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Instructional Guide



Step one: Create a Training Manager Profile at www.ccssafesite.org.  

You may already be a card manager but you will need to register as a Training Manager if you 
will be entering worker training information.  The Training Manager option will only be 
available to two people per company.



This is a snapshot of the application.  This is a fairly simple application.  Please note that you 
will need to opt in for the monthly management report.  This report will provide you with a list 
of those people whose training is nearing expiration.  Once you have filled this out you will 
click submit.  You will receive an email once you have been approved.



Step two:  Retrieve an employee’s record.

You will need either the employee’s CCS card number or name and last five digits of the social security 
number.  Remember the employee needs to have a CCS card to be in Construction Safesite.  Also, please note 
that the social security number option only works if the employee provided this information to at the time of 
his or her test.

Once you have retrieved the employee file you will be able to click  the view/edit link to add training.



Step three: Add employee training.

You will need to choose “yes” under the Transferable dropdown for OSHA training.  Please 
choose “no” for all training that falls outside of OSHA.  Don’t forget to upload the 
documentation that supports this training.  Once you have saved the training it will appear for 
me to review and approve.  The training will appear in Construction Safesite once it has been 
approved.



You can also do a bulk upload of your training when you want to add multiple files.  This  
upload will need to be a CSV file.  There is a download example for you to follow.

Once you have uploaded the file you will need to go back in to each record and upload the 
training documentation.



Retrieving an Employee’s Data:

Once the training has been approved, the information will be available for viewing. Below is a 
snapshot of what will appear on the employee’s card.
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