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MSite
Briefings.

This guide will showcase all elements
of Briefings within MSite.




MSite
Briefings.

From daily activity briefings and toolbox talks to safety critical
briefings and on-site orientations, gives you the
ability to:

Sign workers into briefing sessions quickly and easily using
facial recognition or signature.
Preload content before the session centrally or at site level.

Use competency reports to see who has/hasn’t been briefed.
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MSite
Briefings Attendance Sheet

MSite Att

Site 01 - Liverpool

Toolbox Talk - Working at Height

Ladders

Contents & Links

Citi Bank Level 42 High Risk Briefing (003).pdf &

Search For Workers & Contractors




Creating a
Briefing.

The process of creating a briefing is held on your company’s
MSite instance.

This enables briefings to be created centrally and utilise:
Images
PDF’s
Fillable PDFs.

To create a briefing, select the below from the taskbar of
your dashboard.

Briefings Add a Briefing
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Requisitioning
M Access
« Briefings

Attendance Sheets

Attendance Audit

Browse Briefings

Add a Briefing

RAMS

Search For Workers & Contractors

O site Activity

Right now on Site All Sites

Top 10 Trades On Site @ © People On Site @

Trade Count # Supervisor
224 44
218 43
46
44
31
M
46

(Last updated: 10:34 AN
Trained Operatives on Site Now All Sites

SSSTS D © SMSTS

©

For All Sites

Top 10 Contractors On Site @

Contractor Count  # Supervisor

(Last updated: 10:34 Al)

Fire Marshal © First Aid

(Last updated: 10:34 A)




Creating a
Briefing.

You will now be to prompted to:
Give your briefing a

— you can
only create briefings for sites that your user profile has
access to.

and the of briefing you wish to
create, such as:

Activity plans
Lifting plans
Shift briefings

Site ‘ Training

by infolbric

'« Briefings

Attendance Sheets

Attendance Audit

Browse Briefings

Add a Briefing

B RAMS

Validity Period * @

Is Funding Eligible

Category

Search For Workers & Contractors

(J Manually Awardable

() Automatically Grow Sites

365
0

Please Select

() Editable Only By Training Administrator @




Creating a
Briefing.

= Search For Workers & Contractors

The next step is to select Add Module and create the training that
will be delivered to the workforce.

This can be an image, PDF or Fillable PDF format. You can create | : -
multiple modules per briefing. This can be utilised if there are L
briefings set for multiple days. © usourh

£ Requisitioning

M Access Validity Period * @

Only upon completion of all briefings will the worker be awarded e ] e
the accreditation onto their worker profile.
Once you have uploaded the required modules select Add, tick -
Publish and Create. ,, s |

This briefing is now ready to be delivered via the Supervisor App. o e :

(Fillable PDFs can be created upon request at MSite. Once created, a fillable PDF cannot be edited further.)
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Delivering Your
MSite Briefing.

When loading the MSite Supervisor App you
will first select Briefings.

Select your site, course that was created
and select the relevant module that you wish
to deliver to the workforce. This will now
populate the content uploaded when created.

Toolbox Talk - Working at Height

To deliver this content simply select each file
and brief out to the audience. Once this has
been completed tap the back arrow on the
top of the screen.
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Delivering Your
MSite Briefing.

il 56 @

The final step in delivering the briefing is " -
assigning the workforce who were present. R

New Briefing

D Search

Site 01 - Liverpool Choose People

This can either be done by biometrics and

scanning the individuals face or by manually e —— )O\‘ =
searching for the worker and requiring them
to sign on the device screen. | :
The method how they were accounted for . The tm
will be visible in the attendance sheets. ‘ QWERT YU I OP
A S DF GH J K L
Once all attendees have been accounted L * zxcvenNM@
for, select, Done and choose the duration of
the briefing. 9
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Good to
Know.

Removing workers from Briefing ’ e Bﬂ!ssw

Search Edit Selected Employees

Attendance list.

Select, People

Click, E at the top right
Select, the relevant worker

Select, Remove From List

Test Delivery Co

ing Site Three
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Good to
Know.

Clocking workers IN/OUT of site after

a B ri efi n g . Choose an Area To Clock In/Out Choose an Area To Clock In/Out

i s are not applied when clocking in Access restrictions are not applied when clocking in
or out in bulk

Select, Clock-In/Out. ‘7 @)
Choose, Site or Off Site.

Applies to all workers who attended
the briefing

Then, select the back arrow

Ensure you perform the Clock-In/Out

action before logging the briefing duration.
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Briefing
Reporting.
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Delivering on MSite means that reports can be St T ‘
generated to show the following: ,

€ Dashboards v
Site Activity Right now on Site All Sites
Atte n d a n Ce Insights Top 10 Trades On Site @ © People On Site @ Top 10 Contractors On Site @
Verification Method '
Content Delivered - e : ‘
and the staff who delivered the content, giving full audit ability. e

(Last updated: 01:58 )
(Last updated: 01:58 PM)
M Access

« Briefings v Trained Operatives on Site Now All Sites

Attendance Sheets SSSTS ) © SMSTS 7)) © Fire Marshal 5 © First Aid ) ©

S . g i
297 176 K 12 52
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Briefing
Reporting.

To access the reports relating to briefings select, from |
the taskbar. S

Add a Briefing 88 Demo 10/11 o n NEIL NORMAN

8 RAMS > : ite 01 - BB Demo 10/11 oy Adam Tes

You will be able to run two reports:

@ safety
B&K Briefings Demo
-

— This will group all attendees from the same
session in one report. Giving the ability to view content delivered and
how workers verified their attendance. ‘

Steven Mylchreest

— Presents the attendance information focusing on , [ —— T3
the attendee rather than the content. This will show every briefing | o

Awarded

attendee and will not separate by individual briefing session.

Add New Visitor

Import Worker from CSCS ires: 09/10/2026

In addition to the above reports, each briefings will be logged on the o
workers MSite profile. Giving visibility of which reports they have e

Test 28th Oct

attended and the date it was delivered.

B Capture Image BB Demo 10/11 xpires: 10/11/2026

& Remove Biometrics
BAM TEST 04/12
8 Print Card

BN S demo briefing fillable

W Add incid
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FAQ’s.

> 0

> 0

> 0

Can briefings be delivered offline?

Yes, as long as the device is synced before it goes offline, it will have most of the necessary briefings content
saved on the device. Any web links that have been added to the Briefing will be unavailable while offline.
Apart from that, the rest of the briefing can then be captured and will be synced up to the cloud when the
connection is re-established.

Why does Face Mini support Briefings?
Face Mini supports Briefings for capture of attendance at large briefings (e.g. 20 or more people). The Face
Mini can be set up to allow attendees to self-register, rather than the supervisor having to capture them.

Is it possible to fill a fillable PDF with the same contents | entered last time | delivered this briefing?
Yes, with a fillable PDF open in a briefing, the ‘Magic wand’ icon at the top of the screen can be pressed to fill
all fields in the PDF with the values last entered for the same document, by the same user.
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Be safe. Be productive. Be one.
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