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Introduction 
The CTS Programs provide a user-friendly means (for users granted permissions) to 
maintain and manage worker responsibilities. With tools fashioned specifically for 
employee teams, this software can save valuable resources by streamlining certain 
workflow processes. 

 

This manual focuses on four employee team features: 

 

Master Lists Menu –  

• CTS436 

 

Portal Menu –   

• CTS659 
• CTS658 
• CTS664 
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Chapter 1 – CTS436: Employee Team Master List 
From the Master Lists menu, under Support submenu click CTS436: Employee 
Team Master List button. 

 

 

Create New Team 
   Click the Create New Team button. 
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Enter text into Employee Team ID and Team Description text fields. 

Use pulldown menus to select Employee Team Sort Group 1-5.  

If no sort groups exist, click the Select Sort1 button. 

 
Click the New Item button. 

 
Enter sort group title in Translation text field. 

Click the Save and Continue button. 
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Click blue Select text to select new sort group option. 

 
Repeat for remaining sort groups as needed. 

After selecting sort group options, click the Save and Continue button on the Add 
Employee Team screen. 

 
 

Add Team Members 
Once a team has been created, team members can be added to the team. 
Click a radio button to select a team, then click the Edit Team Members and Title 
Holders button. 

 



Open Range Software, LLC.                                                              CTS – Employee Teams User Manual 

Click the Add New Title Holder or Team Member button. 

 
 

Click the Select Role button to choose a Role for the team member. 
Click the Select Person button to choose a team member. 
Click the Save and Continue button. 

 
Multiple team members can be added at once by clicking the Add Multiple Team 
Members button. 

When finished adding team members, click the CTS436: Employee Team Master List / 
breadcrumb to return to the main team screen. 
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Edit Existing Team 
To edit initial team information, click a radio button to select a team then click the Edit 
Keys button. 

 
 

Edit team data. Click the Save and Continue button. 

 
 

 



Open Range Software, LLC.                                                              CTS – Employee Teams User Manual 

Delete Existing Team 
To delete an entire team, click a checkbox to select a team. 

Click the Delete Checked button. 

Click OK in alert box to confirm delete. 
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Chapter 2 – CTS659: Employee Team Meetings and 
Membership 

From the Portal menu, under the Safety Portal submenu click CTS659: Employee 
Team Meetings and Membership button.

 

Click the Select Team button. 

 
Click the blue Select text to select a Team. 
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Click the Team Meetings and Activities button. 

 
Click the Add Team Meeting or Activity button. 
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Use the calendar button to select meeting Date.  

Enter text into # Attendees text field.  

Enter text into Team Meeting Description or Note text field. 

Click the Save and Continue button.  

 
Click the CTS659: Employee Team Meetings and Membership / breadcrumb to return to 
previous screen. 

 
Click on the Add New Title Holder or Team Member button.   
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Select a role using the Select Role button and Select a person using the Select 
Person button.  

Click the Save and Continue button. 

 
Note: Multiple team members can be added at once by clicking the Add Multiple Team 
Members button. 

Click the Team Report button to view the report in a new browser tab. 
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Close report browser tab when finished viewing checklist. 

 

Delete Existing Team 
Click a checkbox to select an employee.  

Click the Delete Checked button.  

Click OK in alert box to confirm delete. 

 
Click CTSPORTAL / breadcrumb to return to the Portal menu. 
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Chapter 3 – CTS658: Employee Team Checklist 
From the Portal menu, under the Safety Portal submenu click CTS658: Employee 
Team Checklist button.

 

Click the Select Person button to select an Employee Badge.  

Note: Assumption is a team has been created under the Master List CTS436: 
Employee Team Master List. 

Use pulldown menu to select Employee Team.  

Click the Checklist Report button to view the report in a new browser tab. 

 



Open Range Software, LLC.                                                              CTS – Employee Teams User Manual 

 

 
Close browser tab when finished viewing report. 
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Expand all submenus. Click Check if Completed checkboxes on items that have been 
completed. 

Click the Check All Activities Completed, Then Click This Button To SUBMIT 
button. 

 
A message in red text displays onscreen confirming submission. 
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To delete a checklist, select an existing person and team. 

Click the Delete button. 

 
Click the OK button in alert box to confirm delete. 

 
Click the CTSPORTAL / breadcrumb to return to the Portal menu. 

 

 

 

 

 

 

 



Open Range Software, LLC.                                                              CTS – Employee Teams User Manual 

Chapter 4 – CTS664: Employee Team Reports and 
Metrics 

From the Portal menu, under the Safety Portal submenu click CTS664: Employee 
Team Reports and Metrics button.

 

  

Quarterly Metrics Report 

Click the blue CTS664: Employee Team Checklist – Quarterly Metrics text. 
Use calendar buttons to select Start and End dates for Employee Team Summary 
Metrics report. 
Click the Click to Run Employee Team Summary Metrics (filters on entered dates) 
button to view report in a new browser tab. 
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Close browser tab when finished viewing report. 

 

Click the Click to Run Team Meeting and Activity Summary Metrics (uses default 
dates for quarters) button to view report in a new browser tab. 

 

 
Close browser tab(s) when finished viewing report. 
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Checklist Export By Activity 

Click the blue CTS664: Employee Team Checklist Export by Activity text. 

Use calendar buttons to select Start and End dates for Export by Activity report.  

Click the Click to refresh Team Checklist with start/stop date button. 

Use pulldown menu to toggle from Completed Checklists to All Checklists. 

 
Click any EMPTEAM01 hotlink to view employee team report in a new browser tab. 
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Close browser tab(s) when finished viewing report. 

 

Click any SURVEY ID hotlink to view report in a new browser tab. 
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Close browser tab(s) when finished viewing report. 
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Team Meeting Export 

Click blue CTS664: Employee Team Meeting Export text. 

Use calendar buttons to select Start and End dates for Employee Team Meetings 
report.  

Click the Click to refresh Team Meetings list with start/stop date button. 

Click the Actions drop-down button to filter report options.  

Click Download to save report in CSV or HTML format. 

 
Close browser tab when finished viewing report. 
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Team and Role Export 
Click the blue CTS664: Employee Team and Role Export text. 

Click checkbox(es) to select record(s).  

Click the Export Email List of Checked Records button.  

Click any Team ID hotlink to view employee team report in a new browser tab. 

 
 

 
Close browser tab(s) when finished viewing report. 

 

Click the CTSPORTAL / breadcrumb to return to the Portal menu. 
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