RecordsForBuildings

Quick User Guide

1. Web Browsers

RFBcan be accessash mostweb browsers including:

Internet Exporer (Versions 10 and 11)
Microsoft Edge (Windows 10)

Google Chrome

Mozilla Firefox

Safari (Apple)
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2. Logying In

Accessing your recordgports and logbookss very simple. You can iod¢o the system viany Internetenabled
PC, laptop, tablet dmartphoneausing the yellow button on the homepage below
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R F B Reco rd S FO r B u | | d | ngs B info@RecordsForBuildings.com

R, (0118)988 9999

Online Legionella
Logbooks

Set up and Manage Legionella Monitoring
Logbooks and Control Schemes Online.

To login, follow the instructions below:

1 Typewww.RecordsForBuildings.camio you web browser

Clickthe yellowLoginbutton in the top right of the homepage

1 Enter yowsernameandPasswordNB.this information is case sensitive be sure to erdr details exactly
as provided)

f dickLoginto access th newest version of the system.

=

Please enter your username and password.

Login

Forgotten your login details click here.

If you require assistance please visit our support Site or Email our support team.
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3. Navigating

Once logged irRFBs easyo navigatevia a series of tabs along thieie bar across th®p of the screerisee below
image).To select a tab, hover over it aladt click the mouse (single click).

RT:-B- ReCO rdSFOrBU | Id | ngS @ Dashboard & Records & Monitoring Healthy & Safety Policies (@ Training & Actions /# Admin

Navigatioroptionsinclude:

DashboardNot visibile td(ReadOnlyusers)

Records & Monitoring

Policies &roceduregThe name of this tab can be changed if required)
Training(Can be switched on or off as reqaiye

Actions

Admin
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Some of the tabs such Adminhave additional sumenus that appear at the top of the page when you click the
tab. Users with grear permissions such &ustomer Administratoisave more Admin permissions.

4, Dashboard

Once you have logged in, you are directed toDshboardscreen (ReadOnlyusers are directed to thRecords
& Monitoring Screen

RnFlé ReCOrdS ForBu ||d|ngS @ Dashboard & Records & Monitoring Healthy & Safety Policies [§ Training A Actions /# Admin

Your Dashboard # Dashboard

Add Widget

Overall Monitoring @ Persistant Failures @& Action Summary & Assets to Monitor o Actions By Category &
Status

el 1
bestos Record l
~1m
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TheDashboardietails overviewstatisticsrelating to your records in the form Widgets.
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Recordsand Asbestos status
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more Widgets to the system and you can check if any others are available by clickidd Wiglgebutton at the

top of the Dashboard scree Add Widget
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5. Records & Monitoring

You can access your reports and listed locations by clicking Retoeds& Monitoringtab.

RFB RecordsForBuildings @ Dashboard @ Records & Monitoring (B Healthy & Safety Polices (8} Training A Actions /£ Admin

Records & Monitoring

# Records & Monitoring
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Depending on which reports are uploaded to your site, there are a number of colufitingpCabinetdhat may
contain records or reports (i.e. Legionella Risk AssessrhegtmoksAsbestos Recordajr Quality Surveys).

CustomerAdmiristratorlevel wsers caraddand editadditional Filing Cabinets with any title you wish viagAithein
Taband then Selectinglanage RecordsManage Cabinets

Documents are uploaded into these cabinets againgetlesant location or building via ti#eld Records |—
button (shownto the righ:

6. Viewing Documents and Records

If abook icon with a clock is present against a location, then there is a report or document uploaded.

Thecolour of the bookelates tothe priority of anyactions uploaded against the records. €laek coloutinks to
when the document date expires (or when the document reguieview).

To view a report or document:

1 Click on the book icon and you will enter a separate screen that lists any reports or documents for th
location.

9 Click on thePDFicon and thereport willdownload as PDF file which you can then click on to
open

1 You carsaveor print the documentvia your browser

7. Legionella Systems of Control (Logbooks)

Iconspresentin this Filing Cabinet indicates that a logbobknonitoring systenexists for this location. There are
generally3icons in this column as seen in the icon examples below:
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Clock Icon Shows whether any monitoring is pending (green), due (amber) or overdue (red)

2. Book Icon Click here to viewnonitoring records sucls temperaturs or flushingchecks The colour of
the book relates to the priority level of actions associated with the monitoring.

3. Papers Icon TheWritten Scheme ofontrol sets out howvater systems should be managed, operation

andmaintenance procedures, as well as containing important contact information.
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