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Tutorial:	How	to	review	and	approve	a	Risk-level	3	Activity		
	
Audience:	Project	Lead,	Division	Safety	Coordinator,	Division	Director	or	Division	Approver	
	
Overview:	There	are	a	number	of	roles	that	participate	in	the	line	management	review	and	
approval	process,	shown	below.	Steps	4,	5	and	6	represent	the	line	management	review	
process.	After	the	Division	Director	(or	Approver)	approves	the	activity,	the	activity	
becomes	active.		
	

	
	
CONTENTS:	

• PAGE	1	–	3:	How	to	review	an	Activity	before	approving	or	rejecting.	
• PAGE	3:	How	to	approve	or	reject	the	Activity	
• Page	4:	How	to	view	who	has	approved	and	who	has	not	yet	approved	an	Activity	

	
Step	1:	Login	to	WPC:	https://wpc-am.lbl.gov/Home/OnePage	
	
Step	2:	From	the	MY	WORK	Home	Page,	open	the	Activity	that	is	in	REVIEWING	
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Step	3:	Review	the	Activity	Summary	and	Description	of	Work	
The	Activity	Summary	page	provides	general	information	about	the	Activity	and	provides	
access	to	the	Statement	of	Work,	the	Hazards	and	Controls.		

	
	
	
Step	4:	Review	the	Hazards		
Now	that	you	have	reviewed	the	Description	of	Work,	the	next	step	is	to	review	the	hazards.	
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Step	5:	Review	the	Controls		
Now	that	you	have	reviewed	the	description	of	work	and	understand	the	hazards	associated	
with	the	work,	select	“Controls”	to	review	the	methods	used	to	control	the	hazards.			
	

	
	
	
Step	6:	Approve	the	Activity	
The	last	step	is	to	either	Approve	or	Reject	the	Activity.		

	

	
	
Sequence	of	Line	Manager	Approvals:	

1. Project	Lead	
2. Division	Safety	Coordinator	
3. Division	Approver	

a. After	the	Division	Approver	approves	the	Activity,	the	Activity	becomes	
Active.	
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Who	has	Approved	and	Who	has	Not	Approved	
You	can	identify	who	needs	to	Approve	and	who	is	still	Pending.	
NOTE:	You	may	have	to	scroll	to	the	bottom	of	the	list	to	see	the	most	recent.	In	this	
example	the	information	is	at	the	top	(for	the	purpose	of	this	tutorial)	
	
	

	 	

Click History & Approvals 1	

Who is still Pending (has 
not yet Approved) 


