
safety.uchicago.edu ● 773.702.9999 ● safety@uchicago.edu

EHSA User Manual  
Training Modules

Completing Web-Based Training  
&

Registering for In-Person Training



EHSA Home Page
ehs-prd-01.uchicago.edu/EHSA/

• Web-based training ehsa.uchicago.edu/training
• In-person registration page ehsa.uchicago.edu/trainingregistration

• Training records and certificates ehs-prd-01.uchicago.edu/EHSA/

Depending on the “user group” you’ve 
been attached to, you will have different 
icons available on the homepage. 



Required training that  
has been completed

Required training that  
is over-due or 
incomplete

Offered online, but  
you are not required  
to take these courses.

Click “Start” to begin the  
web-based training class

If you don’t see the class on the 
web-based course list, then select 
this link to view the registration 
page for in-person training  
sessions.

Web-Based Training Courses
ehsa.uchicago.edu/training



Click “Next” to proceed through the course material. You will need 
to select the “play” button to view videos embedded in the training. 

Web-Based Training Courses

If you need to stop in 
the middle of your 
course, click "Save & 
Exit" to save progress.  
When you return you 
will be given the 
option to resume the 
course or start a new 
session.

NOTE: The course completion window will not appear until 
you’ve answered all required quiz questions. Ensure all red  
boxes next to quiz questions have turned to blue check marks.

Example



Once you have viewed the course content 
and completed all of the quiz questions, 
make sure your preferred email is listed, 
then click Save As Complete to submit 
the  training course.

Web-Based Training Courses

EHSA uses the University issued email as 
the default account for communications.  
Please enter your preferred email and 
select this box to update.  



Registering for In-Person Training Courses  
ehsa.uchicago.edu/trainingregistration

NOTE: If you received an email  stating 
you have a class  expiring, but the class 
is not  listed on the in-person  schedule 
and also not offered  online, contact the 
safety office which hosts the  course to 
request a session.  (See last slide for 
safety offices).

If you would like to view the due dates
for the list of safety classes assigned to
you, then select “Training Records”

A moveable window will overlay this  
training registration page. 

Select the  “Training Requirements” 
tab to see  what is complete, upcoming, 
or overdue.

Click here to see sessions for which  
you have already registered.

To reserve a seat for a course  
session, click the Register button

If you don’t see the class 
on this list, then select 
this link to view the 
catalogue of web-based 
classes. 



Click Confirm to reserve a space in  
the training session

In-Person Training Courses

NOTE: If the class is full, then your 
name will be placed on a waiting 
list.  An email notification will be 
sent if a space becomes available.



Click here to see other  
sessions that are available

Click Un-Register if you cannot  
attend the training session

Once you attend the training session, the completion will be recorded within two  
business days by the safety office which hosted the training

In-Person Training Courses



Supervisors - Accessing Training Records
1

2

3

4

5

6

Log-in to ehsa.uchicago.edu and click on “Training Records.”  The table will be empty.  

Click on “View Supervised Workers” to populate table.  Please note your training records are also listed.   If a direct-report is missing contact EHS (non-lab) 
or ORS (lab) and we will attach you to the employee.

Click on an employee to display their training requirements (top table) and training history (bottom table)

Click on “Status” in the “Training Requirements” table.  The overdue courses, which are highlighted in light red, will filter to the top.  If you feel the course 
should not be       assigned to the employee contact EHS or ORS.  If the course is lab related (Course # pre-fix  bio, lab, lsr, rad, shp), then contact the Office 
of Research Safety (4-2707).

If you would like to register your direct-reports for lecture courses, use the “Training” link in the gray ribbon across the top of the EHSA 
Homepage.  An email will be sent to the employee when you successfully register them for a course.  Your direct-reports can complete web-
based classes and register for lecture classes by using the links bordered in yellow. 

Print copies of the training certificate by clicking the green button in the “Training History” table.



Registering Direct-reports for In-Person Training Courses

Step # 2 – Select “Training 
Registration”

Step # 3 – Select your 
direct-report from the 
dropdown menu

Step # 4 – Select the 
course* and then click on 
“Register” to add your 
direct-report to the class 
session.  An email will be 
sent to the direct-report.

* This list only contains in-person classes.  If the course isn’t present on the in-person 
and web-based course lists, then contact the proper safety office.  It may be hosted by a 
third-party vendor or scheduled on an as-needed basis by the managing safety office.

Step # 1 – Select the  “Training” 
icon in the gray banner.



Questions regarding the EHSA platform (e.g., access, errors), contact EHSA-safety-training-support@lists.uchicago.edu
Questions regarding your training profile or content for a specific course, contact the safety office listed below which manages the course. 

Environmental Health and Safety
safety@uchicago.edu 

773.702.9999

Web-Based Courses
• Batteries, Lamps, and Ballasts -

Waste Handling
• Bloodborne Pathogens (non-lab)
• DOT In-Depth Security
• Ergonomics
• Fire Safety and Evacuation
• Forklift/Power Lift Operation and  

Safety

• Machine Shop Safety
• Oversized Potentially Infectious  

Waste Container Training
• Potentially Infectious Waste
• Safety Orientation for Project  

Managers and Facility Managers
• Spill Prevention, Control, and  

Countermeasures (SPCC)

In-Person Courses
• Asbestos Awareness
• Back Safety
• Confined Spaces
• Crane Training*
• Electrical Safety – General
• Electrical Safety – Qualified*
• EPA Lead Renovation, Repair, and  

Painting (EPA-RRP)*

• Fall Protection
• Forklift/Power Lift Practical Exam*
• Hazard Communication
• Ladder Safety
• Lockout/Tagout
• Personal Protective Equipment
• Petroleum Storage Tank  

Operator*
• Respiratory Protection

Office of Research Safety  
researchsafety@uchicago.edu 

773.834.2707

Web-Based Courses
• Bloodborne Pathogens for  

Biomedical Researchers
• Biological Safety- Recombinant  

DNA at BSL1 (rDNA/BSL1)
• Biological Safety- Recombinant  

DNA at BSL2 (rDNA/BSL2)
• Viral Vectors
• Biological Toxins
• Select Agent
• Shipping Hazardous Materials  

General Awareness
• Shipping Infectious Substances

• Chemical Hygiene Plan-
Laboratory Safety Refresher

• Class 3b and Class 4 Laser Safety  
Training

• Laser Safety Awareness
• Radioactive Material User  

Refresher
• Radioactive Material Laboratory  

Designee
• Radiation Safety Awareness
• X-ray Safety and Awareness

In-Person Courses
• Comprehensive Biosafety Training
• IATA Shipping Dangerous Goods
• 8 Hour Hazwoper Refresher*

• Chemical Hygiene Plan-
LaboratorySafety

• Radioactive Material User

* Courses are scheduled on an as needed basis and/or hosted by a third-partyvendor.
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