


Hearing Test Submission System User Guide

Introduction

The Hearing Test Submission (HTS) system is used for submitting industrial
audiometric hearing tests to WorkSafeBC. The tests need to be conducted
by an industrial audiometric technician (IAT) with a valid certification.

It's the responsibility of authorized industrial audiometric businesses (IABs)
to submit tests to WorkSafeBC. This guide walks you through the process
of submitting tests through the HTS system.

For more information about hearing test requirements, visit the Hearing
loss prevention page on worksafebc.com.

Procedures in this guide

Getting started
Access the Hearing Test Submission system
Add an employer to your IAB’s list of employers
Record a test using paper or other test recording methods
Submitting test results
Submit a test for an existing worker
Submit a test for a new worker
Managing tests
View, print, or save a copy of a test
Edit worker information
Edit a submitted test or test saved in draft form
Submit a test saved in draft form
Delete a test in draft or failed form
Accessing previous tests
View and download a list of previous tests conducted by your |IAB
View and download one test report for a worker
View and download previous tests to give to an employer
View and download all previous tests from one employer
Appendices
Appendix 1: Using an employer package
Appendix 2: Download monthly construction payment reports

Appendix 3: Frequently asked questions
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The HTS system is
designed for fast data
entry: Use the Tab
key to move between
fields and use single
keystrokes to popu-
late fields or bring up
menus. Use the arrow
keys to move through
menus and the Enter
key to make selections.
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Getting started

Access the Hearing Test Submission system

If your industrial audiometric business (IAB) has previously submitted tests through the former Industrial
Audiometric System (IAS), start at step 3.

If your IAB is new, or it has never used the former system, start at step 1.

1. Call Industrial Audiometric Support at 604.276.3231 (Lower Mainland), or toll-free at 1.844.676.3231.

2. lIdentify yourself as a new IAB and provide your name as well as your business name. You will be granted

access to the HTS system within a week. Note: As the initial caller, you become the administrator and can
then coordinate access to the HTS system for others at your IAB.

3. Goto worksafebc.com and click the Log in/Create an account button in the upper right-hand corner to
log in. If you're logging in for the first time and you're not the administrator, you may not see a link to
access the HTS system. Your IAB’s administrator will need to grant you access (see instructions below).

4. Your employer account home page appears. In the Reporting section near the bottom of the page, click
the Hearing Test Submission System link. The HTS system home page appears.

A )

Reporting Other services
Hearing Test Submission System Apply for insurance as an employer or business (or view your application) DEV
Apply for insurance as an employer or business (or view your application)

File a bullying and harassment complaint

Manage clearance alert subscriptions

Request clearance letter

- /

5. The HTS system home page appears.

~

Home Tests Employers Reports Exit

Submit a new test Manage tests Hearing test reports Upload test

Enter and submit a new View, edit, submit, delete or View hearing test reports for Use a template to upload and
hearing test. upload hearing tests. workers and employers. submit multiple tests.

E D 2SN ST
o /

If your IAB is set up in the system but you have not yet been granted access, your administrator will
need to do the following:

1. On the employer account home page, in the For administrators drop-down menu, click Change my
or another users’ access to online tools.
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WORK BC

My profile ¥ Access my... ¥ For administrators ~

Manage access and permissions

Welcome User

Respond to access requests

Grant access to another user

I Change my or another user's access to online tools l

Manage administrators

Remove my or another user's access

Display preference

Customize account name

- /

In the pop-up that appears, select the user’s email address and click Continue.

/Change my or another user’s access to online tools
We offer a variety of online tools and, as an administrator, you can choose which tools a user can access.

To begin, select a user from the list below.

Select « First Name ~ Last Name ~ Email address
® Test1l Test a 123test@test.com
O Test2 Test b 23test@test.com
O Test Test 3test@test.com

Don't see the user you're looking for? Grant access to another user.

\_ /)
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3. Once the user appears, click Select, and then click the Hearing Test Submission System check
box. Click Continue.

/Change my or another users access to online tools h

User:
Test

Select a different user

Type of account

Industrial audiometrics v

Online account for

Hearing Test Company v

Which online tools would you like to make available to this user?

Occupational Hearing Loss Prevention System

=D
. /

A confirmation pop-up appears.

Add an employer to your IAB’s list of employers

To submit tests on behalf of an employer, the employer must be on the list of employers previously
tested by your IAB (My employer list).

If your IAB has submitted tests for this employer in the past, then the employer will already be on the list
and you can skip this procedure. If you're unsure if your IAB has submitted tests for this employer in the
past, follow the steps in the next section (Check if an employer is on your IAB’s list of employers). If your
IAB has not previously submitted tests for this employer, follow the steps under Adding an employer.

Check if an employer is on your IAB’s list of employers

If you're unsure if your IAB has submitted tests for this employer in the past, use the following steps
to check:

1. On the HTS system home page, click Enter new test in the Submit a new test box. The Start a new
test pop-up appears.

2. Inthe Employer field, start typing the employer’s name or employer ID. A drop-down list of
employers appears.

3. If the employer does not appear in the drop-down list, follow the steps in the next section to add
it to the list.

4. If the employer appears in the drop-down list, it is on your |AB’s list of employers.
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Adding an employer
1. In the top right-hand corner of the home page, click Employers. The Add an employer page appears.

4 [ Wonr S

Hearing Test Submission System

Manage tests Hearing test reports

Enter arv sabmit o e Wiev, e, sisb n—-t delete or Wiew Fearing tes rcw" 3 fon
nnnnnnnnnnn upinad hea ests, sariers and emgioy

- /

2. To add an employer, type the employer’s entire ID number in the Employer ID field and click the
Search button. You can obtain the Employer ID number from the employer. If the employer does
not know their ID number, please contact Industrial Audiometric Support for assistance.

3. From the list of results, click Retrieve employer beside the employer you want to add.

4. Atthe top of the page, a message appears confirming that the employer list has been updated. The
Retrieve employer column will also show the employer as retrieved.

The employer has been successfully retrieved. b 4 Hame: Teats Employers Regorts it
Add an employer
By legal or trade name SRR
Legal or trade name
Results
100 o more results found matching your search.
Employer # Employer legal name Employer trade name Retrieve employer @,
Employer retrieved
Retrieve employer
Retrieve employer
\ Retrieve employer /

Record a test using paper or other test recording methods

If you record a test on paper, or in another format to be entered later into the HTS system, be sure to collect
all the required data. You can use the Hearing Test Submission form as a guide.

Note that after you have entered the data into the HTS system and verified your entries are accurate, you
must destroy any paper records and delete any files on your computer since these records are considered
private information. You may only store these records if you have a written agreement with the employer
to do so, and you must abide by B.C.'s Personal Information Protection Act requirements.
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Submitting test results

Submit a test for an existing worker

An existing worker is any worker for whom an authorized |AB has previously submitted tests. Follow the
steps below to submit a test for an existing worker:

1. On the home page, in the Submit a new test box, click Enter new test. The Start a new test pop-up
appears.

2. Inthe Test date field, type the date (YYYY-MM-DD format) or choose a date from the drop-down
calendar.

3. Inthe Technician’s name field, start typing the name of the IAT. Only IATs with valid certificates
on the test date appears. Select the IAT you're looking for.

4. Inthe Employer field, start typing the employer’s name. A list of employers will appear for you to
choose from. If the employer’s name is not on the list, follow steps to Add an employer to your IAB’s
list of employers.

5. Inthe Operating location field, start typing the location’s street address or the employer’s operating
location number. Note that this is the location of the worker’s office, and is not the same as the audio
location used in the former Industrial Audiometric System. Choose a location from the list that appears.

6. Click Continue. The Enter a new test page appears.

7. Under Worker’s profile, click the Search for a worker button.

In the pop-up that appears, you can choose the Search by profile option to find a worker by name,
social insurance number, or birth date. Fill out the fields with the worker’s information. Note: The more

fields you fill out, the fewer search results will be returned. If you are having trouble finding the worker,
use fewer fields.

4 % )
Find a worker for new hearing test

Search by profile Search by worker ID

First name Last name Last 4 digits of SIN Birth date

& (YYY-MM-DD
- /

To find a worker by ID number, click the Search by worker ID button and type the worker’s ID number
in the Worker ID field. (The ID number is a unique number assigned to a worker in the HTS system and
is a quick way to find an existing worker.)

Click the Search button. A list of results appears.

Note: If there are multiple profiles for the same worker, the profiles may need to be merged. (see When
should | ask for WorkSafeBC records to be merged or updated?)
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8. Click Select in the row of the worker you're submitting a test for. The selected worker’s details will be
populated. At this time, you can make any necessary edits to the worker’s profile by selecting edit.
You can update the first, middle and last names, birthdate, gender, and 4-digit SIN.

Find a worker for new hearing test

First name Last name Last 4 digits of SIN Birth date

YYYY-MM

1 Results

Namae Employer

9. Check the worker’s last test date and employer name to make sure you've selected the correct worker
from the list. If you chose the wrong worker, click the Clear selected worker button to clear the fields
and choose a different worker.

10.In the Worker’s occupation details cluster, fill out the worker’s
information as follows:

(a)

(b)
(c)
(d)

Click in the Industry classification unit (CU) field and choose
the worker’s CU from the drop-down list. If you don’t see

any CUs listed it means the employer was not registered with
WorkSafeBC at the time of the test. Be sure you've selected
the correct worker as well as the correct test date.

In the Years in occupation field, type the number of years in
numbers (not letters).

In the Position or job title field, start typing the worker’s job
title and choose from the drop-down list.

-

N\

If you want to know which CUs
are assigned to an employer
before you start entering tests,
you can get this information
by downloading the employer
package as outlined in
Appendix 1, and viewing the
list of classification units for
that employer (CUs _Template).

~

J

The Occupation code field is populated automatically after the job title has been selected.
Note that the occupation codes used in the HTS system are not the same as the codes used

in the former Industrial Audiometric System. Since this field is automatically generated, you
will not need to memorize new codes. If you type too few words, there may be more matching
results than can be displayed, and the occupation you are looking for could be left off the list.
Try adding more words to your search in the Position or job title field. If you cannot find an

exact match, select the closest option.

Worker's occupation details
Industry classification unit (CU) Years in occupation
Choose a classification unit @
Position or job title Occupation code
Crane operators (See 7371 Crane operators) 7521 Heavy equipment operators (except crane)
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11. In the Noise exposure and hearing conservation information cluster, click in each field and start
typing your answers (e.g., type Y for “yes” or N for “no”). Alternatively, you can choose an option
from the drop-down list. Between 3 and 6 questions will appear, depending on the responses.
Repeat for the Noise and hearing history cluster. Between 8 and 12 questions will appear, depending
on the responses. Add additional information in the Comments field at the bottom of the page,

if necessary.
@d hearing canser@

Have you been exposed to nolse within the last two hours?

For how many hours were you exposed to noise? More than 4 s
Do you regularly wear hearing protection when you work in a nolsy environment? Yes

What class of hearing protection do you wear regularly? A class s
‘What style of hearing protection do you wear regularly? Custom moulded earplugs
Has your employer given you information about noise and noise induced hearing loss in Yes .

the last year?

MNoise and hearing history

Have you ever had a severe ear infection? Yos s
Have you ever had ear surgery? Yes o
Have you ever had or bal p v Yes :'!
No i
Have you ever had a serious head injury? s

Did you have hearing loss in childhood?
Do you have ringing in your ears?
Have you ever had exposure to a loud blast or explosion? il

Have you ever used a firearm? a

k 2500 characters available j
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12.

13.
14.

15.

16.

In the Hearing test results cluster, in the Left ear data (dB) area, click in the field for each frequency
(kHz) and choose a number from the drop-down menu or type it using your keypad. Repeat for the
Right ear data (dB) area. Note that the results will appear in an audiogram and will show the current
test results as well as those from the last test date if a test was available in WorkSafeBC’s database.

You can use this information for counselling the worker if their test results show changes over time.
In the confirmation box at the bottom of the page, click the two check boxes if the statements are true.

Hearing test results
Left ear data (dB) Right ear data (dB)
10 v 20 v 20 v | 30 v 30 ¥ 25 ~ 45 v 10 v 15 v 25 ~ | 45 v 45 v | 50 v 40 v
.5 kHz 1 kHz 2 kHz 3 kHz 4 kHz 6 kHz 8 kHz .5 kHz 1 kHz 2 kHz 3 kHz 4 kHz & kHz 8 kHz
Left ear data (dB) Right ear data (dB)
.5 kHz 1 kHz 2 kHz 3 kHz 4 kHz 6 kHz 8 kHz .5 kHz 1 kHz 2 kHz 3 kHz 4 kHz 6 kHz 8 kHz
Left ear Right ear
-10 -10
0 T T 0
10 10
20 20
30 30
40 40
fus} fis}
o o
50 50
60 60
70 70
80 80
90 S0
100 100
0.5 1 2 4 8 0.5 1 2 4 8
Frequency(kHz)} Frequency(kHz)
2021-03-02  -= 2021-03-05 2021-03-02 -g=2021-03-05

In the confirmation box at the bottom of the page, click the two check boxes if the statements are true

If you'd like to submit the test later, click the Save button to save the draft. When saving the draft, enter
at least the worker’s first and last name. To return to the test later, see Edit a submitted test or test saved
in draft form and Submit a test saved in draft form.

If you are ready to submit the test, click the Save and submit button. A page appears confirming that you
have submitted the test.

To enter another test, click the Enter test for same employer button or Enter test for new employer button.
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Date d Wed day, March 10, 2021 11:49 AM
Worker: g

Tester: .

Submitted by: NfA

We've added the test results for

Same employer

Enter a new test for

‘ Enter test for same employer ’

under
New employer Manage hearing tests
Enter a new test for another employer and View, edit, submit, delete, or upload
worker, hearing tests.

‘ Enter test for new employer . ‘ Manage tests
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Submit a test for a new worker

A new worker is any worker who has not previously had a hearing test submitted for them. To avoid creating
a duplicate record in the HTS system, always ask the worker if they have been tested before, and conduct

a search for existing records. If they have been tested before, see the Submit a test for an existing worker
procedure. Otherwise, follow the steps below to submit a test for a new worker:

1. Onthe home page, in the Submit a new test box, click Enter new test. The Start a new test pop-up
appears.

2. Inthe Test date field, type the date (YYYY-MM-DD format) or choose a date from the drop-down
calendar.

3. Inthe Technician’s name field, start typing the name of the IAT. A list of IATs with valid certificates
appears. Select the IAT you're looking for.

4. Inthe Employer field, start typing the employer’s name. A list of employers appears for you to choose
from. If the employer’s name is not on the list, follow the steps to Add an employer to your IAB’s list
of employers.

5. Inthe Operating location field, start typing the location’s street address or the employer’s operating
location number. Choose a location from the list that appears.

6. Click Continue. The Enter a new test page appears.
7. Inthe Worker’s details cluster, fill in the fields with the worker’s information:
(a) Type the worker’s first name, middle name (optional), and last name.

(b) In the Birth date field, type out the birth date in a YYYY-MM-DD format or click in the field and
choose a date from the calendar pop-up.

(c) Click in the Gender field and choose from the drop-down list.

(d) Fill out the Last 4 SIN digits field (optional). Note: To improve worker identification in the HTS
system, have employers remind workers to bring their social insurance number (or the last 4 digits
of their SIN) to the test. This information helps WorkSafeBC compare current and past hearing test
results, which is important for putting measures in place to prevent further hearing loss.

8. Inthe Worker’s occupation details cluster, fill out the worker’s information as follows:

(a) Click in the Industry classification unit (CU) field and choose the worker’s CU from the
drop-down list.

(b) In the Years in occupation field, type the number of years in numbers (not letters).
(c) Inthe Position or job title field, start typing the worker’s job title and choose from the drop-down list.

4 )

Worker's occupation details

Industry classification unit (CU) Years in occupation
Choose a classification unit H ©
Position or job title Occupation code

Crane operators (See 7371 Crane operators) ( 7521 Heavy equipment operators (except crane)

\_ J
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9.

10.

The Occupation code field is populated automatically after the job title has been selected. Note that the
occupation codes used in the HTS system are not the same as the codes used in the former Industrial
Audiometric System. Since this field is automatically generated, you will not need to memorize new
codes. If you type too few words, there may be more matching results than can be displayed, and the
occupation you are looking for could be left off the list. Try adding more words to your search in the
Position or job title field. If you cannot find an exact match, select the closest option.

In the Noise exposure and hearing conservation information cluster, click in each field and start
typing your answers (e.g., type Y for “yes” or N for “no”). Alternatively, you can choose an option
from the drop-down list. Between 3 and 6 questions will appear, depending on the responses. Repeat
for the Noise and hearing history cluster. Between 8 and 12 questions will appear, depending on the
responses. Add additional information in the Comments field at the bottom of the page, if necessary.

Moise exposure and hearing conservation information

Have you been exposed to nolse within the last two hours?

For how many hours were you exposed to noise? Maore than 4
Do you regularly wear hearing protection when you wark in a noisy environment?
What class of hearing protection do you wear regularly? PR
What style of hearing protection do you wear regulariy?

Custom moulded earplugs +

Has your employer given you information about noise and noise induced hearing loss in

Yes :

the last year?

@ring — >

Have you ever had a severa ear infection? Yes

Have you ever had ear surgery? Yo

Have you ever had dizziness or balance problems? 7 Yes sl
No i

Have you ever had a serlous head Injury?

Did you have hearing loss in childhood?

Do you have ringing in your ears?

Have you ever had exposure to a loud blast or explosion?

Have you aver used a firearm? s

k 2500 characters avallable /
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11. In the Hearing test results cluster, in the Left ear data (dB) area, click in the field for each frequency
(kHz) and choose a number from the drop-down menu. Repeat for the Right ear data (dB) area.

12.
13.

14.

15.

-

-

Hearing test results

Left ear data (dB)

25 ¥ 125 45

.5 kHz 1 kHz 2 kHz

Left ear
-10

V]

10

20

d8
g 8

70

100
0.5 1

¥ 30 v 45 s

3 kHz 4 kHz

2
Frequency(kHz)

55

6 kHz

5 45

8 kHz

Right ear data (dB

30 s |10

.5 kHz 1 kHz

Right ear
-10
o
10
20
30

40

dB

50

&0

70

80

90

100
0.5

|30

2 kHz

¥ 30

3 kHz 6 kHz 8 kHz

2 4 8
Frequency(kHz)

I confirm that technician who conducted the test determined the test category for this worker.

I confirm that technician wheo conducted the test appropriately counselled the worker on both test results and hearing protection.

~

/

In the confirmation box at the bottom of the page, click the two check boxes if the statements are true.

If you'd like to submit the test later, click the Save button to save the draft. When saving the draft, enter
at least the worker’s first and last name. To return to the test later, see Edit submitted test or a test saved
in draft form and Submit a test saved in draft form.

If you are ready to submit the test, click the Save and submit button. A page appears confirming that
you have submitted the test.

To enter another test, click the Enter test for same employer button or Enter test for new employer button.
You can edit worker information while the test is still in draft form and before the test has been submitted
(see Edit worker information).

Hearing Test Submission System User Guide 13



Managing tests

View, print, or save a copy of a test

To view a test in a one-page form that can be printed or saved, follow these steps:

1. On the home page, in the Manage tests box, click Manage tests. The Manage hearing tests page appears.

2. Select Search by worker and enter the worker’s name, SIN, and/or birthdate in the appropriate fields.
You can also select All tests and enter an employer name in the Search employers field or choose from
the drop-down list that appears. If you want to narrow the results, include a date range and/or check the
different filters (Draft, Failed, Submitted, and Construction only).

FUR Ol Search by worker Submit a new test

Worker ID First nama Last name Last 4 digits of STN Birth date

fohn doe YrY-MM-DD u
Tast data range

e v E Draft Failed  +| Submitted Construction anly Rasot

3. Under the Actions column, click View beside the test you'd like to see. The Hearing test page appears.

/ WORK | BC Home Tests Employers Workers Reports  Exit \

Manage hearing tests - — -

Worker 1D First name Last name Last 4 digits of SIN Birth date

john dos

ST -
Test date range
yiyy-mm-dd to yyyy-mm-dd u W Draft Failed Submitted Construction only m Reset

Waorker Employer Test date Status Category IAB Actions
- - - — - October 7, 2022 Sibkted W 326 Fﬂit
NG . - - - . November 26, 2021 Sibmited gwe 399 Edit View J
Test details
Employer CONSTRUCTION LTD Technician ALEXANDER
Employer location AVE Hearing test status Submitted
Test Date 2021-01-22

Worker details

First name Last 4 digits 4715
of SIN

Last name
Position or chemical technician - heavy water plant and nuclear generating station
i b bamical tachnoloai technici

Birth date 1990 job title (2211 Cl tec ts and )

Gender F vears |n. >
occupation
Qccupation 2211 Chemical technologists and technicians

\ classification

4. Inthe grey bar at the top, click Print or save to view the test in a one-page PDF.
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You can update worker information from an open test before you have submitted it.

1. Open the Edit a test screen.
2. Click the Edit Worker button.

Edit a test

Worker

Worker ID
3567

Worker's profile

Q Find a worker for new hearing test

First name

Birth date

Employer

Operating Location

Middle name(optional)

Gender

Status: s.seined

Test Date
2021-05-11

Technician

Clear selected worker

Last name

Last 4 SIN digits(optional)

Note: Do not try to edit the worker information by clicking Clear selected worker — that
option is used to replace a worker with another worker if the wrong worker was selected.

3. Once you have edited the worker information, the updates will be reflected in all tests for that worker.

If the test has already been submitted, you cannot edit the worker information. In this case, contact Industrial
Audiometric Support (see contact information at the end of this guide) to make the changes.

Edit a submitted test or test saved in draft form

On the home page, in the Manage tests box, click Manage tests. The Manage hearing tests page appears.

Start typing the name of the worker in the Search workers field or the name of the employer in the
Search employers field and choose from the drop-down list that appears. If you want to narrow the results,
include a date range and/or check the different filters (Draft, Failed, Submitted, and Construction only).

Manage hearing tests

Submit a new test

m Search by worker

Submitved Construction onky Resst

[NE ; RIES INC.

IAB

o | Draft | Failed

Worker Employer Test date Status Category Actions

Mareh 13, 2023 DR 399 Edit Duolete View

Under the Actions column, click Edit beside the test you'd like to make changes to.

To change the Test date field, type the date (YYYY-MM-DD format) or choose a date from the drop-down
calendar. If Test date is edited, system will clear the Technician’s name which must be entered again to
ensure |AT is certified as of test date.

To change the Technician’s name field, start typing the name of the IAT. A list of IATs with valid certificates
appears. Select the IAT you're looking for.
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6. To edit Employer field, start typing the employer’s name. A list of employers will appear for you to
choose from. If the employer’s name is not on the list, follow steps to Add an employer to your |AB’s list
of employers. If Employer is edited, the system will clear the Operating location and you must enter it
again to ensure location is valid for the employer.

7. To edit Operating location field, start typing the location’s street address or the employer’s operating
location number. Note that this is the location of the worker’s office, and is not the same as the audio
location used in the former Industrial Audiometric System. Choose a location from the list that appears.

8. Click Continue. The Edit a test page appears.

Submit a test saved in draft form

1. Onthe home page, in the Manage tests box, click Manage tests. The Manage hearing tests page
appears.

2. Start typing the name of the worker in the Search workers field or the name of the employer in the
Search employers field and choose from the drop-down list that appears. If you want to narrow the results,
include a date range and/or check the different filters (Draft, Failed, Submitted, and Construction only).

3. Under the Worker column, check off the workers you want to submit tests for.

4 Manage hearing tests - - N

m Search by worker Submit a new test

yyy-mmedd o yeyy mmedd n o |Draft o Failed Submitted Construction only sinswerth Resat

Worker Employer Tast date Status Category IAB Actions

© March 13, 2023 oean 198 Edit Delete View
Pega1ofl 2 *Only tasts with oesit status will ba submist i‘ Submit selectud )

4. Atthe bottom of the page, click the Submit selected button. A page appears confirming your submission.
Note: If you submit a test or multiple tests from Draft, it can take some time, up to 5 minutes, before the
tests are processed. They will appear as Draft until that time.

Delete a test in draft or failed form

If you realize you have made an error and want to delete a test that hasn’t yet been submitted, you can do
this from the Manage tests menu.

1. Onthe home page, in the Manage tests box, click Manage tests. The Manage hearing tests page appears.
2. Select the checkbox next to the test you want to delete, then click Delete.

Manage hearing tests - ‘
m Search by worker Submit a new test
dd o Dratt | Failed Submitted Construction anly Alngworth Reset
‘Worker Employer Taest date Status Category IAB Actions
v — - March 13, 2023 orant 388 Edit Delete View

3. You will see a confirmation pop-up. If you click OK the test will be deleted and you will no longer be
able to access it.
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Accessing previous tests

View and download a list of previous tests conducted by your |IAB

. Onthe home page, click View reports in the Hearing test reports box. The Hearing test reports page
appears. In the Worker reports box, click View report. The Find a worker’s hearing test report page
appears.

. Click the By profile button to find a worker by name, social insurance number, or birth date. Fill out
the fields with the worker’s information and click the Search button.

To find a worker by ID number, click the By ID button and type the worker’s ID number in the Worker ID
field. Click the Search button. (The ID number is a unique number assigned to a worker in the HTS system
and is a quick way to find an existing worker.)

Find a worker's hearing test report

Search for a worker and generate historical reports

Worker ID

| e ‘ Search '

. On the list of results, in the far-right column, click View test report in the worker’s row. The report
(CSV file) will open using Microsoft Excel or any spreadsheet program you have installed.

Note that the report shows you the hearing test results (but not the answers to questions) and
will only be available for tests conducted by your IAB.

View and download one test report for a worker

1. Go to the Manage tests page, and check Submitted.

. Search for the worker’s name and select the worker’s name from the drop-down list. Note: The search
will be faster if you also select a date range and/or enter the employer’s name.

. Click on View to select the test you want to see.

Homa Tests Employers Workers Reports  Exit
Manage hearing tests - - - P
e - —
Warker 1D First name Last name Last 4 digits f SIN girth date
jehn daa YYYY-MM-DD E
Tast dats rangs
2022-10-01 to 2022-10-31 E Draft Falled " Submitted Construction only m Reset
worker Employer Test date Status Category IAB Actions
— . . October 7, 2022 Submittes EW EEL Edit Dalete  View
Page 1 of 1 1 *Only tests With oef status will ba submittad
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View and download previous tests to give to an employer

1. On the home page, click View reports in the Hearing test reports box. The Hearing test reports page
appears.

2. Inthe Reports for employers box, click View report. The Create a hearing test report page appears.

3. To create a report using an employer’s name, select By legal or trade name and type some or all of the
employer’s name in the field. In the date range field, type a date range for tests or click the calendar icon
and select a date range. Click the Search button.

To create a report by employer ID, select By Employer ID and type the employer’s entire ID number. In
the date range field, type a date range for tests or click the calendar icon and select a date range. Click
the Search button.

4 N

Create a hearing test report

Search for an employer and generate historical reports

By legal or trade name¢ RTINS (] 2021-01-23 - 2021-01-27

Employer ID

| 2[¢ - B

- /

4. In the list of results, in the far-right column, click Create report in the employer’s row. The report (CSV
file) will open using Microsoft Excel or any spreadsheet program you have installed.

4 N

Create & hearing test report

Ny lagal ar trade nama  [ERELTTITEE 4] 2020-03-01 - 2021-03-3% n
Legal or trade name

Results

1 rasults found matching your seasch.

Fmployer # Fmployer legal nama Emplayer trade nams

y )

View and download all previous tests from one employer

You may wish to see all previous test results from one employer if you are testing those same workers again.
To do this:

1. Download the employer package (see Appendix 1).
2. Open Previous tests for the employer in a CSV file (Hearing Tests).

Tests conducted by your IAB in the last two years will be shown. Tests conducted by another |IAB will
not be shown.

Note: This report contains private information and is not to be shared with employers.
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Appendices

Appendix 1:
Using an employer package

An employer package provides the tests performed for an employer in the past two years, so you can

look up workers’ previous test results.

An employer package consists of:

Blank test template (“File_ Upload _Template”)
Previous tests for the employer in a CSV file (“Hearing Tests”)

List of locations and classification units (CUs) applicable for the employer in a CSV file
(“Locations _Template”)

List of industrial audiometric technicians (IATs) in a CSV file (“Technicians _Template”)
List of occupation titles in a CSV file (“Occupational _Classification _Template”)

List of classification units for that employer (“CUs _Template”)

To download an employer package, the employer must be added to your IAB’s list of employers. If an
employer is not yet on the list, follow the steps to Add an employer to your |AB’s list of employers.

To download an employer package:

1. On the Hearing Test Submission (HTS) system home page, in the Upload test box, click Upload tests.

In the Download employer package box, click Search for an employer.

To find an employer by legal or trade name, select By legal or trade name and type the employer’s
name in the field.

To find an employer by ID number, select By Employer ID and type the employer’s entire ID number
in the field.

Upload tests

When uploading hearing bests, you must first download an employer package, which includes a template, enter the hearing test results, and uplosd it for submission
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4 N

WORK BC

Download an employer package

AN EIG IR L EN P C By Employer ID

Legal or trade name

(= e

N
NS

WORK BC

Download an employer package

By legal or trade name J-3A-0 T 0IT (0]

Employer ID

[1234| & ] .:=.
o )

4. Click Search and a list of results appears.

5. Inthe Employer package column, click Download in the row of your desired employer. The package
will download as a zipped file.

. N

WoRK BC Home Tests Employers Reports  Exit

Download an employer package

By Jegal or trade name R a1

Legal or trade name

Resules
1 results faund matehing your search.
Employer 2 Emplayer logal name Employer trade name Retrieve employer & Employer package ©
Employer retrieved 4 Download
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Appendix 2:
Download monthly construction payment reports

Use this procedure if you are conducting tests for employers in the construction industry (CUs beginning
with 72).

This procedure replaces the email report distribution of Industrial Audiometric System reports.

Note: The report will be available on the Friday following the third Thursday of each month (with the
exception of December, when it will be available on the Friday following the second Thursday).

1. On the Hearing Test Submission (HTS) system home page, in the Hearing test reports box, click
View reports. The Hearing test reports page appears.

2. Inthe Construction payment reports box, click View report. The Reports of tests sent for payment
page appears.

4 : N

—= ~

A
By ~ |

{‘_-_—r'_q_..‘ - : |

Hearing test reports

A

- /

3. To view reports by month in a specific year, click the Monthly button and then choose a year. A list of
reports for that year appears for you to download as a CSV file. Note that you will only be paid for tests
if the worker’s previous test (by any IAB) was done more than 11 months previously (in other words, at
least 11 months + 1 day), so be sure to check this date before you conduct your test. You will not be
paid for a new test if the previous test was conducted 11 months previously or less.
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Appendix 3:
Frequently asked questions

Access and set-up

Which browsers and resolutions are supported?
e Browsers:

- Firefox (version 81.x.x and above)

- Chrome (version 86.x.x and above)

- Edge

« Chrome on Apple devices (need to double-click when using calendar)
* Resolutions:

- 768 x 1024 (desktop/tablet)

+ 414 x 736 (mobile)

If an employer hasn’t had hearing tests before, do | need to contact WorkSafeBC to set them up for hearing
tests in the HTS system?

No, you do not need to contact WorkSafeBC. Unlike the former Industrial Audiometric System, a set-up
for audio locations is not required in the HTS system. The HTS system uses employers’ operating locations,
which are available to select once you select the employer. Remember that you will need to add the
employer to your industrial audiometric business’s list of employers before entering tests for them.

Finding, entering, and saving information

Employer information

| am starting a new test, but when | type the employer’s name in the employer field, | cannot
find them in the drop-down list that appears. What should | do?

This field will only search for employers who have been tested by your industrial audiometric business (IAB)
before. If your IAB has not previously submitted tests for this employer, follow the steps under Add an
employer to your IAB’s list of employers.

If an employer has changed their name, how do | update this information in the HTS system?

If the Employer ID is the same, but the employer name needs to be updated, contact Industrial Audiometric
Support (see contact information at the end of this guide).
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Worker information

What is the worker ID number, and why is it important?

The worker ID number is a unique number assigned to a worker in the HTS system and the fastest way

to find an existing worker (i.e., a worker that an authorized industrial audiometric business has previously
submitted tests for). It is not an employee number, nor is it a claim number with WorkSafeBC. The worker
ID number appears on all previous test forms and should be shared with the worker so they can provide it
next time they are tested.

I know a worker has been tested before, but their name does not appear in the Find a worker
for new hearing test search results. What should | do?

If a worker states they have been tested before, but they do not appear in the search results, follow the
procedure to Submit a test for a new worker and select Yes in the Comments section. Click the appropriate
check box. Below the check boxes, in the Comments field, explain the worker was previously tested but
does not appear in the system. Ask the worker if they have changed their name and list any previous names,
if applicable, as well as which employers the worker was tested with in the past.

Note: If the worker was tested before 2011 and did not provide their social insurance number, their tests
will not be in the WorkSafeBC database. You should still provide the information in the Comments field.

4 N

Comments

Does this worker have more than one profile, or a previous test that needs to be updated?
If this worker's profile needs to be updated, you can update it using the edit feature in the Worker’'s profile section near the top of the page.

Please tell us more about this worker's profiles or previous test (check all that apply)
| This worker has duplicate profiles that need to be merged {no additional information required)

| This worker has another profile that needs to be updated @
| This worker has an error in the results of a previous test §

W 1know this worker has been tested before but T couldn't find them In the search results and therefore, I created a new worker profile
| Other

Please provide additional information

\ 2500 characters available /

When should | ask for WorkSafeBC records to be merged or updated?

Select Yes in the Comments section if:

e There are more than one profile for a worker, which require merging. Note: Each worker should only
have one profile.

» You are certain the worker has been tested before but you could not find them in the search results
and therefore, created a new worker profile.

» There is an error in a previous test that was conducted before March 2021.

» There is an error in a previous worker profile that requires correction.

If you select Yes, you will be required to check at least one check box from the drop-down. For most,
you will also be required to include a detailed explanation of the scenario in the Comments box. Please
be specific about errors that require correcting.
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For tests conducted after the updates to the Hearing Test System (March 2022), please do not select this
check box if edits to the test or worker record are required. Instead, use the procedure described in Edit
a submitted test or test saved in draft form.

How can | find a worker who was tested before 20137

Workers who were entered in the former Industrial Audiometric System before 2013 may not have their
full birth date or their first and last name in the HTS system. Typically, only the year and month
of their birth date are in the system, not the day.

To find these workers, enter the last four digits of their social insurance number (SIN) and the year and
month of their birth date (e.g., 1955-04) in the search criteria. The search result will show the worker’s birth
date as 1955-04-01, along with their last four SIN digits and the test date and employer for their last test.

The worker’s first and last name will likely not appear.

| selected a worker, but only their birth date and the last four digits of their social insurance
number (SIN) are populated. The name field is blank. What should | do?

If the most recent test for a worker was conducted before 2012, the worker’s full name will not be in
WorkSafeBC’s database.

You are still able to see the worker’s previous test for counselling purposes, but you will not be able to
save the new test without entering the worker’s first and last names.

You can edit worker information including worker’s first and last names while the test is still in draft form
and before the test has been submitted (see Edit worker information).

Then Save or Save and submit the test.

Why do | need to ask workers for the last four digits of their social insurance number?

The last four digits of a worker’s SIN serve to identify the worker in the system, enabling WorkSafeBC to
compare with past hearing test results. While a worker is not required to provide the last four digits of their
SIN, having this information enables WorkSafeBC to correlate with previous test results and put in place any
preventative measures necessary to protect against further hearing loss. In the case of a hearing loss claim,
this information can also help identify your records and confirm the progression of hearing loss over time.

If | select an existing worker whose SIN isn’t included in their records, can | add their last four
SIN digits and submit the test with this information?

Yes, click Edit Worker and add the last four digits of their SIN.

Where can | see tests conducted by other IABs?

When you are searching for an existing worker, you will see a list that includes the worker’s employer and
last test date to help you select the correct worker. When you select this worker, the previous test results
are populated, for comparison with the current test.

All other test reports, including the reports in the employer package, will only show results conducted by
your |AB.
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Can | enter draft tests offline?

No. The HTS system must be online so it can obtain information from WorkSafeBC'’s systems. If you want
to draft data offline, you can use the Hearing Test Submission form.

Occupation information

What do | do if there are no industry classification units (CUs) in the drop-down list?

If the employer is active at the time of testing, CUs should be available in a drop-down list that appears
with the Industry classification unit (CU) field.

First, make sure you’ve entered the correct employer name and employer ID number for the test. If the
employer and test date are correct, but there are still no CUs, contact Industrial Audiometric Support (see
the end of this guide for contact information).

I can’t find the worker’s specific occupation in the drop-down list. What should | do?

Try adding more words to your search in the Position or job title field. If you type too few words, there
may be more matching results than can be displayed, and the occupation you are looking for could be
left off the list.

The National Occupational Classification code list is an extensive list of Canadian occupations, but
if you still cannot find an exact match, select the closest occupation.

Worker questions

Why do | need to ask previously tested workers all the medical questions?

WorkSafeBC has reduced the number of questions asked of workers, but it is important that you ask the
questions each time you test a worker. Noise and hearing history can change quickly. Documenting the
answers can help if the worker ever submits a claim for noise-induced hearing loss.

Why do | need to ask about recent noise exposure?

If the worker has been exposed to hazardous noise (above 85 dBA), they may have temporary hearing loss.
For this reason, it is helpful to know whether there was noise exposure before the test. Note that 85 dBA
is approximately as loud as a busy street corner.

Saving information

What's the difference between the Save button vs. the Save and submit button when entering
a test?

If you select Save, you will be able to edit the test before submission. This is a good choice if you are
waiting for more information before submitting results. If you choose Save and submit, the test results
will be submitted immediately, and you will be notified that the submission was successful or that it
failed and fixes are required.
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Troubleshooting

When | type “55” into a field for frequency in the Hearing test results cluster, the result
displays as “50.” What should | do?

Due to a technical setting, to obtain “55” by typing in these fields you need to type “555.” You can also
select the correct number from the drop-down menu instead.

/ | WorkSafeBC records need to be updated \
Hearing test results
Left ear data (dB) Right ear data (dB)
50
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| submitted a test, but the status shows as Failed. Why?

If a test fails to submit and shows as Failed in the status column, data is missing or in an incorrect format
in one or more of the mandatory fields (e.g., letters in a field that only accepts numbers). Under the Actions
column, click Edit beside the failed test. Find the fields the system has marked for correction and correct
them. Resubmit the test when you are finished.

Why can’t | find the information I’'m searching for? It's not showing up in the search results.
There may be more search results than can be displayed. Refining your search will narrow down

search results.

Why do | not see my older tests on the Manage hearing tests page?

The Manage hearing tests page shows tests submitted in last six months. If you wish to look for
a test conducted earlier, select the appropriate date range in the date range filter.

Hearing Test Submission System User Guide 26



Privacy

What information from the HTS system can | share with employers?

You should share the following information with employers to help them determine the effectiveness
of their hearing conservation program:

* Hearing test results

» Responses to the noise exposure and hearing conservation questions
Never share responses to the Noise and hearing history questions with employers as this is private

information.

What if an employer asks me for a report for hearing tests that were not done by my industrial
audiometric business (IAB)? How can | see all tests done by other IABs, not just the last one?

You cannot see all tests conducted by other IABs. Employers, however, can log in to their worksafebc.com
account and find their Hearing Loss Prevention System Report in the Health and Safety tab. This allows them
to download all hearing test results for their workers regardless of who conducted the tests.

You can also tell them that there is information on worksafebc.com to help them understand the hearing test
results.

If an employer has difficulties accessing these tests, they should contact the WorkSafeBC IT Support Desk
by calling 604.276.3135 (Lower Mainland) or 1.888.855.2477 (B.C.) or by emailing ehelp@worksafebc.com.
Why can’t | see the report for a worker | selected?

If the worker was tested by a different industrial audiometric business in the past, B.C.’s privacy laws only
allow access to previous test results to be compared with a new test for counselling purposes.

More help

Who can | contact for more help if | need it?

Call Industrial Audiometric Support at 604.276.3231 (Lower Mainland) or 1.844.676.3231 (B.C.), or email
ehelp@worksafebc.com. Hours of operation are Monday to Friday, 8:05 a.m. to 4:30 p.m.
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