Quick Guide: Adding
Personnel on an HMP

UNC EHS



Step 1

* Log into the HMP Portal found on the UNC EHS Website by clicking the EHS
Applications and Compliance Portal button. Select Hazards Management
Plan.




Step 2

* Log in w/ your
Onyen and
password




Step 3

The list of accessible
HMPs for a supervisor
will be seen here. Click
on update on the
current HMP (marked
plans in process) to

access and make any
necessary changes.



Step 4

* The link will
take you to the
page shown
on the right

e Select “Save
and Continue”
at the bottom




Step 5

* You will then be on a
screen listing all
employees in the work
unit

e Select the link marked
“here” on “Click here to
add personnel”

* You can also delete
people no longer in your
shop/zone by clicking
delete (highlighted right)



Step 6

* The link will take you
to the page shown to
the right

* Enter the employee
PID or their name

* Hit “Search Employee”
at the bottom of the
page and select the
correct employee

* Add the employee
once selected




Step /

* At this point it will
take you back to
the personnel list
and you can add in
the needed
information (PPE -
Assessment, |

|dentification of
Required Safety
Training)



Finishing Up
* Make sure to save the information you input

* Remember the HMP is a living document and you should update the
portal whenever a new employee comes/goes, a new tool is introduced,
or a new hazard is introduced

* If you have any questions you can email the Facilities Safety Officer at
cskirkla@email.unc.edu or call at 919-619-9150
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