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JOB ANALYSIS LIBRARY

Using the Navigation Buttons

Introduction

The purpose of the Job Analysis (JA) Library is to improve our ability to share job
analyses throughout the CHCO community.

Guide Contents

This guide provides instructions on using the following buttons:

 Expand all
 Collapse all
 View Occupants List
 View Job Analysis

Note: Search by Keyword will be covered in separate guide (Searching for Job
Analyses in the Library).
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Using the Navigation Buttons

After logging into Lotus Notes, double click on the PD Library ICON. This will take

you to the Job Analysis (JA) Library. Click on Job Analysis Library.

When you first open the JA Library, you will see a number of buttons that will assist you
in navigating throughout the JA Library (Search by Keyword, Expand All, Collapse All,
View Occupants List and View Job Analysis – additional buttons will be covered in other
guides including the Search by Keyword button).

Expand All and Collapse All

Step 1

Click on the Expand All button. This expands the view you will see when
you review the JAs within the Library.
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Step 2

To see the listing of all of the Regions, click on the Collapse All button.
This view allows you to narrow your search to a specific Region if necessary.

You can use the Expand All button to expand one Region at a time.
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View Occupants List

The View Occupants List button allows you to see the
employees that encumber a particular PD.

Step 1

From the JA Library, click on the position that you wish to view.

Step 2

Click on the View Occupants List button. The occupants of the
position appear.

]

Click the OK button to close the Occupants List.
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View Job Analysis Button

Clicking on the View Job Analysis button allows you to view the JA
Form.

Step 1

From the JA Library click on the PD you would like to review JA.

Step 2

Click on View Job Analysis button. The JA for the position
appears.

Click Close button to exit form.


