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Documenting Off-Site Work Locations in Activity Manager 

Activity Manager is the system LBNL uses to authorize personnel to perform work. The 
hazards and controls for each type of work are documented in specific Work Activities. Some 
Work Activities may involve hands-on work at off-site locations that are not part of the LBNL 
facility. This may include fieldwork at residential, commercial, governmental, military, or 
industrial facilities. 

A feature is available in Activity Manager that allows for the identification of off-site work 
locations. Here’s how to use: 

1.​ Access Activity Manager by going to: https://wpc-am.lbl.gov 

2.​ Open the applicable Work Activity. 

3.​ Use the blue “Choose an Action” pull down and select the “Edit Activity”. 

4.​ Once in edit mode, use the “Description” screen to enter a location. Select the 
“Off-Site (e.g, Field)” button. Enter a name for the location and then select  “add 
location” to enter. 

5.​ Once the location is added, click on the “i” info logo next to the location name to add 
specific information about the location. This includes owner name, addresses, 
contacts, worker names, and emergency information. 

6.​ Ensure that any hazards/controls that are associated with the off-site location are 
also included in the Work Activity. There are now a number of fieldwork 
hazards/controls available in Activity Manager. 

7.​ Always select the “save” button when finished on each screen. 

8.​ When completed, select the orange “finish edit” button to finalize the location 
update. 

Documenting fieldwork locations is an important means of ensuring researchers are properly 

authorized to perform work. If you have any questions about off-site fieldwork or use of the 

Activity Manager system, please contact the ETA Safety Manager, Ron Scholtz at X8137.   
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