DOEHRS-IH EHM Tutorial #6

Beginning an OEHSA

[1] Access your Location (a) by clicking on the (+) icons in the Navigation Bar. Avoid clicking

on the actual words until you get to the OEHSA link (b). Click the OEHSA link to view and/or add
an OEHSA (c).
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[2] All surveys in DOEHRS by default have a scheduling mechanism built in. A schedule is not
required and The Master Schedule - Detail page can be by-passed by clicking Save and Begin
Survey. This is the recommended way to do OEHSAs. Do not click just “Save.”

Technically, the survey is being scheduled as One-Time. None of the fields on this page need to
be filled out.
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[3] Once the OEHSA Survey has been accessed, click the Save and Continue Working button
to get an ID. This survey has no initial required fields, but will need LOTS of data to advance the
Status. The Save and Continue Working works as a save and refresh, while the Save functions
as a save and exit and will take a user back to the page in Step 1.
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[4] Once the ID is obtained, the survey can be begun by whoever created it, therefore only
users who created the survey initially can edit it unless they have the QA role. The “owner” of a
survey can be changed in the last tile by the owner or a QA user.
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