
 

How to Complete JHA Courses 
As outlined in the COR training Module – Health and Safety Job Hazard Assessment and Control located 
on our Learning Management System (LMS) in Ceridian Dayforce, follow these steps to complete your 
assigned JHA e-learning courses. Note: each course will take approximately 10 minutes to complete.  
 
1) Access the Learning Module through Ceridian Dayforce: 

 
 
 

 
 
 
 
 



 

2) If you are assigned multiple roles in Ceridian Dayforce (i.e., Manager or Director role) – ensure that you access through the 
Employee-Time Entry role and click Next: 

 
3) The Learning Module can be accessed through the Ceridian Dayforce dashboard or through the menu icon: 

 

 
 

 



 

4) Access My Courses and Learning Plans and find the assigned JHA e-learning course(s). 
Click on the course to access it: 

 

 

 
 



 

 
 

5) This will open the Course. Select either of the “Start Learning Now” buttons to begin.  
 

 
 
6) Navigate through all the pages by using the Arrow Keys of the status bar. Note: the status 

bar appears as you hover over the next button with your mouse. Note: there is no audio/voice 
over narration for this course and review of the information is to be done as outlined in the 
COR training Module titled “Health and Safety Job Hazard Assessment and Control.” 
 



 

 
 
 
 
7) After you have navigated through all the pages, a blue message bar will appear at the 

bottom indicating you have completed the first activity and can proceed to the next one. Click 
the Next button to proceed.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
8) The next item to be reviewed, if applicable, in the course is the “SWP” file. Click the 

Download Now button in the middle of course module. Note: If the course does not have an 
SWP, please proceed to step #12.  
 

 
 
9) After clicking the Download Now button, a PDF file will open in a new tab in your internet 

browser. Review the full content of the PDF file.  
 

 



 

 
 
 
10) After reviewing the content in the PDF file, exit the PDF file tab and navigate back to the 

JHA course in the tab titled “Learning-Dayforce.” 
 

 
 
11)  The second activity is now complete, and you can proceed to the “Training 

Acknowledgement Test.” Click the Next button to proceed.  
 

 



 

 
 
 
 
12) To begin the “Training Acknowledgement Test” click Begin The Test.  

 

 
 
13) After answering all questions click Submit (Test Completed).  

 



 

 
 
 

14) After submitting, your results will appear. If passed, click Back to Course. If you have not 
passed the test, you must retake by clicking Retake The Test.  

 

 
 
15) Once back, a green message box will appear at the bottom indicating you have completed 

the course.   
 



 

 


