Step by Step Instructions
Work Leads

Importing the Work Group Description of Work

Into a Job Hazards Analysis
Revision 1b, August 13, 2009

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

STEP1. LogIn

"% U.B. DEPARTWENT OF

\ BERKELEY LAB @EnERGY

LAWRENCE BERKELEY NATIONAL LABORATGRY | K A |

EH&S Training - Job Hazards Analysis

® L DAP Login
O Employes 10 Logip

T o L Login

LDAP Username: |

LOAP Password: ‘

To access the JHA Help Center, please click here

Lagin using your LENL emplayee 1d or your LDAP user name and password

Click here for login instructions.

Click kere If you want to request or to change your LDAP passward.

Please canract the Help Desle , X4357, for questions regarding authentication or gaumng access to the system.

A U.S. Department of Energy National Laboratory Operated by the University of California

o= <o) rg Office of
) =4 Science

Questions & Comments - Prvacy & Secunity Notice

; Log in to the EH&S Job Hazards
Analysis (JHA) system at
https://ehswprod.Ibl.gov/ehstraini

ng/jha/login.aspx

O 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

Version 4.0.0

@ Horne

[Z] Take Ha 4
‘ @ Retrieve JHA/Training Profiles ﬁ

| My Direct Reparts

]()17 Ha:ar«:’s jlll’ﬂ]

LAWREMNCE BERKELEY NATIONLL LABORATORY

This site 15 best viewed at [
Mozilla, Firefox and

T768 or higher and is optimized fo
swtrnet Explorer numing on Windows XP

lysis Web Site allows you to complete or modify a THA, olfain reports fory
aming groups based on your needs.

e

JHA Caompliance

e

Required Training »

The JHA asks you questions about your working environment and activities for the purpose of no
Search Completion - 7 =

. the course of your woik at the Laboratory. Please click Take THA of the yovigation menu on the
€ Expired Training result in appropriate training requirements being identified that will allow ¥ou te operate more safe
© GERT Completion the site, please consider the following:

) EERT CoEEiEm (e ¢ Ensure that each question presented is answered; click on the Appropriate "Yes or No" resp:
& Terminated Employes

e If you are unsure as to the proper response for a question, glease consult with vour supervic
@ Campus/Off-site Locations = b
o8 Work Groups o If you are perfornung LBNL-related work at UC Berkeléy, please consult the mdrvidual wh
&y Work Groups ¢ Please be sure you are using a browser with "CookieyEnabled”. If vou are not sure what th
", Search work Groups "OFF" then there 15 no need to be concerned. If coglies have been turned off. you can chm

the dialogue box that is brought up, click on Advagced to see the various cookie options.
Feedhack

W Search JHATraining for My Direct Reports

<A Stetus: bl active Draft ([ Expired
[l archived [ ot Taken [ Alte

Submit

0O 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

;_‘.: Y Soerch JHA Profifes

YourJHA profiles are [isted below. You may click on the view
p button to view a particular JHA profile.

& ) &
Refresh  Export o Excel  Export loPOF  Send Emed

adie hisne 1o geoup by thit column To gant data against mulliple columns, click calumn headars with this SHIFT kiy pricssod down
b : Tt | Gioeenara | Employen Name (=] Work Lead (-] | Supomsor. (=] | Dusian (=] | Org Gode (=] 0pt:0ut [=] | Opt- Out Reason =] |
B LF | @ | Bssore James D | Lucas Deonald [ Lucas Donald | EH EHTR Me | |
® H B e sD  LucasDonald  LucasDonald  EH EHTR Mo
& g ( ar Lue wid] EH EHRP Mo Active Finl
2 g Lue EH EHTR Na Drst Pending Wirker Signaure
¥ Luc ald | EH EHTR [ Acte Final
¥ @ Lue EE EEAE Ne Actve  Final
¥ o Luc onald | EM EHTR Mo Active Final
% Create Filter

O 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

STEP 3a. Create a draft JHA for modifying (JHA Approval Status “Final”)

Search JHA Profiles

LAWMENCE BEMRELEY MATIONAL LABDRATONY

YourJHA profiles are [isted below. You may click on the view
button to view a particular JHA profile.

0 &
Refresh  Exportbo Excel  Export foPOF  Send Emad

Deig @ column heodur hime 1o group by that column. To son dita against muliiply columns, click ¢

VW View Vigw. ™ ™"
WA, | Training | Qurstions | Emplayes Name [ - | | Work Lead [~ ] | Supurasar

[ F Basore James D Luces Donsld_~tlcss Donald | EH EHTR Me Drsfi

-4 | Basore James D et Donald  Lucas Donald  EH EHTR Mo Final
B g Dionahuse Bt LucasDonald  Wastell Dawd | EH EHRP No Final
2 g Lucas Donsld  Lucas Donsld  EH EHTR o

Lucas Donald  Lucas Donald ~ EH EHTR Final

James Jay I Lucas Donald  Lucas Donald EE EEAE

8 8 6\8888

Vaughn Brooke E

Lucas Donald  EH EHTR

[ Create Draft JHA for Review/Approval ] [ I}llahle Yersion ]

LAWRENCE BERKELEY NATIONAL LABORATORY

JOB HAZARDS ANALYSIS

Status: Active
Worker: Waughn,Brooke E (013050) 08/11/2003 Work Lead: Lucas,Donald (246850)  09/11/2008 Approval Status: Final
Active Date: 0911/2008
Division: Environment, Health & Safety Supervisor: Lucas,Donald (545350) Expiration Date: 09/11/2008
Office: 026-0109 Employment Date: 04/09/2007 JHA Number: 5614
:::]oﬂl:le EBE\;AEEJEDS e Job Title: Training Specialist 1

V' Indicates course requirement fulfilled
Indicates course requirement not fulfilled - Additional training required

Group 1: Waorkers on LBNL Site (Click title for Work Group details)
(Owener JOHM J SEABURY B01632)
Last Updated 02A12/2009 by JOHMN .J SEABURY

Description of Work: All employees and guests performing Work at LBML have the potential to enter an area where radioactive materials are used or fields are present due to the generally
unrestricted access to locations across LBNL. Standardized training provided in General Employee Radation Training (GERT) informs these individuals of the hazards of radioactivity, and how
they can keep themselves from being exposed

‘Tnsk # ‘Description ‘annr(l[s} ‘Contml(s]

‘1 ‘Wnrk across the LBNL site ‘\naduenem exposure to radioactive materials ‘V &) EHS 0405 General Employee Radiation Training

Group 2: EH&S Training Group (Click title for Work Group details)
(Owner DONALD LUCAS 546650)
Last Updated 06/22/2009 by DONALD LUCAS

O Click on the “View JHA” icon.

7D Click on the “Create Draft JHA
for Review/Approval” button to
create the draft JHA.
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Adding an Individual Description of Work to a JHA
(continued)

Helpful Information

STEP 3b. Create a draft JHA for modifying (JHA Approval Status “Pendin
Worker Signature”)

Search JHA Profiles

LAWMENCE BEMRELEY MATIONAL LABDRATONY

YourJHA profiles are [isted below. You may click on the view
button to view a particular JHA profile.

0 &
Refresh  Exportbo Excel  Export foPOF  Send Emad
Driag @ column headne hise to group by that colurmn. To san data against s columns, click column headares with thie SHIFT Ky prisssad down

W Wigw.

m;mm,:owm-sm,u.uwa [1) Supureisor. [-1| Dmasien (-1 § Org Code [ 1) Opt-0ut (-] | Opt-0ut Reason [~ || Status [-] | Apg | Atomate Groy
[ d @ .Easc‘e Jampe Lucas, Denald [ Lucas Donald | EH I EHTR | Me | | Drsfi |
Geore James D Lucas Donald  Lucas Donald  EH EHTR A
a Dionahue Richard Lucas Donald  Kastall Dand 1 EH EHRP
id Jain Lasa Lucas Donald  Lucas Donald  EH EHTR
i | &J Jan Lasa Lycas Donald  Lucas Donald ~ EH EHTR
¥ O @ samesdayZ Lucas Donald  Lucas Donald  EE EEAE
g d @ Waughn Brooke E d LucesDonald EH EHTR
% Create Filter

[ Remove Work Lead Approval, return to editable JHA ]

[ Printable Yersion

LAWRENCE BERKELEY NATIONAL LABORATORY

JOB HAZARDS ANALYSIS

Status: Draft
Worker: Approve by Employes Work Lead: Lucas,Donald (546850)  08/13/2009 Approval Status: Pending YWorker Signature
Active Date:
Division: Supervisor: Expiration Date:
Office: Employment Date: JHA Number: 16431
Phone: Job Title:
Email:

V' Indicates course requirerment fulfilled

Indicates course requirement not fulfilled - Additional training required
Group 1: EH&S Training Group (Click title for Work Group details)

(Owiner DONALD LUCAS 546850
Last Updated 06/22/2009 by DONALD LUCAS

Description of Work: | develop on line training and conduct instructor led training. Wark is done mainly on a computer in 26-109. Classroom teaching is done mainly in 26-124, with some
teaching done in other conference rooms locatated throughout LBNL. | also interview and interact with various lab staff, usually at their waork location

O Click on the “View JHA” icon.

O 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™)

Search JHA Profiles

LAWRERCE BEMRELEY MATIONAL LABCRATORY

D @ calurmn hoadis hise to group by thal cofan To non dita against mulipl columns, click column headirs with this SHIFT kiy prissod down

'EM}HIN“EJ: Whrhl.!liE|Sup¢mw [=1| Dwmsian [~] | Org Code [ ]| WWE W‘W“"WBI

| HA |
| B @ [ Basore James D Lucas, Denald [ LucasDonald ~ EH EHTR Me

&* @ EH EHTR Mo

¥ g 7] | EH EHRP hio Active Final

- S ¥ @ Lucas Donald  EH EHTR Mo Drsft Pending Wosker Signature

4 i+ a’ Jan Lara Lucas Donald  Lucas Donald ~ EH EHTR Ne Acte Final

¥ O @ samesdayZ Lucas Donald  Lucas Donald  EE EEAE Mo Active Final

g d @ “Waughn Brogke E Luces.Donsld  LucasDonald  EH EHTR Mo Artive Finsl

% Create Filter

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

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

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

Printable Version

(;T}l ; LAWRENCE BERKELEY NATIONAL LABORATO’FiY | CIICk on the “Update DeSCprtIOﬂ
ﬂ JOB HAZARDS ANALY<SIS ™ of Work” button to bring the

Sta

Worker: |Basore James D (020982) Work Lead: Lucas Donald (546850) [_Approve by WasTead | [ Change | Approval Status: | Awaiting WWer? Lead Approval current Descrlptlon Into the ‘]HA
Active Date:
: [ Enviranment, Health & Safety | Supervisor: Lucas Donald (545850} Expiration Daier
Office: | 026-0109 Employment Date: | UB/02/2008 JHA fer: 16386
Phons: | Br0mas 7524 O Repeat the steps above for each
. Job Title: Training falist 3
Email: | JDBasore@lbl.gov

Work Group whose Description
you wish to import.

V' Indicates course requirement fulfilled

gt ot fulfilled - Addiitnal training required

Group 1; EH&S Training Group e for YWark Group details)

Last Updated O gg@@@PBY DONALD LUCAS ,
Make Changde | [ Update Description of work | [ Updd)f

Description of Work: This group develops on line and live training, and conducts instructor led training. YWork is done mainly on carputers in 25-108, with sare work done with commercial
video and sound recording equipment. Classroom teaching is done mainly in 26-124, with some teaching done in ather conference roems locatated throughout LENL. Members of this group
also interview and interact with various lab staff, usually at the staffs work location

asks/Hazards/Contrals

Task# [Description Hazard(s) Control(s)

1 Intensive use of desktop andfor laptap Musculoskeletal discomfort or injury
computers

' &) EHS D059 Ergo SelfAssessment for Computer Users
(Remedy Interactive - online)

' &) EHS0058 Ergo Self Assessment-Refresher

Take periodic breaks to stretch or walk (e.9., 5 minute breaks
each hour, or more often if fatigue is felf)

Use neutral postures: straight wrist, arms/elbows at sides, and
headineck balanced over shoulders
Use keyboard shartcuts, alterate hands, and/or use altemate

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

O After you have imported all the
STEP5. Approve the JHA L~ changes, discuss the changes with
your Direct Report. Click on the

“Approve b_y Work Lead” button
to approve it.

’:\I ﬂ LAWRENCE BERKELEY NATIONAL LABORATORY
cesrees] i

JOB HAZARDS ANALYSIS - O An email will be automatically

, A [Stats: raf sent to the Direct Report asking
Worker: | Basore James D {020982) Work Lead: Lucas Donald ffe50) [ Chan | Approval Status: | Awaiting Work Lead Appraval _ h
Active Date: him/her to review the JHA and
Division: | Erwiranment, Health & Safety | Supervisor: Lucas,Donald (546650 B Expiration Date: . 3 )
Office: | 026-0109 Employment Date: | DE/I2/2008 JHA Number: | 16356 confirm his/her understandmg by
Phone: | 510/485-7524 . aining Soecialic L q
Emai: | IDBzsore@l gov Yol Titt: S SEeeRIEtS signing it electronically.

+ Indicates course requirement fulfilled
3 Indicates course requirement net fulfilled - Additianal training required

Group 1: EHA&S Training Group (Click title for Waork Group details)
(Owmer DONALD LUCAS 546850)
Last Updated D6/22/2009 by DONALD LUCAS

[ Make Changes | [ Update Description of Work | [_Update Tasks/Hazards/Controls

Description of Work: This group develops on line and live training, and conducts instructor led training, Work is dane mainly on computers in 25-103, with some wark done with cormmercial
video and sound recording equipment. Classroam teaching is done mainly in 26-124, with same teaching dene in ather conference raoms locatated throughout LENL. Members of this group
also interview and interact with various lab staff, usually at the staffs work lacation

Task# [Description Hazard(s) Control(s)

1 Intensive use of deskiop andfar laptop Musculoskelstal discomiort or injury
computers

' &) EHS 0083 Ergo Self-Assessment for Computer Users
(Remedy Interactive - online)

+ & EHS0058 Ergo Self Assessment-Refresher

Take periodic breaks 1o stretch or walk (e.9., 5 minute breaks
each hour, or more aften if fatigue is felf)

Use neutral postures: straight wiist, arms/elbows at sides, and
headmeck balanced over shoulders

Use keyboard shortcuts, altemate hands, andfor use altermate




