DigitalREG"

Regulatory Compliance for the Digital Age

Customizing Youn Safety Manual Fas Never Been Easier! Just 10 Easy Stepe!

By simply following the step below you can have a customized manual with just a few clicks of the mouse!

- s After you complete your order you will be
] directed to a page with a download link. You
should also receive an email with a

Do you want to open or save this file? download link as well.

i Name: Safety Manual zip Click on this link and the dialogue box to the

Type: Compressed (zipped) Folder, 3.01MB left will appear. Click the save button.

Fram: www, safetymanualpro. com

Open Save Cancel

V¥ Always ask before opening this type of fils

l--'“ While files from the Intemet can be ugeful, zome filez can potentially
L ¢ harm your cornputer. If you do not truzt the source, do not open or
zave thiz file. What's the rizhk?

CONTINUE TO STEP 2!
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Save as type: ICnmpressed (zipped) Folder

“ Hide Fnldersl Save Cancel |
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Select a location to save the compressed folder. Most operating systems automatically open in the "My
Documents" folder. You can save in this folder or select one of your choosing. MAKE SURE TO
REMEMBER THE LOCATION THIS FOLDER IS DOWNLOADED TO.

CONTINUE TO STEP 3!
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Once you have saved the compressed folder to your hard drive, click on it using the "right" mouse button.
Then click the "Extract All" button as shown above.

CONTINUE TO STEP 4!
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Mame = |-.-| Date taken |v| Tags |v| Size

Once you have extracted your manual from the compressed folder
then open the Manual folder by double-clicking on it with the left

= mouse button.
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Safety Manual

Safety Manual

CONTINUE TO STEP 5!
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ik Mame = | v| Crake modified | v| Type | v| Size | vI Tags |v|
T E copyright notice 9/7/2009 8:04 P Adobe Acrobat ... 55 KE

& FAQs 9j7/2009 7:55 FM  Adobe Acrobat .., 154 KB

iSafety Manual

) i

Microsoft Yard ... 9,966 KB

Open the safety manual document by double clicking on it with the left mouse button.

CONTINUE TO STEP 6!
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il Safety Manual - Microsoft Word
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Once the document is open in Microsoft Word you will then need to click on the "Edit" button on the top toolbar.

CONTINUE TO STEP 7!

Step 7
idlj Safety Manual - Microsoft Word
° Fil= | Edit | Yiew Insert Format  Tools
{ O d 3 Can't Undo Chrl+Z e
S L3 Repeat Typing  Chrl4y -
gh Cut Chel+
; Copy kvl
- Final 3 L3
% Office Clipbaard. ..
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Paste Special. .. Click on the "Replace" button.
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i Clear »
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CONTINUE TO STEP 8!
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Find and Replace

| Find Replace | Go To |

Find what: ||

Feplace with: |

More ¥ Replace Replace all Find Next Cancel

The "Find and Replace" box should then open.

CONTINUE TO STEP 9!

Find and Replace
Find | Replace | G0 To |
Find what: i[Cumpanv Marme] w |
Replace with: |XYZ Company| " |
[ Mare ¥ ] [ Replace ] [Replace all ] [ Find Mextk ] [ Cancel ]

In the "Find what:" box type in the words [Company Name]. Make sure to include the brackets. In
the "Replace with:" box type in your company name just as you would like it spelled throughout your
safety manual. Then click the "Replace All" button. This will insert your company name throughout

the manual where required.

CONTINUE TO STEP 10!
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Find and Replace

| Fnd | Reglace | @0 |

Find whak:

Replace with: BDE amith W |

[ More ¥ ] [ Replace ] [Replace all ] [ Find Mezxk ] [ Close ]

In the "Find what:" box type in the words [RSO Name]. Make sure to include the brackets. In the
"Replace with:" box type in your safety manager's name just as you would like it spelled throughout
your safety manual. Then click the "Replace All" button. This will insert your Responsible Safety
Officer’s name throughout the manual where required.

Your rccident Prevention & Safety Manual s wow customized!!!!

How would you like to have a printed and bound copy by the end of the day? Well, you can.
DigitalREG, LLC recommends the services of the printing companies below.

Simply click on one of the links below.
When the link opens....enter your zip code to find the location nearest to you.
Contact the nearest store to you and get the printing department email.

Email the safety manual you just customized to the store nearest to you. Ask them to print it
out on 3-hole-punched paper.

AW~

OfficeMax
bl oo i OfficeMax or call (800) 283-7674

Office pEroT
Takirng Care of Buiners Office Depot or call (800) 463-3768

FedExKinkos.. Kinko's or call (800) 254-6567

Office and Print Services

You can then pick up the safety manual and place it in a nice 3-ringed binder. You now have a safety
manual! Yes, it's that easy!
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