day and override this restriction.
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< Request Pass on Behalf of User

Request Pass for Valerie
Boyce

Day and Location Selection (Step 1 of 3)
Which day?

Today (Thursday, Sept 17)

Tomorrow (Friday, Sept 18) v
Members of Human Resources cannot request a
pass for Friday. You may override this restriction.

Which facility?
EMEA HQ
Which area?

First Floor (20 Available)

All open areas are listed. If full, you can override the
capacity limit or select a different area at the end of the
pass request.

After they submit the request, the result of the request displays. See Pass eligibility for more information on how pass eligibility is
determined.
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Questionnaire Result

We're ready for you to come in!

We will email you a copy of your pass. Make
sure you have it handy when you arrive at
HQ.

Questionnaire Result

Stay home or try another
facility

Based on either your responses or facility
conditions, we cannot issue you a pass to

Questionnaire Result

STAY HOME

Based on your responses, we ask that you
stay home for now. In addition, your active
passes will be revoked.

return to HQ today.

CLOSE

Scheduling a visit for visitors

Screeners and response managers can schedule a visit for visitors in the Response Hub. Visitors must have a visit scheduled before a
screener can request a pass for them. See Managing Visitors for more information on visitors.

To schedule a visit from the Response Hub:
1. (Desktop) Click SCHEDULE A VISIT.

® ] o

CONFIGURE

Response Hub ~ Applan

273 224 0

Total Pass Requests Passes Generated Passes Scanned

ACTIVITY FACILITIES

@ Pass Eligibility Logic @ Facility Pass Generation Logic

Q Search Pass Requests SEARCH USERTYPE | Any v EIE 4 c
DEPARTMENT | Any v | FACILITY | Any v
REQUEST DATE | 11/01/2020 - 11/09/2020 (% 2 4 FACILITY PASS GENERATED | Ay v
PASS DATE | 11/01/2020 - 11/10/2020 © v | PASSSCANNED | Any -

+ REQUEST PASS ON BEHALF OF USER SCHEDULE A VISIT

2. (Mobile) Click ACTIONS > Schedule a Visit.
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Activity

273

Total Pass Requests

224

Passes Generated

0

Passes Scanned

@ Pass Eligibility Logic @ Facility Pass Generation Logic

ACTIONS ~ 4 Request Pass on Behalf of User

User Department Facility Schedule a Visit

Tyler .
Carter (T +1e)

© B

Activity Facilities

3. Select a facility and click NEXT.
o Tip: You can select closed facilities since some visitors, such as cleaning and maintenance crews, may still need access to
facilities that are closed.
4. Select the day or day range that the visitor should be able to visit and click NEXT.
5. Select the visitor.
o If the visitor is already in the system, find and select them in the Select Visitor field.
= Tip: If a message displays that says the visitor is not eligible to visit, it is likely because they are in isolation or have an
open incident.
o If the visitor is new, click + NEW VISITOR, then enter a first and last name and an email address and click ADD.
= Note: The email address will be the visitor's username.
6. Click Finish.

After the visit is scheduled, the visitor can request a pass. If they are requesting a pass themselves, they will need to reset their
temporary password using the instructions in the account creation email that is sent to them. Screeners and response managers can
also request a pass on behalf of the visitor.

Scanning passes
Screeners and response managers can scan mobile passes using the Appian mobile application.

If the user is eligible to return for that calendar day for the selected location, VALID PASS displays. Otherwise, INVALID PASS displays.
If the pass is invalid either because it is for a different day or location, the reason displays.
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4 Scan User Pass < Scan User Pass I < Scan User Pass

) INVALID ) INVALID
PASS | PAsS

The scanned pass is invalid for ‘ The scanned pass is for Europe
today's date. This pass is for Aug 3 HQ
15,2020

Karen Anderson
HR (Human Resources)

e
SCAN ANOTHER

SCAN ANOTHER

To scan a pass:

1. Log in to the mobile Appian application.
o Note: The Scan User Pass option will not display if Workforce Safety is opened in a mobile browser. It only displays from
the Appian mobile application.
2. Go to the Activity tab and click SCAN USER PASS.
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Activity

8% SCAN USER PASS

PASS REQUESTS

SURVEYS
ISOLATION UPDATES
INDIVIDUAL TESTS
POOL TESTS
© Pass Request FAQ

ACTIONS ~

User Department Facility

Sk Denver
b VISITOR N
Hoff Office
man

Denver

Luna
Ricci Office
Brigid

Boston
Kessl Office
s Denver
Cotil Office

A o

Incidents Activity Configure

3. For Select Facility, use the picker to find the facility that you are scanning passes for.
4. Tap the bar code icon to launch the QR code scanner.
o Note: You may need to grant access to the mobile device's camera.

a1 Verizon ¥ 10:29 PM

< Scan User Pass

Select Facility

Denver HQ %

Scan Pass

Tap bar code to launch QR code scanner - HHNHHHN

BACK TO DASHBOARD
5. Scan the pass using the mobile device's camera. Either VALID PASS or INVALID PASS displays.
6. Click SCAN ANOTHER to go back to the Scan User Pass screen. The facility defaults to the last facility selected.
When a valid pass is scanned, the timestamp is saved to record that the user visited the facility that day.

Valid passes can be scanned multiple times and will be valid until they have expired or been revoked due to a disqualifying response
on a questionnaire.

Matching help requests with volunteers

If the Community Volunteering and Help Requests feature option is toggled on, response managers and coordinators can match help
requests with volunteers.

To match a help request with a volunteer:
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1. For response managers, from the ACTIVITY page go to the Community Help tab. The Community Help report on the ACTIVITY
page displays automatically for coordinators when they sign in.
2. In the Help Request Details list, click an Unassigned help request.

Need to talk through resources for my kids &x Unassigned

3. Click MATCH WITH VOLUNTEER.
4. Select a volunteer from the list and click ASSIGN CASE.



Need to talk through resources for my kids

O Request Details {" Assign Volunteer
Angela Lewls Search Location Touch base or sounding boat v Virtual ¢
M angela.lewis@app.com
{, 789-956-4564

Need to talk through resources for my kids Number

. Help
" Volunteer  Address Help Categories Offered of
Low Requests

0 Virtual
. * Help before or
O Touch base or sounding board 48 Eighth street during a meeting

) : Q In-
I'm struggling with balancing work and distance learning. ? Brian T}’59n§ Corlner, VA * Running errands Person, & 0
Are there any other parents who would be willing to share # Chen Virginia United States * Touch base or virtual
80340 sounding board ...

their strategies?

More

Help before or

> Volunteer Details during a meeting | o
Maria Lopez '\1/|2D3 Main St, Annapolis, $unnr|1n§ erraers Person, O
¥ maria.lopez@fake.appian.com Oueh Base Of Virtual

sounding board ...

(17123 Main St, Annapolis, MD More

(& Open help requests: 1
& Closed Help Requests: 0

O Additional Details: | am free mon/wed/fri in the
mornings

CANCEL ASSIGN CASE

The filters are automatically set to only show volunteers that said they are willing to help with that type of request based on the
category of request and whether it is in-person or virtual.

You can also match an assigned help request to a different volunteer by opening the help request and clicking REASSIGN.

When the help request is complete, the response manager, coordinator, volunteer, or requestor can CLOSE the help request.

| need help gett|ng medication ‘ REASSIGN H DECLINE ASSIGNMENT H CLOSE ‘
Related Actions
v
Unassigned In Progress Closed

Requests may contain Personal Health Information. Please follow your organization's policies for handling Personal Health Information under HIPAA when reviewing

requests.
Requestor Details Volunteer Details 2 Comments
Brian Chen Maria Lopez
. Mbrian.chen@app.com ¥ maria.lopez@app.com System Admin
I need help getting medication w Friday 2:54 am

Managing announcements

To keep your users up to date with the latest news, response and configuration managers can post announcements on their
Workforce Safety homepage. You can also choose to send an email or push notification to mobile devices when you post the
announcement.
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(9 Workforce Safety

Good evening, Karen

+« Work from Home Extended

To support employees and their families, we have
extended the date that you can work from home
to January 1st, 2021. We will continue our return
to work phasing as planned. If you have any
questions, reach out to HR at HR@app.com.

© 2 minutes ago 4 more announcements »

Request a pass to return to
the workplace
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New Announcement inbox

Response Manage... 4:45PM

Work from Home Extended

To support employees and their families, we have
extended the date that you can work from home
to January 1st, 2021. We will continue our return

A APPIAN

Work from Home Extended

To support employees and their families,
we have extended the date that you can
work from home to January 1st, 2021. We
will continue our return to work phasing as
planned. If you have any questions, reach

to work phasing as planned. If you have any out to HR at
questions, reach out to HR at HR@app.com.

View Announcement

7 We'll check to see if it's safe for you to
return to a facility

In order to receive push notifications, users must have downloaded and logged in to the Appian application on their mobile device.
They also must have notifications turned on for the Appian application in their device settings.

Up to five announcements can display at a time. If you have reached the limit, you must archive an announcement to post a new one.

The newest announcement will display on every user's homepage until it is archived or a new announcement is posted. Users can click
the link to view all posted announcements, which display in the order that they were created.
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Workforce Safety (9 Workforce Safety

Good evening, Karen € Back

Announcements
+ Work from Home Extended

To support employees and their families, we have | Work from Home Extended

extended the date that you can work from home | ® 5 minutes ago

to January 1st, 2021. We will continue our return . .

to work phasing as planned. If you have any | To support employees and their families, we have

questions, reach out to HR at HR@app.com. | extended the date that you can work from home to
January 1st, 2021. We will continue our return to work

© 2 minutes ago 4 more announcements > | phasing as planned. If you have any questions, reach

| out to HR at HR@app.com.

Request apass toreturn to | @ Join Us for Remote Work Tips and Tricks

@ An hour ago

the workplace

The activities committee is hosting a talk on Remote
Work Tips and Tricks. Learn from your fellow
coworkers about how to manage remote work. We'll
talk about everything from presentations and
socializing to productivity tools and home office
equipment. RSVP here: https://tinyurl.com/wp-tinyurl

Phase 2 for APAC
©® An hour ago

All APAC offices are now in Phase 2, allowing 20% of
employees to return to the office for up to 3 days a
week. Please continue to practice social distancing
and wear a mask at all times.

> We'll check to see if it's safe for you to

return to a facility : @ Phase 3 for EMEA
o

Posting announcements

To display an announcement on the Workforce Safety homepage for all users, post it. Optionally, you can send an email or push
notification when you post the announcement.

To post an announcement:

1. From the CONFIGURE page, click ANNOUNCEMENTS.

2. If you see a Maximum Number of Announcements Reached message, archive an announcement.
3. Enter a Title that is less than 100 characters.

4. Enter a Message that is less than 500 characters.

5. Select if you would like to send an email or push notification when you post the announcement.

6. Click POST ANNOUNCEMENT.



Title *

| IHO Office Open

Message *

Our HQ office is now open at 10% of its normal capacity.

Vi
Send Email Notification? *  Send Push Notification? @ *

) Yes @ No ) Yes @ No

RESET POST ANNOUNCEMENT

Archiving announcements
To remove an announcement from the Workforce Safety homepage of all users, archive it.
To archive an announcement:

1. From the CONFIGURE page, click ANNOUNCEMENTS.
2. Next to the announcement you would like to archive, click ARCHIVE.

You can view archived announcements by clicking the ARCHIVED tab.

ARCHIVED

ARCHIVE

The capabilities in the following sections are only available to response managers.

COVID-19 isolation incidents

COVID-19 isolation incidents are essential to managing your COVID-19 response. Response managers must be made aware of people
diagnosed with or exposed to someone with COVID-19, or people that show symptoms of COVID-19 in order to protect the workplace
community.

Workforce Safety helps response managers with the enormous task of keeping their communities safe by:

¢ Automating placing people into and out of isolation.



* Providing an easy way to notify, isolate, and request tests from exposed people.
* Providing an easy way to update affected facilities and areas.

How COVID-19 isolation incidents are created

Users and response managers can create COVID-19 isolation incidents manually by selecting COVID-19 ISOLATION INCIDENT when
they create an incident.

|
Add New Incident

Please note that any Personal Health Information contained in this incident ticket will be viewable by individuals that
are responsible for reviewing and responding to incidents. Please follow your organization's HIPAA policies with
respect to Personal Health Information being submitted.

Select an Incident Type

COVID-19 POSITIVE NON COVID-19
INCIDENT POSITIVE INCIDENT

I'am reparting on behalf
of someone who wants to
report an incident
unrelated to a COVID-19

positive case

CANCEL NEXT

A COVID-19 isolation incident can also be created automatically in the following situations:

e Through a pass request or isolation update—if the user chooses a response that is configured to create a COVID-19 isolation
incident.
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Add Question

Question

Question Text *

Have you been diagnosed with COVID-19 by a medical professional in the last 14 days?

| | This is a follow-up to a preceding question

Requ:

Response
Request Pass

Health and Community (Step 3 of 4

Have you been diagnosed with

Require File Report an Disqualifying @ Indicates COVID- COVID-19 by a medical
Upload @ Incident @ q e 19 Positive @ professional in the last 14 days?

v YES x NO
Yes —- Select guideline] _ -

- o Has your temperature been less
No L] O L] - select guiveln=§ll than 99.9 F or 37.7 C without the
use of fever-reducing
medications, for the last 3 days?

Do you currently exhibit any
respiratory symptoms of
COVID-19 (e.g., cough,

Type
© Yes/No () Multiple choice () Short answer

Choices

shortness of breath)?

e By submitting a positive COVID-19 test result.
o Note: If Require Response Manager Verification of Test Result Evidence? was selected when the test request was sent,
the user won't be placed into isolation until after the test result is verified by a response manager.

12:31PM ¥ 74% @) ol Verizon & <~ 89% @m)

Workforce Safety | <
What was the result of COVID-19 test?

Good afternoon, Karen
POSITIVE

(I have COVID-19)

Please take a COVID-19 test

As a precautionary measure, we'd like you
to take a COVID-19 test | | NEGATIVE

| (I'do not have COVID-19)
VIEW TEST OPTION |

| INCONCLUSIVE
Help keep our community | R
safe |
Let us know if you have tested positive for

COVID-19, are in need of assistance, or see any
unsafe behavior or missing safeguards When was the test conducted? Required
08/16/2020

REPORT AN INCIDENT
Where was the test conducted? required

Health Clinic

How COVID-19 isolation incidents affect users

Contact tracing
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When a COVID-19 isolation incident is created by a user or response manager, all of the people that the user reported having contact
with during the past 14 days is displayed in the Contact Tracing tab of the incident. Since visitors do not log contacts, visitor contact
tracing information is gathered by users who have reported having contact with the visitor. After a COVID-19 isolation incident is
logged, a response manager can also gather contact tracing information for a user.

The Contact Tracing tab of the incident displays any individuals the user was reported to have come in contact with during the past 14
days.

Additionally, the Exposed Areas section will display all users that reported contact with an area on the same day that the affected
individual did.

25: COVID-19 Positive Incident - Michael Cooper

Summary Contact Tracing Related Actions

Exposed People % Notify @ Isolate & Request Tests

Lists only people that were exposed in the 14 days before the positive case was reported

Michael Cooper Qualified @
" £ 9/21/2020
Known Contacts 7

Amy Smith

9 9/17/2020 No Test Information Av.

Brigid Kessler
9 9/17/2020 No Test Information A
Not N

Do D

Linda Jones
9 9/15/2020
Maggie Wilson Qualified @
4 9/13/2020 No Test Information Available @
No fied
Patricia Johnson Not Qualified
£ 9/13/2020
Not Notified *=*
«<1-50f7>»
Exposed Areas B Manage Areas % Notify @ Isolate § Request Tests
Lists areas that were exposed in the 14 days before the positive case was reported and people who visited areas on a common day as the impacted user
First Floor Lounge GIRIEEIE Brigid Kessler
s 8 9/13/2020 9 9/13/2020 No Test Information
< ! ors 4 < /

E Conference Room1 Carl Peters

- = 2/2020 No Test Information
= 3 971372020 N
Q Not N
E Conference Room2 George Garcia
Q 4 9/13/2020 No
Patricia Johnson Not Qualified
4 9/13/2020
Not Notified

Automatic isolation

Whether the COVID-19 isolation incident is created manually or automatically, the affected person will be automatically placed into
isolation and any active passes they have will be revoked. This means that they cannot take a survey or request a pass. Instead, they
will be asked to complete isolation updates.
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(9 Workforce Safety

Good morning, Karen

Isolation Update

7 Please check back with us once a day
by completing your daily isolation update.

This will help us know when we can get
you safely back onsite.

COMPLETE ISOLATION UPDATE

Only one COVID-19 isolation incident at a time

Users can only have one open COVID-19 isolation incident at a time. Both users and response managers cannot create a second
COVID-19 isolation incident for the same user.

When a COVID-19 isolation incident would be created automatically by Workforce Safety, such as when a positive test result is
submitted, but the user already has an open COVID-19 isolation case, a new incident will not be created. However, if Workforce Safety
is configured to automatically remove users from isolation, the countdown for removing the user and/or sending a test request is
reset.

If you have upgraded Workforce Safety from v5.0 or older, users will be able to have more than one COVID-19 isolation incident
open at a time because their older incidents will remain open.

Responding to COVID-19 isolation incidents

Generally, the flow that response managers will take when responding to COVID-19 isolation incidents consists of four steps:

1. Manage the incident.

2. Manage the impacted user.

3. Perform contact tracing to manage exposed users and areas.
4. Close the incident.

Managing a COVID-19 isolation incident

Managing an incident includes determining if the incident is valid and assigning it to a response manager for follow up. This is also
how you can add response manager notes, which are only visible to other response managers.

To manage a COVID-19 isolation incident:

1. Find and open the incident on the Incident page.
2. If the incident was created in error, close the incident and choose Invalid.
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3. If the incident is valid, update it to assign it to a response manager. Optionally, you can add a Description, Response Manager
Notes, or Attachments.

Update Incident

Please note that any Personal Health Information contained in this incident ticket will be viewable by individuals that are responsible for reviewing and
responding to incidents. Please follow your organization's HIPAA policies with respect to Personal Health Information being submitted.

Title ncident Date Status Updated By Created By
COVID-19 Positive *110/14/2020 % Open Maria Lopez Maria Lopez
Incident - Amy Lee 10/14/2020 10/14/2020

Incident Information
Impacted User @

n Amy Lee
Assigned To *

‘g Joseph Clark %

Description @

Response Manager Notes

Only visible to Response Managers

Attachments

UPLOAD [‘i Drop files here

CANCEL UPDATE INCIDENT

Managing the impacted user

When you manage a COVID-19 isolation case, you may want to remove the user from isolation manually, manage test requests, or
close the user's primary facility. COVID-19 isolation incidents include quick actions to perform these tasks.

Note that managing incidents for visitors is a bit different since you can't request tests for them and they don't have a primary facility.

To manage the impacted user, you can take the following actions, when necessary:

1. In the COVID-19 isolation incident, go to the Summary tab.

2. To manage test requests for the user, click REQUEST A TEST, VERIFY RESULTS, or VIEW REQUEST depending on the test request
status of the user. You can also click the Testing Status card to go directly to the user's test record, if it exists.

3. To update the status of the user's primary facility, click MANAGE FACILITIES.



REQUEST ATEST

MANAGE FACILITIES

Performing contact tracing

Determining who was exposed to a user before they were diagnosed as positive for COVID-19 is very important to limit the spread of
COVID-19. COVID-19 isolation incidents list all of the people that the user reported having contact with, along with all of the people
who reported having contact with the user. Additionally, it also shows all users who reported contact with an area on the same day
that the user reported being in the area.

Workforce Safety uses smart suggestions to help you log contacts the Log Contacts form. These suggestions are based on a multitude
of data points including a user's past logged contacts, the facilities and areas they received a pass for and visited on a given day, and
department association data. This feature provides users with up to 20 contact suggestions, allowing them to quickly log a contact by
simply tapping a suggestion card.

These users may have been exposed to the virus and may need to be isolated, notified, or tested. You may also need to alert all
Workforce Safety users that that there is a COVID-19 isolation incident via an announcement. You can perform all of these actions
from the Contact Tracing tab in the COVID-19 incident.

Never send any personally identifying information of any affected individuals when notifying exposed people.

To perform contact tracing for exposed people and areas:

1. In the COVID-19 isolation incident, go to the Contact Tracing tab.

2. Use the Exposed People section to manage the people that the user reported contact with.
o Click Notify to send an email to the users listed in the Exposed People section.
o Click Isolate to put the users listed in the Exposed People section into isolation and revoke any active passes.
o Click Request Tests to request tests from the users listed in the Exposed People section.



& Notify @ Isolate §& Request Tests

3. In the Exposed Areas section, click Manage Areas to update the status of the areas that the user reported contact with.
4. Use the Exposed Areas section to manage the people that reported contact with an area on the same day that the affected
individual did.
o Click an area, then click Notify, Isolate, or Request Tests to perform the action for the users that were exposed to that
area.

a Select an area first.

e Then select an action for selected users.

2
¥ Notify @ Isolate § Request Tests

S d Fl George Garcia Not Qualified @
1 ol eCh L 10/14/2020 9 11/6/2020 No Test Information Available @
‘ r 3 Not Notified ==

Maria Lopez Qualified @
9 117672020 COVID-19 Negative @
Not Notified **=

Michael Cooper Isolated le=
9 11/6/2020
Not Notified ==

5. At the top of the page, click More actions *=>POST ANNOUNCEMENT to post an announcement to the entire organization
about any exposures or closed locations.

Updating contacts

After a COVID-19 isolation incident is logged, you may need to update the incident's contact tracing information. This could include
additional contactsor areas that were exposed to the user during the 14 days before the incident was reported.

The UPDATE CONTACTS action on the incident's Contact Tracing tab allows response managers to add, remove, or edit close contacts
or areas for a user. Note that you can add one or more people or areas to a user's contact tracing information.

To update the contacts for a user's COVID-19 isolation incident:

1. From the INCIDENTS page, find and open the incident.

2. Select the Contact Tracing tab and click UPDATE CONTACTS.

3. Click ADD PEOPLE and enter the following information in the Exposed People section:
o Most Recent Contact Date
o Exposed People
o Exposure Description

4. Click ADD.



5. In the left pane, select Exposed Areas.

6. Click ADD AREAS and enter the following information in the Exposed Areas section:
o Most Recent Contact Date
o Exposed Areas
o Exposure Description

7. Click ADD.

8. Click UPDATE.

Close the incident

You may also need to close the incident, but this will happen automatically if you have Workforce Safety configured to remove users
from isolation automatically.

To close an incident manually:

1. In the COVID-19 isolation incident, click Close Incident.

2. Choose whether you are closing the incident because it is Resolved or it was an Invalid incident.

3. Choose whether to remove the impacted user from isolation by selecting or deselecting the Remove [User] from isolation
checkbox. Click CLOSE INCIDENT.

Close Incident

Incident Details

This incident is ... Tite

COVID-19 Positive Incident - Amy Lee

Indicate why you are closing this incident impacted User
=« AmylLee
« = Human Resources
O o Incident Status
2% Open
; Incident T
Resolved Invalid ncident fype

A COVID-19 Positive

Assigned To

© Joseph Clark

Remove Amy from isolation
Description

Created By Created On
© Maria Lopez ) 10/14/2020
Updated By Updated On
© Laura Davis 9 10/14/2020

CANCEL CLOSE INCIDENT

Reopening closed incidents

You can reopen closed COVID-19 isolation incidents. If you do, the user will automatically be placed into isolation again.



Reopen Incident

Reopening this
incident will place Amy
in isolation

Amy will not be able to request passes while in
isolation

CANCEL

Removing a user from isolation manually

Incident Details

Title
COVID-19 Positive Incident - Amy Lee

Impacted User
=& AmyLee

« = Human Resources

Incident Status
@ Closed - Resolved

Incident Type
A COVID-19 Positive

Assigned To
Unassigned

Description

Amy Lee responded to a questionnaire with an
answer that is configured to create a COVID-19
Positive incident.

Created By Created On

© System Admin ) 10/6/2020
Updated By Updated On
© System Admin * 10/14/2020

REOPEN INCIDENT

You can configure Workforce Safety to remove users from isolation automatically. However, you can also remove a user from isolation

manually from their user summary.

If you remove a user from isolation that has an open COVID-19 isolation incident, the incident will be automatically closed.

To manually remove a user from isolation:

1. From anywhere in the Response Hub, click the user's name and go to the Summary tab.

2. Click REMOVE USER FROM ISOLATION.
3. Confirm the action by clicking REMOVE FROM ISOLATION.
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Remove Edward Phillips from Isolation

CONFIRM REMOVAL

All open COVID-19 Positive incidents for
this user will be closed

This user will be informed via email that
they have been removed from isolation

This user may now be able to request a
pass

CANCEL REMOVE FROM ISOLATION

The user's status updates to the last status they were in before being placed into isolation, either Qualified, Not Qualified, or Status
Pending.

Isolating a user manually

More than likely, users will be put into isolation through a COVID-19 isolation incident, or through contact tracing. However, you can
also manually put a user into isolation from their user summary.

After you isolate a user, any active passes they have will be revoked.
To manually put a user into isolation:

1. From anywhere in the Response Hub, click the user's name and go to the Summary tab.
2. Click ISOLATE USER.
3. Enter a Guidance Message that you would like to email to the user.
o Note: For example, you may want to explain how often they should complete the isolation update. This default message
can be updated from the Configure page.
4. Click PLACE IN ISOLATION.

Isolate User

User AUTOMATIC ISOLATION REMOVAL CRITERIA

i Edward Phillips ¢ NEGATIVE COVID-19 TEST
- * 10 DAYS IN ISOLATION

Guidance Message @ *

You are advised at this time to isolate for a
prescribed period of 14 days.

75/3000

CANCEL PLACE IN ISOLATION

Skip survey for a user

If there is an active survey and a user receives a Not Eligible status after completing it, or they haven't taken it yet, response managers
can choose to skip the survey for the user.

If you skip the survey for a user, they will no longer be able to complete the currently active survey.
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To skip the survey for a user:

1. From anywhere in the Response Hub, click the user's name and go to the Summary tab.
2. Click SKIP SURVEY.
o Tip: If there is no active survey, this action does not display.

Angela Lewis e L s | =1

Pass Requests Isolation Updates Surveys Community Help Related Actions

User Status Profile Information
© Angela Lewis
@ angela.lewis

A & example@fake.appian.com

QR & Marketing

© Disqualifying answer(s) to a survey Office based
Ice base

Testing Status REQUESTATEST  Primary Facility
B HQ
@ Tysons Corner, VA, Virginia

No Test Information Available
3. Confirm the action by clicking SKIP SURVEY.

Skip Survey for Angela Lewis

CONFIRM SKIP

o This user will no longer be able to complete the active survey

o This user will be able to request a pass

CANCEL SKIP SURVEY

The user will be placed in a Qualified state and will be able to request a pass immediately.

Requesting tests

Response managers can request that users take COVID-19 tests either from the user's profile, the People page, or the Contact Tracing
tab of a COVID-19 isolation incident. On the people page they can request test results from individuals or groups, including the ability
to select a random sample from a group. This can help response managers determine the spread of an outbreak, check the status of a
population, and target individuals for testing.

Additionally, response managers can request pooled sampling, which means that samples from several people are combined and
tested together. A negative result means that every individual is negative for COVID-19, while a positive result can lead to further
testing to narrow down the positive cases.

Response managers can determine their own process for testing and can notify individuals of that process when they request a test.
To request COVID-19 tests from the People page:

1. Go to the PEOPLE page.
2. Click REQUEST TESTS.
3. Filter the list to select the user or users that you would like to test and click NEXT.



O3]

Request COVID-19 Tests

v
Select Users Enter Request Details Review

Filter down the batch of users for the request

User Role Primary Facility

Select Users Any v Any v
Last Tested On or After Last Test Result Active Test

v No Result o Any v

Pass Eligibility Department

Qualified, Not Qualified, Status Pending [ 4 Any v
Filtered Users

User T Department Location Role Pass Eligibility @ Last Test Result ®  Active Test? Last Tested

Ace Rylan Marketing LSJtSa):e’:Q | Alexandria, Virginia, United Office based ~ @ Status Pending No Result Q@

Adalyn Elliott Human Resources Ne\(v York Office | New York, New York, Office based ~ @ Qualified No Result Q@

United States
Adalynh Information USA HQ | Alexandria, Virginia, United Office based ~ ® Qualified No Result °
Nathaniel Technology States

. Enter a Batch Name.
. (Optional) Enter a Batch Description.
. If you selected at least ten users, select if you would like to request COVID-19 tests for a random sample of the selected users,

then enter the random sampling percentage.

. If you selected at least three users, select if you would like to request a pooled testing result. This will require the response

manager to upload the test result.

. If you did not select a pooled testing result, select if you would like to require response managers to verify the test results. See

Verifying test results for more information.

. Enter Testing Guidance that you would like to display for users.

o Example: You may want to explain where they can get an onsite test. This default message can be updated from the
Configure page.

. Click NEXT.

Request COVID-19 Tests

v
Select Users Enter Request Details Review
Indicate the type of testing to perform for this batch
. e . -
Batch Name * Require Response Manager Verification of Test Result Evidence?
Yes No
Sample of users
Testing Guidance @ *
Batch Description .
P You can reach out to your healthcare provider to understand
Example: Someone who works in the main building tested positive testing options that may be available to you.

Vi

Randomly Sample From Selected Users? @ *
O ves No

Random Sampling Percentage *
30

Enter a number greater than 0 and less than 100. Sample size based on
selected users and percentage above: 6 Users

Pool Samples for Test Result? @ *
O ves No

BACK | CANCEL NEXT
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11. A list of the users who will be sent a test displays. Click SEND REQUESTS.

Request COVID-19 Tests

v
Select Users Enter Request Details Review
Review Users
Filtered Users
. Pass Last Test Active Last
U D t t Locat Rol AP,
ser T Departmen ocation ole Eligibility Result ® Test? Tested
Human Boston Office | Boston, MA, Office . Oct 14
A [R ! i Isolated Positi
my Lee Resources Massachusetts, United States based solate osttive @ 2020
. Human US HQ | Tysons Corner, VA, Office Workplace . . QOct 04
B Ch o . o Positi
rian hen Resources Virginia, United States based Eligible osttive 2020
Chris Human US HQ | Tysons Corner, VA, Office Workplace No Result °
Watkins Resources Virginia, United States based Eligible
Debra Human US HQ | Tysons Corner, VA, Office Workplace No Result °
Harrison Resources Virginia, United States based Eligible
Ruth Human Boston Office | Boston, MA, Office Workplace No Result °
Jackson Resources Massachusetts, United States based Eligible
Valerie Human New York Office | New York, NY, Office Survey NO Result °
Boyce Resources New York, United States based Qualified
6 items

BACK | CANCEL SEND REQUESTS

After test result requests are sent, users can acknowledge and submit their test results.

For any test request that has Yes selected for Require Response Manager Verification of Test Result Evidence?, response
managers will have to approve or reject the test result.

Response managers can also provide test results on behalf of users. For pooled testing, response managers must always provide the
test results.

Verifying test results

For any COVID-19 test request that has Yes selected for Require Response Manager Verification of Test Result Evidence?,
response managers will have to approve the result in order for the test result request to be completed. If they reject the test result,
the user will be sent an email with the reason and will be requested to submit their results again.

To verify a test result:

1. On the ACTIVITY page, go to the INDIVIDUAL TESTS tab.
2. To filter the results to only the ones that require verification, for the Request Status filter, select Pending Verification.
3. Click the Request number for the request that you would like to verify.
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Request Status

Pending Verification v

Request

4. Click APPROVE or REJECT.

v APPROVE % REJECT

5. If the result was rejected, enter the reason, then click REJECT. An email will be sent to the user with the reason and they will be
asked to submit their test results again.




Review Test Result Evidence

Uploaded test result is more than 7 days old.

7z

CANCEL REJECT

6. If the result is approved, click APPROVE to complete the test result.

Review Test Result Evidence

On clicking approve, the test result will
be completed

CANCEL APPROVE

After the test result is approved, the Request Status updates to Completed and the Result displays for the user.

Request Status Result

Completed Negative

Providing test results

If the organization is coordinating their own COVID-19 testing, response managers may receive the test results and be able to submit
them on behalf of users. Additionally, for pooled testing, response managers must be the ones to submit the test result since all of the
samples for the individuals are combined into one sample. Because of this, response managers can submit test results from the Tests
report.

To provide a test result for an individual test:

1. On the ACTIVITY page, go to the INDIVIDUAL TESTS tab.
2. Select the user that you would like to provide a test result for.
3. Click PROVIDE TEST RESULT.

PROVIDE TEST RESULT@

4. Enter the information for the test and click SUBMIT.




What was the result of COVID-19 test?

POSITIVE NEGATIVE INCONCLUSIVE

(I have COVID-19) (I do not hat 9) (Results were indeterminate)

When was the test conducted? * Where was the test conducted? *
08/18/2020 Onsite clinic
Upload the test result * Supporting documents

@ Test Result 1075652 I
JPG - 97.59 KB UPLOAD | [} Drop files here

CANCEL SUBMIT

The Request Status for the user is updated to Completed and the Result displays for the user. A review is not required.

Sample

Result
Collection Date

Request  User Request Name Request Status Test Requested On

48  Karen Anderson Single Test Request for Karen Anderson Completed Aug 18,2020 05:56 AM Aug 18 2020 Negative

To provide a test result for a pooled test:

1. On the ACTIVITY page, go to the POOLED TESTS tab.
2. Select the pool request that you would like to provide a test result for.
3. Click PROVIDE TEST RESULT.

PROVIDE TEST RESULT@® CANCEL TEST REQUESTS
] Request Pool Name Pool Status
21 Pooled testing for IT Pending Result

4. Enter the information for the test and click SUBMIT.

What was the result of COVID-19 test?

POSITIVE NEGATIVE INCONCLUSIVE

Upload the test result Supporting documents

UPLOAD [} Drop file here UPLOAD [‘i[)«opﬁﬁes’he/e

CANCEL SUBMIT

If the pool test result is negative, the Result for all individuals in the pool will be updated to Negative. If the pool test result is positive,
the Result for all individuals in the pool will be updated to No Result and response managers should request individual test results
from the group.



Batch #19 - Pooled testing

Related Actions

o Negative - No one in this group tested positive for COVID-19

Test Batch Details Batch Membership
Request Date Aug 19 2020
Request Test
Completion Date Aug 192020 Request  User Status Result Report Requested On
Total Students In Test Group 4
_ Karen Aug 19, 2020
Students In Ra Sample
Students In Random Sample  Yes 52 Anderson Completed Negative 07:25 PM
Tests In Progress  No
Aug 19, 2020
N t
51 Amy Lee Completed egative 07:25 PM
. Aug 19, 2020
50  Angela Lewis Completed Negative 07:25 PM
. Aug 19, 2020
N t
49 Anthony Hill Completed egative 0725 PM

Deleting user data

If a user requests to have their data removed from Workforce Safety, response managers can do this using the Delete User Data
option. This option allows you to delete user pass request and survey responses, help requests, incidents, or volunteer information.

Deleting data affects assighments for existing incidents and help requests. For example, if a volunteer is assigned to a help request
and their data is deleted, the help request will become unassigned.

COVID-19 isolation incidents cannot be deleted from this page.

!

You can't delete specific rows of information. You can only delete all of the information of a certain type.

To delete user data:

1. From anywhere in the Response Hub, click the user's name and go to the Summary tab.
2. Click DELETE USER DATA.

3. Click the delete button for the data that you would like to remove.

4. Confirm that you would like to delete the data.

5. Repeat for each information type.




Delete User Data

Delete pass requests and surveys, help requests, incidents, or volunteer information for a specific user

User *
B sey Toyior %
Pass Requests and Surveys DELETE PASS REQUESTS AND SURVEYS
Name Reporter Date
Pass Request - yesterday 3:38 am Sally Taylor 8/11/2020
Pass Request - yesterday 2:50 am Sally Taylor 8/11/2020
Survey - Jul 24 Sally Taylor 7/24/2020
1-30f6 >
Help Requests DELETE HELP REQUESTS
Name Status Date
Could someone pick up my groceries? In Progress 5/7/2020
I need help picking up groceries Unassigned 5/1/2020
Please mail some supplies Unassigned 4/16/2020
1-30f7 > »

Managing Visitors

Introduction

Most organizations have numerous external visitors that need to access their facilities. Workforce Safety allows your organization to
hold external visitors such as contractors, maintenance personnel, and vendors to the same standards as employees.

With Workforce Safety, hosts can add visitors by simply providing the visitor's name and email address. After the host schedules a visit,
the visitor will be able to request a pass to a facility to verify they are safe to be there.

Adding visitors also allows them to be selected for contact tracing if they are exposed to any employees that have tested positive for
COVID-19. If they are exposed or diagnosed with COVID-19, they can also be placed into isolation so that they can't request a pass until
they are removed from isolation.

See also

¢ See the Response Hub User Guide for instructions on how screeners and response managers can schedule visits and request

passes for visitors.
e For instructions on how end users can host visitors, see the Home Page User Guide.

Visitor workflows

Depending on the organization, visitors may have two different options for registering to visit a facility.
Visitors can always register remotely. However, if your organization has screeners at your facility, they may also be able to complete

the entire registration process on site.

Remote registration process

Visitors can register before they get to a facility if a host adds them to Workforce Safety and schedules a visit for them.
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To register remotely:

1. The host adds the visitor to Workforce Safety using the visitor's email address and schedules a visit for the days they will be
visiting.
o Note: An account creation email is automatically sent, asking the visitor to reset their temporary password.
2. The visitor uses the account creation email to log in to Workforce Safety for the first time and resets their temporary password.
3. On the Workforce Safety site, the visitor clicks CHECK IN NOW for the day and facility they are visiting and performs the steps to
checkin.
4. If the visitor is eligible to visit the facility, they can click VIEW PASS to display the pass.

On-site registration process
If an organization has a process to screen visitors when they get to a facility, visitors can register on site to visit the facility.

To register a visitor after they arrive at the facility:

1. The screener schedules a visit for the visitor, registering them using the visitor's email address.
o Note: The screener will be listed as the host for the visitor.
2. The screener requests a pass on behalf of the user, selecting their newly added account name from the picker.

After the screener registers the visitor, the visitor will receive an account creation email to reset their temporary password. However,
they don't need to complete the password reset for the screener to request a pass.

What can response managers do and see for visitors?

Response Managers can do the following for visitors in the response hub:

e |solate them and remove them from isolation.

e Create incidents for them, including COVID-19 isolation incidents.
e Request passes for them.

e Schedule visits for them.

e Delete their user data.

You cannot request tests for visitors and they do not appear in the People report.

What can visitors do and see in Workforce Safety?

Visitors do not see the Workforce Safety home page. Instead they see the visitor portal where they can:

e Request a pass for days they are scheduled to visit.
e View and display their passes.
¢ View upcoming visits.
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w! Verizon 8:54 PM

(Q\ Workforce Safety

Welcome to the
Workforce Safety Visitor
Portal

Your Upcoming Visits

1 2 US HQ
Tysons Corner, VA, VA
NOV  with Laura Davis

VIEW PASS

1 3 US HQ
Tysons Corner, VA, VA

NOV  with Laura Davis

Check-in required

Visitors do not see announcements. They also cannot log contacts. However, when other users log contacts, they can select visitors. As
a result, if a visitor has a COVID-19 isolation incident, the users that have reported contact with them display in the Contact Tracing tab
of the incident.

What is a host and how do | make someone a host?

Hosts can access the visitor portal from the Workforce Safety home page where they can schedule visits and view and cancel
upcoming visits. They can also add new visitors when they are scheduling a visit.
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w! Verizon 9:01PM

( ?) Workforce Safety

€ Back

Visitors

SCHEDULE A VISIT

Upcoming Visitors
1 2 Mindy Scott
New York Office
NOV New York, NY, NY

Visit scheduled % Cancel Visit

1 Mindy Scott
New York Office
NOV New York, NY, NY

Visit scheduled X Cancel Visit

1 Amy Adams
Denver Office
NOQV Denver, CO, CO

Visit scheduled X Cancel Visit

To make someone a host, all you have to do is add them to the Workforce Safety Hosts group.

If you would like to give all users access to host, simply add the Workforce Safety Users group to the Workforce Safety Hosts
group.

Configuration Guide

Introduction

With Workforce Safety, business users are empowered to configure the site options from the Configure page, which allows them to
make the following changes:

e Manage site features.
o This includes toggling certain site features, such as the ability to request passes for the next day and the option to require
users to log their contacts before requesting a pass.
e Set up the Workforce Safety homepage.
o This includes changing the branding of the site and updating the helpful links and policy documents.
o Configure user options.

o This allows you to manage some of the options that users will see when they use Workforce Safety, such as the list of

facilities, areas, departments, cohorts, and volunteer and incident options.
e Setup the questionnaires.

o This includes configuring questions for surveys, pass requests, and isolation updates, as well as managing the guidelines
that can be displayed to users when they select certain question responses. You can also preview the pass request
structure.

¢ Update standard messaging.

o You can update the default messages that are displayed when a user is in isolation and when sending a request for a
COVID-19 test.

o Configure options to automatically remove users from isolation.

* Manage group membership.
o Group membership determines what users can see and do in the Response Hub.
e Determine when to archive data.
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o Administrators can configure what data to archive and when to archive it, which may help Workforce Safety run faster.

A ® (&} 2 & Response Hub ~ @ Appian

INCIDENTS ACTIVITY PEOPLE REPORTS CONFIGURE

Tailor Workforce Safety to your organization’s needs.

@
MANAGE SITE FEATURES FACILITIES

"4 4

BRANDING AREAS
A =

INCIDENT OPTIONS DEPARTMENTS

H O

COHORTS VOLUNTEER OPTIONS
? ?

PASS REQUEST QUESTIONS SURVEY QUESTIONS
4 -

2 @ '

ISOLATION UPDATE

@
PREVIEW QUESTIONNAIRE

HELPFUL LINKS

&
POLICY DOCUMENTS

&8 @
GUIDELINES COVID-19 TESTING
« lem
ANNOUNCEMENTS AUTOMATED ISOLATION REMOVAL
= =

GROUP MANAGEMENT DATA MANAGEMENT

This page describes how response managers can configure Workforce Safety from the CONFIGURE page on the Response Hub.

Users who are only in the Workforce Safety Users group do not have access to the Response Hub. Access for users who can see
the Response Hub will be restricted to only the actions that they need to perform. For more information on what actions and
information is accessible to members of the Workforce Safety security groups, see the Groups Reference Page.

See also

e For an overview of the Response Hub, see the Response Hub Overview.
e For instructions on how to use the rest of the Response Hub, see the Response Hub User Guide.

Manage site features

Some features of Workforce Safety can be turned on or off. Response and configuration managers can toggle them off and on using
the Manage Site Features option.

This section describes the features that can be toggled, as well as how to turn them on or off.

Toggling features
To turn features on or off:

1. Click MANAGE SITE FEATURES.
2. Click the toggle icon to make the feature @ active or @ inactive.
3. Click SAVE CHANGES and confirm that you want to make the change.
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@

©

Community Volunteering and Help Requests

What is it?

The community volunteering and help requests feature helps strengthen workplace communities in a time of need with peer-to-peer
support. Easily match volunteers with workplace community members in need of assistance.

This feature allows users to make a request for help or sign up to volunteer to fulfill these help requests.

Need a helping hand? Want to volunteer?
Short on groceries? Just need Sign up to help your co-workers
some advice via video chat? during these challenging times.
Your colleagues are available to You can help in-person or
assist! remotely!

MAKE A REQUEST w SIGN UP

What does toggling it on do?

This feature is turned off by default. If you prefer to turn it on, users will see a Community Help icon on the bottom of their
homepage. When they click it, they will be able to submit a help request or sign up to volunteer.




If you have used this feature in the past and decide to turn it off, users who have created help requests or signed up to volunteer will
still see the Community Help icon. When they click it, they will be able to view their submitted or assigned requests.

Community Volunteering

VIEW SUBMITTED REQUESTS
The volunteering options are disabled on
this site. If you have used it in the past,
you can still view help requests that you
created or were assigned to.

VIEW ASSIGNED REQUESTS

Additionally, in the Response Hub, past help requests and volunteer information will still be visible in the COMMUNITY HELP tab.

Y\ o o B b Response Hub ~ @ Applan

INCIDENTS ACTIVITY PEOPLE FACILITIES CONFIGURE

PASS REQUESTS SURVEYS  ISOLATION UPDATES INDIVIDUAL TESTS POOL TESTS [elolY Y[V Nanaz(N]

© Note: The Volunteering Program has been disabled by your organization. The metrics on this page are based on data from when
this feature was last active. You can enable volunteering program by click on this link: Enable Voluteering Program.

19 2 2

© TOTAL HELP REQUESTS & OPEN HELP REQUESTS ™) HELP REQUESTS THIS MONTH

Help Request Statistics

User Incident Creation

Whatis it?

This feature allows users to report an issue to response managers by creating an incident.



Add New Incident

Please note that any Personal Health Information contained in this incident ticket will be viewable by individuals that are responsible for reviewing
and responding to incidents. Please follow your organization's HIPAA policies with respect to Personal Health Information being submitted.

1
1
1
1
1
1
= I [ = R
1
1
1
1

Type* © Add an Impacted Person

General -

Title * ‘
! t

Add New Incident 1

Incident Date

]
]
12/17/2020 | Please note that any Personal Health Information contained in this incident ticket will be viewable by individuals that are responsible for reviewing 1
| and responding to incidents. Please follow your organization's HIPAA policies with respect to Personal Health Information being submitted. 1
Facility * Department * | 1
]
USAHQ | | Finance | Incident Information Testing Information H
Description @ * } Confirmed COVID-19 positive through a test* 1
1 Facility * Department * O Ves H
| usaHQ - Finance - No 1
]
0/4000 | Description @ Test Result * H
Impact @ } Positive -
] Test Date (date conducted) * H
]
1 1
0/4000 | 4 1
”  Test Location * 1
] 0/4000 1
] Examples: Quest Dia, cs, PCP 1
| Attachments
| Upload the test result H
‘ 1
UPLOAD [ Drop file her H

1
REPORT INCIDENT [}
1

What does toggling it off do?

If you prefer to turn this feature off, the report an incident section will no longer display on the homepage.

If the user has reported an incident in the past, they will still see the Incidents icon so they can view their past incidents.

11:15 PM v | wl! Veri 12:03 AM “ 58% @ )

Workforce Safety (9 Workforce Safety
€ Back

Your Incidents

@ Note: Your application administrator has
turned off the creation of new incidents from
within this application. Please reach out to your
Human Resources department if you need
corporate assistance.
> We'll check to see if it's safe for you to
e o & iy Title Assignee Status

The north

QUEST PASS Soridogis Maria Lopez  Closed
out of hand

sanitizer

Helpful Links Policy Documents

A

Facilities Incidents

Toggling this feature has no effect on creating incidents based on responses to pass requests, surveys, or isolation updates or on the
ability of response managers to create incidents.



Pass Requests Disabled by Active Survey Incidents

What is it?

When survey questions are being configured, certain responses can be configured to automatically create an incident to alert
response managers.

When this feature is toggled on, response managers must close incidents that are created from a survey before the affected user can
request a pass.

If the survey is not active, this feature toggle does not display.

What does toggling it off do?

If toggled off, incidents created from survey responses have no effect on users being able to request a pass.
Pass Requests Disabled by Active Pass Request or COVID-19 Isolation Incidents

What is it?

When pass request questions are being configured, certain responses can be configured to automatically create an incident to alert
response managers. Additionally, users can create COVID-19 isolation incidents to report a positive diagnosis or symptoms of COVID-
19, or to report contact with someone who tested positive for COVID-19.

When this feature is toggled on, response managers must close any pass request or COVID-19 isolation incidents before the affected
user can request a pass to return to the workplace.

What does toggling it off do?

If toggled off, users can request a pass even if they have an active pass request or COVID-19 isolation incident.
Email Notifications for Incident Creation

What is it?

You can use this toggle to control whether or not to send an email to all members of the Workforce Safety Response Managers
group whenever an incident is created.

What does toggling it off do?

If toggled off, response managers will not receive an email when a new incident is created.
Email Notifications for Incident Updates

What is it?

You can use this toggle to control whether or not to send an email to all members of the Workforce Safety Response Managers
group whenever an incident is updated.

What does toggling it off do?

If toggled off, response managers will not receive an email when a new incident is updated. The assignee of the incident will still be
notified.

Next Day Pass Requests
What is it?
This toggle controls whether or not users can request a pass the day before they plan to visit a facility.

What does toggling it off do?

If toggled off, users will only be able to request a pass for the current day. Users will only be asked what facility they are requesting a
pass for and the pass will automatically be granted for the same day.



Verizon & 7:42 PM ) |l wl Verizon & 7:43 PM

Request Pass | < Request Pass

Request Pass Request Pass
Facility (Step 1 of 4) i Facility and Day (Step 1 of 4)
Which facility are you visiting today? | Which facility?

Which day are you visiting the facility?

CANCEL ‘ Today (Tuesday, Aug 11)

Tomorrow (Wednesday, Aug 12)

CANCEL NEXT

Contact Reporting When Requesting a Pass

What is it?

After users have requested a pass at least once, they can log the people and areas they were in contact with during a given day. While
users can always log their contacts through the Log your contacts section of the homepage, this feature adds a contact logging step
before users can request a pass.
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(9 Workforce Safety
Confirm Close Contacts

Log your contacts
9y Before you request a

pass...

Verify and update your contacts from the last 2 days

£ Thu, Aug 6

Q Areas &5 People
None Reported None Reported

| did not visit a facility on this day

& Anyone that was within 6 feet of you A Fri, Aug 7

for at least 15 minutes Q Areas i People

.. . HQ - Floor 9 Debra Harrison
® Any area that you visited or used while HQ - Floor 11 Christine Chenal

at a facility James Baker

LOG CONTACTS CONTINUE TO PASS REQUEST

. CANCEL
Help keep our community

safe

Let us know if you have tested positive for

When toggled on, before completing the pass request questionnaire, users will be required to either review the contacts they have
logged for the last two days they visited a facility, or log their contacts for those days if they haven't already done so.
What does toggling it off do?

If toggled off, users will not be asked to log their contacts before each pass request. They will still be asked to log their contacts from
the homepage.

Enforce Area Capacity Restrictions

What is it?

In order to more easily maintain social distancing in your facilities, you can limit the capacity of each area that you have configured in
Workforce Safety. Every time a user receives a pass, Workforce Safety keeps track of how many passes have been generated for that
area. Once the maximum capacity is reached, users can no longer request a pass for that area.



Daily
Capacity

5

20

20

40

60

If it is necessary to override the capacity limit, response managers and screeners can request a pass on behalf of a user and choose to
override the limit.

Selected area is full

First Floor is full on 9/16/2020 . Please search for an area at EMEA HQ, or continue to request a
pass for First Floor and override its capacity.

Override capacity limit for First Floor

Select an Area -

CANCEL REQUEST PASS

What does toggling it on do?

It is very important to configure at least one area for each facility before toggling on this feature. Users can't request a pass for
facilities that don't have any areas configured.

If toggled on, users will be asked to select an open area when they request a pass. If they don't choose an area, the area with the most
capacity will be selected for them.

If areas are not configured for a facility, they will not be able to request a pass for that facility.
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< Request Pass

Request Pass

Day and Location Selection (Step 1 of 3)
Which day?

Today (Tuesday, Sept 15)
Tomorrow (Wednesday, Sept 16) v

Which facility?

Denver Office, CO

O Denver Office has no open areas. Please
contact a system administrator for assistance.

Which area?

Only open areas with capacity are listed to maintain
social distancing. If left blank, the area with the most
capacity is selected automatically.

CANCEL NEXT

Cohort Management

What is it?

Cohorting is identifying groups (cohorts) and keeping them together to limit contact between members of each group. This can help
limit the spread of COVID-19 to people outside of a cohort.

In Workforce Safety, you assign departments to cohorts, then assign days of the week to each cohort. Users can only request a pass
for days that are assigned to their cohort.

What does toggling it on do?

After you toggle on Cohort Management, a new COHORTS option is available on the CONFIGURE page. A default cohort is created
which contains all departments and allows pass requests for all days. You can modify this cohort and create new cohorts by managing
cohorts.

If you don't modify the default cohort, all users will see a message on their homepage that says "Due to departmental capacity
restrictions, you can only request passes for Sunday, Monday, Tuesday, Wednesday, Thursday, Friday and Saturday."




Manage Cohorts

Use this form to manage your organization’s cohorts. Cohorts are small groups that are kept together to reduce transmission of COVID-19. Users will only be able

to receive a pass for specific days of the week depending on their department’s cohort
<+ ADD OR EDIT COHORTS

I All Departments 1
Default Cohort | I
| £ SCHEDULE 1
1 1
1 |
1 |
1 Sunday Monday Tuesday Wednesday Thursday Friday Saturday |
| ] ] ] ] ] ) ) 1
1 1
1 |
1 |
1 |
i 38 DEPARTMENTS |
1 1
I , , . . 1
i Finance, Human Resources, Information Technology, Marketing, and Operations |
|

When a user requests a pass, Workforce Safety checks which cohort the user is in, based on the department in their profile.

The Request Pass section on their homepage will let them know which days of the week their department can request a pass for.
When they request a pass, they will only be able to select days that are assigned to their cohort.

9:25 PM I wi Verizon & 9:09 PM

Verizon &

Workforce Safety | ¢ Request Pass

Good morning, Valerie

Request Pass

Day and Location Selection (Step 1 of 3)

Request a pass to return to Which day?

Tomorrow (Friday, Sept 18)
Members of Human Resources cannot request a
pass for Friday.

Which facility?
EMEA HQ

Which area?
> We'll check to see if it's safe for you to
return to a facility Second Floor

Only open areas with capacity are listed to maintain
social distancing. If left blank, the area with the most

7 Due to departmental capacity capacity is selected automatically.

restrictions, you can only request passes
for Thursday and Wednesday

| CANCEL NEXT

If you toggle off Cohort Management after modifying cohorts, you will lose all modifications.



http://localhost:4000/wsr-8.1/wsr-user-guide.html#updating-user-profile

Prepopulate Questionnaire Answers

What s it?

Some organizations may want users to enter in their pass request answers manually each time they fill out a questionnaire. Other
organizations may want the user's previous answers to be populated so that they don't have to select each response again.

Whichever your organizations prefers, you can control this ability with the Prepopulate Questionnaire Answers toggle.

What does toggling it off do?

If toggled off, users will have to submit each of their responses manually whenever they fill out a survey, pass request, or isolation

update.
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4 Request Pass

Request Pass

Health and Community (Step 2 of 3)

Have you tested positive for
COVID-19 by a medical
professional?

%X NO

Has your temperature been less
than 99.9 F or 37.7 C without the
use of fever-reducing
medications, for the last 3 days?

%X NO

Do you currently exhibit any
respiratory symptoms of

Keep in mind that this can affect the performance of Workforce Safety. If users are experiencing lag times, you may want to consider

toggling this feature on.

Configure site branding

Response and configuration managers can tailor the look of Workforce Safety for your organization by changing the colors and logos.

To configure the branding:

1. Click BRANDING.
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4 Request Pass

Request Pass

Health and Community (Step 2 of 3)

Have you tested positive for
COVID-19 by a medical
professional?

%X NO

Has your temperature been less
than 99.9 F or 37.7 C without the
use of fever-reducing
medications, for the last 3 days?

v YES

X NO

Do you currently exhibit any
respiratory symptoms of

2. To change the main colors used in the Workforce Safety sites, update the hex codes for the colors in the Site Color Palette.
o Tip: The Site Accent color controls elements such as font, button, and tooltip elements.
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< Request Pass il < Request Pass

Request Pass | Request Pass

Profile (Step 2 of 4) N Profile (Step 2 of 4)
Department Required Department Required

HR (Human Resources) HR (Human Resources)

Position rRequired | Position Required

Full-time remote ° Office based Full-time remote o Office based

Current Work Status Required | Current Work Status Rrequired

Remote Remote

Can you work from home? Required Can you work from home? Rrequired
° Yes No ° Yes No

Have you worked out of an office in the last 14 Have you worked out of an office in the last 14
days? Required days? Required

Yes ° No Yes °No

CANCEL NEXT CANCEL

3. To change the colors used in charts on the Dashboard page in the Response Hub, update the hex codes for the Chart Color
Palette.
o 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 Site Branding

Tailor the Workforce Safety Site to your organization's branding.

Change the hex codes below to preview new colors.
Images

Logo Logo Example

@ download
PNG -3.37KB

Favicon Favicon Example

@ Sites_Default_favicon P Workiorce Safety and Readiness X
ICO - 1.38 KB

C @ https//www.exan

Colors

Change the hex codes below to preview

Site Color Palette

Site Navigation Preview

Element Hex Code Preview
20
Nav Bar Backi d @ #1a3252 . bl A
v Bar Backgroun Dashboard Incidents
Selected Tab #615090 B ACCENT COLOR
Chart Color Palette Sample Chart Branding Preview
Hex Code Preview #c2bbd6 / #615e90

#615e90

#aeadc8 _— #493384
#493384

#9agebb T sdaser
#5d4991 / \

#72609f

#8677ad

Configure helpful links

During a crisis, information is constantly changing. That is why Workforce Safety allows response and configuration managers to share
helpful links with users. These links are accessed on the Workforce Safety site by clicking Helpful Links.
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12:42 AM

Workforce Safety Workforce Safety

€ Back

Help keep our community

@ Helpful Links
safe

Let us know if you have tested positive for
COVID-19, are in need of assistance, or see any
unsafe behavior or missing safeguards Centers for Disease Control and Prevention
Website (&'

World Health Organization Website &'
REPORT AN INCIDENT
Covid Map &

US Government Response to Coronavirus,
coviD-19 &

COVID-19 Dashboard Johns Hopkins University '
@ | CDC COVID-19 Information &'
I CovID-19 &

Helpful Links Policy Facilities
Documents

A O

Incidents Community
Help

7 items

To update helpful links:

1. Click HELPFUL LINKS.
2.To add a link, click Add Link and add a Description and Link.
o 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.
5. Click SAVE LINKS.
6. To preview how the links will display, click Preview Links.



Update Helpful Links

Update and add any new helpful links here. Please verify that all links begin with https:// or http://

Description @ Link
Centers for Disease Control and Prevention Website https://www.cdc.gov/coronavirus/2019-nCoV/index.ht X
World Health Organization Website https://www.who.int/emergencies/diseases/novel-cori X

© Add Link

Preview of Helpful Links:

Centers for Disease Control and Prevention Website ('

World Health Organization Website (5

CANCEL PREVIEW LINKS SAVE LINKS

Configure policy documents

A crisis situation may lead to rapid changes in policies. Response and configuration managers can ensure that their users have access
to the latest policies in one place using the Policy Documents link on the Workforce Safety site.
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@ Workforce Safety

Workforce Safety

€ Back
Help keep our community

safe

Let us know if you have tested positive for
COVID-19, are in need of assistance, or see any
unsafe behavior or missing safeguards

REPORT AN INCIDENT

& & [

Helpful Links Policy Facilities
Documents

A O

Incidents Community
Help

B Policy Documents

Document

OSHA_COVID-19_Guidance
Updated Employee Handbook
Updated Travel & Expense Policies

Updated Vacations and Medical Leave policies




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 users, click the archive icon &.

Update Policy Documents

Add new policy documents here. Any 'Active Documents' that are deleted will be moved to 'Archived Documents' after submission

Appian_COVID-19_Policy.pdf

OSHA_COVID-19_Guidance.pdf

© Attach New File

CANCEL SUBMIT

Configure facilities

From the Facilities page, response managers, facility managers, and configuration managers can configure and manage all of their
facilities, including adding, editing, opening and closing facilities, and inactivating and reactivating facilities.

Add a new facility

You can quickly add one or more facilities by specifying the following information for each location:

o Facility name

o Description

e Country (the state or province field only displays for Canada and the United States)
e Street address, city, and zip code

e Open or closed status

¢ Arrival instructions

e Additional information

When you add a new facility, by default, it's set to active. If you need to add a number of facilities at one time, you can import multiple
facilities using an Excel spreadsheet.

To add a facility:

1. From the CONFIGURE page, click FACILITIES.
2. Click ADD FACILITY.
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INCIDENTS ACTIVITY PEOPLE REPORTS CONFIGURE Response Hub - _3, Applan

Q Search Facilities SEARCH  CONFIGURATION | Active O~  STATUS | Any - & Y- oz
ar | An *  STATE/PROVINCE | Ay ~  COUNTRY | Any -
4 ADD FACILITY | 2 IMPORT FACILITIES
Street Zip Arrval
Facility Name T status Description Address Unit/Suite/Building City State/Province Country Code Info Instruction Configuration
for Visitors
Baston After arriving
77 Sleeper St, 123 Main United office closed
Boston Office Closed Boston, MA 02210 St Boston  Massachusetts States due to local at the facility Active
please pr...
regula...
1550 Wewatta Frcllity ppens
United at 9am and .
Denver Office Closed Street, Denver, CO - - Denver  Colorado - 8am - 5pm Active
States closes at
80202
6pm,...
£=sC Tysons. United Z:E:;S:m our
Global HQ Open - Apple > Virginia 22102 8am - 5pm Y Active
Corner States pass to the
Court Dr
frontd...
135 Madison ) NYClocation  pv arriving
. New United closed due 1
New York Office Closed  Avenue, 4th Floor, New York - at the facility Active
York States to local
New York,... please pr..

regulat...

3.In Name, add a unique facility name.
o Workforce Safety displays a validation error, if you attempt to add a facility name that already exists.
4. (Optional) In Description, enter a facility description.
5. Enter the Country for your facility, and the State/Province only if applicable for your region.
6. Enter the Street Address, City, and Zip for your facility in the corresponding fields.
o Note: The street address you enter for the facility is included in visitor notifications so they know exactly where to report
for an on-site visit.
7. Set the facility status to Open or Closed.
o Users and visitors can request a pass for an open facility.
o Users cannot request a pass for a c/osed facility but visitors can.
8. (Optional) In Info, enter any additional information you want to communicate to users and visitors about the status of the
facility, like operational hours.
. (Optional) In Arrival Instructions for Visitors, enter any instructions or additional guidance that you want to communicate to
visitors that are visiting the facility.
o Note: The instructions in the Arrival Instructions for Visitors field displays on a visitor's mobile and email passes. See
Modifying arrival instructions for visitors for more information.
10. Click SAVE to add the single facility. Alternatively, you can click SAVE AND ADD ANOTHER to save the facility and add another
facility.

Xe)

Import facilities

From the FACILITY page, you can also perform a bulk import when you want to add multiple facilities at one time. Workforce Safety
allows you to import an Excel spreadsheet or CSV file that contains all of your facilities to the solution so that you can easily upload
them all at one time.
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Facilities
Q Search Facilities SEARCH CONFIGURATION | Active O~  STATUS | Any - & T~ o
Cmy | Any - STATE/PROVINCE | Ariy - COUNTRY | Any -

+ ADD FACILITY | X IMPORT FACILITIES

Arrival

Street Zi
Facility Name T Status Description Unit/Suite/Building City State/Province Country E Info Instruction Configuration
Address Code St
for Visitors
Soston After arriving
77 Sleeper St, 123 Main United office closed : " .
Boston Office Closed Boston, MA 02210 st - Boston Massachusetts States - due to local at the facility Active H
please pr...
regula...
1550 Wewatta Facility opens
United at 9am and 2 .
Denver Office Closed Street, Denver, CO - - Denver Colorado - 8am - 5pm Active H
States closes at
80202
6pm,...
2550 Tysons United :Ireeiiit our
Global HQ Open - Apple ys Virginia 22102 8am - 5pm Y Active :
Corner States pass to the
Court Dr
front d...
135 Madison : H¥Clocation After arriving
; New United closed due ‘. ) .
New York Office Closed Avenue, 4th Floor, - - New York - at the facility Active :
York States to local
New York,... please pr...
regulat...

To import your facilities, you can download and use the Facility_Import Excel template that Appian provides. Use this template to
copy your facilities and create your own CSV file. If you already have your own CSV file or spreadsheet of your facilities, be sure to use
the same column headers and format provided in the sample template file before performing a bulk upload.

To import your facilities:

1. From the CONFIGURE page, click FACILITIES.
2. Click IMPORT FACILITIES.
3. Click UPLOAD.
4. Locate and select the facilities spreadsheet you want to upload.
5. Click NEXT to preview a list of your facilities before importing.
o In this preview, Workforce Safety allows you to perform inline editing to correct any errors in your facilities information.
6. Click IMPORT.

Edit an existing facility

Operational adjustments may require you to quickly make site changes, including changing a facility's status to indicate whether it is
open or closed. You can easily edit an existing facility from the Facilities list.

Designating a facility as open or closed determines whether users and visitors have access to request a pass for the facility. When a
facility is closed visitors can still receive passes but internal users cannot.

To edit a facility:

1. From the Facilities list, locate the facility you want to update.

2. Click the ellipsis icon § at the end of the row and select Edit.

3. In the Edit Facility dialog, modify the information you want to change.

4. Click SAVE. Note that when you update a facility's open or closed status, be sure to update the status for the corresponding
areas.

Deactivating and reactivating facilities

If you would like to completely remove a facility from the facilities list because it is a duplicate, you made an error when entering the
facility, or the facility is permanently closed, you can inactivate the facility.

Inactivating a facility is different than updating the site status to closed, which indicates that the facility is temporarily unavailable to
users and visitors. Inactivating a facility causes the following actions to occur:

e Triggers a facility closure and deactivates all associated areas.

e Prevents all users, including response managers, from submitting a pass request for the facility.

» Revokes all active user passes to the facility. Visitor passes are not revoked.

* Sends a facility closure notification to all affected users.

* Removes the inactive facility from the facilities list that users have access to view. Note: Inactive facilities still show up in the Pass
Request report.




I Response Managers can still view inactive facilities from the facilities list.

To inactivate an active facility:

1. From the Facilities list, locate the facility you want to update.
2. Click the ellipsis icon i at the end of the row and select Set to Inactive.
3. From the Make Inactive dialog, click MAKE INACTIVE.

To reactivate an inactive facility:

1. From the Facilities list, locate the facility you want to activate.
2. Click the ellipsis icon i at the end of the facility row and select Set to Active.
3. To allow users to request a pass to the facility, edit the facility to update the status to Open.

Reactivating areas

When a facility is deactivated, any areas that were configured to use the facility will also be deactivated. Note also that any
departments that were associated with the deactivated facility, will be removed from the Where should this department report to?
list.

To reactivate an inactive area:

1. From the CONFIGURE page, click AREAS.

2. Clear Show only active areas checkbox.

3. Toggle the Inactive icon @ to Active @ for each area of the facility that needs to be reactivated.
4. Select OPEN for each area that you want to open.

5. Click SUBMIT.

Configure areas

After facilities are configured, response managers, facility managers, and configuration managers can specify areas for each of their
facilities, such as floors and conference rooms. They can also set the daily capacity for each area.

If Enforce Area Capacity Restrictions is toggled on, the number of passes that can be generated for an area will be limited to the daily
capacity of the area. This can help maintain social distancing in your facilities. Note that if this feature is toggled on, each facility must
have at least one open area configured. If not, users won't be able to request passes for that facility.

If you made a mistake when entering an area and would like to remove it from the list of areas, you can deactivate it. This is different
than updating the area status to closed, which indicates that the area is closed temporarily.

When you deactivate an area, the following happens:

o Deactivated areas will not show up as an option to select in any pass requests moving forward.
e Existing passes will continue to have the deactivated area.

Deactivated areas still show up in pass request reporting.

* Any deactivated areas will no longer go towards capacity restrictions.

To manage areas for your facilities:

1. Click AREAS.
2.To add a new area, click Add Area.
3. Add or update the following for each area:
o Area Name.
o Whether the area is Open or Closed.
Facility that the area is in.
o Daily Capacity for the area.
4. To deactivate an area, toggle the active icon @ to inactive .
5. For any facility that is closed, make sure the Area Status for each area in that facility is also closed.
6. Click SUBMIT.

(e}



Manage Areas

Use this form to set up areas and link them to specific facilities. When deactivating an area, users will only be able to select the active areas in their Pass Request.

Use areas to break your facilities into smaller components. For example, an office building could have floors, breakrooms, and cafeterias and a production
facility could have pre-production, assembly, and test areas.

Users can only request passes for facilities which have areas associated with them. Daily capacity determines the number of passes issued for a day. If an
area reaches capacity, passes are no longer issued until the following day.

Refer to your local guidelines to determine the recommended physical distance between each workspace. Use the recommended physical distance to
come up with an estimated daily capacity limit per area.

Show only active areas

]
-
Active  Area Name @ Area Status: Facility Facility Status 1 ?:Ilzci
I S P S i SR Daily capacity
r . 1 limits
© First Floor Lounge OPEN CLOSED USH v 1 1 4
Closed areas for H 8 ° R | !
ot I H 1
closed facility | © First Floor OPEN @ CLOSED US HQ v % Closed | ! 20
H 1
I ! !
I ©  secondFloor OPEN @ CLOSED UsSHQ v X Closed | i 20
____________________________________________________________________ a I
1
© First Floor © OPEN CLOSED EMEA HQ ¥« Open : 10
1
1
© Second Floor © OPEN CLOSED EMEA HQ ¥ « Open L 15
© Add Area

Configure departments

Workforce Safety allows response managers, facility managers, and configuration managers to specify the departments that are
unique to your organization. They can also link departments 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.

If you made a mistake when entering a department and would like to remove it from the list of departments, you can deactivate it.
When you deactivate a department, the following happens:

e Auser's dept will remain in their profile (even if deactivated) until the user reselects and saves their department.
e Any current cohorts with that department will remain, even if the department is deactivated.

Make sure you configure at least one department. This is a required field on the profile update which is the first step users must
take when they log in to Workforce Safety. If you don't configure departments, users won't be able to update their profile, which
means they cannot request a pass or complete a survey.

To manage departments for your organization:

1. Click DEPARTMENTS.
2. To deactivate a department, toggle the active icon @ to inactive O®.
3. To add a new department, click ADD DEPARTMENT.
o Enter the department Name.
o If Cohort Management is toggled on, select a Cohort.
o 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.
o If employees of the department can report to multiple facilities, click Associate with an Additional Facility.
o Click SUBMIT.
4. To edit a department, click the edit icon (£".
o To edit the Name, click the edit icon (" and enter a new name.
o Edit the Cohort, Facility, Areas, or Associate with an Additional Facility, then click SAVE CHANGES.



Edit Department

Set up department information, map the department to the cohort and link the department to all facility areas where those department employees mainly work.

Name

Information Technology @ DEACTIVATE

Cohort

M/W/F v

M/WY/F users are eligible to request a pass for the following days only: Sunday,
Monday, Wednesday, Friday and Saturday.

Where should this department report to?

Facility * Areas *
All Facility Al X

US HQ ~  First Floor acility Areas
New York Office v | [Rlibagliv/Areas ~ All Facility Areas %

© Associate with an Additional Facility

CANCEL SAVE CHANGES

Manage cohorts

Cohort explanation

Cohorting is identifying groups (cohorts) and keeping them together to limit contact between members of each group. This can help
limit the spread of COVID-19 to people outside of a cohort.

If Cohort Management is toggled on, you can manage cohorts by assigning departments to cohorts and assigning days of the week to
each cohort. Users can only request a pass for days that are assigned to their cohort.

Restrictions when creating cohorts

The following are some restrictions to keep in mind when you are adding or editing cohorts:

e Each cohort can have zero or many departments.
e Each cohort must have at least one day selected.
e Each department must be associated to a cohort.
e Each department can only be associated to one cohort.

Default cohort

After Cohort Management is toggled on, a default "All Department" cohort is created. All departments are added to this cohort and all
days of the week are selected for it.



Add or Edit Cohorts

Cohorts limit who can request a pass for each day by allowing users in certain departments to only request passes for certain days. To create a cohort: 1) Name the cohort. 2)
Choose the departments that will make up the cohort. 3) Choose the days that users in the cohort can request a pass for. Each department must be assigned to one and only
one cohort.

1
Default Cohort | Cohort Name Departments Schedule
1

Tl T - -

© Add Cohort

CANCEL SAVE CHANGES

1

1

| All Departments Human Resources, Finance, Marketing, Ope! @ ~ Sunday, Monday, Tuesday, Wednesday, Thur< @ v :
1

-

Because each department can only be in one cohort, before you add any new cohorts you have to remove departments from this
cohort. We also suggest renaming it from "All Departments."

Managing cohorts
To manage cohorts:

1. Make sure all of your departments are configured.
2. On the CONFIGURE page, click COHORTS.
3. Click ADD OR EDIT COHORTS.
4. If the cohorts have not been changed since Cohort Management was toggled on, modify the default All Department cohort.
o Remove Departments that you would like to put into different cohorts.
o Edit the Cohort Name to match the selected departments. Adding (Default) to the name can help you identify this as the
default cohort later. This is important if you add any new departments.
o For Schedule, choose the days of the week that users in this cohort can request a pass.
5. To add a new cohort, click Add Cohort.
o Edit the Cohort Name. The name must be unique.
o Select the Departments to add to the cohort.
o For Schedule, choose the days of the week that users in this cohort can request a pass.
6. After you have added each department to a cohort, click SAVE CHANGES.
o Note: After you click Save Changes, you cannot delete the cohorts you added.

Add or Edit Cohorts

Cohorts limit who can request a pass for each day by allowing users in certain departments to only request passes for certain days. To create a cohort: 1) Name
the cohort. 2) Choose the departments that will make up the cohort. 3) Choose the days that users in the cohort can request a pass for. Each department must be
assigned to one and only one cohort.

Cohort Name Departments Schedule

HR/Finance (Default) Human Resources, Finance (x4 Monday, Tuesday [x 14
Cohort Name Departments Schedule

Marketing/Ops Marketing, Operations [x g Wednesday, Thursday, Friday [x g
Cohort Name Departments Schedule

IT Information Technology [x g Monday, Tuesday, Wednesday, Thursday © v

© Add Cohort

CANCEL SAVE CHANGES




The configured cohorts display on the Manage Cohorts screen.

HR/Finance
1 SCHEDULE
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
x o o x x x x
i DEPARTMENTS
Finance, and Human Resources
IT
) SCHEDULE
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
x V] o ] V] V] x
i& DEPARTMENTS

Information Technology

Marketing/Ops

1 SCHEDULE
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
x x x o V] V] x

i DEPARTMENTS

Marketing, and Operations

Configure incident options

When users fill out the incident form, they can choose an incident Type. Response and configuration managers can add and rename
these incident types.
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< Report an Incident

Add New Incident

Please note that any Personal Health Information
contained in this incident ticket will be viewable by
individuals that are responsible for reviewing and
responding to incidents. Please follow your
organization's HIPAA policies with respect to
Personal Health Information being submitted.

Incident Details

Type Required

General

Title Required

e.g., Sick employee attended event

Incident Date

12/18/2020

Facility Required

USA HQ

Department Required

Finance

To configure incidents types:

1. Click INCIDENT OPTIONS.

2. If necessary, rename the existing Types.
3. To add a new type of incident, click Add Type and enter a name for the new type and click SUBMIT.

Configure Incident Options

Use this form to manage the information that your organization uses when creating Incidents

Types

These are the items available for selection under "Type" in an

Incident form. If you have other types of incidents that your
organization can submit, add them here

Types
General

© Add Type

CANCEL

SUBMIT



Configure volunteer options
Response managers, coordinators, and configuration managers can manage the volunteer categories.

Volunteer categories are used in help requests and volunteer forms. When users 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.

12:14 AM

Manage Volunteer Options @ e

Use this form to manage the information that your organization uses whe

These are the help categories available for selection when someone i Title

request record.

spective volunteer profile or help
I need someone to take my dog to t Verizon ¥ 1214 AM

SIGN UP
Urgency

Low Medium (@) High Critic How can you help?

Categories

Running errands ; ) x
Ineed help with: Select all that you are willing to help out with

Working together (at least 6 feet apart) Running errands Running errands x
Working together (at least 6 fee! Working together t 6 feet apart)

Transportation Transportation I3 Transs X

. . Help before or during a meeting Help before or during a meeting

Help before or during a meeting o Lo ¢ x
Touch base or sounding board Touch base or sounding board

Touch base or sounding board Details Additional Details x

1 am in isolation for 5 more day
might have an eye infection. C;
help take him to the vet?

1 am free Monday-Friday

© Add Category

CANCEL

SUBMIT

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.

Configure guidelines

When you are configuring the questionnaire questions, for each question response you can select guidelines to display to the end user
based on their response.

Response

Type
© Yes/No Multiple choice Short answer

. Require File Create Incident . . Indicates COVID- . .
Choices Disqualifyin, Associated Guidelines
Upload @ (2] qualifying @ 19 Positive @ e
Yes - Select v
N Avoid touching your eyes, nose, and mouth
o

Avoid close contact with people who are sick

Keep 6 feet between yourself and others

Wear a mask covering your nose and mouth when out in public

Clean and disinfect frequently touched surfaces daily

Discuss with your healthcare provider on whether it is suitable for you to return to work at this time

Seek medical attention after 4 days of the same symptoms

After a user requests a pass, a How you can stay safe section displays on the homepage that shows them guidelines they should
follow during the crisis. Workforce Safety comes with some guidelines out of the box, but response and configuration managers can
update these guidelines by adding new ones and deactivating old ones.
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(9 Workforce Safety

We recommend following these safety
guidelines:

[EB Discuss with your healthcare
provider on whether it is suitable for
you to return to work at this time

Clean and disinfect frequently
touched surfaces daily

Wear a mask covering your nose
and mouth when out in public

Keep 6 feet between yourself and
others

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 O®.



Manage Guidelines

Use this form to manage the guidelines that your organization uses in its questionnaire.

These are the guidelines available for selection when offering advice after a user finishes their questionnaire.
Guidelines Active

Wash your hands often with soap and water for at least 20 seconds ©
Avoid touching your eyes, nose, and mouth

Avoid close contact with people who are sick

Keep 6 feet between yourself and others

Wear a mask covering your nose and mouth when out in public

Clean and disinfect frequently touched surfaces daily

6 6 86 86 B8 8

Discuss with your healthcare provider on whether it is suitable for you to return to work at this time

© Add a Guideline

CANCEL SAVE CHANGES

Configure questionnaire questions

Workforce Safety contains several types of questionnaires.

* A pass request is a set of questions that users can respond to each day before they come to a workplace. You can use this to
determine if a user should be able to come to the workplace based on their responses.

e Asurvey is a set of questions that can be sent to users before they start requesting passes. You can use this to gauge interest
and ability to return to the workplace.

* Anisolation update is for someone who is diagnosed with or exposed to COVID-19 and put into the Isolation status by a
response manager. Users who are isolated can no longer request passes. Instead, they will be asked to complete an isolation
update. You can use this to check if exposed individuals are developing symptoms, determine how sick individuals are doing, or
anything else you think is helpful.

In order to reduce user confusion, make sure you have isolation update questions configured. If you don't configure them,
when users are put into isolation and click the COMPLETE ISOLATION UPDATE button, they will see a message that says there
are no questions.

The solution comes with default pass request 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:

* Follow-Up Questions: Whether the question will appear based on the response to a previous question.
o Example: If a user answers yesto Have you been tested for antibodies?, you can ask the follow-up question, Did your
antibodies test return positive for COVID-19?

« Helpful Information: Add a tooltip that displays next to questions to clarify a question, define terms, or provide guidance in
how to answer a question.

* Response Type: Whether the response type is yes/no, multiple choice, or short answer.

+ Disqualifying Answers: For pass request and survey questions, whether a certain response to the question will disqualify a user
from returning to the workplace.

¢ Incident Creation: Whether a certain response to the question will automatically create an incident.




* Require a Supporting Document: Whether a certain response to the question will require the user to upload a supporting
document.
o Example: A test result or note from a doctor.
* COVID-19 Isolation Incident Creation: For pass request and isolation update questions, whether a certain response to the
question indicates that a COVID-19 isolation incident should be created.
+ Guidelines: Which guidelines to display to the user for each response choice. See Configure guidelines for more information on
adding and deactivating guidelines.
o Example: If the user 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 the workplace at this time.
Visibility: Whether the question should display only for users at certain locations, users who have certain positions, or visitors.

If an incident is created when a user fills out a pass request or survey, that incident will be updated each time a user fills out the
pass request or survey again.

Viewing and modifying questions

Response and configuration managers can manage questionnaire questions by clicking PASS REQUEST QUESTIONS, SURVEY
QUESTIONS, or ISOLATION UPDATE.

Icons next to each question display a quick view of whether the question:

e |7 Includes a response that disqualifies the user from returning to the workplace.
o [\:Includes a response that creates an incident.
o [ Includes response that requires a file attachment.

You can modify existing questions by clicking the edit icon (&

You can also reorder questions using the arrows 4 . To reorder follow-up questions, click the edit icon (&' for the question to edit it.

(¢ @ Have you tested positive for COVID-19? |7 1 » ¥

©
© @ - Have you had at least 2 confirmed negative COVID-19 tests, spaced at least 24 hours apart?
©
-_—

e————

@ Have at least 7 days passed since your first positive COVID-19 test? [ [ £\
LB B B B B B & B B B §B _§ |

- . .
| Question Options

. Question @ *
ave at least 7 days passed since your first positive -19 test?
I H | 7d d si fi itive COVID-19 test?
: This is a follow-up to a preceding question
! Preceding Question @ * Display when this response is selected @ *

1
I Have you tested positive for COVID-19? v  Yes v

I Question Placement

Question

Have you had at least 2 confirmed negative COVID-19 tests, spaced at least 24 hours apart? ¥

—P Have at least 7 days passed since your first positive COVID-19 test? 4

To deactivate a question, toggle the active icon @ to inactive O.



Follow up question limits

Initial questions can have as many follow-up questions as you need. Their follow-up questions can even have their own follow-up
questions.

However, a question that is already nested under another question cannot have any follow-up questions.

The image below shows the limit to the number of nested follow-up questions that a question set can have.

Active Edit Questions

© ¢ 3 Have you tested positive for COVID-19? < L4 ¥
© e — & Have you been to an office within the last 14 days?

(®)) 3 - Did you have close contact with anyone in the office when you visited?

© & — [ Have you had at least 2 confirmed negative COVID-19 tests, spaced at least 24 hours apart? [ 9 [\

O 23 - Have at least 7 days passed since your first positive COVID-19 test? [ = L\

© €3 > Has your temperature been less than 99.9 F or 37.7 C, for the last 3 days?

Questions on this level cannot have

their own follow-up questions

Response types

When you create a new question, you can select which response type you want the question to be: Yes/No, Multiple choice, or Short
answer.

Yes/no questions will display a simple yes or no option to end users.

For multiple choice questions, you can add and edit numerous choices that a user can choose from. If there are less than five choices,
users will select from a radio button list. If there are more than five, they will select from a dropdown list. Only one response can be
selected by users.
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Complete Questionnaire

Complete Survey

Survey Questions (Step 2 of 3)

Are you ready to come back to
the workplace?

v YES % NO

How do you primarily commute to

Verizon & 1:21PM

Complete Questionnaire A

Complete Survey

Survey Questions (Step 2 of 3)

Are you ready to come back to
the workplace?

v YES %X NO

How do you primarily commute to

work? work?
Car

Walk/Bike

Public Transportation : |
| CANCEL NEXT
Carpool |

CANCEL

For short answer questions, users can respond with free text or numbers. Their responses are limited to 255 characters.

Adding a question

After you save the question you cannot edit the Question Text or the Response Type. For Multiple choice questions, you
cannot edit or delete the choices, but you can add choices, reorder them, and inactivate them.

To add a question to the pass request or survey:

1. From the CONFIGURE page, click PASS REQUEST QUESTIONS, SURVEY QUESTIONS, or ISOLATION UPDATE.
2. Click ADD QUESTION.

3. Enter the Question.
o Note: You cannot add a duplicate question.
4. To configure the question to appear based on the response to a previous question:
o Select This is a follow-up to a preceding question.
o Choose the Preceding Question.
= Note: Questions with short answer response types cannot be selected as a preceding question.
o For Display when this response is selected, select the response that will trigger the follow-up question.
5. If you would like to include a tooltip for the question, enter the information you would like to display in the Helpful Information
field.
6. If there are multiple follow-up questions, you can reorder them using the arrows 4 .




Question
Question Text *

Have at least 10 days passed since your onset of symptoms, or if asymptomatic, 14 days since your first positive test?

118/1000

This is a follow-up to a preceding question
Preceding Question @ * Display when this response is selected @ *

Have you tested positive for COVID-19 by a medical professional? v  Yes v
Helpful Information @

If you are symptomatic, the date that your symptoms started is the date you should start counting from, not the date that you first tested positive.
148/500

Question Placement

Question

Have at least 10 days passed since your onset of symptoms, or if asymptomatic, 14 days since your first
positive test?

Have you been hospitalized for COVID-19? 4+

7. Choose whether the response type should be Yes/No, Multiple choice, or Short answer.
8. If you choose multiple choice, enter the Choices. To add more choices, click Add Choice.

Response

Type
Yes/No @ Multiple choice Short answer

Require File Create

Choices Upload @ Incident ®

Walk
Drive

Bus

Bike|

© Add Choice

9. For yes/no and multiple choice question types, configure the response choices.

o Choose whether a response choice should require a file upload.

o Choose whether a response choice should create an incident.

o For pass request and survey questions, choose whether a response choice should be Disqualifying, meaning the user is
ineligible to return to their workplace if they select that response.

o For pass request and isolation update questions, choose whether a response choice should indicate that a COVID-19
isolation incident needs to be created.

= Note: Create Incident and Disqualifying must be selected for the choice to enable Indicates COVID-19 Positive.
o Choose the Associated Guidelines for each response choice.



1 Response '
1

1 Type 1
1 © Yes/No Multiple choice Short answer 1
1 1
. Require File Create Incident . . Indicates COVID- . s 1

Choices Disqualifyin, Associated Guidelines

: Upload © ] q ying © 19 Positive @ © 1
1

: Yes Select guidelines A |
I I
1 No Select guidelines -1
e e o o e e e e

1 Response 1

1
I Type 1
1 © Yes/No Multiple choice Short answer 1
I 1
I choices Require File Create Incident @ Disqualifying ® Associated Guidelines @ I
1 Upload © 1
I 1
1 Yes --- Select guidelines --- -1
1 1
1 No --- Select guidelines --- > 1
Ko o o o e e P o o o o e e e e ]

Isolation update

I Response 1
1
: Type 1
I © Yes/No Multiple choice Short answer 1
1
1 A -
| choices Require File Upload @ Create Incident @ Indicates CO\QD'W Positive  pssociated Guidelines (2] :
1
I 1
I Yes - Select guidelines - > 1
I 1
1 No --- Select guidelines --- L2 |
Ko o o o i e o ]

10. Under Visibility, select if you want the question to only display for Employees, Visitors, or Employees and Visitors. Default is

Employees and Visitors.
11. If you want the question to display only for users in certain positions, select Only show this question to certain user

positions, then select the positions.

12. If you want the question to display only for users in a certain location, select Only show this question to users in certain

locations.

o To show the question to users in a certain country or state/province, enter the country and, if applicable, the state or

province, then click ADD.

o To show the question to users in a certain city that you have a facility located in, select a city, then click ADD.

o Enter as many locations as you require.
Visibility

Users

Employees Visitors @ Employees and Visitors

Only show this question to certain employee positions

Full-time remote

Locations

Only show this question to users in certain locations

- Select a Country -~ | | - Select a State/Prov... ¥ | ADD -— Select a City — ~ | | ADD
Country State/Province City Remove
United Kingdom - - X

13. Click SAVE CHANGES.

Activating and deactivating surveys



When you want users to be able to take the survey before they start requesting a pass, activate the survey. When you have collected
all of the responses you need and want to disable the survey, deactivate it.

If you deactivate all survey questions, the survey will be automatically deactivated. You must have at least one active question to
activate the survey.

To activate or deactivate the survey:

1. From the CONFIGURE page, click SURVEY QUESTIONS.
2. If you are activating the survey, make sure you have at least one active question. To add questions, see Adding a question.
3. Click ACTIVATE SURVEY or DEACTIVATE SURVEY.

@ Active. The survey is currently available to users of the Workforce Safety site. DEACTIVATE SURVEY

€ Inactive. The survey is not currently available to users of the Workforce Safety site. ACTIVATE SURVEY

After the survey is activated the Pass Requests Disabled by Active Survey Incidents toggle displays in the Manage Site Features
configuration.

Preview pass request questionnaire structure
Response and configuration managers can preview the pass request structure by clicking PREVIEW QUESTIONNAIRE.

In order to see the structure of the pass request by region, you can view the pass request by facilities or by country and
state/province. Click the cards to follow the order of questions in the pass request.

The preview shows you the questions in the pass request and their possible responses. A red icon indicates the response disqualifies a
user from returning to the workplace.

OFFICE COUNTRY STATE / PROVINCE

Valo Park Tower 1 United States Virginia

Valo Park Tower 1

McLear

United States

Questionnaire Structure Preview

=

Questionnaire
COVID-19 Fit to Work

Category
Survey

24 124 124 24 24 124 24 24

Question Question Question Question Question Question Question Question Question
Have you tested positive for .. Has your temperature been .. Do you currently exhibitany...  Areyou or any of the perso... | Are you currently caring for .. | Have you beenin close cont... Have you recently returned ... Do you feel sick? Have you been tested for an...

P > ) p B p > ) p

®

4 4

Response Response
No Yes

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



(2

Question
Have you tested positive for ...

Response
Yes

g
2

Question
Have you had at least 2 con...

2

—
s

Response Response
No Yes

Modifying default messages

Workforce Safety gives you the ability to modify several messages users will see. These include the message that displays to users
after they are put into the Isolation status and the default message that is sent to users when response managers request a new test.
Modifying the default isolation update prompt

When users are placed into isolation, instead of a pass request screen on the homepage, they are asked to complete an isolation
update. The default message that displays on the homepage for isolation updates is "You are advised at this time to isolate for a
prescribed period of 14 days."
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Good afternoon, Karen

Isolation Update

7 You are advised at this time to isolate
for a prescribed period of 14 days.

Help keep our community
safe

Let us know if you have tested positive for
COVID-19, are in need of assistance, or see any

You can update this message to whatever you want. For example, you may want to include guidance on how often you want users to
complete the isolation update.

To modify the isolation update prompt:

1. From the CONFIGURE page, click ISOLATION UPDATE.
2. Click EDIT MESSAGE and enter your message.
3. Click SAVE.

il el |

: Prompt
1

This is the default

Default Message

? You are advised at this time to isolate for a

prescribed period of 14 days. You are advised at this time to isolate for a

prescribed period of 14 days.

s |
1
CANCEL SAVE



Modifying the default message for COVID-19 testing requests

When response managers request a test from users, they can update the Testing Guidance to tell users how to get tested. By default,
this message says "You can reach out to your healthcare provider to understand testing options that may be available to you."

Request COVID-19 Tests

Request Information

Select the type of testing to perform for this batch

Batch Name *

£Xar

Randomly Sample From Selected Users? @ *
Yes @ No

Pool Samples for Test Result? @ *
Yes @ No

CANCEL

n the main building tested positive

Require Response Manager Verification of Test Result Evidence? *
Yes @ No

Testing Guidance @ *

You can reach out to your healthcare provider to understand testing
options that may be available to you.

NEXT

This displays on the message that users see after they have been sent a test request and they click VIEW TEST OPTIONS > | need to

take a test.

12:31PM

Workforce Safety

Good afternoon, Karen

Please take a COVID-19 test

As a precautionary measure, we'd like you
to take a COVID-19 test

VIEW TEST OPTIONS

Help keep our community
safe

Let us know if you have tested positive for
COVID-19, are in need of assistance, or see any
unsafe behavior or missing safeguards

REPORT AN INCIDENT

12:31PM v 74% | = 12:31PM

. Test Guid d Opti
COVID-19 Test Options il o5 Hifanee and metions

You can reach out to your healthcare
Select an option below to proceed provider to understand testing options that
may be available to you.

You can also visit the EverlyWell Site (' to
verify your eligibility for a test kit.
If eligible, place your order on the EverlyWell
f site.
[ ]

I have test results available Ol have read and understand the
| guidance to get a test

€ GO BACK

lﬂl | ACKNOWLEDGE

I need to take a test

€ GO BACK

Note that this message also displays if a test request is sent automatically when Workforce Safety is configured to automatically
remove users from isolation based on a negative test result.

The message "You can also visit the EverlyWell Site to verify your eligibility for a test kit. If eligible, place your order on the
EverlyWell site" will always display for non-pooled test requests.

This allows organizations to take advantage of the partnership that Appian has with Everlywell to offer easy access to FDA-
authorized COVID-19 at-home testing from within Workforce Safety.

If you have more specific guidelines, you can modify this default message so that response managers don't have to update it every

time.




To modify the default message for COVID-19 testing requests:

1. From the CONFIGURE page, click COVID-19 TESTING.
2. Click EDIT MESSAGE and enter your message.
3. Click SAVE.

COVID-19 Testing

4 1 @

1. Select the type of testing to 2. Test requests will be sent out to 3. Test participants will upload their 4.You can see the results for this
perform for this batch users in this batch test results or in the instance of a group in the Response Hub >
pooled test, response managers Tests tab

will upload the pooled test result

| This is the default message that will be sent by Response
Managers when requesting a new test. Response Managers

can edit this response manually when sending test requests
-

ITh\s is the default message that will be sent by Response
Managers when requesting a new test. Response Managers
can edit this response manually when sending test requests

1

|

|

|

|

7 You can reach out to your healthcare provider to 1
understand testing options that may be available to 1
|

|

1

|

d

|

|

|

: you.

|

:

Default Message

You can reach out to your healthcare provider to
understand testing options that may be available

|
|
|
1
|
|
1
to you. I
|
|
|
|
|
|
|

)

7z
CANCEL SAVE

Modifying arrival instructions for visitors

Arrival instructions display on visitor's mobile and email passes. Each facility can have different arrival instructions. You can configure
this in the Facilities configuration.
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Tysons Corner, VA 1nm

United States Wednesday
VISITOR

WED
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|
|
|
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|
|
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|
|
|
|
|
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US HQ

TYSONS CORNER, VA Details
Host

a Maria Lopez

Arrival Instructions

Host Arrival Instructions

Maria Lopez Proceed to the front desk to display your pass for security.
Proceed to the front desk to display your pass for

s .
security.

To update the arrival instructions for a facility:

1. Click FACILITIES.

2. Click NEXT.

3. Update the Arrival Instructions for Visitors field for the facility.
4. Click SAVE FACILITIES.



Arrival Instructions for Visitors

Proceed to the front desk to display your
pass for security.

There is no on-site check-in desk. Contact
your host when you get to the site.

Enter through the north entrance and
check-in with the front desk. Masks are
required at all times.

Configure automated isolation removal

Users are put into isolation automatically when a COVID-19 isolation incident is created. Response managers can also put exposed
people into isolation manually.

Workforce Safety makes it easy to remove these users from isolation automatically, freeing up response managers to focus their
attention on other important matters.

You can set up Workforce Safety to remove users from isolation automatically based on one or both of the following criteria:

e The user has been isolated for a certain number of days.
e The user submits a negative COVID-19 test.

If both criteria are selected, the user will be removed from isolation whenever the first criteria is met.
To configure Workforce Safety to remove users from isolation automatically:

1. From the CONFIGURE page, click AUTOMATED ISOLATION REMOVAL.
2. Select Automatically remove a user from isolation when certain criteria are met.
3. To remove users from isolation after a certain number of days:
o Select Employee completes a period of recovery.
o Select the number of days that must pass before removing them from isolation.
4. To remove users from isolation based on a negative COVID-19 test:
o Select User receives a COVID-19 test request and provides a negative result.
o Select the number of days that must pass before sending the test request.
= Note: If Employee completes a period of recovery is selected, the number of days entered here must be less than
the number of days selected for Recovery Period.
o Select whether or not you want to require a response manager to verify the test results.
= Note: If you select Required, users will remain in isolation until a response manager verifies their test results.
5. Click SAVE CHANGES.
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Automated Isolation Removal

When a user is automatically removed from isolation, their COVID-19 positive incident is also closed.

Automatically remove a user from isolation when certain criteria are met

Criteria

Employee completes a period of recovery

Recovery 14 days ~
Period @ *

User receives a COVID-19 test request and provides a negative result

Send Test 7 days after recovery period begins «
Request *

Verify Result Required

(2]

€ Users will be removed from isolation whenever one of the criteria is met, whichever comes first

CANCEL SAVE CHANGES

When a user is removed from isolation, either automatically or manually, if they have a COVID-19 isolation incident, the incident will be
closed automatically.

Isolation countdown

When a user is placed into isolation and automated isolation removal is configured, a countdown begins that determines when they
are removed from isolation (recovery period) and/or when they will be sent a test request. This countdown starts over whenever there
is an indication that the user has been diagnosed as positive for COVID-19. For example, if a close contact is placed in isolation on
Monday and they submit a COVID-19 positive test on Friday, their isolation countdown starts over.

Keep in mind that even though a user can have only one open COVID-19 isolation incident at a time, anytime Workforce Safety would
automatically generate a COVID-19 isolation incident, the isolation countdown resets. For example, if they answer a question on the
isolation update that creates a COVID-19 isolation incident, their isolation countdown will start over.

Add and remove users from Response Hub groups

There are seven different groups for the Response Hub:

e Workforce Safety Response Managers

e Workforce Safety Configuration Managers
e Workforce Safety Facility Managers

e Workforce Safety Screeners

e Workforce Safety Coordinators

e Workforce Safety Administrators

e Workforce Safety Hosts

Each of these groups has a different level of access in the Response Hub. Because Workforce Safety contains personal health
information (PHI), it is important to make sure that users are placed into the appropriate groups so that PHI isn't inadvertently
revealed.

See the Groups Reference Page for more information on the information and actions that each group has access to.
Response Managers and Administrators can add or remove people from these groups directly from the Response Hub.
To modify group membership:

1. From the CONFIGURE page, click GROUP MANAGEMENT.
2. Select a group from the drop-down list.


http://localhost:4000/wsr-8.1/wsr-response-hub-user-guide.html#removing-a-user-from-isolation-manually
http://localhost:4000/wsr-8.1/wsr-response-hub-user-guide.html#how-covid-19-isolation-incidents-are-created
http://localhost:4000/wsr-8.1/wsr-group-reference-page.html

3. To add group members:
o Click ADD MEMBERS.
o Search for the users to add.
o Click ADD TO GROUP, then click YES, ADD.
4. To remove group members:
o Select the user or users to remove.
o Click REMOVE MEMBERS, then click YES, REMOVE.

Groups

Workforce Safety Administrators v
i Workforce Safety Administrators

Members of this group receives emails when there are errors in the solution processes so that they can monitor and
respond to these errors. They can also manage users and groups that control access to Workforce Safety.

ADD MEMBERS

ﬂ Laura Davis X ADD TO GROUP [R@\Na3E

Name Member Type @
Maria Lopez _

& i Direct
maria.lopez
Karen Anderson _

s Direct
karen.anderson
ames Baker _

& J Direct
James.baker
oseph Clark _

& J " Direct
joseph.clark

GO BACK

You may notice that the Workforce Safety Screeners group has some indirect members. That is because members of the Response
Managers group are automatically members of this group. In order to remove indirect members from the screeners group, you would
have to remove them from the Response Managers group.

Manage data archival

The longer you use Workforce Safety, the more data your organization creates. Too much data may cause end users to experience
slow app performance. If certain data is no longer needed for business purposes, it is a good idea to archive it so that it doesn't affect
the performance of Workforce Safety.

Archived data is no longer visible from the Workforce Safety site, but it can be retrieved in the future. This is because it isn't deleted,
but moved to a different table in the database.

The Data Management configuration allows administrators to determine what data to archive and when to archive it.
See also:

e See Data archival strategy for recommendations on when to archive data.
e See Archived data for an explanation of how archived data can affect information in the Response Hub.

Permissions to manage data archival


http://localhost:4000/wsr-8.1/wsr-user-exp-guidelines.html#data-archival-strategy
http://localhost:4000/wsr-8.1/wsr-response-hub-overview.html#archived-data

Only members of the Workforce Safety Administrators group have access to the Data Management configuration. Response
Managers do not have access to this configuration unless they are a member of the administrator group.

Setting data archival time frames
You can archive the following data:

e Passrequests

e Incidents

e Surveys

¢ [solation updates

¢ Individual and pooled tests

e People and areas that users have logged for contact tracing

To specify which data to archive and when to archive it:

1. From the CONFIGURE page, click DATA MANAGEMENT.

2. For the data you would like to archive, select when to archive it. You can enter a custom number of days by selecting Custom
and entering the number of days.

3. Click SAVE CHANGES.

Data Management

Specify the time after which data should be archived in the system.

Data archival logic and instructions to retrieve archived data v

Archive Data

Pass Requests After 90 days v
(673 active data entries)

Incidents Custom v 180 days
(49 active data entries)

Surveys After 60 days -
(2 active data entries)

Isolation Updates Never -
(8 active data entries)

Tests 0 Never -
(26 active data entries)

Logged Contacts & Never -
(274 active data entries)

CANCEL SAVE CHANGES

Groups Reference Page

Introduction
Workforce Safety uses groups to give users access to different parts of the solution.

All users are automatically added to the Workforce Safety Users group. This group has access to all actions and information on the
Workforce Safety home page.

By adding users to the screeners, facilities manager, coordinators, configuration manager, and response managers groups, you are
giving them access to the Response Hub. The information they can see and the actions they can perform on this site depends on the
groups they are in.

This page lists the default groups provided with Workforce Safety and what access is granted to members of those groups in the
Response Hub.


http://localhost:4000/Group_Management.html

See also

» For instructions on how to add and remove members from these groups, see the Configuration Guide.

Information and actions available to users in the Response Hub

This table lists the information and actions that are available in the Response Hub and the groups that control access to them.

Response Managers have access to all information and actions in the Response Hub, including all of the pages and tabs.

A o

INCIDENTS ACTIVITY

o

PEOPLE

FACILITIES

o)

CONFIGURE

Response Hub ~ Appian

LESSINelUIZY Sl  SURVEYS  ISOLATION UPDATES  INDIVIDUAL TESTS  POOL TESTS COMMUNITY HELP

Response Administrators Screeners Facilities
Hub Managers
Information

and Actions

Receive X
process
errors.

Manage users X
and groups in
Appian

Designer.

Manage users X
and groups in
Response

Hub.

View the X
Response
Hub.

Incidents page

View all data
on the
Incidents

page.

Manage and
create
incidents.

Notify
exposed
people.

Managers

Coordinators Configuration Response

Managers


http://localhost:4000/wsr-8.1/configure-wsr-site.html#add-and-remove-users-from-response-hub-groups

Response
Hub
Information
and Actions

Activity page

View the
Activity page.

View Pass
Requests
report, except
Eligibility
Status and
Incident
Created filters
and columns.

Request a pass
on behalf of a
user.

Schedule visits
for visitors.*

Add new
visitors.*

View all data
on the Pass
Requests
report.

View all data
on the Survey
report.

View all data
on the
Isolation
report.

View all data
on the
Individual
Tests and
Pooled Tests
reports.

Request tests.

Administrators Screeners Facilities

Managers

Managers

Coordinators Configuration Response

Managers



Response Administrators Screeners
Hub

Information

and Actions

Verify test
results.

Provide test
results

Cancel test
requests

View all data
on the

Community
Help report.

Match with
volunteer,
reassign, and
close help
requests

People page
View all data

on the People
page.

Request tests.
Reports page

View reports.
Configuration page

Configure data X
management

to

automatically
archive data.

View facilities X
from the

facilities

configuration

page.

Facilities
Managers

Coordinators Configuration Response

Managers
X
X
X X

Managers



Response Administrators Screeners Facilities Coordinators Configuration Response
Hub Managers Managers Managers
Information
and Actions

Configure X X X
facilities,

departments,

and areas.

Scan passes in X X
the mobile
application.

Toggle the X X
Community

Volunteering

and Help

Requests

feature option.

Configure X X
volunteer

options.

Manage all X X
other

configurations.

*All members of the Workforce Safety Hosts group can also schedule and add visitors from the Workforce Safety home page. This
group automatically includes the Workforce Safety Response Managers and Workforce Safety Screeners groups.

Syncing users to the database

Every night a process runs that updates the table in the database that stores user information to match the Workforce Safety Users
group.

When users are deactivated or added to the Workforce Safety Users group, the changes might not show up in Workforce Safety right
away. Instead, reports like the People page will be updated each night when this sync occurs.

Information and actions available to users in the user summary

Any user that has access to the Response Hub, except configuration managers, can see certain information for each user in the user's
summary page. This information is displayed whenever you click on a user's name in the Response Hub.

The following image outlines which information each group has access to.

Response Managers have access to all information and actions in this view. These actions include:

¢ Updating user status.

e Requesting a pass on behalf of a user.
o Updating the user's profile.

¢ Deleting data for a user.

e Requesting a test for a user.



Screeners

Daniel Nelson

Facility managers

Screeners PassRequests Isolation Updates  Surveys  Community Help  Related Actions
Coordinators

User Status Open Incidents Profile Information

© Daniel Nelson
A North cooridor is out of hand sanitizer
@ daniel.nelson
9 11/12/2020
& example@fake.appian.com
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