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1. Introduction

1.1 WIMS overview

Workplace Information Management System (WIMS) is a web-based
application developed for use by Workplace Owners and OSHA to facilitate
the registration of workplaces, OHS training request, reporting accidents
and other incidents occurring at workplaces, managing compliance license,
requesting and conducting Workplace Inspections, generation of bills from
different services provided by OSHA and ability of workplace owners to settle
bills by using control number obtained from the system.

1.2 Key features of WIMS

The Workplace Information Management System (WIMS) has the fol-
lowing key features:

i) User management.

ii) Workplace Registration

iii ) OHS Trainings Request and Management

iv) Billing generation and payment using the control number
v) Accidents and Incidents Reporting

vi) Inspections Reports

vii ) Compliance License Management

1.3 Objectives of WIMS

In order to bring OSHA services close to Workplace Owners for a
smooth and easy way of submitting and retrieving information regard-
ing safety and health issues at workplaces; OSHA launched a user-friendly
software application named WIMS, which incorporates all the elements
and aspects of occupational safety and health for all workplace owners to
adhere to OSH policies and guidelines during the submission and retrieval of
workplace information, view and settle bills generated from provided OHS
services by OSHA, Comply to all requirements for Workplace Compliance
License and updating Workplace register as managed by OSHA.

Since its release, most workplaces have been using the system for the
registration of their workplaces, requesting OHS training, reporting accidents,




viewing and settling bills using a control number obtained from the system and
retrieving Inspection reports.

1.4 This Quick Start Guide

This Guide has been prepared to assist Workplace Owners to register their
accounts in WIMS as required by Occupational Safety and Health Laws, and
perform other related functions including the following:-

i) Register Workplaces and project online;

ii) Create users etc;

iii) Obtain Workplace Inspection Reports;

iv) Report accident to the Authority online;

v ) Obtain bill (Invoices) and Account statements online;

vi) Request Occupational Health and Safety (OHS) training offered by
the Authority;

vii ) Obtain Workplace and project reports online; and

viii ) Apply to participate in OHS events

2. Getting Started

2.1 User Access, Roles and Privileges

The application users are the selected members or employees of the work-
place to whom they assigned roles and permission to manage all safety and
health issues regarding their workplaces through the system. These users are
referred as Members in the system and they can be either workplace adminis-
trator, workplace health manager, operation officer or any workplace employee
given mandate to manage safety and health issues through the system.

The system gives the capability to add more than one member in order
to extend usability of the system in case one member of the workplace is not
available to access workplace information. The provision to remove the member
from accessing workplace information is provided when the need arise.

All workplace information regarding Occupational Safety and Health is
managed by these registered members.




2.2 How to Access WIMS /Create accounts / Log out /Reset
password

2.2.1 How to access WIMS

Steps:

i) Open any web-browser of your choice, which can be Internet
Explorer, Chrome, Mozilla Firefox, Safari, Edge, etc.

ii) Inthe browser address bar, type https://wims.osha.go.tz.

iii) When successful, the landing page of the system displays feature
options including, OHS trainings, Informal sector Registration,
Create WIMS Account and Login for registered users, as shown in
the Figure 1 below.

i3 OCCUPATIONAL SAFETY AND HEALTH AUTHORITY (OSHA)
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Figure 1: Landing page
2.2.2 How to Create User account

Before accessing the system, user is required to have an active account.
Workplace users will be required to fill in the registration form in order to
be registered as valid system users called Members. Upon submitting the
user registration form; user will receive an email with a link to activate his/
her account. After the account is successfully activated, user will be able to




login with his credentials in order to access different system features based
on roles and permissions assigned.
Steps:
i) Click on Create Account link in the landing page in Figure 1 above;

ii) Fillall fields with required information in the displayed registration
form shown in Figure 2;

iii ) Click Register button to submit your details

CREATE ACCOUNT

Figure 2: User Create account page

2.2.3 How to log in WIMS

Before login into the system, you must have an active user account. User
will be required to login using their registered email and password. Only
activated users will be allowed to login.

Steps:
i) Click ‘Login’ link as shown on the landing page in Figure 1;

ii) Enter your email (registered user ID) and password in the form
displayed as Figure 3, noting that both fields are mandatory;

iii ) Click “Login” to be redirected to User’s Home Page which is set based
on users’ assigned roles and permissions;
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Figure 3: Log in page
2.2.4 How to reset Forgotten Password

A user who has forgotten password can reset it using the steps below;

Steps:

i) Click ‘Forgot your password? link on the login page (Figure 3);
and a forgot password page will be displayed as shown in Figure 4;

ii) Enter your email registered in WIMS, then click ‘Send Password
Reset Link'.

Forgot your password ?

Emall Address

Usa phone number to change password 7 click hare

Do You Remember Your Password 7 Login Here

A All Rights Reserved | W

Figure 4: Forgot password page




iii ) Alternatively, in Figure 4, you can select ‘Use phone number to
change password’ whereas the page that will display is as in Figure
5; and you will be required to enter your mobile number registered
in WIMS, then click ‘Send password Reset Code’;

Reset Password

Phone Number

| am Human

e B
Send Password Reset Code

Do You Remember Your Password 7 Lo Here

Figure 5: Reset password page for phone number

iv) Password recovery link will be sent to your email account; or alter-
natively if one opted to use a mobile phone number, a reset code will
be sent to the registered mobile phone number;

v) For password reset using email option, Click on the link received by
email, Enter the New Password and Confirm it as shown on Figure 6;

vi) For password reset using phone number, Enter reset code received
on the phone, enter password and confirm it, then click “Reset
Password” as shown on Figure 7;

Copyriget £ 2022 OSHA. All Rights Ressrvnd | wims Version 3.4




2.2.5 Home Page

Upon successful login in WIMS, the user shall be able to access differ-
ent pages or features through the menu options as shown on Figure 8. Menus
are accessible to WIMS users based on Roles and Permissions assigned.

. ™=@

Add Employees

Figure 8: Home page

NOTE:

i) The dashboard menu on WIMS client [
side only appears to users that have not |
yet registered any workplace, simply to
guide them around the system on how -
to interact with the system, in order Tasies =

z2

to perform functions such as register ] Comments
workplaces, projects and employees;
book training; report accidents and Q. Prof
other incidents; and make payments _
against generated bills;

ii) The system provides access for user
to perform action including change 6 Lock Account
password, logout, View profiles etc as
shown in Figure 9.

Figure 9: Quick links




3. Registrations related to Workplaces

3.1 How to register a new Workplace

As a new user with no record of workplace; you are required to follow
the steps below to successfully register your workplace by starting with TIN
verification from TRA, followed by simple steps to complete your registration.

Steps:

i) To register workplace, click Register Workplace Button as shown in
the Figure 10 below or use Workplace Register menu on the upper

left corner;

i P

Figure 10: New workplace registration page

ii) Enter Workplace TIN Number as shown on Figure 11 and click
NEXT button to proceed. Note also that fields marked *” are man-
datory, and hence should not be left blank;

Figure 11: Enter TIN page




iii ) Enter Workplace details as shown on Figure 12 and click NEXT.

Figure 12: Enter workplace detail page

iv) Fill in Workplace Employee Details as shown on Figure 13, and click
‘NEXT’ button to proceed.

New Workplace Form

Figure 13: Workplace employee page

NOTE:

v) Specify the number of male, female, under 18 and Disabled Employees

working at your workplace. Total employee MUST be greater than
ZERO.

vi) Click “Add Equipment” button to enter equipment details, If the

workplace has no items and equipment used, click NEXT.




New Workplace Form

Figure 14: Workplace equipment page

vii ) Attach scanned document for business license and regulatory author-
ity in jpeg, PNG, jpg or PDF Format with maximum of 2MB in size
each, as shown on Figue 16, the click NEXT.

New Workplace Form

O——0

Figure 15: Attachment upload form

viii ) Verify if entered details are correct then Click FINISH whereas the
confirmation will be as shown on Figure 167; otherwise Click BACK
Button to correct.




.....

.........

Figure 16: Workplace details verification page

ix) User will receive mail and Mobile SMS on receipt of application
and control number for OHS publications, General and Ergonomics
inspections. Upon submission, the confirmation will be displayed as
shown on Figure 17.

Name Region, District, Ward
CROB BANK PUBLIC LIMITED COMPANY Miwara, Masss|
Idantitier

WOTKBIAGE CRIpH Submitted

Figure 17: Submission of workplace confirmation message

3.2 How to register more Workplaces forming a Company

User can register more than one workplace using the same TIN number

forming a group of workplaces called company or further corporate.

After successfully registering of the first workplace; System enables regis-
tering more than one workplace using steps similar to the previous one.




Steps:

i) While on the list of registered workplaces or by clicking Workplace
Register menu on top left corner of the home page; click on Register
Existing Workplace button to register more workplaces, as shown
on Figure 18.

€ 0SHA = s uoc
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Bi# Lst

——
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fraining Sho
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Figure 18: Adding more Workplace form

ii) Select the company name displayed after clicking the button in Figure
18.

€ osHA = S—
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Training Show | 13 entries
ployee List Created
Name Address 1sIC Status Company At
ympary Register
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Figure 19: Selecting and adding more workplace page




iii ) Click name of the company and follow the steps as described in the
previous process of workplace registration as shown in previous
Figures.

3.3 How to register Workplace Employees

After successful registration of workplace; system navigates to the
interface showing several options to user to submit more workplace data
including employees of the workplace. Workplace admin can register Work-
place Employees by following steps below.

Steps:

i) Click on the view button or workplace name on the displayed work-
place list as Shown on Figure 20.

€ 0sHA [
Workplace Regete
Workplace List
T
Name Address 1S Status Company Created At
P

Figure 20: Viewing workplace details

ii) The system displays workplace details including an option for
employees’ details. Click on Employees Tab to register workplace
employees as shown on Figure 21;

|O TECHNOLOGIES COMPANY LIMITED Arusha

Last Medical Trainings

Figure 21: Accessing employee registration page




iii) Click on Add new button to access the employee registration page
to register employee one-by-one; as illustrated on Figure 22.

 0SHA e, sz O O

10 TECHNOLOGIES COMPANY LIMITED Arusha

Figure 22: Filling employee page

iv) Click the Download Template button to download an excel template
to fill in many employees at once, THEN click on the Upload Employee
File button to upload a filled excel employee file to register a group
of employees - as shown on Figure 23.

|0 TECHNOLOGIES COMPANY LIMITED Arusha

Kame Garder Wirhdry Pistionsl 1D Laet Madical Trainings

Figure 23: Uploading employee details




3.4 How to register Equipment

If the registered workplace possesses pressure vessels or lifting equip-
ment; then workplace admin Must register such equipment into the system
so that they can be subjected to statutory inspection.

Steps

i) Click on the view button or workplace name on the displayed work-
place list as shown on Figure 24.

€ 0SHA ol msw O L

Workplacs flegetes

Workplace List

Address (4 Status  Company Created At

Figure 24: Viewing workplace details

ii) System displays workplace details including an option for pres-
sure vessel and lifts registration. Click on either Plants or Register
Pressure Vessel or Register Lift button to view registration portal for
equipment and fill in all required fields to register plant successfully.

Workplace Information o

Workplace iduntifis Compan; TN Natura Ot Work
10 TECHNOLOGIES 10 TECHNOLOGIES 122642526 Ganeral ICT Services

CONPANY |IMITED . Hand COMDANY | BAITED

Figure 25: Accessing plan registration page




3.5 How to register Projects

Workplace admin can register construction projects associated with the
registered workplace. Construction projects are also subjected to statutory
inspection.

Steps

i) Click on the Project Register menu access option for project regis-
tration as shown on Figure 26 .

Project Commancement  Comtract  Natwre

Name Viorkplace/Contractor Client Type Status Address Date Pence Work

Figure 26: Accessing options for project registration

ii) Click on Register Existing Project button to choose workplace man-
aging the project and display project registration portal.

Proyects Registe

Regster Bestng Proped =

Project
Name Workplace/Contractor ~ Client Tpe St b

Figure 27: Selecting workplace and managing projects




iii) Click on the workplace name. The system will will load construction
project registration portal. Fill in all required fields in project basic
details form THEN click NEXT to continue - as illustrated on Figure

QOSHA waen mmsw & mbo Rig
Waorkplace Register Home / construction / create: / ZOTZyobl
Project Name Region Male
fkjdrkims Dar es Salaam 2
Project Contractor District Female
TE M Kigambon 3
Ward Under 18
gister Project Client Kigambon 0
Skaikm Streat Disabled
Acodent Register Project Consultant Ferry 0
Wl Nelghbour Hood Total
Certificates g
= Project Main Contractor Plot 5
TE COMBAN
‘ )TH 5 PANY & Nature of Work
Compliance Checklist UMITED - Iy 18
Block faintenance of Industrial Building
Project Commencement Date d {tems Used
gl ETREET
1 d

Figure 28: Filling construction page

iv) Fill in all required fields in Construction project supportive details
THEN click NEXT to continue;

€ 0SHA = ey iy B
Hom: nstruction / areate / Z072yobl rh

Proje

=

Bill List

Payment & Keceipt

Male*
raning = _—
Emplayee List Femak
Pioject Commencement Date™
v
Undes
Accdent Register . b
Controct Period”
c
Centificates
Disabled
Compliance =
0
Total

Figure 29: Filling construction project supporting details




v) Verify all details provided for Construction Project Registration
THEN click FINISH to submit project registration details as illus-
trated in Figure 30.

@ 0sHA s mmsy 8
Workplace Register H Y jon / create | ZOTZyob
Srojecis Ragist m /‘\ °
Bl Lst U u
Payment & Receipt
Project Name Region Male
B fakjdridims Dar &5 Salaam 2
Training J
Project Contractor District Female
Employee Lt AN Kigambon
Ward Under 18
Company Register Project Client Kigamborn 0
D Street Disabled
Accident Register Project Consultant 2o ;
s Nelghbour Hood Total
Certificates
Project Main Contractor -
0 TECHNO! PANY =
Compliance Checklist AT
Block al Building
Project Commencement Date p———
2022-11-15
Local

Figure 30: Verify submitted details page

vi) Construction project is registered successfully, with confirmation as
shown on Page 31 and system navigates to registered project details.

1
men msw B e e vomed
Ayatat

v

Total

5

Nature of Work

Maintenance of Industrial Bullding
Items Used
(TSSO
Project Commencement date
20221115

Project Period

& Monthis)

Figure 31: Project submission confirmation page




4. Inspections

4.1 How to access Inspection Reports

Steps

i) Click on the view button or workplace name on the displayed work-
place list as illustrated on Figure 32.

€ OsHA s

Workplace Regestes

Workplace List

Name Address 15K Status Company Crasted At

Figure 32: Viewing workplace details page

ii) System displays workplace details, as shown on Figure 33, including
an option for Inspection reports. Click on Inspection Report Tab to
view approved workplace inspection reports THEN click on report
link to preview inspection report;

€ OSHA

Wed, e Compery TH Hature OF Work
10 TECHNOLOGIS COMPANY 10 TECHNOLOGIES COMPANY 122642026 Rlectrical Works
LIMITED Arusha UMITED

Blectrie! Installation Beetrieal instatatien

Address ()

Plot 112, Block A, Oljoro, Arusha  Ljsman Road komborighton®gmad com
District Arusha

Figure 33: Accessing workplace inspection report page



5. OSH Trainings

5.1 How to book for Individual Training

Training applicants can apply for individual training through the system
by selecting their desired course on the trainings schedule. The applicant
will be able to preview the course. Each course is accompanied by respective
course fees.

Steps:

i)  Accesslanding page then click on OSH training link to view sched-
uled trainings as illustrated on Figure 34.

OCCUPATIONAL SAFETY AND HEALTH AUTHORITY (OSHA)
WORKPLACE INFORMATION MANAGEMENT SYSTEM
(Wims)

Informal Seclr Registiation  Create Account

Figure 34: Accessing individual training booking page

ii) Applicant choose desired course shown on Figure 35; and click
on the course to see further details; click on Apply Now then click
on REQUEST CONTROL# to receive control number for selected
course, settle payment and attend training.




COURSES  CONTACTUS  LOGIN  LANGUAGE(EN) @

OHS RISK ASSESSMENT February
20, 2023 - February 24, 2023 - Dar
=5 Saloam-0SHA HO

View All News ©

Industrial First Ald Training OHS IN DIL AND GAS OHS In Coastruction
Lewvel | Industry

Figure 35: Course details preview page

5.2 How to book for Workplace In-house Training

These are trainings that can be conducted at workplaces’ preferred location
be either at workplaces’ own office or other chosen venue.

Steps

i) Click on Workplace Register to access menu to request for In-house
training. Click on Request Training button and choose In House
Training option to book for training as shown on Figure 36.

® 0sHA woci sasw @ °

Workplace List

Pt Basarg < Regiatir Exsng Wokgics <

Address sic S Compny :]

Figure 36: Accessing inhouse training page




ii) Upon clicking In House Training system loads In-house training
portal. Fill in all required fields and click Submit to save the details
as illustrated in Figure 37.

10 TECHNOLOGES COMPANY UMITED Iringa

0 house Traning - OSHA $taf mil canduct traning i your werkplace, Oy
smpleyessto 10 TECHNOLOGIES COMPANY LIMITED ringa wil be iigbie

Figure 37: Fiiling inhouse training page

5.3 How to book for Workplace Scheduled Training

These training are scheduled by OSHA and are conducted at OSHA's
premises.
Steps:

i) Click on Workplace Register to access the menu to request scheduled
training. Click on the “Request Training” button and choose Book

€ osHA wo sy @ O

Workplace List

Figure 38: Accessing scheduled training page




Scheduled Training option to book for training. This is illustrated
in Figure 38 above.

ii) On clicking Book Scheduled Training system loads Scheduled
training portal. Fill all required fields and click Submit to save the
details. This is illustrated in Figure 39.

0 TECHNOLOGES COMPANY LINITED kinge

10 TRCHNOLOGISS COMPANY LINETRD fringa Staf¥ will be sigisle to stterd
training 25 safocted below

Figure 39: Filling scheduled training form

5.4 How to enroll Workplace Employees into training courses

Workplace Admin may enroll all employees on the course selected and
its bill shall be settled so that they can attend such courses. The number of
employees enrolled should be equal to the number of participants specified
on the training application form.

Steps

i) Click on the Training menu to access the option for enrolling
employees into training. Click on Enroll Employee sub-menu to
view and fill the form for Training Employee Enrollment. This is
illustrated in Figure 40.




Workplace List

Name Address sic St Company Croatod At

Figure 40: Accessing employee enrollment page

ii) On clicking Enroll Employee system loads Employee Enrollment

portal. Fill all required fields and click Enroll Now to save the details
as illustrated in Figure 41.

ooey o8 a

Training Employee Enroliment

ymant Rederance
Training

raining Lt

Envoll Now

Figure 41: Filling employee enrollment page




6. Billing and Payments

6.1 How to view Billing Details

Bills for workplace are generated from different services offered by OSHA
including Inspection services and trainings. Workplace admin is provided with

an interface to view billing details and settle such bills by using the control
number obtained from the system.

Steps:

i) Click on Bill List menu to access all bill lists for the respective work-
place. Click on View button to view particular bill details for further
actions including payment, as illustrated in Figure 42.

€ osHA = "
Wiopiao Ragisry
B
Bl Control Billed Craated eated
Lmbs || Dats Numbss moust  To Pas Deseription St BY a
""" % o i
R
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Figure 42: Accessing bill list page

ii) On Clicking View button, system loads bill particulars showing all

the necessary details for the respective bill including option to print
invoice and print fund transfer form.




CN 991510102594

amount  &30000
Paid amount

Outstanding balance 630,000
Control Number 821510102534

Bill Status

Bill Number

AMOUNT(TZS)

INSPEC)

Payment Method

Penalty Days

Penalty Amount 6626000 Total 1,630,000

Figure 43: Viewing bill particulars page
6.2 How to view Payment and Receipts details

After settling Bills generated from different services offered by OSHA
including Inspection services and trainings. Workplace admin is provided
with an interface to view payment details.

Steps:
i) Click on Payment & Receipt menu to access all bill payment list
for respective workplace. Click on View button to view payment

particulars as illustrated in Figure 44.

wl Puyment Bl Pud

Croditedace  Crasted
Ratorsce ANcost  Amoust  FayerCell Payar Name Provider o

E

Figure 44: Accessing payment and receipt list




ii) On Clicking View button, system loads payment particulars for
respective bill including option to print receipt as shown in Figure

® 0sHA

991510082612
PagnentRegpoma

PR12159061258544

Figure 45: Viewing payment particulars page

7. Accidents and Incidents

7.1 Reporting Accidents and incidents

Workplace admin is provided with an interface to report accidents and
incidents occurring at workplace. These details will be set as Accidents noti-
fication for OSHA Inspectors for further accidents investigations.

Steps:

i) Click on the view button or workplace name on the displayed work-
place list as shown on Figure 46;

Rauest Traeg * | Regeser inating Wertpioce =

Company Created At

Figure 46: Viewing workplace detaiuls page




ii) System displays workplace details including option for Accident
reporting. Click on Report Accident Tab to view accident reporting
portal, as shown on Figure 47.

€ 0SHA we mgy @ 0

wriclar Regives

Workplace Information °
Workslace ersifie Compay Nature Of Work

10 TROHNOLOGIES COMPANY 10 TRCHNOLOGIES COMPANY 22642526 Flrctical Works

LIMITED Arutha umTED

$C e IC Socton sartus

Electrical instasation Secwiaal Intilason

Address ()
Addrwn and ork Poetal Addros -

Plot 112, Block &, Oljero. Arusha  Ujamas Rad KemeerightonOgmailcom

District Arusha

Figure 47: Accessing accident reporting page

iii ) On clicking Report Accident Tab, system displays portal for report-
ing accident. Fill all required accidents details and click on submit
button to save accident details as shpown on Figure 48

oaei oa 0
e | workpls:
Report New Incident : |0 TECHNOLOGIES COMPANY LIMITED Arusha [ ¢ st |
acrbe whot bappened Meae be detaied but state criy facts

Superyisor On Ot

bt | s

Figure 48: Filling accident reporting form




7.2 Accidents Register

Workplace admin can preview details of all registered accidents that
occurred at the workplace as shown on Figure 49.

PRapmert & Rsosgt

ncidem Supervisor People Reported
wims incidents fiskds. werkplaco Description Type Time On Duty Affectod Faporter Time

Acnioeqt Reqster

Compligrce Ceckist

Employes List

Company Register

Figure 49: Accessing accident register page

8. Feedback and review

In the course of using this Guide, any comments for improvement or
clarifications should be submitted to info@osha.go.tz. Furthermore, this Guide
shall be reviewed on annual basis or at any time as the need arises.




For communication with OSHA, write to the address below:-

Chief Executive,
PO Box 519, Dar es Salaam - Tanzania

Tel +255 22 (0)2760548 /2760552 | Fax: +255 (0)22 2760552
e-mail: info@osha.go.tz | Website: www.osha.go.tz




