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Login Home screen 

 

 

Site address: https://lifebridge.jdxpert.com/frmMain.wgx 

Once on the site ς click on Create Account 

 

 

 

 

 

 

https://lifebridge.jdxpert.com/frmMain.wgx
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Creating an Account 
 
Registering on the SITE is a MULTI-STEP process: 

Step 1: Enter Associate ID and Last Name - click Continue. 

Step 2: Enter business email ς you do not have to provide any other 

information - click Continue. 

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

VERIFICATION CODE. 

Step 4: Enter VERIFICATION code - click Verify Code. 

Step 5: Select a Security Question and provide answer ς click 

Continue. 

Step 6: Click on LOGIN - Your 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 feature.) ς click 

Continue. 

Step 8: Create your own unique password ς must be a minimum of 8 

characters in length ς click Continue. 

Step 9: Login to system. 
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[ŜŀŘŜǊΩǎ IƻƳŜ tŀƎŜ 

 

 

 

A άworkflowέ ƛǎ ǘƘŜ ŎȅŎƭŜ ƻŦ ŀǇǇǊƻǾŀƭǎ ǘƘŀǘ ŀ ƴŜǿ Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴ ƻǊ 

revision of a job description must go through within HRTMS. The 

workflow order is as follows:  

1. Manager 

2. HR Business Partner 

3. Compensation 

4. Administrator 
 

 

View own description 

here 

View your Associates, 

ȅƻǳǊ !ǎǎƻŎƛŀǘŜΩǎ Ƨƻō 

descriptions, and job 

description workflows 

See job descriptions 

that are in an active 

workflow 

Search for any job 

description 
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[ŜŀŘŜǊΩǎ ²ƻǊƪōŜƴŎƘ tŀƎŜΥ aȅ 9ƳǇƭƻȅŜŜǎ 

 

 

²ƛǘƘƛƴ ǘƘŜ [ŜŀŘŜǊΩǎ ²ƻǊƪōŜƴŎƘΣ on the left-hand side of the screen, 

the first TAB ς My Employees ς shows your organization chart. 

 

Highlighting a name on the chart will provide information about that 

!ǎǎƻŎƛŀǘŜΩǎ Ǉƻǎƛǘƛƻƴ on the right-hand side of the screen.  

 

You can view the job description, request a change to the job 

description, view all Associates with the same job description or start 

a job description workflow. 
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[ŜŀŘŜǊΩǎ ²ƻǊƪōŜƴŎƘ tŀƎŜΥ aȅ Wƻb Descriptions 
 

 

The second TAB on the left-hand side of the screen, My Job Descriptions ς 

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 Workflow Process. 
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How to Revise a Job Description 

 

 
 
 
¦ƴŘŜǊ [ŜŀŘŜǊΩǎ ²ƻǊƪōŜƴŎƘκaȅ 9ƳǇƭƻȅŜŜǎΣ ŎƭƛŎƪ ά{ǘŀǊǘ Wƻō 

5ŜǎŎǊƛǇǘƛƻƴ ²ƻǊƪŦƭƻǿέΦ {ŜŜ ŀǊǊƻǿ ŀōƻǾŜ ŦƻǊ ǿƘŜǊŜ ǘƘƛǎ ƛǎ ƭƻŎŀǘŜŘΦ  

 

See next page for Workflow Screen. 
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tƭŜŀǎŜ ŎƭƛŎƪ ά²ƻǊƪŦƭƻǿ Wƻō wŜǾƛǎƛƻƴ ς 5ƛǊŜŎǘ aŀƴŀƎŜǊ ǿƛǘƘ п ǎǘŜǇǎέ 

(see orange arrow). You will automatically be defaulted as the leader 

starting the workflow. 

 

Please select your HR Business Partner, Compensation Analyst and 

Administrator (Theresa Linville) (see blue arrows). 

 
Once completed, please click Start Workflow (green check box 

located towards upper left-hand part of screen, also see green arrow) 
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{ŜƭŜŎǘ ά9Řƛǘ ǘƘŜ wŜǾƛǎƛƻƴ /ƻǇȅ ƻŦ ǘƘŜ Wƻō 5ŜǎŎǊƛǇǘƛƻƴέ ŀƴŘ ǘƘŜ ōŜƭƻǿ 

page will appear where you can edit the description.  
 

 
 

{ŜƭŜŎǘ ά9Řƛǘ ǘƘŜ wŜǾƛǎƛƻƴ /ƻǇȅ ƻŦ ǘƘŜ Wƻō 5ŜǎŎǊƛǇǘƛƻƴέ ŀƴŘ ǘƘŜ ōŜƭƻǿ 

page will appear where you can edit the description. Under each of 

the tabs with blue arrows, you can edit different parts of the job 
description.  

 

Once your edits are completed, hit Save (green arrow) and then 

Approve Step (icon with the thumbs up) 


