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How to Use the COR® Audit Tool in Excel -
Step-by-Step Instructions

Prefer to learn by video?
Watch this short tutorial:
e |ntroduction to Using the BCCSA COR® Auditing Document [Click Here]

Before You Begin:
e Afoundational understanding of Microsoft Excel is required to use the audit tool effectively.
¢ You must use Microsoft Excel on a desktop or laptop.
e Mobile devices (like iPads or tablets) will not work with this tool.
e Save your file often and save different versions (just in case something goes wrong).
e Make sure you're using:
o Windows: Microsoft Excel 2003 or newer
o Mac: Microsoft Office for Mac 2007 or newer

e Do not use programs like Open Office, Apple Numbers or Google Sheets — they are not supported

Download the COR® Audit Tool

1. On your computer, open any internet browser (like Chrome or Edge).

2. Go to https://bccsa.ca/index.php

3. Atthe top of the page, click Programs.

BCCSAA W/

BC Congtruction Safety Alliance

Training Resources

4. Scroll through and click COR® Audit under the COR® Program section.


https://www.youtube.com/watch?v=GtexBT9NImI
https://bccsa.ca/index.php

BCCSA mom

CAR

CERTIFIED

COR® Program

COR®is a voluntary employer certification pregram intended to motivate employers to
take a proactive role in occupational health and safety. COR® certification is issued by
WorkSafeBC to an employer who has successfully implemented an effective OHSMS

and has passed a certification audit.

COR" Overview The COR" Process

COR" Audit COR’ Documents

Internal Auditors External Auditors
Interprovincial Reciprocity COR" to SAFE Certification
COR" FAQs APPLY NOW

5. Scroll down and click on COR® OHS National Audit Document to download the tool.
6. Once downloaded, open the file from your Downloads folder.
o Ifyou don't know how to find your downloads:
= Mac: Open Finder — Click “Downloads”
= Windows: Open File Explorer — Click “Downloads”

7. On windows, when the file opens in Excel, click Enable Editing (look under the top menu bar).

@ Autosave (@ off) ) o s BCCSACOROHSAuditV2-01)an2024R11 (1).xlsm - Protected View « Saved to this PC

File Home Insert  Page Layout Formulas Data  Review  View  Help

@ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. | Enable Editing

® SUBSCRIPTION CAMCELLED On October 15, 2024, most features of Bxcel will be disabled. ‘ Reactivate |

On Mac, click “Enable Macros” when this window appears:

This workbook contains macros. Do you want to disable
macros before opening the file?

Macros may contain viruses that could be harmful to your computer. If
this file is from a trusted source, click Enable Macros. If you do not fully
trust the source, click Disable Macros.

Learn about macros

Disable Macros

Enable Macros

8. The document is now ready to use.


https://www.howtogeek.com/788021/how-to-find-downloads-on-a-mac/
https://support.microsoft.com/en-us/windows/find-your-files-in-windows-5c7c8cfe-c289-fae4-f5f8-6b3fdba418d2#:%7E:text=Search%20File%20Explorer%3A%20Open%20File,from%20a%20folder%20like%20Downloads

Using the COR® Audit Tool

Navigate the Audit Tool:
1. Look at the bottom-left corner of the Excel window.

2. Click the right arrow until you see the tab called E1.

> Cover Definitions Instructions Using the Electronic Audit _ _

3. Click on the E1 tab to open that section.
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Select a Response:

1. Find Question 1.1
2. Click on the small white box (known as the Auditor Response Selector).

Does the employer have a written health and safety policy that:
‘ 3

Is signed by the president, CEO or local senior management?
Guideline: Ensure the company policy has been both signed and dated by current senior management.

State the title or position of signatory:

3. Asmall down arrow will appear - click it

4, ChooseY (Yes) or N (No)

| 3 I~ | o

minder:

tal Points Awarded
for this Element will not
calculate if the Audit
Information Sheet has
not been filled in.

Write in the comment box:
1. Below the question, click inside the large white box.

Does the employer have a written health and safety policy that:
sl T ] o

1.%::|1s signed by the president, CEO or local senior management?
Guideline: Ensure the company policy has been both signed and dated by current senior management.

State the title or position of signatory:

S

2. Type a sentence (anything for now).




3. To add a space between sentences:
e Windows: Hold Alt and press Enter twice.
¢ Mac: Hold Option + Command, then press Return twice.

4. Type another sentence — you'll see a blank line between them. This helps keep your notes neat.

Does the employer have a written health and safety policy that:

Is signed by the president, CEO or local senior management? | 3 | | | | 0
Guideline: Ensure the company policy has been both signed and dated by current senior management.

State the title or position of signatory:

Mow that you've typed a sentence:
Windows — Press and hold Alt, and then press Enter twice.

Mow type ancther sentence. You will notice a space between the two sentences. Creating this space is called a carriage return and can help provide clearer comments
hen recording audit results.

Check Your Spelling
e At the bottom of each sheet, there's a Spell Check tool.
e Useit to check your comments for typos.
e If Spell Check doesn’t work, you may need to unblock macros (see below).

Note: If you cannot use the spell check, please refer to Macros are Blocked in the Troubleshooting & Common Issues
on page 7.

understood by personnel? | 3 | | ‘ | o
uigeline: Verify through interviews that interviewees understand the health and safety policy.

rovide examples given during the interview process:

Spell Check

18 Large COR® - Total Points Awarded forffemem!| 27 | I N/A I
19 Small COR® - Total Points Awarded for Element 1| 27| e ]

Adjust the Comment Row Height
o On the far-left side of the sheet, find the row number for your comment.
e Move your mouse to the line just below that row number.
e  When your cursor changes to a double arrow, click and drag to adjust the row height.

The pointer should look like this: -i—



Before:

10
11

ncludes management's commitment to provide a safe and healthy work environment? | 3 | | | |

Guideline: The company pelicy should state senior management’'s commitment to the health and safety program.

Quote statement that refers to commitment:
Viove your mouse pointer to the very left-hand side of the screen. Flace it on the line between the bottoem of the row and the next row below it until it looks like 2 double
rrow with a horizontal line through the middle of it.

ncludes management's commitment to provide a safe and healthy work environment? | 3 | | | |
Guideline: The company pelicy should state senior management's commitment to the health and safety pragram.

Quote stotement that refers to commitment:

Move your mouse pointer to the very left-hand side of the screen. Place it on the line between the bottom of the row and the next row below it until it looks like 8 double

arrow with a horizontal line through the middle of it.

|Recognizes the right of workers to work in a safe and healthy work environment? 2 | | | | [i]




Troubleshooting & Common Issues

Issue: Macros Are Blocked

You may see a warning that macros are blocked. To fix:

File

i

Paste

Home
A Cut
(& Copy

e <¥ Format Painter

Clipboard

sert  Draw  Page Layout Formulas Data  Review

[Calibri o A A

I
ol
Il
il

Font

View  Automate  Developer Help  Acrobat
],

= == <] S %9

Alignment MNumber

® SECURITY RISK  Microsoft has blocked macros from running because the source of this file is untrusted. | Learn Maore |

Windows:

In most cases, you can unblock macros by modifying the properties of the file as follows:

1. Open Windows File Explorer or your Downloads folder where you saved the file.

Right-click the Excel file and choose Properties.

2
3. Atthe bottom of the General tab, check the box next to Unblock.
4. Click OK.

General

B

Security Details

@J Test Document

Previous Versions

Test Document docm

Type offile: Microsoft Word Macro-Enabled Document (. docm)
Openswith: [ Word Change
Location: CAUsers\beschomDownloads
Size: 13.5 KB (13.850 bytes)
Size ondiske. 200 KB (20.480 bytes)
Created Manday. January 24, 2022, 11:33:42
Madified: Monday. January 24, 22. 11:33.42
Accessed Today. January 24. 2022, 1
Amributes: [[JRead-only [ _JHidden Advanced
Security This file came from another computer —
and might be blocked to help protect — Unblock
this computer.
OK Cancel

Microsoft’s quide to unblocking macros for Windows



https://support.microsoft.com/en-us/topic/a-potentially-dangerous-macro-has-been-blocked-0952faa0-37e7-4316-b61d-5b5ed6024216#:%7E:text=on%20your%20situation.-,Unblock%20a%20single%20file,-In%20most%20cases

Mac:
1. Open the Finder and go to the folder where you saved the file.

2. Open thefile.
3. Click Preferences.
4. Click Security.
5. Click Enable all macros.
e < i Security Q

Macro Security

Disable all macros without notification
Disable all macros with notification

© Enable all macros (not recommended; potentially dangerous code can run)

Developer Macro Settings

Trust access to the VBA project object model

Document-specific Settings

Remove personal information from this file on save

Microsoft’s quide to enable macros for Mac

Issue: Text Disappears After You Type
This happens if you don’t enter Edit Mode. Here's what to do:

1. If you click a cell and just start typing, Excel will replace whatever text was already there. This is
because Excel thinks you want to start fresh.

2. Toavoid losing existing text, enter Edit Mode first:
e Double-click the cell or
e Select the cell and press F2 on your keyboard (Windows/Mac).

3. You'll see a blinking cursor inside the cell - this means you're in Edit Mode, and any new typing will
be added to the existing text.


https://support.microsoft.com/en-us/office/enable-or-disable-macros-in-office-for-mac-c2494c99-a637-4ce6-9b82-e02cbb85cb96
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