Entering Toolbox Talks into Register

1. Open Toolbox Talk Register

..\..\1. RSG (Reay Services Group)\1. Administration\Controlled Register Shortcuts\WHS-REG-016 -
MNC GTM Toolbox Talks Register 2016-17.xlsx

2. Select the Site to enter
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3. Open the Toolbox Talks folder for the specific site
MORANBAH NORTH

P:\4. Anglo American\1. MNC Moranbah North Coal\5 - Health, Safety &
Environment\Communication and Consultation\Toolbox Talks

GRASSTREE

P:\4. Anglo American\2. GTM Grasstree Mine\5 - Health, Safety & Environment\Communication
and Consultation\ToolBox Talks

4. Select the current month folder, then the required date of talk.
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5. Enter the Topic into the cell

Date TBT Topic

01-12-17

6. Enter a ‘X’ into the relevant Attendees cells, making sure to include the Supervisor
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7. Next include the Hyperlink to the toolbox talk
- Insert Tab
- Hyperlink
- Select the folder as above
- P:\4. Anglo American\1. MNC Moranbah North Coal\5 - Health, Safety &
Environment\Communication and Consultation\Toolbox Talks
- Select the Date of the TBT entered
- Ok

Date
Link

01-12-17|..\..\4. Anglo American\1. MNC Moranbah North Coal\S - Health, Safety & Environment\Communication and Consultation\Toolbox Talks\2017 12\MN T8 2017.12.01 Wet Conditions.pdf

8. Save the File
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