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Audience: Division Safety Coordinator 
Instructions: How to create a new Project, add a Project Lead and then add an Activity to 
the new Project. 
 
START:  log into https://wpc-am.lbl.gov/ 
 
Step 1: Click SETTINGS and DIVISION SETTINGS 
 

 
 
Step 2: (A) Select the Division (B) Add the Project Lead (C) Click Save 
NOTE: You can also remove Project Leads that are no longer serving in this capacity. 
 

 

 

Click Se)ng/ Division Se)ngs. 1 

Select the Division A 

Add Project Lead’s 
name and then click 
“Add Project Lead” 

B 

Click Save C 
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Step 3: Create a new Project 
From your Home page, select CREATE PROJECT 
 

 
 
Step 4: Define Project and add Activity Lead 
Give the Project a name. Select the Division. Select the Project Lead. Provide a brief 
description. Add prospective Activity Leads for Activities that will reside within this project. 
Click Save. 
 

 
 

Create Project A 
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Step 5: Navigate to the Activity that is in Development that you want to add to the Project. 
(A) Choose the Project (B) Add the Activity Lead (C) Click Save 

 

 

 

Click Save C 

Choose the 
Ac?vity Lead 

B 

Choose the  
Project 

A 


