
Step by Step Instructions 
Adding a Description of Work 

Work Group 
Revision 1f, August 12, 2009 

 
In order to add a Description of Work to a Work Group Profile, you must be an Owner of 
that Work Group. 
 

Step 1: Log In
Step 2: Go to My Work Groups
Step 3: Open Work Group
Step 4: Update Description of Work
Step 5: Go to Edit View
Step 6: Edit the Tasks, Hazards, & Controls
Step 7: Go to Preview
Step 8: Confirm Hazards Profile
Step 9: Notify Work Group Members

 
Adding Description of Work to Work Group Profiles Helpful Information 

 
STEP 1. Log In 
 

 
 
 

□ Log in to the EH&S Job Hazards 
Analysis (JHA) system at 
https://ehswprod.lbl.gov/ehstraini
ng/jha/login.aspx 

□ Use your LDAP username and 
password to log in to the system 

 

https://ehswprod.lbl.gov/ehstraining/jha/login.aspx
https://ehswprod.lbl.gov/ehstraining/jha/login.aspx
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Adding Description of Work to Work Group Profiles 
(continued) 

Helpful Information 

 
STEP 2. Go To "My Work Groups" 
 

 
 

□ Select “My Work Groups” from 
the Main Menu 

□ [NOTE: Your Main Menu may 
look different depending upon 
your level of access to the JHA 
system.] 

 
STEP 3. Open Work Group 
 

 
 

□ Clicking on either the link at the 
name or the “Edit” icon will bring 
up the Work Group 
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Adding Description of Work to Work Group Profiles 
(continued) 

Helpful Information 

 
STEP 4. Update Description Of Work 
 

 
 

□ On the "Define Work Group" tab, 
replace the red system default text 
with the Description of Work that 
is analyzed for that Work Group. 

□ Descriptions of Work must 
contain five elements: 

o Work Summary 
o Work Locations 
o Materials Used 
o Processes Employed 
o Equipment Used 
 
While the actual level of detail for 
each of these elements will vary 
depending upon the specific work 
described, all of the elements 
must be present and complete. 
There must be sufficient detail 
that the hazardous tasks can be 
determined by a trained 
individual. Contact your Division 
Safety Coordinator for assistance 
in developing this Description of 
Work. 

□ It may be easier to create this 
Description in a word processing 
document, then paste it into the 
JHA system. 

□ You MUST save the updated 
Description of Work 
information or it will be lost 
when you leave this tab! 

 



Description of Work Page 4 of 7 
Job Hazards Analysis Step-by-Step Instructions: Work Group August 12, 2009 
 
 

Adding Description of Work to Work Group Profiles 
(continued) 

Helpful Information 

 
STEP 5. Go to Edit View 
 

 
 

□ You should also take this 
opportunity to review the Tasks, 
Hazards and Controls associated 
with this Work Group to be sure 
that they are current, complete 
and consistent with the 
Description of Work. 

□ Open up the Hazards Profile by 
clicking on the "View/Edit 
Authorization" tab. 

□ Switch to the "Edit" mode to 
make changes in the Tasks, 
Hazards and Controls. 
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Adding Description of Work to Work Group Profiles 
(continued) 

Helpful Information 

 
STEP 6. Edit the Tasks, Hazards, & Controls 
 

 
 

□ While in the "Edit" view, changes 
can be made by clicking on the 
"Edit" icon associatged with 
whatever it is that you want to 
change. The "Edit" icon looks like 
a piece of paper with a pencil on 
it. Each Task, Hazard or Control 
must be edited separately. 

□ Be sure to Save the changes when 
you're done editing. 

□ NOTE: Removing a Task will 
remove all Hazards and Controls 
below it.  Removing a Hazard 
will remove all the Controls 
below it. 
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Adding Description of Work to Work Group Profiles 
(continued) 

Helpful Information 

 
STEP 7. Go to Preview 
 

 
 
 

 

□ When you are done editing the 
Tasks, Hazards and Controls, 
return to the Preview Screen. Do 
this by clicking on the "Preview" 
button. 

 
STEP 8. Confirm Hazards Profile 
 

 
 

□ Save your changes by clicking on 
the "Confirm Hazard Profile" 
button. 
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Adding Description of Work to Work Group Profiles 
(continued) 

Helpful Information 

 
STEP 9. Notify Work Group Members 
 

 
 
Suggested Email Content (use content as appropriate for the situation): 
 
Subject: Changed Work Group Description 
Message: Today I changed the Description of Work [and the Tasks, Hazards and 

Controls] in the [XXX] JHA Work Group. The next time you update your JHA 
please remind your Work Lead to click on the “Update Description of Work” 
button [and the Update Tasks, Hazards and Controls” button] to bring this 
new content into your JHA. Thanks.  [Work Group Owner name] 

 

□ Let the members of your Work 
Group know that you have 
updated the Description of Work 
and the Tasks, Hazards and 
Controls so that they can 
incorporate the changes into their 
Individual JHA. See some 
suggested text for the email at 
the bottom of the cell to the left. 

□ On the "Assign Members" tab, 
clicking on the "Send Email" 
button will generate a form to 
send an email to all Work Group 
members. Remember to sign the 
email with your name. 

□ Updates to Work Groups are 
NOT automatically reflected in 
each Individual's JHA, he/she 
must import the updates. 

Repeat Steps 1-9 for each Work Group that you own. 
Then … 

You're done!  
 


