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This document describes the steps to be taken to import the Description of Work from a 
Work Group into a Job Hazards Analysis (JHA). 
 

Step 1: Log In
Step 2: Retrieve JHAs of Direct Reports 
Step 3: Select the JHA 
Step 4: Import the Work Group Description of Work into the JHA 
Step 5: Approve the JHA 

 
Importing a Work Group Description of Work into a JHA 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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Importing a Work Group Description of Work into a JHA 
(continued) 

Helpful Information 

 
STEP 2. Retrieve JHAs of Direct Reports 
 

 
 

 
 

□ Select “Retrieve JHA/Training 
Profiles” “My Direct Reports”.  

 [NOTE: Your Main Menu may look 
different depending upon your level 
of access to the JHA system.]  
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Adding an Individual Description of Work to a JHA 
(continued) 

Helpful Information 

 
STEP 3. Select the JHA 
 

 
 

□ You want to import the Work 
Group description into the 
individual’s most recent JHA. In 
order to do this, you have to have 
a draft, editable JHA. How you 
obtain the draft, editable JHA 
depends upon the JHA’s 
“Approval Status”. 

o If the Approval Status is 
“Final”, go to Step 3a. 

o If the Approval Status is 
“Pending Worker Signature”, 
go to Step 3b. 

o If the Approval Status is 
“Awaiting Work Lead 
Approval”, go to Step 3c. 
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Adding an Individual Description of Work to a JHA 
(continued) 

Helpful Information 

 

 □ Click on the “View JHA” icon. 
STEP 3a. Create a draft JHA for modifying (JHA Approval Status “Final”) 

□ Click on the “Create Draft JHA 
for Review/Approval” button to 
create the draft JHA. 

 

 
 

 
 



Description of Work Page 5 of 7 
Job Hazards Analysis Step-by-Step Instructions: Importing a Work Group Description of Work August 13, 2009 
 
 

Adding an Individual Description of Work to a JHA 
(continued) 

Helpful Information 

 

 □ Click on the “View JHA” icon. 
STEP 3b. Create a draft JHA for modifying (JHA Approval Status “Pending 

Worker Signature”) □ Click on the “Remove Work Lead 
Approval, Return to editable 
JHA” button to create the draft 
JHA. 
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Adding an Individual Description of Work to a JHA 
(continued) 

Helpful Information 

 
STEP 3c. Open the draft JHA (JHA Approval Status “Awaiting Work Lead 

Approval”) 
 

 
 

□ Click on the “View JHA” icon to 
open the draft JHA. 
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Adding an Individual Description of Work to a JHA 
(continued) 

Helpful Information 

 
STEP 4. Import the Work Group Description of Work into the JHA 
 

 
 

□ Scroll down the page until you 
find the name of the Work Group 
whose Description you wish to 
import. 

□ Click on the “Update Description 
of Work” button to bring the 
current Description into the JHA. 

□ Repeat the steps above for each 
Work Group whose Description 
you wish to import. 

 

 
Adding an Individual Description of Work to a JHA 

(continued) 

Helpful Information 

 
STEP 5. Approve the JHA 
 

 

□ After you have imported all the 
changes, discuss the changes with 

 
 

your Direct Report. Click on the 
“Approve by Work Lead” button 
to approve it. 

□ An email will be automatically 
sent to the Direct Report asking 
him/her to review the JHA and 
confirm his/her understanding by 
signing it electronically. 

 


