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LoginHome:screen

Job Description Tool f3 (%

Username: | |

Password: || |

H Save logon credentials and
restore previous settings

Create Account | Forgot Password | Continue Registration

Site addresshttps://lifebridge.jdxpert.com/frmMain.wgx

Oncecon the site click onCreate/Account
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Creating-an‘Accou

Registering on'th&ITE:is a MUL-BITER process:

Step 1: Enter Associate ID and Last Nawiek Continue.

Step 2: Enter business emaiyou do not havdo provide any other
information - click Continue.

Step 3: You will receive an email from the system with a
VERIFICATION CODE.

Step 4: Enter VERIFICATION cadiek Verify Code.

Step 5: Select a Security Question and provide ansveick
Continue.

Step 6: Click on LOGHYour User Name is your Associate ID.
Step 7: You will receive an email with a TEMPORARY password. Enter
that on the LOGIN screen.

(We STRONGLY encourage using the COPY/PASTE featlick.)
Continue.

Step 8: Create your own uniqueagswordg must be a minimum of 8
characters in lengtlg click Continue.

Step 9: Login to system
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y Job Description Home Page

LIFEBRIDGE
HEALTH.

Action ltems =]

View own description

VIEW MY JOB DESCRIPTION

You have no Action Items at
this time . . h ere
» View your current Job Description
m » Download your job description to Word or PDF
Manages
Grogan, Lind:
lob Description - -
Default Job ) LEADER'S WORKBENCH View yOUr ASSOC|ates,
lob Code » View your associates and view their job descriptions = > v -
default * View a list of your associate's job descriptions e 2 dZNJ I a. a. 2 O }\

* Manage Change Requests and New Job Descriptions Requests
* View job descriptions under review

Reports
91 Direct Employeels)

desaiptions, and job
description workflows

I

View your Job | Tasks and Activities

Description:

You can view andior print your Job

penors B ek on e REVISE JOBS (3) . -

g:iu;:: e " W « lob Descriptions assigned to you for review See jOb deSCFIptIOHS
= Approve step (if you are the approver) . .
* Provide comments and compare changes to current version th a.t are | n an aCtlve

workflow
Search/Reporting Tools
SEARCH JOB DESCRIPTIONS

1

Search for anjob
N = Search Jobs by Title and Joboode descri ptl on
= UUse Quick Filters to select jobs
» \iew and downlead job descriptions

Adworkfloné A a GKS 0O0e0fSsS 27F I LILINRODI f &
revision of a job description must go through within HWRS. The
workflow order is as follows:

1. Manager

2. HR Business Partner
3. Compensation

4. Administrator
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#y..J0b Desciiption Home Page.~ - Leader's Workbench E

Logged On 4s:  Hooper, Robert Entity Job Descriptions

F LIFEBRIDGE Impersonating:  Tran, Loren BHERE

“This page shows all Job Descriptions assocated with your diect and indirect employees. You may be assigned Job Descrption to review, and once complete, must be returned to the Admiristrator fo approval

= & d = & a )

View Job Description  Refresh  ExportfShare  Org Chart Change History Reminders ~ Configure...

View My: Direct Employees ] Indirect Employees Filtes [ Al Employees - © ListView © TreeView [

& 4 Loren Tran Day, Kelly; Job Code: 300086161544

& Day el &7 Job Tasks [ Job Details

£ King, Cari

2 Love, Gabiiella Job Descrption Titl: [HUMAN RESOURCES ONBOARDING SPECTALIST ]
£ Schubert, Danielle

2 T, Bruce Job Code: 200086 161544 ]
B Yeager, Cynthia Additional Job Codes: |crc1402 ]

= Job Form Viewer View the Job Description using the Form Viewer

Start a Job Description Workflow process for 8616
7| Start Job Desarption Warkflow | 2 = 198 Eespion

‘There is no active Job Description Workfiow process at this
time

1 Employees in Job View all employees linked to this Job Description
Share With Employee Create URL Link for Employee to view their Job Description
@ Preview/Download As EE | View the Job Description As Employee in Preview Mode

[ ]

2 A0KAY GKS [ S| ddselerehantd gdedfons sCiedh >
the first TABC My Employeeg shows your organization chart.

Highighting a name on the chart will provide information about that
1 342 O0Al O Sathe rightharid Sideffthe screen

You carview the job description, request a change to the job

description, view all Associates with the sajob description or sdrt
a job description workflow.
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Logged On As:
CARE BRAVELY
# Job Description Home Page. \[ Leader's Workbench

Hooper, Robert Enity Job Descriptions

“This page shows allJob Descriptions assaciated with your divect and indirect employees. You may be assigned Job Description to review, and once complete, must be retumed to the Administrator for approval
L] or b [F) & B
Side-by-Side Export POF  NewDraftJob  New Job Description VWorkflow  Worlflow Detals  Org Chart  Configure...

Select Filte: A1 1ab Descptions -

1D Job Description Name Job Code » Workflow Process ReviewStatus Waorkflow Name Step Detals Step Approver
1. Leader Review *Active Step* 2. HR Business Pariner 3. Compensation department 4. HR. Admin review and Sign-off . .
8616 ONBOARDING P jiew and sign-oft o o Revision process is  Job Revision - Direct N
10 SPECIALIST 300086161544 lesn Tran ] - {.au King —){:‘c’lm: " :;g‘n } - [THV esa Linville Adtive Manager (1 of 4) Leader Review  Tran, Loren
[No Workflow]
50 8616 HR BUSINESS PARTNER 300086161554 No Adtive Workflow

[No Workflow]

8720 5R HR BUSINESS
16 PARTNER 300087202638 No Active Workflow

[No Workflow]

1€ Director, Human Resources 3000CHC63211 No Active Workflow

Thesecond TAB on the leftand side of the screen, My Job Descriptigns
will show each job description within your area of responsibility. If the job
description has been in a workflow or is actively in a workflow, that
information will show under WorkflowrBcess.
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This page shows all Job Descriptians associated with your direct and indiect employees. You may be assigned Job Description to review, and once complete, must be returned to the Administrator for approval

6] & =] Y o £

© View Job Description  Refresh Export/Share  Org Chart Change History Reminders ~ Configure...

=)

View My: Direct Employees [ Indirect Employees Filter: | Al Employees

& & Loren Tran
& Day, Kelly (* Under Review *)
£ King, Cari
£ Love, Gabriella
£ Schubert, Danielle
£ Timmcke, Bruce
£ Yeager, Cynthia

See next pagéor Workflow Screen.
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Job Description Title: ‘ HUMAN RESOURCES HR BUSINESS PARTNER

Job Code: 300086161554

Additional Job Codes: |cric1433 |

Preview/Download View the Job Description in Preview Mode

[D]

Job Form Viewer View the Job Description using the Form Viewer

Start a Job Description Workflow process for 8616 HR

| Start Job Description Workfiow | 550 & €7 JRECE

There is no active Job Description Workflow process at this
time

Employees in Job View all employees linked to this Job Description

Iy |

Share with Employee Create URL Link for Employee to view their Job Description

© preview/Download ASEE | View the Jab Description As Employes in Preview Mode

O ListView © TreeView [

king, Cari; Job Code: 300086161554 (Z
@] Job Tasks | %R Job Details
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Create Job Description Workflow for 8616 HR. BUSINESS PARTNER [Auth Setting File: MyEmployees_3216287302_Auth_Settings] @
Start Workflow Cancel Email Messages...  Options...  Validate Tcon Help B
Selected Job Description(s) 1 selected
Job ID Job Code Job Name Version @ Add
50606 300086161554 8616 HR. BUSINESS PARTNER. = View

EK Remove

Select Workflow Edit Workflow Profile

Workflow Job Revision - Direct Manager’ with 4 steps

‘ Show Description

Workflow Approvers and Participants

*** Some workflow steps are incomplete!

Leader Review (Initial Step) £ Loren Tran

Approver Role: Direct Leader_2

HR. Business Partner £, [select approver]

Approver Role: HR. Business Partner

Compensation department review and sign-off £ [select approver]

Approver Role: Compensation

Comp Review

HR. Admin review and Sign-off £ [select approver]

Approver Role: HR Admin

License Verification

Icons Legend

Waorkflow Steps a Approvers Add Participants

e B P
* ok ok

tfSFAS OftAO] G22NINBQRQEB M2yl WSMIA AR 2
ed as the leader

(see orange arrow)You will automatically be default
starting the workflow.

Please select your HR Business Partner, Compensation Analyst and

Administrator (Theresa Linville€e blue arrowk

Once completed, please click Start Workflaywsen check box

located towards uppeleft-handpart of screenalso see green arrgw
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Select Job Description to View/Edit =]

Job Description 8616 HR BUSINESS PARTNER is currently under review.

Click one of the buttons below

e (Y]
= : - . You are the approver for the current step of the workflow. Click this button .
- L"“ D e ‘ to modify the job description. You will have the option to advance the step to

the next approver.

‘ % View the Base version of the Job Description ‘ Click this butten to view the un-modified job description.

‘ﬂ Cancel this action and return ‘

{StSO0 G9RAG (GKS wS@AaA2Yy [ 2Ll
page will appear where you can edit the description.

!

{ St SO0 G9RAG GKS wS@AaAiAzy [ 2L1
page will appear where you can edit the description. Under each of
the tabs withblue arrows youcanedit different parts of the job
description.

Once your edits are completed, (Bave { ) and then
Approve Step (icon with the thumbs up)
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