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Introduction

Purpose of the Course

In this class you will learn how to identify for your facilities occurrence reports (ORs) tha
are new, that have been rejected or commented upon, that have had changes to corrective
action dates, and that are in the approval process. You will also learn how to approve or
reject reports that areaming for your approval and how to add comments to oeooe

reports for your facilities. In addition, youlWearn how to create, save, edit, and delete
search criteria and use the date range feature.

Objectives

Upon completion of this class, you will be able to perform the following activities:

»

Access theRPS MANAGER OR SEARCH & REPORTS page and explain the purpose o
the control panel

Create, save, edit, and delete a search profile

Explain the various report options

Demonstrate how to identify new occurrence reports for your facilities
Demonstrate how to identify occurrence reports for your facilities thatdesare
rejected by the DOE Facility Representative (FR) or DOE-HQ Program Manager
(PM) or have had other FR/PM comments added

Demonstrate how to identify occurrence reports that have had changes to corrective
action dates and how to idéy the detals of those changes

Demonstrate how to identify and view occurrence reports for your facilities that are
currently in the approval pcess

Demonstrate how to identify reports that are waiting for your approval and how to
approve or reject those reports

Demonstrate how to add comments to occurrence reports for your facilities

Know how to use the date range feature and explain the various options available
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ORPS Program Manager Search & Reports Page

The ORPS MANAGER OR SEARCH & REPORTS page is accessed from th@s OCCURRENCE
REPORTING & PROCESSING home page bylicking on the Manager Functions hyperlink.

This page is customized for you (the Program Manager or designee) to allow for search,
report, and update capabilities for facilities under your jurisdiction. At the top of the page
is your name which is hyperlinked to theps USER PROFILE page Figure 1). This page

lists general information about you and contains a taliieglige fadities for which you

have authority.

User ID: PMTEST

Name: John P. Best
Title: The Main Man
Contractor:

Phone: (302) 555-6789
Address: 789 Endless Circle

Metropolis, ST 12345

has Program Manager authority for:

Facility ID Facility Name

7710PS 771 Operations

Figure 1 - TheORPS USER PROFILE page.

The Control Panel

Program Manager functions are initiated from dm®Ss MANAGER OR SEARCH & REPORTS
control panelFigure 2). This page functions as a control panel by allowing you to selec
search criteria, report options, and other selections to further refine your query.

NOTE A Manager Functions hyperlink is available at the bottom of most pages
@ in the ORPS GUI. You can always get back to the control panel b
clicking on this hypdink.
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ORPS Manager OR Search & Reports 2

John P. Best - Program Manager

ORPS contains 36616 OR(s) with 38756 occurrences(s) as of 04/07/1998 15:15.

OR Search Criteria Reports
Report/Filter
4

[ORICA Status

Order by
Delete | & OR# C Date

& psc O Desc
Save lag | |

& Earliest ently & Now Count ORs

« Last Login ¢ Last Login
 Saved criteria "from"  Saved criteria "to" orm
¢ fum/dd/yyyy hhimm ¢ [04/07/1998 15:26| Reset |form

ORPS Home DManager Functions  Search & Reports Authorities Help

Figure 2 - The ORPS MANAGER OR SEARCH & REPORTS control panel

The control panel is divided into four sectiong: SEARCH CRITERIA, REPORTS, FROM

STATUS DATE, andTto STATUS DATE. TheoOR SEARCH CRITERIA section allows you to

create, edit, save, or delete a set of search specificationsRePbeTS section allows you

to generate reports and perform Program Manager functions based on the occurrence
reports selected with a set of search specifications. Thetawns DATE sections allow

you to filter selections based on status date ranges.

The Search Profile

All operations performed in the control panel are based on a set of search specifications
called a search profile. You can select, create, edit, save, and delete search profiles in the
OR SEARCH CRITERIA section Figure 3) of the control panel. Aninitial set of data has

been predefined for your searches. Itis all of the occurrence reports for the facilities
under your authay. This set of data serves as the basis for any new profiles you create.

A predefined profile nameblly OR Set reflects his initial set of dataMy OR Set

cannot be edited or deleted; however, any status date ranges spditiiedly to this

profile.
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All of the Program Manager functions on the HP ORPS can be
NOTE performed by simply using tidy OR Set search profile and the
@ status date range. The ability to create additional seastilepr
provides you vith the capability of specifying a more precise set o
data with which to work.

OR Search Criteria

MNew My OR Set

4]
]
5

ook |

Figure 3 - TheOR SEARCH CRITERIA section of thedDRPS MANAGER OR SEARCH & REPORTS
control panel

Four command buttons are used to manage user-defined search profiles. Each is briefly
explained in the following table.

Command
Button Function
New Allows you to define the search specifications for a new search
profile.
Edit Recalls the search specifications saved in a selected search profile and
places the specifications in a new OR search profile.
Delete Removes the selected search profile.
Save | Saves the user-defined search specifications in a user-ne@anell s
profile.
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Creating a Search Profile

Starting a New Search Profile

To initiate the creation of a search profile, click onnte command button in ther
SEARCH CRITERIA section of thedoRPS MANAGER OR SEARCH & REPORTS control panel

You will be presented with therPs MANAGER OR SEARCH CRITERIA page Figure 4),

where you can specify the search fields for the new search. You are also permitted to
select date rangesTATUS DATE sections) that are saved with the new set of criteria.

ORPS Manager OR Search Criteria 2
John P. Best - Program Manager

ORPS contains 36632 OR(s) with 38777 occurrences(s) as of 04/15/1998 19:30.

™ 1. Occurrence Report Number ™ 6. Report Year

™ 2. Operations/Field Office ™ 7. Sequence Number

™ 3. Area Office ™ 8 Report Type

™ 4. Contractor ™ 9. DOE Secretarial Office

™ 5. Facility ™ 10. Laboratory, Site, or Organization

2/ Boolean logic specification: | |

from Status date to Status date
@ Earliest entry & Now
© Last Login © Last Login
¢ Saved criteria "from" " Saved criteria "to"
O |wo/dd/yyyy bl ¢ |04/15/1998 19:33|
[new]| | Refine | | Reset |
ORPS Home Manager Functions Search & Reports Authorities Help

Figure 4 - The ORPS MANAGER OR SEARCH CRITERIA page.

Search fields are displayed at the top of the page. They are selected by clicking in the
check boxes. Descriptions of the search fields are fouAgpendix Aand are also
available on-line thragh the ORPS helptility (Click on theHelp hyperlink found at the
bottom of most ORPS GUI pages). By default, fields selected from the checklbores
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the Boolean operatgkND applied between the fields. You can useabeLEAN LOGIC
SPECIFICATION edit box to specify th®R or NOT operators (or a combination of all three
operators) between fields. The dmbk is discissed further in th&Search Features
section.

At any time in the process you can start a new search profile set by clickingawthe
command button at the bottom of theege. You can also reset the selections on the page
to the values that existed when the page was last loaded by clickingrasthe

command button. Once you have selected the fieloliade, you are ready to refine the

profile.
@ TheRreser command button ONLY resets selections on the page to
WARNING the values that existed when the page was last entered or refined. |

does not reset the values to the default selections that are displayed
when you initially enter therRPS MANAGER OR SEARCH CRITERIA

page. If you want to start overttv the default selections, click on
theNew command button.

Refining a Search Profile

Clicking on thereriINE command button on therRPS MANAGER OR SEARCH CRITERIA page
dynamically recreates the search screen to reflect the search field selections made on the
previous search page. From here, you can define the values within the specified search
fields.

NOTE At this level, values specified within selection boxes always have the

@ Boolean operato®OR applied.

Figure 5 shows the page thatdgnamically recreated after setimg Report Year and

Report Type as the search fields and specifyit298 1997, andX-Update/Final as the

field values. Based on the previous discussion, the logic for this search is (Report Year =
1998 OR Report Year £997) AND (Report Type = X-Updateftl) (Figure 5).

Selections displayed in theaciLiTy selection box are limited to those
facilities under your authority. Selections displayed in the

NOTE OPERATIONS/FIELD OFFICE , AREA OFFICE, CONTRACTOR, DOE SECRETARIAL

@ OFFICE, andLABORATORY, SITE, OR ORGANIZATION selection boxes are not
limited; however, all search criteria will have a default selection applied
that consists of only your facilities. Therefore, selection of contractors,
etc. other than your own is meaningless and will result in the selection o
zero records.
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ORPS contains 36641 OR(s) with 38789 occurrences(s) as of 04/20/1998 15:30.

’l_ 1. Occutrence Report Number "7 6. Repott Vear

’ r oz Operations/Field Office ’ r o7 Sequence Number

’l_ 3. Area Office "7 8. Repott Type

’l_ 4. Contractor ’I_ 9. DOE Sectetarial Office

’ r s Facility ’ ™ 10.Lab oratory, Site, or Organization

2) Boolean logic specification: I
Default logic: 6 and 8

@ Earliest entry & Now

" Last Login ' Last Login

' Saved criteria "from" ' Saved critetia "to"

¢ fom/dd/yyyy hhimm ¢ |04/20/1998 15:42

1995 W
1997

1996 x|
8. Report Type

Any

Figure 5 - Example of dynamically createmkps MANAGER OR SEARCH CRITERIA page.

Aifter specifying the field values, you can again click onrRBeNe command button. The
search screen is recreated to reflect the search field selections and values made on the
previous search page. In addition, thealtoumber of occurrence reports andwecences
found by the search s listed near the top of the page. The name of the search profile is
also shown at the top of the padégire 6).

NOTE
@ When a new search is created, the GUI temporarily namesatie pr

Untitled.
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ORPS contains 36623 OR(s) with 23763 occurrences(s) as of 04/07/1998 08:15.
<~ Query selected 10 OR(s) with 13 occurrence(s) using criteria "Untitled”. >

™ 1.Occutrence Report Number vV & Report Year
™ 2. Operations/Field Office ™ 7. Sequence Number
™ 3. AreaOffice V' 8. Report Type
™ 4 Contractor ™ 9 DOE Sectetarial Office
r s Facility ™ 10 Laboratory, Site, or Organization
2 Boolean logic specification: | |
Default logic: 6 and 8
from Status date to Status date
@ Earliest entry & Now
T Last Login T Last Login
T Saved criteria "from" T Saved criteria "to"
c |mm/ddfyyyy hh:mml ¢ |o4/07/1998 08:30]
6. Report Year

An
1998

1997
1996

8. Report Type
Any
F - Final

e L.|-u:iatea"FinaI
4]

Figure 6 - Example of dynamically creat@ekPs MANAGER OR SEARCH CRITERIA page with
totals and search profile name at the top of the page.

@ In some browsers (e.g., Internet Explorer and Netscape), when a page
is loaded, the selection boxes are reset to display the top entries in the

selection box. However, your previous selections dirénigihlighted

and active; you can view them by using the scroll bar.

WARNING

Three command buttons were added at the bottom of the page (for a total of six buttons)
the first time you clicked on theeFINE command button. Each button is briefly explained
in the following table.
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Command
Button

Function

MNew

Allows you to initiate the creation of a search profile.

Refine

Recreates therPs MANAGER OR SEARCH CRITERIA page to reflec
selection areas for the search fields specified on the previous page
allows you to refine the search profile by definiredd values.

Screen

-

Allows you to selectively include or exclude reports from the search.

Display

Displays the search specifications for the current search profile.

Finish

Finishes the search refinement and returns you tORIPEMANAGER
OR SEARCH & REPORTS page.

Reset

il B

Resets the selections on the page to the values that existed whern
page was last loaded.

Displaying Search Specifications

This

the

You can view the specifications for the search profile by clickinthemispLaAy command
button at the bottom of thgage. Informatiomisplayed on theorPS DISPLAY SEARCH

CRITERIA page includes the name of the search profile, search values and connective logic,
and status date rangdésdure 7).

ORPS Display Search Criteria

Profile: "Untitled”

(Report Year="1998' or Report Year="1997") and Report Type="X'

and Facility in ("771 Operations")
and last status changed through 04/07/1998 08:30

ORPS Home

Manager Functions  Search & Reports  Authorities Help

Figure 7 - The ORPS DISPLAY SEARCH CRITERIA page.
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Screening a Search Profile

Clicking on thescreeN command button on therPS MANAGER OR SEARCH CRITERIA

page vl take you to theoRPS SCREEN OR SEARCH CRITERIA page Figure 8). This page

is dynamically created based on the selections made @RHIMANAGER OR SEARCH

CRITERIA page. The total number of occurrence reports andrecmes found by the

search are listed near the top of the page. The name of the search profile is also shown a
the top of the page. Each occurrence report is listed individuaBubject/Title,

Report Number, andOccurrence Date(Discovery Date). You can link to an individua
report by clicking on the OR title. Two radio buttors¢LuDE andiNCLUDE, at the top

of the screen allow you to either exclude (the default) or include a record from the ORPS
search selection by clicking on the check box toeftedf the OR title.

ORPS Screen OR Search Criteria

ORPS contains 36621 OR(s) with 38761 occurrences(s) as of 03/27/1998 12:00.
Query selected 3 OR(s) with 3 occurrence(s) through 02/27/1998 11:56 using criteria "Untitled".

Check any item(s) your wish to # exclude or ¢ include.

Subject/Title Occurrence
Report Number Date
~ 1) #1512: An Unreviewed Safety Question (USQ) regarding plutonium in the 10/10/94

building ventilation systems has been resolved.
RFO--EGGR-7710PS-1994-0066

™ 2) #1704: The final stage exterior doors of Plenum FU2B and the Incinerator 11/14/94
Plenum failed the annual Dioctylphthalate (DOP) test.
RFO--EGGR-7710PS-1994-0084

r 3) #1721: Emergency Generator-1 Batteries Failed Limiting Conditions for 11/16/94
Operations Specific Gravity Test, OSR Out-of-Tolerance Condition.
RFO--EGGR-7710PS-1994-0088

| Refine | | Display I | Finish | | Clearl | Reset|

Figure 8 - Example of a dynamically createePs SCREEN OR SEARCH CRITERIA page.

Five command buttons are used to process selections on this page. Each is briefly
explained in the following table.
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Command
Button Function

Refine Recreates the screening page to reflect screening selections ma
displays the revised number of occurrence reports and occurreng
the top of the page.

Display Displays the search specifications for the current search. Refiner
made from theRPS SCREEN OR SEARCH CRITERIA page become par
of the current search profile.

Finish Finishes the screening and returns you t@Hms MANAGER OR
SEARCH & REPORTS page.

Clear Restores all the defaults on tres SCREEN OR SEARCH CRITERIA
page (i.e., all checks are removed from the check boxes and the
EXCLUDE radio button is marked).

Reset Resets the selections on the page to the values that existed when the
page was last loaded or refined.

NOTE

1

The Screeninformation is saved with the search profile and can be

edited.

Finishing a Search Profile

Clicking on therinisH command button on either thh@Ps MANAGER OR SEARCH CRITERIA
page or thedRPS SCREEN OR SEARCH CRITERIA page processes the selections and returns
you to theoRPS MANAGER OR SEARCH & REPORTS page. A new search profile has been
added to ther searRcH CRITERIA selection boxKigure 9). Itis a temporary file (named
Untitled) that can be used as the criteria to generate reports.

MNewy

I
5

Save [ag |Untitled

OR Search Criteria |
Untiled |

Figure 9 - A temporary search profile.

DOE Program Manager Options
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If desired, you can save the search prdfilefuture use by typing a name in tsave As
edit box (type oveUntitled) and click on theave command button. The typed name
will appear in the selection box in placeuntitled (Figure 10). A maximum of 32
characters and spaces is allowed in thel@mdme. There is nlamit on the number o
profiles that can be saved.

OR Search Criteria

New Profile 1

i
-
as |Profile 1

Figure 10 - A saved search profile.

“Untitled” is a reserved name and cannot be used as the title of an

saved search criteria.
WARNING

To display the search specifications for any search profile displayed in
NOTE the OR SEARCH CRITERIA Sselection box, click on thBsPLAY CRITERIA
@ command button in theePoRrTs section of theoRPS MANAGER OR

SEARCH & REPORTS page.

To delete a saved search profile, select the name of the set fromB&rRCH CRITERIA
selection box and then click on theLeTe command button.
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Step-y-Ste

TUTORIAL

Creating and Saving a New Search Profile

1. Click on thesvew command button in therPSs SEARCH CRITERIA section of the
ORPS MANAGER OR SEARCH & REPORTS page.

2. Select search fields by clicking in the check boxes o®ire MANAGER OR
SEARCH CRITERIA page.

REMINDER: The default Boolean operator between search fieldlsl i
3. Click on thereriINE command button at the bottom of hege.

4. Specify search field values from the recreair®es MANAGER OR SEARCH
CRITERIA page.

REMINDER: Field values specified within selection boxes always have the Boolegn
operatorOR applied.

5. Click on thesinisH command button at the bottom of tregye.

6. Verify thatUntitled is selected from ther SEARCH CRITERIA selection box in
the OR SEARCH CRITERIA section of thedoRPS MANAGER OR SEARCH & REPORTS
page.

7. Type the name in theave As edit box in theorR SEARCH CRITERIA section of

the ORPS MANAGER OR SEARCH & REPORTS page.
REMINDER: A maximum of 32 characters and spaces is allowed in the name.

8. Click on thesavE command button in ther SEARCH CRITERIA section of the
ORPS MANAGER OR SEARCH & REPORTS page.
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Exercise 1

As you work, write down the steps you take. These notes will act as a reminder|when

you take similar actions in the future.

1. Create a new search profile that contains 1997 occurence reportadiitya f

under your authority

2. Save the search profile &y Facility 1997.

3. Delete the search profile titlédy Facility 1997.
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Editing a Search Profile

Theepit command button in th&EARCH CRITERIA section of theoRPS MANAGER OR
SEARCH & REPORTS page is used to edit search profiles. It can be used to edit an unsaved
search profile (calledntitled) or a user-named search profile.

When you select thebir command button to edit an unsaved search profile, yibbev
returned to therRPS MANAGER OR SEARCH CRITERIA page with the currenearch
specifications listed on theage. From this recreated page, you can change field
selections, screening criteria, or the status date range and then setectstheommand
button to return to thERPS MANAGER OR SEARCH & REPORTS page.

When you select thebir command button to edit a saved search profile, yithlbev
returned to therRPS MANAGER OR SEARCH CRITERIA page with the saved search
specifications listed on theage. From this recreated page, you can change field
selections, screening criteria, or the status date range and then setectstheommand
button to return to theRPS MANAGER OR SEARCH & REPORTS page where the name of the
profile is displayed in theave As edit box. You can now save the search profile with the
same name by clicking on tkeve command button. When you do this, the origina
search profile is overwritten. If you do not want to overwrite tharaigprofile, enter a
different name in theave As edit box and click on theave command button. The
original search profile is retained and a search profile containing the aevi se
specifications iedded.

WARNING You cannot edit thély OR Set search profile.

Editing Field Selections

You can edit field selections for a user-defined search profile by changing the values for an
existing search field or by specifying different or aiddél search fields. To change the

values for an existing search field, select new values within the search field selection areas
that are displayed on tlogPS MANAGER OR SEARCH CRITERIA page.

To specify different or additional seardoéldls, select (or deselect) fields with the check

boxes or modify the statement in B@OLEAN LOGIC SPECIFICATION edit box, then click on
theREFINE command button. ThBrRPS MANAGER OR SEARCH CRITERIA page is recreated

to reflect the search field selections made on the previous search page and the field values
from the current search profile are displayed as the default sele¢iignse(11). From

here, you can define the values within the specified search fields.
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Any entry in theBOOLEAN LOGIC SPECIFICATION edit box overrides
selections made in the check boxes; therefore, if the recreaisd
MANAGER OR SEARCH CRITERIA page returns a statementin the
BOOLEAN LOGIC SPECIFICATION edit box, edit the statement rather than
using the check boxes.

&

WARNING

2/ Boolean logic specification: | |
Default logic: 6 and 8 and 5

from Status date to Status date

¢ Earliest entry  Now

¢ Last Login ¢ Last Login

& Saved criteria "from" @ Saved criteria "to"

¢ fum/dd/yyyy hh:nm| o [04/01/1998 11:47]

6. Report Year

FS

Any
1998

v

8. Report Type

Any _ -

T7T10PS - 771 Operations

Figure 11 - Example of a dynamically createdprs MANAGER OR SEARCH CRITERIA page
that displays default field values from the current search profile.

@ Any edit of field selections or the status date range will delete the

WARNING Screencriteria that are saved with your profile.
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Editing Screen Criteria

To edit the screen criteria that are saved with a search profile, click sorbeN

command button at the bottom of thrPs MANAGER OR SEARCH CRITERIA page. The

ORPS SCREEN OR SEARCH CRITERIA page is recreated to reflect the current screen criteria
(Figure 12). From here, you can make modifications to the screen criteria. Remember
that changes you make here (e.g., you deselect an excluded rei@amlyvibe saved if

the profile is resaved, either with a new name or the same name.

ORPS Screen OR Search Criteria

ORPS contains 36620 OR(s) with 38763 occurrences(s) as of 04/01/1998 12:45.
Query selected 8 OR(s) with 8 occurrence(s) using criteria "Update/Final Reports - 1996".

Check any item(s) your wish to ® exclude or © include.

Subject/Title Occurrence
Report Number Date

1) An Inadequate Fire Watch Was Implemented in Room 146 A Based on Plutonium 08/22/96
Holdup in Room Gloveboxes and Ducting.
RFO--KHLL-7710PS$-1996-0140

~  2) Inability to Dioctylphthalate (DOP) Qualify the Main Filter Plenum Housing Doors ~ 09/03/96
is Basis for Unreviewed Safety Question
RFO--KHLL-7710PS-1996-0142

r 3) Possible Tampering With Life Safety/Disaster Warning System Speaker 09/05/96
RFO--KHLL-7710P5-1996-0145

¥ 4) Criticality Engineering Discovers Operational Safety Requirements Non-Compliance 09/13/96
with Adequate Criticality Detection Head Coverage
RFO--KHLL-7710PS-1996-0150

™~ 5) A Questioned Was Raised Regarding a Zone 3 Ventilation Area That That Might 12/04/96
Not Be Controlled by 23-PDIC-317.
RFO--KHLL-7710PS-1996-0181

[ Refine | [ Display | [ Finish | [ Clear | | Reset |

Figure 12 - Example of a dynamically createdrs SCREEN OR SEARCH CRITERIA page
that displays screen information for the current search profile.
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Editing the Status Date Range

To edit the status date range that is saved with a search profile, make changesae the
STATUS DATE andTo STATUS DATE sections as delineated in tBearch Featuresection
of this manual.

Step-y-Ste

TUTORIAL

Editing a Saved Search Profile

1. From theorRPS MANAGER OR SEARCH & REPORTS page, select a saved search
profile from theor SEARCH CRITERIA selection box.

2. Click on theepiTr command button.

3. Make desired changes to the search profile.

4. Click on thesinisH command button.

5. To save the profile with the original name, click ondle command button.
6. To save the profile with a different name, enter the name srifeeas edit

box and then click on theaveE command button.
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Exercise 2

As you work, write down the steps you take. These notes will act as a reminder|when
you take similar actions in the future.

1. Create a new search profile that contains Update/Final Reports for 1997 fpr a
facilities under your authority.

2. Save the search profile @pdate/Final Reports -1997.

3. Initiate an edit of the search profiléed Update/Final Reports -1997.

4. Change the profile to contain Update/Final Reports for 1996 for all the

facilities under your authority.

5. Save the search profile Bpdate/Final Reports -1996.
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Search Features

The Boolean Logic Specification Box

As previously stated, searches specified with the check box@wadicially fave the
Boolean operatoAND applied between the fields. When you click onrBEeINE
command button, the default Booleagitos displayed below theooLEAN LoGIC
SPECIFICATION edit box Figure 13). The default logic does not display the field names
but rather the unique number assigned to each search field.

™ 1. Occurrence Report Number M & Report Year

™ 2. Operations/Field Office ™ 7. Sequence Number

™ 3. Area Office ¥ 8. Report Type

™ 4. Contractor ™ 9. DOE Secretarial Office

¥ 5. Facility ™ 10. Laboratory, Site, or Organization

2 Boolean logic specification: | |
Default logic: 6 and 8 and 5

Figure 13 - A section of theoRPS MANAGER OR SEARCH CRITERIA page showing how the
default Boolean logic is dispyed.

An alternative to selecting search items with check boxes is to enter the search fields (b
number) directly into theooLEAN LOGIC SPECIFICATION edit box using Boolean logic.

The Boolean operators can be entered as either upper case or lower case and must be
separated from the search field number by a sgagaré 14). When the search profile is
refined, search fields entered in the edit imdkalso be narked in the check boxes

(Figure 15).
@ Any entry in theBOOLEAN LOGIC SPECIFICATION edit box overrides
selections made in the check boxes.
WARNING

The three basic operatoND, OR, andNOT, can be used in trEOOLEAN LOGIC

SPECIFICATION edit box. Search terms combined with the Boola&ID will return

occurrence reports in your predefined set (i.e., occurrence reports for facilities under your
authority) that contain adif the search terms. Search terms combined with the Boolean
ORwill return occurrence reports that caintanyof the search terms iroyr predefined

set. Search terms combinettwthe BookanNOT can be used to excludecurrence

reports from a search. The precedence of operators within an expredsion ASND,

andOR, but the order of execution can be specified by the use of parentheses.
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1. Occurrence Report Number
2. Operations/Field Office

r ™ 6 Report Year
r r
™ 3 Area Office ™ 8 Report Type
r r
r r

7. Sequence Number
4. Contractor 9. DOE Secretarial Office

5. Facility 10. Laboratory, Site, or Organization

2) Boolean logic specification: [(5 and 6) and not 8

Figure 14 - A section of theoRPS MANAGER OR SEARCH CRITERIA page showing how
user-defined Boolean logic is entered.

™ 1. Occurrence Report Number ¥ 6 Report Year

™ 2. Operations/Field Office ™ 7. Sequence Number

™ 3. Area Office ¥ 8 Report Type

™ 4. Contractor ™ 9. DOE Secretarial Office

V5. Facility I 10. Laboratory, Site, or Organization

2 Boolean logic specification: [i5 and 6) and not 8

Figure 15 - A section of theoRPS MANAGER OR SEARCH CRITERIA page showing how
Boolean logic is marked in the selection boxdeviong refinement of a search profile.

The Occurrence Report Number Selection Area

To display anOCCURRENCE REPORT NUMBER Selection area, you must dynamicallyreste
the ORPS MANAGER OR SEARCH CRITERIA page. First select tH@ccurrence Report
Number field by clicking on its associated check box (or typing the field number in the
BOOLEAN LOGIC SPECIFICATION edit box). Then click on theerFINe command button.
Figure 16is an exampl®CCURRENCE REPORT NUMBER Selection area. Th®CCURRENCE
REPORT NUMBER Selection area contains five selection boxes and one edit box that
correspond to the elements of an occurrence report number: Field Office idektéeer,
Office identifier, Contractor identifier, Facility identifier, Year of Ocamce, and
Sequence Nmber.
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1. Occurrence Report Number
FO - AO- CONT - FAC - YEAR - NUM

ALO AA 1000
CH AB 10000
HQ v AO |~¥ 1000MDL v

Figure 16 - The OCCURRENCE REPORT NUMBER Selection area on a dynamically recreated
ORPS MANAGER OR SEARCH CRITERIA page.
When working with these selection and edit boxes, the following rpfey a
. Within a single selection box, multiple choices @ logic
. Between selection boxes tA&ID logic is applied
. If Any is selected in a selection box, the default is all
. Similarly, if nothing is entered in theuwm edit box, the default i_all
. Leading zeros are not required in thev edit box
NOTE It is not necessary to fillin all the items in theCURRENCE REPORT
NUMBER Selection area. UsualbaciLiTy, YEAR, andNum are enough t

fully define a particular record. However, including all information (a
leas Fo) will improve system performance.

Status Date/Time Search Range

22

The selections within therom STATUS DATE andTo STATUS DATE sections allow you to

filter your search of the database to include records for which the most recent change
occurred within the specified date ranges. The database filtering that is accomplished
through thesTATus DATE sections is based on a time stamp réed at each change to a
report. Because this time stamp records the date and time of every changmtd,atre

is possible tdimit the search to new records that may require yoorediate attention

(e.g., status changes within the last week) or to older records that require your attention
(e.g., status changes more than three months old).

Status date/time ranges are specified by clicking on the radio butignee(17) in the

FROM STATUS DATE andTo STATUS DATE sections of the control panel. If the radio button
associated with atATus DATE edit box is selected, then a date/time value must be entered
in therFrom sTATUS DATE edit box; however, theo sTATus DATE edit box defaults to the
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current date andtime. You are not required to enter atime value in the edit boxes;
however, when a time ke is not spatied, the defalt time is00:00 (zero hours). The
effect of this default is inclusion of cases at the startatg (FRomM STATUS DATE Section)
and the exclusion of cases at the ending dattesAaTus DATE section).

@ Earliest entry

" Last Login
 Saved criteria "from"
~

from Status date to Status date

Imm/ dd/yyyy hh: mml

& Now

© Last Login

 Saved criteria "to"

¢ |03/31/1998 10:41]

Figure 17 - TheFROM STATUS DATE andTO STATUS DATE Selection area.

The function of each selection within tRROM STATUS DATE/TO STATUS DATE Sections is
explained in the following tables. Itis important to remember that each of these selections
is limited to your initial set of data (i.e., all of the occurrence reports for ¢hidids

under your authdy).

From Status Date

Function

Earliest Entry

Starts the search at the beginning of the database.

Last Login

Starts the search from the last date and time you logged in
to the ORPS GUIL.

Saved criteria “from”

Starts the search from the date and time saved with the
selected search profile.

Date edit box

Starts the search at the date and time specified in the
associated edit box. In order for any entry inFikem

STATUS DATE edit box to be recognized, the radio button
associated with the edit box must be sigd.

DOE Program Manager Options
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To Status Date Function

Now Ends the search at the current date and time.

Last Login Ends the search at the date and time you last logged i to
the ORPS GUI.

Saved criteria “to” Ends the search at the date and time saved with the

selected search profile.

Date edit box Ends the search at the date and time specified in the
associated edit box. In order for any entry intthe
STATUS DATE edit box to be recognized, the radio button

associated with the edit box must be s&ld.

TheFROM STATUS DATE andTO STATUS DATE sections are located on both thers
MANAGER OR SEARCH CRITERIA page and on therRPS MANAGER OR SEARCH & REPORTS
page. On each page the sections serve a different function.

From theorRPS MANAGER OR SEARCH CRITERIA page, th&ROM STATUS DATE/TO STATUS

DATE sections are used to define the date/time range that is saved with the search profile
and therefore, the date/time value that is used wheBated criteria “from” andSaved
criteria “to” radio buttons are checked. When you create a new search profile the default
selections for therRom STATUS DATE section isEarliest entr and for thero STATUS DATE
section isNow. When you edit a search profile the default selections forrb®

STATUS DATE section isSaved criteria “from” and for thero sTaTus DATE section is

Saved criteria “t0” . You can change the default selections to specify a diffe @ st
date/time range to be saved with the profile. To view the date and time range that will be
saved with the profile, click on tlrespLAY command button at the bottom of tbreps

MANAGER OR SEARCH CRITERIA page.

NOTE Because no date or time range has been saved with a new profile, if you
@ select thesaveD CRITERIA “FROM” radio button the date/time range will
start at the beginning of the database @xa@D CRITERIA “TO” radio

button will end vith the current date and time.

From theorRPS MANAGER OR SEARCH & REPORTS page, th&ROM STATUS DATE/TO STATUS

DATE sections are used to define the date/time range that is used for generating reports.
The default selection for tir/erom STATUS DATE section isEarliest entr and for thero

STATUS DATE section isNow. If you want to use the date/time range that was saved with
the profile, you must select tlsaVED CRITERIA “FROM” andSAVED CRITERIA “TO” radio

buttons. To view the date and time range that will be used to generate a report, click on
thepispLAY CRITERIA command button in theePoRrTs section of theoRPS MANAGER OR

SEARCH & REPORTS page.
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NOTE
@ profiles, temporary search profiles (i.@ntitled), and the predefined

profile, My OR Set.

Step-y-Ste

TUTORIAL

Saving a Status Date/Time Range with a
New Search Profile

1. Click on thesvew command button in ther SEARCH CRITERIA section of the
ORPS MANAGER OR SEARCH & REPORTS page.

2. Select search fields by clicking in the check boxes o®ire MANAGER OR
SEARCH CRITERIA page.

3. Specify the status date/time range from withinFikem STATUS DATE andTo
STATUS DATE sections.

REMINDER: ThesaveD cRITERIA “FROM” selection will start at the beginning of the
database and tlsaveD crRITERIA “TO" selection will end with the current date and
time.

4. Click on thereriINE command button at the bottom of hege.

5. Specify search field values from the recreair®es MANAGER OR SEARCH
CRITERIA page.

REMINDER: To view the date and time range that will be saved with the profile
click on thebispLay command button at the bottom of threPs MANAGER OR SEARCH
CRITERIA page.

6. Click on thesinisH command button at the bottom of tegye.

7. Type the profile name in theVve As edit box in theorR SEARCH CRITERIA
section of thedbRPS MANAGER OR SEARCH & REPORTS page.

8. Click on thesavE command button in ther SEARCH CRITERIA section of the
ORPS MANAGER OR SEARCH & REPORTS page.
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Step-y-Ste

TUTORIAL

Saving a Status Date/Time Range with an
Existing Search Profile

1. Highlight the search profile in ther SEARCH CRITERIA selection box and then
click on theebir command button in ther SEARCH CRITERIA section of the
ORPS MANAGER OR SEARCH & REPORTS page.

REMINDER: To view the date and time range that has been saved with the pro
click on thebispLay command button at the bottom of threPs MANAGER OR SEARCH
CRITERIA page.

2. Specify the status date/time range from withinFikem STATUS DATE andTo
STATUS DATE sections.

REMINDER: ThesaveD cRITERIA “FROM” selection will start at the beginning of the
database and tlsaveD crRITERIA “TO" selection will end with the current date and
time.

REMINDER: To view the date and time range that will be saved with the profile
click on thebispLay command button at the bottom of threPs MANAGER OR SEARCH
CRITERIA page.

3. Click on thesinisH command button at the bottom of tegye.

4. Click on thesavE command button in ther SEARCH CRITERIA section of the
ORPS MANAGER OR SEARCH & REPORTS page.

file,
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1.

2.

3.

4.

Step-y-Ste

TUTORIAL

Specifying a Status Date/Time Range
for Generating Reports

Specify the status date/time range from withinFikem STATUS DATE andTo
STATUS DATE sections of th@RPS MANAGER OR SEARCH & REPORTS page.
NOTE The status date/time range vaipply to any report selected from thre
@ SEARCH CRITERIA edit box on theRPS MANAGER OR SEARCH &
REPORTS page.
Select a search profile from the SEARCH CRITERIA selection box.

Select a report filter from theePORT/FILTER Selection box.

Click on theerReEPARE command button.

DOE Program Manager Options 27



28

Exercise 3

As you work, write down the steps you take. These notes will act as a reminder|when

you take similar actions in the future.

1.

Create a new search profile that contains occurrence reports for a contrgctor
that is included in your initial set of data.

Specify a status date/time range to be savddtie profile that u start a
the beginning of the database and will end WRI31/97.

Display the search specifications.

Save the search profile By Contractor through 1997.

Specify the date/time range that will startrwthe bginning of the database
and end with the current date and time for generating reports.

Display the search specifications.

Specify the date/time range saved Wi Contractor through 1997 for
generating reports.

Display the search specifications.
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Manager Report Options

Managers generate reports by specifying options frorreherTs section of theorps
MANAGER OR SEARCH & REPORTS control panel. This control panel allows you to choose a
profile and the beginning and ending dates for the report. You choose the profile in the
OR SEARCH CRITERIA selection box of the control panel and the date and time range in the
FROM STATUS DATE andTo STATUS DATE sections of the control panel.

NOTE The default selection for thirom sTATUS DATE section isEarliest entr
@ and for thero sTATUSs DATE section isNow. If you want to use the
date/time range that was saved with the profile, you must select the

SAVED CRITERIA “FROM” andsAVED CRITERIA “TO" radio buttons.

NOTE As a reminder, information about the sfiececords you choose to
@ exclude (or include) is stored with the search profile, and the records are
excluded (or included), as appropriate, when the report is generated. To

determine the specific records that wexeluded (or included), selec
the search profile and then click e command button. Use the

vertical scroll bar to scroll to the bottom of the page and click the
SCREEN command button. The original selections will be displayed.

TheRrePORTS section of the control pandFigure 18) allows you to select and define
specific content for a single reporttype. You specify content in this report byvadecti
filtering the ORs contained in the profile. The following sections explain how this is done.
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ORPS Manager OR Search & Reports 2

John P. Best - Program Manager

ORPS contains 36616 OR(s) with 38756 occurrences(s) as of 04/08/1998 08:45.

OR Search Criteria Reports

New Report/Filter
My 1997 Reports [ORICA Status ||

My 1998 Reports Order by
,m‘ & OR# © Date

® Asc © Desc

[saveas | |
[ Prepare fepor:
from Status date to Status date & Display lecer
Crifera
& Earliest entry & Now ORs
¢ Last Login © Last Login
 Saved criteria "from"  Saved criteria "to" orm

¢/ dd/yyyy hh:mm ¢ [04/08/1998 09:01 orm

ORPS Home Manager Functions Search & Reports Authorities Help

Figure 18 - The ORPS MANAGER OR SEARCH & REPORTS page.

Manager Reports Elements

TheREPORTS section of thedbRPS MANAGER OR SEARCH & REPORTS control panel contains
seven elements: a selection box, a set of radio buttons, and five command buttons. Each

element is described in the following table.

Control Panel

Element Function

Report/Filter TheREPORT/FILTER Selection box allows you to select one of 10
different OR filters for the Manager Report. These filters w
exclude (include) certain ORs based on specified criteria. Note|tha

- New ORs multiple selections are not permitted.

-- Rejected ORs

-- Comments

-- for Action

-- for My Action

- CA Status

-- Open CAs

-- Changed CAs
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Control Panel
Element Function
Order by TheorbeR BY radio buttons allow you to specify the order of the
® OR# O Date occurrence reports when a report is prepared. You can chooseg to
® Asc O Desc order by occurrence report number or status date (date of las
modification) in ascending or descending order. The default order
is ascending by occurrence report number.

Prepare ThepPrREPARE command button creates the report corresponding t
the filter selected in theEPORT/FILTER Selection box.

Display ThebispLAY command button displays the search specifications
from the current search profile and status date range that will e
used to create the report.

Count The count command button displays the count of occuresn
based on the current search profile and status date range, at the top
of the ORPS MANAGER OR SEARCH & REPORTS page Figure 19).

Clear ThecLear command button restores all the defaults on the page
(i.e., FROM STATUS DATE is Earliest entr ; TO STATUS DATE is Now,
OR/CA Statusis the highlighted report in theePORT/FILTER
selection boxpRDER BY is set toOR# andAsc, My OR Set s the
highlighted profile in theorR SEARCH CRITERIA selection box).

Reset TheRreseT command button resets selections made on the control
panel to the values when the page was last loaded.

ORPS Manager OR Search & Reports 2

John P. Best - Program Manager

ORPS contains 36622 OR(s) with 38765 occurrences(s) as of 04/02/1998 11:30.
Query selected 271 OR(s) with 306 occurrence(s) using criteria "My Contractor 1997".

Figure 19 - An example of the ORPS occurrence report count.
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The Manager Report

The Program Manager RepoFRidure 20) is a listing of occurrence reports that satisfy

the criteria specified in the search profile, the status date range, and the filteep®he r

title (ORPS Manager OR Status Repor} includes the name of the filter criteria, e.g.,

New OR(9. Displayed at the top of the report is the name of the search profile and the
number of occurrence reports and occurrences that meet the profile and status date range
criteria. Displayed at the bottom of the reportis the number of occurrence reports tha
meet the additional filter criteria.

ORPS Manager OR Status Report

New OR(s)
John P. Best - Program MManager

ORPS contains 36622 OR(s) with 38762 occurrences(s) as of 04/06/1998 08:30.
Query selected 8 OR(s) with 8 occurrence(s) using criteria "Update/Final Reports - 1996".

Subject/Title
# Report Number Category Discovery Age
Oc. { Notes OR/CA Status / Status Date (days)
1) Degraded Magnehelic Gauge in Vital Safety System
1  RFO--KHLL-7710PS3-1996-0047 Off-Normal 04/03/96 733
Signed by FI: Jean Hilbig FM Signed 04/28/97 343
2) Possible Tampering With Life Safety/Disaster Warning System Speaker
1 RFO--KHLL-7710PS3-1996-0145 Off-Normal 09/05/96 578
Signed by FM: Jean Hilbig FM Signed 04/29/97 342
3) A Questioned Was Raised Regarding a Zone 3 Ventilation Area That That Might Not Be Controlled by 23-PDIC-317.
1 RFO--KHLL-7710P3-1996-0181 Off-Normal 12/04/96 488
Signed by FM: Jean G. Hilbig FM Signed 07/23/97 257

OR Summary

Notification Update | *** Pre-Final Reports *** Final Total
Pending Action| Rejected CA Status
by FR by PM by FR by PM |Open Closed
0 0 3 0 0 0 0 0 3

Total of 3 occurrence report(s) qualified.

Figure 20 - An example of the Program Manager Report using\ine OR(s)filter.
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The following information is displayed for each occurrengeore

. Subject/Title: The Subject/Title is a brief description (140 characters or less) of the
nature, cause, and result of the occurrence. Each report title is hyperlinked to the
full report.

. # Oc. The number of occurrences in an occurrence report.

. Report Number: The Occurrence Report Number is a composite of Field Office
identifier, Area Office identifier, Contractor identifier, Hiy identifier, Year o
Occurrence, and Sequence Number.

. Notes The last action that was performed on the occurrence report.

. Category. Each occurrence is categorized as Emergency (E), Unusual (U), or
Off-Normal (O) depending on the seriousness of the occurrence. In addition, a
report can be Canceled.

. OR/CA Status: The occurrence report status and the corrective action status.
Occurrence report status is displayed until the report becomes final. Once the repor
becomes final, the occurrence report status (i.e., Final) will be displayadedlb
the corrective action atus.

. Discovery Date The date and time the occurrence wasadisred.

. Status Date The date of the last action.

. Discovery Age The number of days from the discovery date to the current date.

. Status Age The number of days from the status date to the current date.

NOTE When the OR/CA Status is Final/Closed, dashes appear in the age

columns. Age is no longer meaningful when gtk@ng is completed.

Following the occurrence report listing is B& Summarytable. This table displays a
distribution of the listed occurrence reports by report status.

DOE Program Manager Options 33



Manager Report Filters

34

The records selected for the Manager Report can be filtered by additional criteria. These
criteria are selected from tirePORT/FILTER Selection box. The first opin, or/cA

STATUS, imposes no filters; therefore, tlisting will include all occurrence reports

selected by the current search profile and status date range criteria. The other options
contain filter criteria as described below.

. OR Status- Reports that were transmitted within the date range, reports with
comments added within the date range, rejected reports, and repaititsgaw
signature.

. New ORs- Reports that were transmitted within the date range (excluding rejected
reports).

. Rejected ORs Rejected reports.
. Comments- Reports that have had comments added within the date range.

. For Action - Reports awaiting Factility Representative or Program Manager
signature.

. For My Action - Reports awaiting Program Manager signature.

. CA Status - Update/Final and Final Reports with open corrective actions and Fina
Reports with corrective action date changes within the date range.

. Open CAs- Update/Final and Final Reports with open corrective actions.

. Changed CAs- Final Reports with corrective action date changes within the date
range.

The following table shows these filters and associated criteria in tabular form. The firs
column lists the filter. The second and third columns show the criteria associated with
each filter. We have also included thao®an logic that applies between thiteren

criteria. The criteria are divided into two columns to distinguish the report status criteria
from the status date criteria; however, the Boolean logic continues from one column to the
next. Keep in mind when specifying date criteria that the filter date must be within the
status date range specified in H#r®M STATUS DATE andTo STATUS DATE sections of the

ORPS MANAGER OR SEARCH & REPORTS page.
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Filter Report Status Status Date
Selection Filter Filter
OR/CA Status | None None
OR Status - Rejected repof@R - Current report dat®R
- Reports awaiting signature OR - Comment date
New ORs NOTrejected reportAND - Current report date

Rejected ORs

- Rejected reports

None

Manager signature

Comments None - Comment date
For Action - Reports awaiting Facility None
Representative or Progra
Manager signature
For My Action | - Reports awaiting Program None

CA Status

- Final Reports with open
corrective ations OR

- Update/Final Reports with
open correctiveaions OR

- Corrective action change date

Open CAs

- Final Reports with open
corrective ations OR

- Update/Final Reports with
open correctivecions

None

Changed CAs

None

- Corrective action change date

Report Features

The Program Manager Report has five special report featureSRitiM Input
hyperlink; theca beTaiL command buttonF{gure 21); and thecomMmmENT, SIGN, and
REJECT command buttond=(gure 22). TheFR/PM Input hyperlink is displayed for

reports that contain Facility Representative or Program Manager commentsa The
DETAIL command button is displayed for Final Reports that have open corrective actions or

that have had changes to corrective actions within the date rathgeomMmeENT

command button is displayed for Notificationpdate, and Update/Final Reports and the

SIGN andreJECT command buttons are displayed fqudate/Final Reports that are

awaiting your signature. These features are discussed below.
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Subject/Title

# Report Number Category Discovery Age
Oc. / Notes OR/CA Status / Status Date (days)

1) #0828: The Magnehelic gauge which measures differential pressure across the Main Exhaust
Plenum HEPA filters was reading zero.

1 RFO--EGGR-7710PS5-1995-0103 Unusual 04/23/95 1076
Signed by FR: JONES, BRIAN P FR Signed 10/15/97 170

2) Nuclear Material Safety Limit Procedural Infraction

1 RFO--KHLL-7710PS-1996-0009 Off-Normal 01/23/96 801
CA modifed by FM: YORK, THOMAS.E Final/Open 06/26/97 281

3) Continuous Air Monitor Found to be InoperapteDue to Power Cord Disconnect
1 RFO--KHLL-7710PS$-1997-0014 Off-Normal 03/25/97 374

Sii ed by FM: Jean Hilbig FM Signed 04/03/98 0

Figure 21 - An example of théR Input hyperlink,PM Input hyperlink, andcA bETAIL
command button in the Program Manager Report

Subject/Title
# Report Number Category Discovery Age
Oc. / Notes OR/CA Status  / Status Date  (days)

1) Emergency Generator 1 Confrol Batteries Failed Limiting Conditions for Operations Specific
Gravity Test, OSR Qut-of-Tolerance.

1 RFO--KHLL-7710PS-1996-0014 Unusual 02/02/1996 796
Signed by FR: JONES, BRIAN P FR Signed 10/15/1997 175

Comment ||Sign || Reject |

2) Degraded Magnehelic Gauge in Vit €

1 RFO--KHLL-7710PS-1996-0047 Off-Normal  04/03/1996 735
Signed by FM: Jean Hilbig FM Signed 04/28/1997 345

3) An Inadequate Fire Watch Was Implemented in Room 146A Based on Plutonium Holdup in Room
Gloveboxes and Ducting.

1 RFO--KHLL-7710PS-1996-0140 Unusual 08/22/1996 594
Signed by FR: JONES, BRIAN P FR Signed 10/10/1997 180

| Comment ||Sign || Reject |

Figure 22 - An example of th€oMMENT, SIGN, andrReJECT command buttons in the
Program Manager Report.
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Viewing Facility Representative and Program Manager Comments

For any occurrence report in the listing having Facility RepresentativegnaPr

Manager comments, &R Input or PM Input hyperlink is displayed under tifeport
Number/Notesinformation. Clicking on thER Input hyperlink takes you to thHeOE

Facility Representative Input portion of the occurrence report, and clicking on @i

Input hyperlink takes you to tHeOE Program Manager Input portion of the

occurrence report. From this location within the report, you can use the vertical scroll bar
to view other portions of the report. To return to the Manager Report, click Brcthe

tool bar button.

Viewing Corrective Actions

For any occurrence report in the listing having an open corrective action or a changed
corrective action (i.e., revised target date or added completion date) within the status date
range, a&A DETAIL command button is displayetider theReport Number/Notes

information. Clicking on the command button takes you to a page where you can view
open corrective actions and previous changeguie 23).

Subject/Title
# Report Number Category Discovery Age
Oc. / Notes OR/CA Status / Status Date (days)

1) #1846: The 371-E UPS went off-line because of three blown fuses and a defective computer chip
on a system circuit board.

1 RFO--EGGR-3710PS-1993-0098 Unusual 12/20/1993
Signed by PM: CENTALA, MARTIN D Final 03/30/1994
#  CA Description/Revised Date Justification Target Age

02 Develop a formal procedure to control operation of the 371-E UPS.  04/30/1994 1441

G. M. Voorheis Operations
4 Justification: Workload priorities 07/15/1997 269

Revised by: MCGAUGHEY, CANDICE L on 02/12/1997.

CA Summary

Open/Target Date Completed Total
Unchanged Changed After Final Before Final
0 1 0 2 3

Figure 23 - - Example of page where Program Managers view open corrective actions
and previous changes.
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This page displays the same information for the occurrence thsytlsyed on the

Manager Report. In addition, the page shows corrective action descriptions, the initia
target date for completion, any revised target dates, age of the target dates, and the
completion date for a closed corrective action. Both the actual completion date and the
date it was made on the system are displayed. Anytime there was a change, both the date
and person making the change are shown on the report.

The target date age is number of days from the target date to the current date. The targe
date age is only displayed for open corrective actions, and ages are shown for both the
original target date and the revised target date. If the corrective action is past due, the age
is a positive number and is displayed in red. If the target date is still in the future, the age
is negative and displayed inaok.

At the bottom of the page is a table that summarizes both open and closed corrective
actions by corrective action status.

Making Program Manager Comments

For any Notification, Update, or Update/Final Report within the status date range, a
coMMENT command button is displayethder theReport Number/Notesinformation.
Clicking on the command button takes you tootkres MANAGER ACTION page where you
can make comments to the occurrence repagute 24).

ORPS Manager Action

Comment by - John P. Best - Program MManager

Title: Emercency Generator 1 Control Batteries Falled Limitine Conditions for
Operations Spectfic Gravity Test, OSR. Out-of-Tolerance.

Heport RFO--KHLL-7710PS-1996-0014

Number:

# Occur: 1

Category: TUnusual

Occur Date: 02/02/1996

Comments: _‘

| Comment H Cancell

Figure 24 - Example of the page where Program Managers add comments to an
occurrence report.
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This page displays the Subjégtle (which is hyperlked to the full report), the repor
number, the number of occurrences, the category, and discovery date. At the bottom o

the

page are an edit box and two command buttons. To make comments for the

occurrence report, type your comments indb®menTs edit box. Click on theoMmENT
command button to submit the comments and return to the Program Manager Report.
ThecanceL command button will cancel any changes made opdbe and return you to

the Program Manager Report.
Step-by-Ste _
Making Program Manager Comments
TUTORIAL
1. Select a search profile from the SEARCH CRITERIA selection box on therps
MANAGER OR SEARCH & REPORTS page.
2. Select a date range with thROM STATUS DATE andTo STATUS DATE sections
on theoRPS OR MANAGER SEARCH & REPORTS page.
3. Select a report filter from theePoRTS selection box that includes Notificatior
Update, or Update/Final Reports.
HINT The OR/CA Status andCommentsfilters will display all reports
that meet the search profile and date range critera that are
Notification, Update, or Update/Final Reports.
4. Click on acommenT command button.
HINT To display only reports with comments, select hemments
filter.
5. Type your comments for the report in t@vmMeENTS edit box.
6. Click on thecommeENT command button.
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Signing an Occurrence Report

For any Update/Final Report within the status date range that has been signed by the
Facility Representative,sash command button is displayethder theReport
Number/Notesinformation. Clicking on the command button takes you torhe
MANAGER ACTION page where you can sign the occurrence repagu(e 25).

ORPS Manager Action

Sign by - John P. Best - Program Manager

Title: Emergency Generator 1 Control Batteries Failed Limiting Conditions for
Operations Specific Grawnty Test, OSE. Out-of-Tolerance.

Report Number: RFO--KHLL-7710P5-19%96-0014

# Occur: 1

Category: Unusual

Occur Date: 02/02/1996

Comments: _‘

Figure 25 - Example of the page where Program Managers sign an occurrence report.

This page displays the Subjégtle (which is hyperlked to the full report), the repor
number, the number of occurrences, the category, and discovery date. At the bottom o
the page are an edit box and two command buttons. To sign the occurrence report click
on thesicN command button and you will betwened to the Program Manager Report.

You can make comments before signing the report by typing them aoniveNTs edit

box. These comments are optional. TheceL command button will cancel an

changes made on the page and return you to the Program Manager Report.
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Step-y-Ste

TUTORIAL

Signing an Occurrence Report

1. Select a search profile from the SEARCH CRITERIA selection box on therps
MANAGER OR SEARCH & REPORTS page.

2. Select a date range with thROM STATUS DATE andTo STATUS DATE sections
on theoRPS OR MANAGER SEARCH & REPORTS page.

3. Select a report filter from tlrePORTS selection box that includes reports
awaiting Program Manager signature.

HINT The OR/CA Status, OR Status For Action, andFor My
Action filters will display all reports that meet the searobfife
and date range critera and are awaiting Program Manager

signature.
4. Click on asicN command button.
HINT To display only reports awaiting Program Manager signature

select theFor My Action filter.

5. Click on thesich command button.
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Rejecting an Occurrence Report

For any Update/Final Report within the status date range that has been signed by the
Facility Representative Rgsect command button is displayedider theReport
Number/Notesinformation. Clicking on the command button takes you torhe
MANAGER ACTION page where you can reject the occurrence repagti(e 26).

ORPS Manager Action

Reject by - John P. Best - Program MManager

Title: Emereency Generator 1 Control Batteries Falled Limnitine Conditions for
Operations Spectfic Grawity Test, OSR. Out-of-Tolerance.

Report Number: RFO--KHLL-7710P5-1996-0014

# Occur: 1
Category: Unusual
Occur Date: 02/02/1996
Comments:

| Reject || Cancel |

Figure 26 - Example of the page where Program Managers reject an occurrence
report.

This page displays the Subjégtle (which is hyperlked to the full report), the repor
number, the number of occurrences, the category, and discovery date. At the bottom o
the page are an edit box and two command buttons. Type your comments in the
COMMENTS edit box (you are required to make comments for rejected reports). To rejec
the occurrence report click on tResect command button and you will betwened t

the Program Manager Report. Témncer command button will cancel any changes
made on the page and return you to the Program Manager Report.
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4.

5.

Step-y-Ste

TUTORIAL

6.

Rejecting an Occurrence Report

Select a search profile from the SEARCH CRITERIA selection box on therps
MANAGER OR SEARCH & REPORTS page.

Select a date range with thRom STATUS DATE andTO STATUS DATE Sections
on theoRPS OR MANAGER SEARCH & REPORTS page.

Select a report filter from tlrePORTS selection box that includes reports
awaiting Program Manager signature.

HINT The OR/CA Status, OR Status For Action, andFor My
Action filters will display all reports that meet the searobfife
and date range critera and are awaiting Program Manager
signature.

Click on areJECT command button.

HINT To display only reports awaiting Program Manager signature,

select theFor My Action filter.

Type comments in theoMMENTS edit box.

Click on theeJect command button.
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Exercise 4

As you work, write down the steps you take. These notes will act as a reminder|when
you take similar actions in the future.

1. Create a Program Manager Report that lists only occurrence reports awditing
Program Manager signature using e OR Set search profile and status
dates fronEarliest entr to Now.

2. Sign a report.

3. Reject a report.
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Exercise 5

As you work, write down the steps you take. These notes will act as a reminder|when
you take similar actions in the future.

1. Create a Program Manager Report that lists only occurrence reports (exgluding

rejected reports) that were transmitted from January 1 through
January 31, 1997.

2. Order the list in descending order by date of last moddicati
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Appendix A - Search Field Definitions

Search Fields

Field
Number

Field Name

Field Description

1

Occurrence Repor
Number

The Occurrence Report Number is a
composite of Field Office identifier, Area
Office identifier, Contractor identifier,
Facility idertifier, Year of Occurrace, and
Sequence Nmber.

Operations/Field Office

Every occurrence report must have a DOE

Field/Operations Office associated with it.

Area Office

An occurrence report may have a DOE A
Office associated with it.

Contractor

Every occurrence report must have a
contractor associated with it.

Facility

Every occurrence report must havaaility
associated with it.

Report Year

Report Year is the year of the occurrenc
report number. Since the occurrence rep
number is automatically assigned when th
Notification Report is transmitted to the
ORPS database, the Report Year is the y
when the Notification Report was
transmitted.

rea

or

ear

Sequence dimber

TheSequence Nmber is the spiertial
number of the occurrence by facility. This
number is assigned to the report by the

centralized computer system at the time the

Notification Report is transmitted. This
number contains four digits @, 0004).
(Note: It is not necessary to enter leading
zeros when entering a number in the edit
box.)
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Field Field Name Field Description
Number

8 Report Type The ORPS GUI can search for four types o
reports: Notification Report (N), opdate
Report (U), Update/Final Report (X), and
Final Report (F).

9 DOE Secretarial Office | Every occurrence report must have a DOE
Secretarial Office associated with it.

10 Laboratory, Site, or

Organization

An occurrence repsitould have a site (of
laboratory/organization) associated with |t.
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Appendix B - Spell Checking Your Report

Obtaining the Spell Check Application

DOE has purchased a multiple-copy license of the WordScribe spell checker for use with
the Occurrence Report Data Entry and Manager Functions. This spell checker will be
available for you to download and install on your computer without cost. For information
on how to obtain a copy of this software, contact the ES&H Helpline at (800) 473-4375.
Use of this particular spell check applioatis not mandatory. If you have another spe
checker that will work with your browser, you may use itinstead.

Please remember that WordScribe is a commercial sofpre@ieage. The number o
licenses purchased, while sufficient tgpport the ORPS process throughout the DOE
complex, is not unlimited and its in&tion and usetwould be limited tahose
workstations that are being used in the creation of ORPS reports. It should not be
redistributed to other individuals within your organization.

NOTE The current version of WordScribe will not worktkvInternet Exlorer.
A new version that will work vwth Internet Exlorer is being deveped by
the manufacturer and will be made ialale when it is redased.

Detailed instructions for installing and configuring W8wilibe, along with basic
instructions for using the software, are provided in the followintpssc The stiware
package also provides dine hdps which will provide dditional information on its
installation and use.

Installing WordScribe

From thewINDOWS TASKBAR, click onStart and selecRun. This will open theun
dialog box shown ifrigure 27. In the edit box typa:\wsp_hd.exe

(This assumes you are installing fromapfy disk in the A: drive. |

you are installing from another location, e.g., your hard drive, replace
the A: with the path to the file, e.g., C:\TEMP.)
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Run [ 2] X]

jﬂ Type the name of a program, folder, or document, and
3 YWindows will open it for you.

Open:  [atwsp_hd.exe] [~]

| oK || Cancel ll Browse... I

Figure 27 - TheRruN dialog box.

After you have entered the file name, click ondiaebutton. This will extract the

temporary files that are necessary to complete the installation. When the file extraction is
complete, thevoRDSCRIBE INSTALLATION dialog box, shown iFigure 28, will be

displayed.

WordScribe Installation

Thank you for choosing WordScribe(TM)!

To begin the installation, check to see that the information
below is correct, and then click 'OK' or press Enter. Use the
Tab key to select the path you wish to change.

| Install From:| CAWIND OWS\TEMPA

| Install To:| [CA\WORDSCRB

0K Cancel

Figure 28 - The WORDSCRIBE INSTALLATION dialog box.

You can accept the default values in dialog box and continue with the instddlat
clicking on theok button; the installation il proceed without any additional prompts.
Once the installation is complete, you will see a message baatindichat WordScribe
has been installed. Click on tbe button in the message box to finish the installation.

At the conclusion of the installation, a How-to document (named Howto.txt) will
automatically be displayed in the Windows Notepad. This document describes the basic
operation of WordScribe. This dament is placed in theworbpscrs directory during the
installation process; you can review it now or at a later time. When you have finished
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reviewing the document, close tkeTerAD window by selectindgexit from the Notepad
FILE menu. You will also need to close thvorDScRIBE PROGRAM folder that was created
during the installation. This can be done by seledlogefrom therFiLE menu.

This completes the installation; from now on, WordScribe will load automatically every
time you start Windows and will attach automatically to the programs thabbawve
selected. However, you will probably want to do some configuration of the application
before you use it.

To configure WordScribe, go to thenbows TaskBar and click on th@&orDSCRIBE
button. This will open the WordScriba@plication as shown ifigure 29.

WordScribe Professional
Control Panell Spelling I Thesaurus I Quick Keys ‘ Edit Tools l About...

Suggestions: Check Entire

Jil

Clipboard
lgnore
Change to:
| l Cancel
Dictionaries Close
|Add Words =] | << aaa | o
Speliing /| Preferences /

Figure 29 - The WORDSCRIBE SPELL CHECKING page.

By default, WordScribe is installed toqvide interactive spell chking, i.e., it will notif
you each time you enter a misspelled word. If you would rather work in a batch mode,
you can change this by clicking on thrrerFerReNCES tab. This will open the page shown

in Figure 30.

NOTE If you have configured WordScribe to spell check in an interactive mode, it

@ is not necessary to make the corrections as they are identified. You ma
wish to use the interactive mode to let you know that there is a problem in

your text, and then use the batch mode to make all of the corrections a
one time after you have finished entering your text.
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WordScribe Professional

ControlPanel' Spelling I Thesaurus I Quick Keys I Edit Tools l About...

Spalling Check Proforencae

dooo
[V Signal On/Off DoubleWord — | << Add

i =L
O PC Speaker ﬁdle-faddle ‘

© Wave Sounds problem

OFlash Title Bar
Close |
for Spelling [ for Double Words / for Capitalization /

\ Speliing ;!l Preferences /

Figure 30 - The WORDSCRIBE SPELLING PREFERENCES page.

Preferences are setindependently for Spell checking, Double Word checking, and for
Capitalization checking. For example, you might want to set Spell checking to batch
mode and Double Word checking to interactive. The page shomgume 30is for the
Spelling options. Similapages are found for Double Word checking and Capitalization
checking.

An check mark in thesigGNAL on/OFF checkbox indicates that you want to be informed
each time you type a misspelled word. If you want to work strictly in a batch mode with
no interactive warnings, simply click on the checkbox to remove the check mark.

ThePREFERENCES tab is also where you set the type of signal thatyou will receive when
you enter a misspelled word. If you have a sound card you can use the \d&faealt
Soundsoption to generate a verbal warning. If you do not have a sound cardPsglec
Speakerfor an audible warning (a beep) or selElash Title Bar for a visual warning.

Note that this only applies if you are configured for an interactive mode, i.esidheL
ON/OFF box is checked.

Next, you need to select the programs that WordScribe will work with. Bultefa
WordScribe will #tach itself to many of the programs that are alreadgllagton your
computer and will try to work with them. If you want WordScribe to do this, you can
leave the selected programs as they are. However, you will probably want to preven
WordScribe from trying to work ith some of your pplications, in particulathose which
have their own spell checker (such as WordPerfect) or those where you will foegente
primarily non-word data (such as Excel). To change these settings, clickiiteoL

PANEL tab to access the control panel showRigure 31

DOE Program Manager Options



WordScribe Professional

Control Panel I Spelling I Thesaurus l Quick Keys I Edit Tools I About...
Attach WordScribe To: Do Not Attach To: WordScribe Control
America Online [=]|  |Microsoft Access 2.0 Help |« Do Not Ask to Attach
Cardfile Microsoft Exchange Help —
Corel WordPerfect Microsoft Internet Explore | Turnh WordScribe Off
Eudora Microsoft Word Viewer —
Eudora Light Minesweeper
Fax Cover Page Editor Navigator Gold Help
Inhox | | | |Netscape Editor
Microsoft Access New Connection -
Microsoft Excel Object Packager
Microsoft Word Paint
NETCOM NetCruiser Paint Shop Pro Cancel
Netscape v Painthrush v

Close

| Move Selections >> | | << Move Selections |

Figure 31 - TheWORDSCRIBE DEFAULT control panel

To prevent an application from trying to use Wacdbe, click on the name of the
application in the left-handyTTacH WORDSCRIBE TO: window to highlight it. (Multiple
applications can be selected by clicking and highlighting multiple names.) Onbay®u
made your selections, click on theve seLecTiONS>> button to move the applications
into the right-handpo NOT ATTACH TO: window.

Now, click on thepo NOT Ask TO ATTACH button to prevent WordScribe from prompting
you any time you open a program that is not attached. Ybtewoeive a message box
saying, WordScribe will no longer attempt to attach to new programs. Are you’sure?
Respond to the resulting message boxibkirng the YES button. A typical configuration
is shown inFigure 32
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WordScribe Professional

Control Panel l Spelling l Thesaurus I Quick Keys I Edit Tools l About...
Attach WordScribe To: Do Not Attach To: WordScribe Control
Cardfile Microsoft Word - | Ask to Attach |
Netscape Microsoft Word Viewer —
Notepad Mln?sweeper | Turn WordScribe Q_ffl
WordPad Navigator Gold Help

NETCOM NetCruiser
Netscape Editor
New Connection
New Message -
Object Packager
PageMaker 4.0

Paint Shop Pro v

Close

| Move Selections >> I << Move Selections Help

Figure 32 - The suggestedorDSCRIBE control panel options.

When you have finished configuring WordScribe, click ondhese button to minimize
the WordScribe window and resume normal operation.

@ The WordScribe window will not close if you are currently viewing the

SPELLING/PREFERENCES page. To close WordScribe from this page, firs
click on thespPELLING tab to return to thePeLLING page and then click
thecLose button.

WARNING

Using WordScribe

When you open an application that was attached to WordScribe during the installation
process, you should see a feather io&gl on the menu bar. That indicates tha
WordScribe is attached and ready to go.

WordScribe can be operated in either an interactive mode (check-as-you-type) or a batch
mode (blocked text). When operating in an interactive mode, if you type a word
incorrectly you will hear a beep or other warning signal as soon as you complete the word
by entering a space or punctuation mark and you can make the correctiongyas you

When operating in a batch mode, you manually select a block of text that you want to
spell check and then check the entire block at one time.
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NOTE When working in an interactive mode, itis not necessary to correct errors
at the time that they are first identified. You can simply note that an error
was identified and continue with your input. Once you have cetexpl
your input, you can then spell check the eriigle in a batch made and
correctall errors at one time.

Spell Checking Interactively

To check your spelling interactively, simply start typing. If you type a word that is no
found in the WordScribdictionary, followed by a space or a punctuation mark that
indicates the end of the word, you should hear a beep or other warning signal. When you
hear the signal, click on timeATHER icon on the menu bar. This will open the

WORDSCRIBE SPELLING page, displaying the misspelled word and a list of suggested
replacement words, as showrFigure 33,

NOTE Instead of clicking on the feather, you can also use the keyboard

@ combination of CTRL]+[~] or [CTRL]+[] .

WordScribe Professional l
Control Panel | Spelling I Thesaurus l Quick Keys I Edit Tools I About...
Error: Suggestions: Check Entire
Spelling Error pruned
sprayed -
ool ; Clipboard
Word In Question: sprained =P
spanned
Ispraned | spawned Suggest
pranced |
ked gnore
Change to: Spanke
|sprained |
Dictionaries Replace |
|Add Words B| << Add |
Speliing / Preferences /

Figure 33 - The spell checker in interactive mode.

Pick the correctly spelled word from the list of suggested words. You can use the mouse
pointer to highlight the correct word or use the up and down arrow keys. The selected
word will appear in theHANGE TO: box. Then click on theepLACE button or hit the

ENTER key. You can also double-click on the correct word when you selectit. The
spelling page will be closed and the misspelled walidb& replaced wittihe correc

spelling in your text.
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Spell Checking in Batch Mode

If you do not like the distraction of the warnings generated from the interactive checking,
you can set WordScribe to operate only in a batch mode. To spell check in a batch mode,
you must first highlight the block of text that you wish to check.

NOTE  This is done using standard Windows techniques for selecting text for cutting,

@ copying, or other text management operations. Using the mouse pointer, you
can click and drag the desired text to highlight it. You can also use the
keyboard to select the text.

Once you have selected the tektk the FEATHER icon on the menu to bring up the
WORDSCRIBE SPELLING page with your selection displayed as showRigure 34.

WordScribe Professional I
Control Panel l Spelling I Thesaurus l Quick Keys I Edit Tools I About...
This is a test of the WordScribe spell Suggestions: Check Entire
checker. This is a word. e
Clipboard
Suggest
lgnore
Change to:
- Change
|m|sspelled |
Cancel
Dictionaries Stop Checking
Add Words << Add
| E“ — Help
Spefiing /1 Preferences /

Figure 34 - The spell checker in batch mode.

The first misspelled word, if any, will be ilighted and suggested correct spellings w

be displayed. Select one of the suggestiondidiyng on it. The selected word will

appear in theHAaNGE TO: box. If none of the choices is the correct one, you can type the
correct spelling directly ithe CHANGE TO: box.

Click on thecHANGE button and the new sugdges will replace the misspelled word in

the selection. If the word is correctly spelled and just not in the spelling dictionary, you
can click on thecNoORE button to leave the word as-is and move on to the next misspelled
word. WordScribe will continue to check your selection.
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Once all words have been checked, ydureceive a message box that says the spe
check is complete. When this occurs, click ondirebutton to close the message box,
and then click on theepLACE button to paste the corrected selection of text back into
your document.

@ WordScribe includes arption for sgell cheking a complete document.
Because the information in ORPS is entered into multiple fields on a

form rather than into a single document, this option will not function

properly. Instead, you must select and check each section individually.

WARNING

Editing the Spelling Dictionary

As with any spell checking program, WordScribe includes a limited number of common
words in its dictionary. Additional words that you frequently use in your text can be
added to the dictionary. If you do this, these worilswt contiinue to generate false
misspelling messages.

There are two ways to edit the dictionary. When you are actually spell cheakord a

or block of text, the checked word will displayed in thecHANGE TO: box until it i

replaced by another word selected from the list. If the word is correct as is and you wish
to add it to your dictionary, simply click on tkeabp button prior to clicking the

REPLACE button (when in interactive mode) or theance button (when in batch mode).

When you first install WordScribe, you can also add words to the dictionary that you
know you will be using before you actually spekeck a document. To add words in this
manner, open WordScribe by clicking on tiherDscriBE button on thaaskBar . Type
the word to be added to the dictionary in th@NGE To: box and click on the<Apb
button. Repeat this process for each word you wish to add.
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Exercise Solutions

Exercise 1

under your authority

a. Click on thesew command button in therPs SEARCH CRITERIA
section of thedoRPS MANAGER OR SEARCH & REPORTS page.
Click on theraciLiTY andrRePORT YEAR check boxes.

Click on thererINE command button.

Select1997from therREPORT YEAR selection box.

Select a facility from theaciLiTy selection box.

Click on therinisH command button.

~ooooT

2. Save the search profile &y Facility 1997.
(Make sure thaUntitled is selected in ther SEARCH CRITERIA
selection box.)
b. Click on thesave command button.

3. Delete the search profile titlédy Facility 1997.

b. Click on theoELETE command button.

1. Create a new search profile that contains 1997 occurrence reportadiitya

a. HighlightUntitled in thesave As edit box and typ&ly Facility 1997.

a. SelectMy Facility 1997 from theor SEARCH CRITERIA selection box.
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1.

Exercise 2

Create a new search profile that contains Update/Final Reports for 1997
facilities under your authority.

a. Click on theiew command button in therpPs SEARCH CRITERIA
section of thedbRPS MANAGER OR SEARCH & REPORTS page.

Click on therePoRT YEAR andrREPORT TYPE check boxes.

Click on thereriINE command button.

Selectl997from therREPORT YEAR selection box.
SelecX-Update/Final from thererPORT TYPE selection box.

Click on therinisH command button.

~®Poo0Qo

Save the search profile Bpdate/Final Reports -1997.

a. HighlightUntitled in thesave As edit box and typ&pdate/Final
Reports - 1997

b. Click on thesave command button.

Initiate an edit of the search profiléed Update/Final Reports -1997.
a. Click on theepir command button in therRPS SEARCH CRITERIA
section of thedoRPS MANAGER OR SEARCH & REPORTS page.

Change the profile to contain Update/Final Reports for 1996 for all the
facilities under your authority.

a. Selectl996from theREPORT YEAR selection box.

b. Click on therinisH command button.

Save the search profile Bpdate/Final Reports -1996.

a. HighlightUpdate/Final Reports -1997 in thesave As edit box and
replace withUpdate/Final Reports -1996.

b. Click on thesave command button.

or a
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Exercise 3
1. Create a new search profile that contains occurrence reports for a contrgctor
that is reflected in your initial set of data.
a. Click on theiew command button in th@rPS SEARCH CRITERIA
section of thedbRPS MANAGER OR SEARCH & REPORTS page.
b. Click on thecoNTRACTOR check box.
C. Click on thereriINE command button.
d. Select a contractor from tll®NTRACTOR selection box.
2. Specify a status date/time range to be savddtine profile that ull start a
the beginning of the database and will end WRI31/97.
a. Click on theeArRLIEST ENTRY radio button in therRom STATUS DATE
section.
b. Click on thero staTus DATE radio button.
C. Type01/01/1998n theTo STATUS DATE edit box.
The default time of 00:00 hoursivexclude cases on the ending date;
therefore, an easy way to include cases for the 12/31/97 is to enter the ngxt da
(01/01/1998) in the edit box.
HINT
3. Display the search specifications.
a. Click on theispLAY command button at the bottom of the
ORPS MANAGER OR SEARCH CRITERIA page.
4, Save the search profile By Contractor through 1997.
a. Click on thesack browser toolbar button.
b. Click on therinisH command button on therPS MANAGER OR SEARCH
CRITERIA page.
C. Highlight Untitled in thesave As edit box and typ&ly Contractor
through 1997.
d. Click on thesave command button.
5. Specify the date/time range that will startrwthe bginning of the database
and end with the current date and time for generating reports.
a. Click on theeArRLIEST ENTRY radio button in therRom STATUS DATE
section of thedoRPS OR MANAGER SEARCH & REPORTS page.
b. Click on thevow radio button in theo STATUS DATE section.
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Exercise 3
(Continued)

Display the search specifications.
a. Click on theispLAY CRITERIA command button in thREPORTS section

of the ORPS MANAGER OR SEARCH & REPORTS page.

Specify the date/time range saved Wi Contractor through 1997 for
generating reports.

a. Click on thesack browser toolbar button.

b. Click on thesAVED CRITERIA “FROM” radio button in therom sTATUS
DATE section of thedRPS MANAGER OR SEARCH & REPORTS page.

C. Click on thesAVE CRITERIA “TO” radio button in theo STATUS DATE
section.

Display the search specifications.
a. Click on theispLAY CRITERIA command button in thREPORTS section

of the ORPS MANAGER OR SEARCH & REPORTS page.
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Exercise 4

1. Create a Program Manager Report that lists only occurrence reports awaliting
Program Manager signature using e OR Set search profile and status
dates fronEarliest entr to Now.

a. From theoRPS MANAGER OR SEARCH & REPORTS page, highlight the
My OR Set search profile in ther SEARCH CRITERIA selection box.

b. In theFrROM STATUS DATE section, click on th&arliest entr radio
button.

C. In theTo sTATUS DATE section, click on thBlow radio button.

d. Select thd=or My Action filter from theREPORT/FILTER Selection box.

e. Click on theerRePARE REPORT command button.

2. Sign a report.

a. Click on asicN command button.
b. Click on thesicN command button.
3. Reject a report.
a. Click on &eJect command button.
b. Type comments in theoMMENTS edit box.
C. Click on theresect command button.
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Exercise 5

As you work, write down the steps you take. These notes will act as a reminder|when

you take similar actions in the future.

1.

Create a Program Manager Report that lists only occurrence reports (exgluding

rejected reports) that were transmitted from January 1 through
January 31, 1997.
a.

b.
d.
Order the list in descending order by date of last moddicati

a.

b.

From theoRPS MANAGER OR SEARCH & REPORTS page, highlight the
My OR Set search profile in ther SEARCH CRITERIA selection box.
In theFrOM STATUS DATE section, click on the edit box radio butt
and type01/01/1997n the edit box.

In theTo sTATUS DATE section, click on the edit box radiatbon and
type 02/01/1997n the edit box.

Select theNew ORsfilter from theREPORT/FILTER selection box.

Click on theaTE andpesc radio buttons in theeporTs section of
the ORPS MANAGER OR SEARCH & REPORTS page.
Click on theeREPARE REPORT command button.
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Finishcommand button . . ................... 11, 13, 15, 18, 25, 26, S-1-S-3
New commandbutton .. ......... ... ... ... ... 83,25, S-1-S-3
Prepare . ... . 27,31, S-5, S-6
Refine command button. . .................. 6-8, 13, 15, 20, 21, 25, S-1-S-3
Reset command button . . ......... . . e 6, 31
Savecommandbutton . ..................... 12, 13, 15, 18, 25, 26, S-1-S-3
Screencommand button . ... ... . 1Q,.17, 29
COMPULEr SY S M . . A-1
HP ORPS . 4
ORPS GUI ... 223, 24, A-2
ControlPanel . . ......... .. 1-5, 22, 29-31, B-4-B-6
DateRange ........................... 118, 16, 18, 31, 32, 34, 35, 37-43
Corrective ACtIONS . . ..ottt e 34, 35, 37, 38
DEfINtIONS . . . o A-1
Display ......................... 8, 92, 20, 21, 24-26, 28, 31, 39, 41, 43, S-3, S-4
Criteri .............. 1-13, 15-18, 20, 21, 23-27, 29-32, 34, 39, 41, 43, S-1-S-6
Edit .............. 1, 3,612, 13, 15-27, 29, 39, 40, 42, 43, B-1, B-9, S-1-S-3, S-5, S-6
Exclusions
Cancelled . ... 33
Fields . ... 5, 619, 15, 20, 25, A-1, B-9
= o 5
Profile
Profile................ 1-21, 23-29, 31, 32, 34, 39, 41, 43, 44, S-1-S-3, S-5, S-6
Report Categorization
EMergeNnCY . ... 33
UNUSUAl . ... 33
RepPOIt TYPe . . .o 6, 29, S-2
Final ....... . . B, 33-35, 38-40, 42, S-2
Notification . . . ... .. o 35, 38, 39, A-1, A-2
Update/Final. . . .......... ... a9, 34, 35, 38-40, 42, S-2
Reports ..., 1-5, 7, 9-15, 18-20, 23-35, 39, 41-45, A-2, S-1-S-6
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CAStatus . . ... 31, 33-35, 39, 41, 43

ComMMENES ... e 34, 35, 37-40, 42, 43, S-5
Blements . ... .. 21, 30
Features . ... 18,20, 35
Filters . ... 30, 34, 39, 41, 43
Manager ................. 1-13, 15-18, 20, 21, 24-27, 29-32, 34-45, S-1-S-6
OR Status . ...t e 31, 32, 34, 35, 41, 43
ReJeCtiNg . .o 42, 43
SIgNING . .o e 40,4
SaAVE A e 12, 13, 15, 18, 25, S-1-S-3
Screen
Exclude . ......... . . 9-11, 20, 29, 30, S-3
Include . ... . 6,19, 22, 29, 30, 34, S-3
Search . ... . 1-32, 34, 39, 41, 43, 44, A-1, A-2, S-1-S-6
Searchfields ......... ... ... . . 5, 613,15, 20, 25, A-1
Search Criteri......... 1-13, 15-18, 20, 21, 24-27, 29, 31, 39, 41, 43, S-1-S-3, S-5, S-6
Delete command button. . . ... . i 12, S-1
Edit command button . ........... .. ... . . .. . 15, 18, 26, 29, S-2
SpellCheck . ... B-1, B-3, B-6-B-9
Batchmode . ....... ... . . . . . . B-3, B-4, B-6-B-9
DICHIONAIY . . . oo B-7-B-9
INteractive .. ... B-3, B-4, B-6-B-9
WOrdSCribe . ... B-1-B-9
Status date
Statusdate ................. 3-5, 9, 15, 16, 18, 22-29, 31-35, 37-43, S-3-S-6
User Classifications
Facility Representative. . .. ......... ... ... ... B5-37, 40, 42
Program Manager ............. ... 14, 32, 34-45, S-5, S-6
VI BWING .« . 36, 37, B-6
WordScribe
Feather . ... B-6-B-8
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