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OEHSA – Adding and Searching  
 
[1] Access your Location (a) and expand the menu tree to the OEHSA (b). Use the (+) to add a 
new OEHSA (c).  

 
[2] All surveys have a scheduling mechanism built in, but it is not required or recommended 
to use. Bypass the Master Schedule - Detail page can be clicking ‘Save and Begin Survey’.  

 
  

Do not modify these 
required fields 

 

a 

b 

c 
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[3] Click ‘Save and Continue Working’ to anchor the OEHSA and obtain an ID. Do not start 
filling out the OEHSA prior to saving it.  

 
[4] Once the ID is obtained, start completing the OEHSA. The OEHSA is not finished until 
marked ‘Approved by QA’. Only users with the OEHSA QA role can do this. To mark an OEHSA 
‘Approved by QA’, it must first be marked ‘Ready for QA’ and all data fields must be addressed. 
See tutorial 6 (step 5) for more details.

 
 

Is not complete until 
marked ‘Approved by QA’  

Expand all sections  

Expand individual sections  

Save or Cancel will exit 
the survey, see step 5 
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[5] Once saved, the OEHSA can be accessed as need until the status advances. 

 

 
 
[6] Search for OEHSAs at a specific location by repeating step 1, or search the Program Office 
as a whole (a). Apply one or multiple filters as needed (b). 

 

On the last section of the OEHSA, the owner can be changed 
      

OEHSA is not finished until Status = ‘Approved by QA’ 

“Owner” of the survey; can 
be modified, see below  

a  

b  

b  


