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Worker
Registration

You can add and remove workers
from your lab’s permit using
Worker Registration. All actions in
Worker Registration require
approval from the Office of
Research Safety to taking effect.

<i

Only people with “Pl & Alternate”
access can use this feature. They
are typically Principal Investigators
and Lab Safety Contacts.
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Once you log in, you will be on the Main Menu of
EHSA. Double-Click Worker Registration here.
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Worker Removal
To Remove Workers, click the red button next to their names labeled

Employees / Worker Reqgistration

+ Add | #Edit @ Delete Pending Registrations

Last Name +

Workers Attached to

Remove from Permit

Remove from Permit

First Name CNetlD

Worker Type
T T
Kanabrocki, Joseph - Please update BIO permits on AURA IBC.
Name T Permit # Function
Khan, Habib C-KA295 Lab Safety Contact
Wright, James C-KA205 Researcher

Phone
(555)555-5555

(773)702-5007

Permit #

Department

Email

hkhan2@uchicago.edu

Jhwright@uchicago.edu

The button will turn green. To undo a removal,
click the green button next to the name.

Workers Attached to

Remove from Permit

Pending Removal (Undo)

Kanabrocki, Joseph v
Name * Permit #
Khan, Habib C-KA295
Wright, James C-KAZ95

Please update BIO permits on AURA IBC.

Function

Lab Safety Contact

Researcher

Phone

(555)555-5555

(773)702-5007

Options =

Comments
Glick Here to Modify

Click Here to Modiry

Email

hkhan2@uchicago.edu

jhwright@uchicago.edu




Before Adding a Worker (1)

* Check if the worker is already attached.

Employees / Worker Registration

+ Add | A Edit | @ Delete Pending Registraticns

Last Name 1 First Name CHetlD Worker Type Permit #

Workers Attached to | Kanabrocki, Joseph v Please update BIO permits on AURA IBC.

Name + Permit # Function Phone
Khan, Habib C-KAZ95 Lab Safety Contact (555)555-5555
Wright, James C-KA295 Researcher (773)702-5907

—

Department

Email

hkhan2@uchicago.edu

Jhwright@uchicago.edu

Options =

Comments
Click Here to Modify

Click Here to Modify

If the worker’s name is listed here, the worker is already attached,
so no need to submit a form; otherwise, proceed to the next step.
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Before Adding a Worker (2)

* Find the worker’s CNetID and ChicagolD
— Most emails are CNetID@uchicago.edu

— ChicagolD on back of University ID (8 numbers & 1 letter)

* Whoami.uchicago.edu
— Search by Name, CNetlD, or ChicagolD
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Who Am I Search

Jeey Meton K
Melt
Use "*' for partial
aaaaaaaaa hes. (Ex
n be John, Jo.
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Home | Silver Assurance | How to Logout

Jeffrey Melton
ChicagoID

81776420Q

CNetID

jmelton

UCHADID

jmelton1

Affiliations

staff

Department

Biclogical Sciences Divisional Administration
Department ID
2010053

Valid Email Addresses
jmelton@uchicago.edu
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Add a Worker

Click +Add to request a worker to be added to your permit

I8 EHSA Employees / WWorker Reg
# Edit | @ Delete Pending Registrations
Last Name + First Name CNetiD Waorker Type
T T h A ¢

Workers Attached to Kanabrocki, Joseph v Please update BIO permits on AURA IBC.

Name + Permit # Function Phone
Remove from Permit Khan, Habib C-KAZ295 Lab Safety Contact (555)555-5555
Remove from Permit Wright, James C-KA295 Researcher (773)y702-5007
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Permit #

Department

Email

hkhan2@uchicago.edu

jhwright@uchicago.edu




Fill out the Worker Registration Form (1)

Worker Reqistration

Worker Information

*ChicagelD [

Other ID Type

“First Name [

|

' *Last Name Type to Search
Office Phone #

First, try entering the
new worker’s last name  ...cmen
in the Last Name field.  weiernpe
This will search for any

person already in the Wiorker Link
System Who has the Pl Kanabrocki, Joseph
Sa me IaSt na me. Lol Permit Number
® | ckazos
Save C |

»
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Fill out the Worker Registration Form (2)

After you select a person by
the last name, the information

for the required fields will

automatically populate. Please
check to make sure that you

have the correct person.
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Worker Information

“ChicagolD [

J

Other ID Type

*First Name [

“Last Name

Office Phone #

Email

Department

Worker Type

Worker Infoermation

“CNetID

“ChicagolD

*First Name

*Last Name

Office Phone #

Email

Department

Worker Type

wang

Wang, Gloria
Wang, Haitao
Wang, Herbert
Wang, Hongwei
Wang, Hsiang-Ming
\Wang, Hsiming

anthonywang

40194677R

Hsiang-Ming

Wang

(773)834-2708

Office of Research Safety

Researc|

her

Fax Phone #

J

Other ID Type
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Fill out the Worker Registration Form (3)

If the worker is not found when you search by last name, enter the worker’s data that you
looked up on Whoami. Incorrect information can result in delays, so strive for accuracy.
Avoid entering any extra spaces.

Worker Information

Jeffrey Melton

*CNetID jmelton

ChicagolID

81776420Q ‘ChicagolD ____ 81776420Q
SLEEL *First Name Jeffrey

jmelton

UCHADID *Last Name Melton

jmeltonl

Affiliations Office Phone # Lab Phone # (773)834-1171
S Cell Phone #

Department

Biological Sciences Divisional Administration Emergency Phone #  (773)834-1171
Department ID

2010053 *Email ey imelton@uchicago.edu

oo Addresse/ Department BSD ACADEMIC ADMIN v
jmelton@uchicago.edu
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Fill out the Worker Registration Form (4)

Selecta Pland a

permit:

e Chem permits
typically start with
“C-" or “2-".

e Laser permits start

with “L-”. ~

Worker Information

*CNetID

*ChicagolD
*First Name
*Last Name Type to Search
Office Phone # Lab Phone #

Cell Phone #

Emergency Phone #

If you would like this worker to be a
new Lab Safety Contact, make sure
to select that option under Worker

Function; otherwise, leave it blank.

P v [
Permit Worker Function
@ - -

*Email

Division

Department

Make sure to Save the form!
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Form Submission

Once a worker registration is saved, you will be sent back to the Worker Registration
menu. If you click once on one of the names, that will i that row. You will then be
able to edit or delete the worker addition request by clicking the appropriate button. You
can also double-click a name to edit the worker addition request.

Employees / \ ar R ration

+ Add | #Edit  ®Delete | Pending Registrations Options =
Last Name * First Name CNetiD Worker Type Permit # Department
T T T T T T
Melion Jefirey jmelton Researcher C-KA285 Office of Research Safety
Wang Hsiang-Ming anthonywang Researcher C-KAZ95 Office of Research Safety
Workers Attached to  Kanabrocki. Joseph v Please update BIO permits on AURA IBC.
Mame * Permit # Function Phone Email Comments

Khan, Habib C-KA295 Lab Safety Contact (555)555-5555 hkhan2@uchicago . edu Click Here to Modify

Wright, James C-KA205 Researcher (773)702-5007 jhwright@uchicago.edu Click Here to Modify
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