N

ﬂ BERKELEY LAB Training
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: loginto https://wpc-am.lbl.gov/

Step 1: Click SETTINGS and DIVISION SETTINGS

-

o)) & ACTIVITY MANAGER

HOME | MYWORKSUMMARY | HAZARDS & CONTROLS | PROJECTS | WORKERS | SEARCH | SETTINGS | RESOURCES

1 Click Setting/ Division Settings. )—J Division Settings
HI, WELCOME JAML..

Your Activity Manager dashboard.

MY WORK MY ACTIVI

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.

A Se|eCt the DIVISIOI’\ ﬁ Project Lead Pool Division Administrators

Assign Project Lead
L3 Environ, Health, & Safety n 8 )

Search and Select Project Lead

DSC Must Approve Activity Level 2:

O ,_) ﬁ Project Lead
> 9) No

B Add Project Lead's © Add Project Lead
Assie) 1" name and then click Project Lead Pool Members
Search and Sel
“« . ”
Ad d P rOJ ect Le a d PL: Alexandre,Melanie M
Division Dirt.

LMA: Nappi,Maria G
SC: Baldwin Lily Anne Sanchez

C Click Save

23 Change Division Director
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Step 3: Create a new Project
From your Home page, select CREATE PROJECT

HOME | MYWORKSUMMARY | HAZARDS & CONTROLS | PROJECTS | WORKERS | SEARCH | SETTINGS | RESOURCES BASORE,JAMES D
HI, WELCOME JAMES!
Your Activity Manager dashboard. A Create PrOjeCt
J/
MY WORK MWACTIVITIES
New @ () AcTionRreQuUIRED @ (&) INFORMATIONAL (€ FLaGeD @ (4 A @
DATE®@  ACTIVITYID v B BY BYNAME  BYSTATUS
© ACTIVITY © °
DO
[](@ ©ct10,2024 EH-0481  Activity feedback @ O
Read full description @ Site Visits

; Entering Technica.

Napbpi.Ma

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

Name Assign Activity leads
» » Activity Lead

Sponsoring Division © Add ActivitylLead
' Environ, Health, & Safety - Assigned Activity Leads:

Project Lead

’ Select a project lead... n

Created By
Basore,James D

Created On
November 01, 2024

Brief Description

=

> CHEE
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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

CREATE ACTIVITY: ACTIVITY DESCRIPTION

FA-0097 - FATECHNICAL REPRESENTATIVE
ACTIVITY VERSION: 1
ACTIVITY STATUS: DEVELOPING

Rz

Activity Name
A l C h oose th e FA Technical Representative Location
/( o} roj ect *ent Project
Building Room
Facilities Crafts n
© Add Location
Activity Lead
B |Choose the ) o
Activity L d Akey,Kevin J n Various (e.g, site-wide)
ctivity Lea
Sponsor Division Infrastructure
Facilities — o)
ite (e.g., fiel
Planned Start Date
e .
October 30,2024 B Locations
Brief Description

Various locations: Site-Wide ||

P C Click Save g‘
e
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