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SSQ/TT — Getting Started Instructions

This document provides a quick set of instructions on getting you started filling out your company’s safety
questionnaire using PEC/Premier's SSQ/TT (Standardized Safety Questionnaire / Training Tracker) system. The
Table-of-Contents list above is interactive. That is, you may click on any of the steps or items in the Table-of-
Contents to jump to that step or item in this document. Then, simply press CTRL-HOME to return to the Table-of-
Contents.

Table of Contents

SSQ/TT — Getting Started INSIFUCTIONS ........ueiiiieiiiiiie et e e e e e et e et e e e s e s abbbeeeeaeeesaaannbrneeeeaeeaaannes 1
Step 1 — What You Will Need Before YOU Can LOGIN ........ueiiiiiiiiiiiiic ettt 1
Step 2 — How to Login to the SSQ/TT SYSteM ..., 1
Step 3 — Change Your TEMPOTAry PASSWOIT ........coiuutieiiiiieeiiiiee ettt s bt e et e e ssbe e e e e sabe e e e s snbee e e e annns 2
Step 4 — Your User Profile Page ..o 3
Step 5 — Your SSQ/TT SYStEM HOME PAJE .......oiiiiiiiiie ittt e ettt e e st e e e et e e e e annees 4
Step 6 — Edit QUESTIONNAIIE ........eiiiiiiiii ettt e e st e e e st et e e e e et bt e e e asbe e e e e aabe e e e e anbeeeeennns 5
Step 7 — Moving Between SSQ SECHONS.........coo i i 6
StEP 8 — SEINVICES SECHON (THPS) -eteetiutitieiiitiie ettt ettt ettt e ettt e ettt e e e ah b et e e e e st et e e e aa b e e e e e aabe e e e e asbbe e e e anbbe e e e anbeeeeeannes 7
Step 9 — Information Release SeCtion (TIPS) «.cceeeiie i 7
Step 10 — General Safety Incidents StatiSticS SECHON (TIPS) ...vveeeiririieiiiiie et 7
Other Helpful TIPS oo 7
PEC/Premier Help Desk Contact INnformation ... 7

—

Step 1 — What You Will Need Before You Can Login

Before you can login and start filling out your SSQ (Standardized Safety Questionnaire), you will need the
following:

A. Access to an Internet-connected Windows computer with Internet Explorer 8 installed. Apple computers
will not work.

B. The Internet connection must be broadband (DSL or Cable) capable or better as dial-up service
connections will not work.

C. Internet Explorer is the only browser supported. We recommend IE version 8 although version 7 will
work. AOL, Firefox, Chrome, Netscape, or other Internet browsers will not work.

D. You will need your SSQ/TT system login credentials (username and password).

Step 2 - How to Login to the SSQ/TT System
Obviously, the computer you are using must have access to the Internet before you can connect.

A. Open Internet Explorer and go to PEC/Premier’s website at the link below.
http://www.pecpremier.com
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B. Click on the large ‘Standardized Safety Questionnaire / Training Tracker — Login’ button as shown below.

Stondardized Safety Questionnaire
[ Training Tracker - Login

-

C. This will take you to the SSQ/TT system login page that looks similar to the image below. Enter your
username and password and click on the ‘Login’ button.
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; User Name: | |

i Password: | [ Login |
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Step 3 - Change Your Temporary Password

If this is the first time you are logging into the SSQ/TT system or if the password was manually reset by
PEC/Premier personnel, you will be prompted to change the temporary password to a new permanent one. You
will be presented with a screen similar to the image below.
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4 Your password has expired and must be changed in order for you to access the SSQ or the Training and Grant
% Tracking system. Please choose a secure password, enter it exactly the same into the two boxes below this
j message.

5 Your Password must be a minimum of & characters, a maximum of 15 characters, and contain a mixture of
5 uppercase, lowercase, numeric, and special characters (1@#$%&%)

¢

;s, Enter New Password: | |

4 Re-Enter New Password: | | Change Password

4
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Enter your new password twice in the provided fields and then click the ‘Change Password’ button. Be sure to
record the new password for future reference. As stated on the screen, all SSQ/TT system user passwords must
meet the following criteria for security reasons:

e The password must be between 5 and 15 characters in length.

e The password must contain at least one UPPERCASE character.

e The password must contain at least one lowercase character.

e The password must contain at least one numeric character (0 —9).

e The password must contain at least one special character (! @ " #$ & *)

NOTE: When PEC/Premier personnel create new user accounts or when they manually reset your password, the
initial password is a temporary password that will expire after two weeks from the day it was created.
Therefore, it is important to login with the temporary password before it expires. If you have not logged in
with the temporary password within the first two weeks and it has expired, you will need to call
PEC/Premier at 1-800-892-8179 and request a Password Reset from the SSQ department.

Step 4 — Your User Profile Page

The first time you login, you will be prompted to change the temporary password. After you successfully change
your password, you will then be presented with your user profile page similar to the image below.

B

User Proﬁ | e Pag e FEC/FREMIER [DEMO CONTRACTO

LOG OUT

Legin Mame: DemoBob ‘

Please update your "User Profile” by filling out as much of the information below as possible, then click the "Save User Profile" button below.1
Once you have completed saving your profile, then click the "Exit" button to continue.

If necessary, you can use the controls at the very bottom of this page to change your password .

First Narme:

[Bos |

Last Name:

|Dema |

Email Address:

|Em ile@pecpremier.com

User's Area Code and Phone Number: 889-888-3888

Mebile Phone Number with Area Code: 958-9598-8599 Pager Mumber with Ares Code: 595-885-9583 1
Office Address Line 1: 4

Office Address Line 2:

| |
City:
| State/Province: V| Country: | usa .

o
b
i
Zip/Postal Code: (99998-2999) i

| Time Zone: | Select A Time Zone v|

User Preference for Web Page Lists, number of items per page: (10 - 2565)

[ saveuserprofie | | Exit |

[urw e R e ap—p— e eSS R T %W’““’“W'WM “".f'.-—‘ ﬂ_ﬂu“,‘.ﬂ- i
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Please enter all of the information requested on this page. It is especially important to select the correct ‘Time
Zone’.

When you are done, click the ‘Save User Profile’ button to save your changes. Then click the ‘Exit’ button to go to
your SSQ/TT system home page.

NOTE: You can access this screen at any time from your SSQ/TT system home page. Just click on the ‘Edit
User Profile or Change Password’ button (shown below) from your SSQ/TT home page.

[ Edit User Profile or Change Password ]
|

Step 5 - Your SSQ/TT System Home Page

Once you successfully login to the SSQ/TT system, you will be presented with your SSQ/TT system home page
that will look similar to the image below.

BOB DEMC
lpE 8 G PEC/PREMIER ([DEMO CONTRACTOR): HOME
FREMIER LOG OUT & CLOSE
Selected Compan
______ a pay PEC/PREMIER (DEMO
mm C[']:)MTR;?:QIO? for Testi Primary Contact: Emile Victory
(AWOEHUD ( Demo of Failing Score for Testing Phone- 985-892-8177
Purposes )

Company Email: emile@pecpremier.com

233 General Patton Ave Web Site: http:/fwww.pecpremier.com

Mandeville, LA 70471

This DEMO account has been setup in order to demonstrate the features of PEC/Premiers S5Q system and our new Training
Tracker database. This account not only has the basic ‘Employer Locate Trainee Tool' that is included with a CAP subscription,
but it also has been granted the "Advanced Training Tracker Tools' (ATTT) subsciption where the contractor can track all of their
training. Please note that this is just a demo account and that it should not be treated as real data.

@ ssronaress e e o e S T
55Q1D: 11230 Date: 1/6/2010 - 12:54 PM Central Time Cap Elite Ranking : se%
[ Edit Questionnaire ] A Advanced Training Tracker Tools (2008)
[ Print Questionnaire J (%) CAP Subscriber (2009, 2008)
[ Help Page ]
G““- [ Edit Advanced Company Profile ]

A [ Edit User Profile or Change Password ]
( CAP Report Card |
[ Industry Comparison Report: TRIR ]

B

Logout & Transfer to Training Tracker ]

R SN o, oSt e T MM“W‘“ S r«"‘mm,w#monmhrd'““‘\-
Let us take a moment to explain a few points about your home page. The areas indicated by each of the
numbered orange bullets in the above image are explained below.

@ Thisis your SSQ/TT home page link. It will be displayed on all pages within the SSQ/TT system. Clicking on
this link will always take you back to your SSQ/TT system home page.
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This area is will either display a blue ‘Questionnaire is Complete’ message or a red ‘QUESTIONNAIRE IS
INCOMPLETE’ message (as shown here). This area is intended as a quick reminder to you and to Operators
who are viewing your SSQ as to whether your SSQ is complete or incomplete.

This area is where verifications that have been applied to your company’s SSQ/TT account are listed. The
two that are listed indicate this company has an Advanced Training Tracker subscription and a CAP
(Contractor Assistance Program) subscriptions. Some of the other possible verification types that may be
listed in this area include: EMR Verified, Incident Section Verified, Desktop Audit, SHERP Audit, SHERP Plus
Audit, etc.

This area indicates your company’s CAP Elite Ranking, also called star ranking. Basically, your company
receives a star for participating in various safety-related activities. There are a total of six stars available as
described below:

e PEC Trainer on Staff — Indicates the company has at least one PEC instructor on their staff.

e Advanced Training Tracker Subscription — Indicates the company has purchased a subscription to
the Advanced Training Tracker for tracking their employee’s training.

e Desktop Audit — Indicates that a Desktop Audit has been performed on this company in the last three
years.

e SHERP Audit — Indicates that a SHERP Audit has been performed on this company in the last three
years.

e SHERP Plus Audit — Indicates that a SHERP Plus Audit has been performed on this company in the
last three years.

e CAP Subscription — Indicates the company has purchased a Contractor Assistance Program
subscription. Click here to view all of the benefits of the CAP subscription.

This area contains the various buttons that you use to access and control your SSQ/TT system account. For
example, the ‘Edit Questionnaire’ button is how you access the SSQ and the ‘CAP Report Card’ button is
used to view a report card that rates your company’s answers to the SSQ.

Step 6 — Edit Questionnaire

Now let’s actually start editing your company’s Standardized Safety Questionnaire. From your SSQ/TT system
home page, just click on the ‘Edit Questionnaire’ button (shown below). This should be the top button in the stack
of buttons.

Edit Questionnaire ]

This will display the first section (page) of the SSQ called the ‘Company Profile Section’. This section (page) will
look similar to the image below.
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COMPANY PROFILE SECTION EMILE VICTORY {PEC IT ADMIN)
EDEmC-';F'nREmEFE (EEMO CONTRACTOR) Wednesday, January 06, 2010 PEC/PREMIER [DEMO CONTRACTOR): HOME
Company o - =
QUESTIONNAIRE 1S INCOMPLETE LOG OUT & CLOSE

Enter the following information about your company

If entering & Non US |D, prefix the |D with 3 ¥ symbol. Company Type: (read onty) Contractor |
| " Indicates & Required Field Company |D: {read only) —
Company Mame: (Full name of the company: limited to & maximum of 250 Characters)

|PEC.-PRER‘IER {DEMO CONTRACTOR) |*

Short Mame: (ususlhy the same as the "Company Name" but limited to 3 maximum of 30 characters for uss in listings)
|PEC.-PRER‘IER {DEMO CONTRACR) *

Mailing Address:

Address Line 1

{ Demo account for Testing Purposes )

o R i A e i Bt o S el A s b e )

Fill out all of the company profile information on this page as needed. The fields indicated with an asterisk ( *)
character indicate required fields. When you are finished entering or changing information on this page, save the

changes by clicking on the ‘Save Company’ button located towards the bottom of the page. You may need to
scroll down to see this button.

Save Company

Step 7 — Moving Between SSQ Sections

Once you finish editing the ‘Company Profile Section’, we need to move to the other SSQ sections (pages). The
way you do this is use the dropdown list button located all the way at the bottom of every SSQ section (page).
You will need to scroll down to see this button. The image below shows the bottom of the ‘Company Profile

Section’ where the orange arrow indicates the dropdown list button. Click on the dropdown list button and select
the next section which is the ‘Services’ section.

Connecticut
District Of Columbia
Delaware

The first three sections of the questionnaire (Company Profile, Services, and Information Release) are used to determine which sections of the
questionnaire that you will need to complete. You will need to complete these first three sections before you can continue filling out the rest of
your questionnaire. Once you have completed a section go to the next section by clicking the "Down Arrow" in the drop down list below and
selecting each section in turn until you have completed all of the highlighted question sections in the drop down list. The sections listed in the
drop down list will grow once the first three sections are complete.

Use the "Drop Down List” below to navigate to the various sections of the questionnaire

Compan v

Sections with 8 shaded badiground are incomplete

&=

[ad

|

NOTE: Initially, new SSQ accounts will only have three sections listed under the dropdown list button. The three
initial sections are Company Profile, Services, and Information Release. The reason for this is that you
must complete these three sections before the system can determine which other sections your company
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needs to fill out. For example, some Operators have their own specific sections that only appear if you
release your SSQ to them.

Step 8 — Services Section (Tips)

e NAICS/SIC Code — Your Insurance / Workman’s Compensation carrier can provide this number to you.
Click here for more information on NAICS/SIC codes.

e Service Region — Select only the necessary regions that your work is performed. ‘Venezuela Oil & Gas’
is by special request only. Most contractors will choose either ‘Domestic USA Onshore Oil & Gas’ or
‘Domestic USA Offshore Oil & Gas’.

Step 9 — Information Release Section (Tips)

e Release your SSQ only to the requesting operator. Either we or the Operator will contact you for future
SSQ release requests.

Step 10 — General Safety Incidents Statistics Section (Tips)
e The OSHA 300 table must be updated on a quarterly basis.

e Each line must be done one at a time. You must press the ‘Edit’ button for the desired line, enter your
data, and then hit the ‘Save’ button for that line before moving to the next line.

e When you click the ‘Edit’ button, it will turn into a ‘Save’ button and vice-versa.

e You want all of your buttons to say ‘Edit’ after your information is entered in. They will also no longer be
teal green once completed.

e Every box must be filled in. If you have no answers, then put a zero (0).

Other Helpful Tips

e When using the dropdown list button at the bottom of each SSQ section to move between the sections,
incomplete sections are shown highlighted in teal green. This is a quick way to tell what sections need
work.

e When viewing the questions of any SSQ section, unanswered questions are shown highlighted in teal
green. This is a quick way to determine which questions need attention.

e Some questions are predicated on the answers of previous questions. Questions that do not apply
because of the answer you gave to a previous question are grayed out like this.

e Anytime you change any information on your SSQ, marks your SSQ as incomplete. You must then re-
certify the SSQ using the ‘Completion Certification’ section in order for it to be completed again.

e Please click here to display the SSQ Support page on our website for other helpful information on the
SSQ/TT system such as a definition of terms, an FAQ document, etc.

PEC/Premier Help Desk Contact Information

If ever you have any questions or problems while completing your SSQ, please feel free to call the SSQ
Department at 1-800-892-8179 Mon-Fri 8am- 4:30 pm central standard time.
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