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Introduction

Purpose of the Course

This class provides you with an overview of the Occurrence Reporting process, the
Occurrence Reporting and Processing System (ORPS), and a description of the hardware
and software required to use the ORPS systems.will@lso receive a tour thumh the

various pages of the ORPS GUI Data Entry Program, ORPS GUI searoépand

functions, and ORPS GUI Facility Manager (FM), igcRepresentative (FR), and

Program Manager (PM) functions.

Objectives

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

> Describe system requirements for ORPS programs and functions and explain how to
access the various GUIs

> Describe the ORPS GUI and explain basic ORPS GUI Data Entry Program, ORPS
GUI search and report features, and ORPS GUI FM, FR, and PM functions.

> List some of the enhanced analytical capabilities and report generatianeseat
the ORPS GUI

> Describe future enhancements to tHeRS® GUI

Document Organization

Figure 1 provides an overview of the steps in the occurrence reporting process, from data
base access and notification, to final approval asttibution of occurrence repor

information. Additional detall is then provided for each occurrence report process phase
(ORPS Data Base Access/Authorities, Proceduretfiddtion Report, Update Rert,

Final Report, Approval Process, and Occurrence Report Distribution). The documen
provides a brief desigtion and lists requirement information for the key process steps
within these phases. In addition, information is provided for the ORPS GUI Data Entry
Program, ORPS GUI search and report functions, and ORPS GUI FM, FR, and PM
functions.
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Figure 1 - Occurrence Reporting Process
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DOE Order 232.1A

DOE Order 232.1A provides guidance anfiniteons regarding what to report, when to
report, who should report, and how reports are categorized. The Orderfiale tie
responsibilities othose involved in the reporting process. The Order requires timely
identification, categorization, response, notification, investigation, and reporting of
abnormal conditions and events, in accordance with DOEB2/1-1A,Occurrence
Reporting and Processing of Operations Information

The manual, DOE M 232.1-1A, provides the detailed information dewgpcategorizing

and reporting occurrences at DOE facilities. This manual outlines the reporting process
and provides definitions of terminology specific to occurrence reporting. The manua
provides guidance on other reporting topics, such as creating reports, roll-ups, and much
more and requires the contractor to establish an Occurrence Reporting Program.

Purpose of ORPS

The basic reason for investigating and reporting the causes of occurrences is to identify
corrective actions that will prevent recurrence and, thereby, protect the health and safety
of the public, the workers, and the environment. Occurrence reporting is managed by the
Office of Operating Experience Analysis and Feedback (EH-33), with hardware and
software support from the Office of Information Management (EH-72).

ORPS was developed for the reporting and analysis of operations information. The ORPS
functions originally reisled on a Hewlett Packard HP-3000 and data entry was completed
through PC ORPS. Now all of the occurrence reporting functions are available through a
Graphical User Interface (GUI). The data entry is done through the ORPS GUI Data
Entry Program and the ORPS GUI includes the search and reports function, ad hoc search
and reports, and Facility Manager, lgcRepresentative, and Program Manager

functions.

ORPS provides the DOE community with a readily-accessible database of information
about occurrences at DOE fés, the causes of those occurrences, and corrective
actions. Access to ORPS is available to the staff of all DOE organizations and DOE
contractors. There is no charge (except for telephone charges) to these users for
registration or use of the system
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Note that entering the occurrence reports into the ORPS data base automatically satisfies
the DOE O 232.1A requirement to distribute, as soon as practical, occurrence reports to
the Facility Representative, Program Manager, affected program self-assegsmpnt

Heads of all leld organizations, Office of Environment, Safety and Health (EH-1), DOE
Management and Operations or Integrating contractors, and the Office of Operating
Experience Analysis and Feedback (EH-33).
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ORPS Data Base Access/Authorities

Because the Occurrence Reporting and Processing System (ORPS) is a computerized
database, it must be protected to ensure that only authorized persons access the system or
enter data into it. The security requirements are mandated by DOE Order 1360.2B,
“Unclassified Compute$ecurity Program” and the infornmat is restricted to officia

Government business only. Teduce the chance of access by untrained or unauthorized
personnel, each site should ensure that a single organization reviews and approves any
requests for access to ORPHgure 2 provides details of the steps involved in the ORPS

Data Base Access/Authorities phase.

Registration

ORPS users fall into four categories and each authorized user must have the level o
his/her access defined. These categories are associated with the user’s responsibilities for
reporting occurrences, as defined in DOE Order 232.1A. The four classes of ORPS users
include General Users, Facility Manager/Designedu@ing Facility Manager

Administrator), Facility Representative/Designee, and Program Manager/Designee. For
L-0232.5, Operational Event Infoiation Systems Computer Registration Form, must be
completed to become a registered ORPS user and Section 3 of the attached ORPS
Authority File Information Form should be used to indicate what type of functions you

will perform on ORPS.

A single password will provide the user with access to the ORPS GUI, Facility Manager,
Facility Representative, and Program Manager Functions, and ORPS GUI Data Entr
Program, as appropriate. The type of access provided will be determined by the
Authorities induded in the Opetmnal Event Information Systems Computer Registration
and Authority File Information Forms. Note that every facilityeiguired to have a

Facility Manager (usually a contractor), a DOEikgcRepresentative, and a DOE

Program Manager. These individuals, as well as their designees, must identify their
assigned facility(s) on an ORPS registration form. This information is then transferred b
the ORPS System Administrator to the applicablditgcauthority file.

If you specify that you are anything other than a General User, such as a Facility Manager,
a DOE Facility Representative, or a DOE-HQ Program MandgaT ytou must also

identify the facilities for which you have occurrence report transmittal or signibfbaty .

When you complete and sign Form L-0232.5, you agree to adhere to the security
requirements specified on the form.
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Security

Once a user is registered, the system assigns a unique identification code and password to
that person. The occurrence reporting program at eachaitiel snclude controls on the
number of authorized users and provide an efficient way noremicate athority file

information to the ORPS System Administrator. Sharing the password with anyone else is

a security infraction and may result in system access baingad. You should ensure

that your password is kept secret and that you are the only one who uses and has access to
the information.

Classified Occurrence Reporting

The ORPS database does not contain classified information. Occurrence reports that are
submitted by facilities handling classified informat must be processed by:

> Making oral notification by secure phone lines.

> Editing classified sections out of the report and transmitting this unclassified version
of the occurrence report to ORPS.

> Preparing all versions of the classified occurrence report incog@id and
distributing it as classified material.

Unclassified Controlled Nuclear Information

Occurrence Reports that contain Unclassified Controlled Nuclear Information (UCNI) are
no longer allowed to be transmitted to the ORPS database; however, the ORPS data base
still does contain UCNI that was previously tnamged. Occurrence reports that contain
UCNI should be handled in accordance with DOB&D®71.1, “Unclassified Controlled
Nuclear Information.”

Because the ORPS database does still include UCNI, you must identify a “need-to-know”
on the ORPS Authority File Information Fornage of L0232.5 as part of the registration
process. Your manager’s signature confirms this “need-to-know.” You could receive civ
and criminal penalties as a result of unauthorized disclosure of unclassified sensitive
information. An example of unauthorized disclosure is revealing your password to
another person.

In a listing, reports that may contain UCNI are surrounded by warnings. A line of textis
added before the report that reads “THeong report(s) may contain UCNL.” A line o
text is added after the report that reads, “The preceding report(s) may contain UCNI.”
UCNI reports on the ORPS GUI are also surrounded by warning noticesFi{foee 3.)
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ORPS OR List
ORPS GUI data 1s now updated daily, notification, update, and update/final
reports are available approximately 15 minutes after posting on the old system.

ORPS contains 34614 OR(s) with 36552 occurrence(s) through 4/2/97.
Query selected 6 OR(s) with 7 occurrence(s) through 04/01/97 11:44 using criteria "Untitled".

OR Number OR Title/Subject
1) OH-MB-EGGM-EGGMAT01-1996-0009 Actuation of Tritum Stack Monitor High Level Alarm - Building 58.
The following report(s) may contain UCNI
2) 3003003000 -3000 00 -0000-0000
The preceding report(s) may contain UCNI.

3) RFO--KHLL-7710P3-1996-0164 A Steam Regulator on Pressure Relief Valve #4 Failed, and a Steam
Regulator on Pressure Relief Valve #1 Failed (Roll-up)

4) SR--WSRC-HBLINE-1996-0014 Activation of Building Low Vacuum Interlock (TN

5) SR--WSRC-HTANK-1996-0019 Shutdown at 242-16H Evaporator due to High Pot Pressure Interlock (T

6) SR--WSRC-LTA-1996-0006 Loss of Instrument Air to Building 773-4 (1)

Figure 3 - UCNI warning on the ORPS GUI.

On the ORPS GUI, you can click tRECNI link in this warning to view the UCNI
disclaimer. (Se€&igure 4.)

One or more of the following reports may contain Unclassified Controlled Nuclear Information (UCNI) data.
Those that do contain UCNI data, as determined by the submitting contractor's security or operations personnel,
are identified with appropriate UCNI markings. It 1s your responsibility to handle this data in acccordance with
DOE Order 471.1.

Figure 4 - UCNI Disclaimer on the ORPS GUI.
User Classifications

Facility Manager, Designee, or Administrator

The Facility Manager (or designee) is usually a contractor emplayedias direct line
responsibility for operation of a facility or group of related facilities, including aiyttor
direct physical changes to theifdg. In addition to being able to access all reports on the
ORPS database, the Facility Manager is responsible for initiating occurrence reports for
the facilities for which they are responsible and for transmitting them to the ORPS
database.

A Facility Manager Alministrator is an administrative or clerical individudio prepares
or transmits an occurrence report for a Facility Manager. Reports transmitted by a Facility
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Manager Administrator must be signed in hard copy by the appropriate Facility Manager
(or designee).

Facility Representative or Designee

A DOE Facility Representative (or designee) is assigned resgiongip the head of the
field organization for monitoring the performarared operation of falities/activities
under their cognizance. The DOE Facility Representative is itinargrpoint ofcontac
with the contractor and is responsible to the appropriate Secretarial Officer &ehthe
of the Field Organization for implementing the requirements of DOE Order 232.1A.

In addition to being able to access all reports on the ORPS database, a DOE Facility
Representative can provide comments electronically on reports transmitted from facilities
for which they are responsible. A DOE Facility Representative is also responsible for
signing the Final Reports from those facilities, indicating rexdad acceptance of the

report and the proposed corrective actions. The DOE Facility Representative
responsibilities also itede monitoring the Facility Manager's duation of the occurrence

to ensure acceptability of root cause determinations, generic implications,rescdive
actions implementation and closure. This is accomplished by interaction withcthiy Fa
Manager and/or his/her designee.

DOE-HQ Program Manager or Designee

A DOE-HQ Program Manager (or designee) is a DOE-HQ individual, under the direction

of a Secretarial Officer, who is directly involved in the operation of facilities under his or

her cognizance. The DOE-HQ Program Manager has the authority to pravidiede

direction through DOE field organizations to contractors for thed#iésc In addition to

being able to access all reports on the ORPS database, a DOE-HQ Program Manager can
provide comments electronically on reports transmitted fraiiitiezs for which they are
responsible.

A DOE-HQ Program Manager is also responsible for signing the Final Reports from those
facilities, indicating revievand acceptance of the report and the proposed corrective
actions. For reports categorized as “Off-Normal,” (see page 34) the Secretarial Officer
can delegate final approval authority for a particular Program Office and facility to the

DOE Facility Representative. If this Off-Normal approval has been delegated, the DOE
Facility Representative’s approval makes the occurrence report final. If theo@ifiaN
approval has not been delegated, the DOE-HQ Program Manager has final approval
authority for that particular program office and facility.

The DOE-HQ Program Manager also monitors the Facility Manager's aitityFa
Representative's evaluation of the occurrence to ensure acceptahitiot chuse
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determinations, generic implications, and correctiv®@astimplementation and closure.
This is accomplished by interaction with the ikgcManager and/or his/her designee.

General User
Anyone who does not fall into one of the categories listed above is a general user.

General users can view, print, and copy to disk all occurrence reports contained in the
ORPS database. General users cannot add new information or change existing data.
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Procedures

An occurrence reporting program is fully dependent on the adequacy of the implementing
procedures. Procedures must be developed that are easy to use and understand, while a
the same time ensuring that the requirements of DQBZ A and the assiated

Manual are satisfied. As occurrence reporting procedures must addressangede

activities and organizations, the procedwiesuld be reviewed by as many interna
organizations as possible. The specific implementing procedures for a sitefacitifpr

must be reviewed and approved by the cognizant DOE Secretarial OFigare 5

provides detits of the steps involved in the Pextures phase.

Order Revision

The facility-specific Occurrence Reporting Program needs ttebeloped and
implemented to provide timely identification, categorization, notification, and reporting o
operations information related to DOE-owned and -leased facilities and for thegangce
of that information to idetify the root cause, provide f@ppropriate corréiwe actons,

and prevent similar occurrences through thetifileation of good practices and lessons
learned.

Update Procedure with Order/Manual Requirements

The contractor is required to develop or revise implementing procedures for the
responsible DOE Secretarial Office approval within 4 months of incorporation of the
requirements in the Contract Requirements Document (CRD) into a new or existing
contract. DOE M 232.1-1A requires that these implementation procedures include:

> Responsibilities of the facility line management and staff

> Categorization, notification, reporting, and investigation requirements for each
facility

»  Alisting (by reference) of the Safety Class Structures, Systems, and Components for
nuclear facilities and Safety Significant SSC lboth nuclear and non-nuclear
facilities.

»  Any other facility-specific reporting requirements based on Section 9 of DOE M
232.1-1A.
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Procedures
Process
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Figure 5 - Procedures Phase
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Secretarial Officers Review and Approval

Under DOE O 232.1A, the Secrash Officer is responsible for ensuring that the
requirements in the CRD for DOE O 232.1A are applied to applicable contracts within 3
months after pproval of the Order. Also, DOE BB32.1-1A states that Secretarial
Officers are responsible for reviewing and approving thdifyaSite Implementation
Procedure after coordination with the Office of Environment, Safety andhtHeal
Implementation procedures that are submitted by the contractoilioy tamerator are
considered atomaticallyapproved 2 monthdtar submittal, if they are noediberately
approved or rejected by the responsible DOE Se@kifice.

Exemptions

Not all facilities and/or sitesilvbe able to meet every requirement of DOEler 232.1A.
Where certain requirements cannot be met, an exemption must be requested from DOE-
HQ. A temporary exemption to the reporting requirements may be granted, for up to one
year, by the Secretarial Officer responsible for the program at a spedifig tawd/or site.

A permanent exemption can only be granted by the Secretary of Energy after obtaining
concurrence from the Office of Environment, Safety and Health. An exemption reques
should be processed ttugh the contractor line management and the DOE Operations or
Field Office before being submitted to the responsible Secretarial Officer. Also, prior to
approval of a temporary exgption, the Office of Environment, Safety and Heahould

be notified.

Training

DOE O 232.1A designates that the Secretarial Officer is responsible for ensuring tha
training programs for the requirements of the associated manual are established for both
DOE and contractor personnel. These training programs are required to include:

> Indoctrination in the objectives and process of occurrence reporting as defined in the
occurrence reporting requirements documents.

> Identification of reportable occurrences; their categorization, notification, and
associated reporting requirements; analysis, determination of causal factors and
generic implications; and implementation, tracking and close-out of corrective

actions.
> Utilization of ORPS including input of occurrence reports and obtaining information

from the data base.
Submittal to EH-33

Once approved, the Secnaah Officer is responsible for providing a copy of the
implementing procedure to EH-33.
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Notification Report

Figure 6 provides details of the steps involved in the Notification Report phase.
Event or Condition

The first step in any occurrence reporting program is to recognize that an event or
condition exists, takenmediate ations, and then determine if the event ondition i
reportable. DOE O 232.1A and the agated manual require that operations personne
take the appropriate immede action to staize and/or place the féity/operation in a

safe condition, stalize any potential environmental effects, and treat workers for injuries
sustained immediately following an occurrence. In addition, actions should be taken to
preserve conditions for continugd/estigation, where thesetaas do not interfere with
establishing a safe condition.

The facility staffand operators, upon identification of an abnormal or suspected abnorma
event or condition,l®uld promptly notify the appropriate line management and the

Facility Manager of the event status and record and/or archiveteépeimformaion,

including details concerning the discovery of the occurrence and actions taken to stabilize
or place the facility/operation in a safendition. Procedures are used to evaluate if an

event is reportable in accordance with the requirements of DOE O 232.1A, the associated
manual, and site-specific requirements. Sedtioeeduressection for additional

information on procedure gairements and development.

Categorize Occurrence

Occurrences at any given facility and/or site oftary in degree of severity and
significance. A major purpose of DOEZ32.1A is to consistently categorizecacences
so that DOE operations personnel and facility and/or site cootsaatderstand the
degree of sigificance associated with various occurrences. SectiorD®D& M 232.1-
1A, Occurrence Reporting and Processing of Operations Informatsonsed to develop
criteria to categorize reportable occurrences.

Occurrence reporting categories include Emergency, Unusual, and Off-Normal (fro
highest to lowest significance) and are described below. The types ofbdport
occurrences involve, but are not limited to: facititynditions; environmental concerns;
personnel safety; radiological protection; safeguards and security; transportation; loss or
damage to DOE property; defective items, materials, or services (including
counterfeit/suspect parts); nuclear explosive events; and cross-category items to include
related occurrences, near miss events, and potential concerns.
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DOE O 232.1A requires that an event ondition be categorized asa as possible, bu
within two hours of the event or condit identification following the fatity-specific
procedures developed in accordance with Section 8 of the DOE M 232.1-1A. If the
categorization is not clear, the occurrence needs to [alynitiategorized at the higher
level. In addition, the occurrence category shall either be elevated, maintaioeek red
as information is made available.

Several quda®ns have been ksd concerning the detaination of discovery time. Each
facility and/or site Bould be very specific when defining discovery time in implementing
procedures to avoid confusion and ensure consistenaggtinose occurrences. DOE O
232.1A describes discovetigne as that time when thiacility staff discover the event or
condition being reported. Tl@ccurrence Reporting Program Guidance Document
prepared by the Occurrence Reporting Special Interest Group (OR SIG) includes some
examples designed to clarify this topic.

Emergency

An Emergency is the most serious type of occurrence and requires an increased aler
status for onsite personnel and, in specified cases, for offsiteriseth@as defined in

DOE O 151.1. The dailed initial notification requirements, definitions, criteria, and
classifications of emergenciaad appropriate responses are provided in DOE O 151.1.
Written Occurrence Reports shall be completed in accordance with

DOE O 232.1A. Facility- or site-specific emergency response plans and procedures ma
include alditional equirements. Ewves that have been declared an emergencyraawe
require the ompletion of all occurrence reporting requirernse

Unusual and Off-Normal

If the event is not categorized as an Emergency, then the event needs to be categorized as
an Unusual or Off-Normal Occurrence as soon as practical but, in all cases, within 2 hours
of identification by the facility staff. An Unusual Occurrence is a non-gener

occurrence that exceeds the Off-Normal Occurrence threshold criteria; is related to safety,
safeguards and security, environmental or health protection, performance or operation of a
facility; and requiresnmediate notification to DOE. Off-Normal Occurrences are

abnormal or unplanned events onditions that adversely affect, potentially affect, or are
indicative of degradation in the safety, safeguards and security, environmental or health
protection, performance or operation of a facility as defined in DQE32.1A.

DOE O 232.1A, and its associated Manual, provides more than 200 criteria for the two
categories of Unusual Occurrence and Off-Normal. These criteria are not intended to be
all-inclusive. They represent a minimum set of standards necessary to alldacsagh
and/or site to develop specific reporting criteria that are applicable to that facility and/or
site. For an example of how the DOE2@R.1 (previous rgsion of DOE 0232.1A) has
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been incorporated into a site reporting matrix, see SectiorCa@gorization Matrix o
Reportable Occurrencesf theOccurrence Reporting Program Guidance Document,
prepared by the OR SIG.

Nature of Occurrence

Occurrences are arranged into 10 groups related to DOE operations. These groupings are
used solely for ease of reference and consistency in data base structures. Site specific
items are expected to be added whepiired. The 10 groups of categorized occurrences

are as follows.

Facility Gonditi

Environmental

Personnel Safety

Personnel Radiological Protection
Safeguards and Securit
Transportation

Value Basis Reporting

Facility Satus

Nuclear Explosive Safety
Cross-Category Item

Boo~NouhwnpR

The categories of occurrences are designed to be generic. For example, the environmenta
section (Group 2) provides much less detail than would be found in a site-specific matrix

of occurrences, which typically lists hazardous materials and limits specifiattcu(ar
operation. The objective of this approach is to allow individual sites to fit their site-

specific requiremats to these categories. Note that some occurrences magnbteén

than one group.

DOE Oral Notification

In the case of a report categorized as Unusual or Emergency, the Facildgdvian

required to provide an oral notiéitton to the DOE Facility Representative andEBBQ
Emergency Operations Center (EOC). For occurrences categorized as Emergency, the
Facility Manager makes the notification agjuired in DOE Order 151.1 (normally within

15 minutes) and for occurrences categorized as Unusual, notifishtaid occur as soon

as possible but, in all cases, withih@urs of categorization.

The requirements for the initial and follow-uptifications to DOE and other agencies and
the appropriate emergency responses to be taken are provided in DOE O 151.1,
Comprehensive Emergency Management Sysiéra specific procedures on how these
events are categorized and how and when DOE is notified are included inlityedac
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site specific emergency response plans or procedures. Notifications fomeaces
involving classified operations cannot bade using the internal insecure lines. These
calls must be made through a secure line.

Initial notification to DOE Hedquarters EOC for Unusual Reports may be made by voice
or electronic transmittal. Electronic transmittal, such as a facsimile, is preferred. All
notifications shall include aalid contact point iduding name and telephone number.
Electronically transmitted reports must be confirmed by phone to ensure receipt and
document the time of official notification. Voice notifications may rded by the

DOE HQ EOC and played back for further naotification. Initial notification shall include as
many of the required report fields as gibke as discussed in Section 1M$HE M 232.1-

1A. The Facility Manager may use the local Field/Site Emergency Operations Center to
expedite establishing the rmmunication link required and to record anchave
conversations.

Following the Facility Managerisitial notification, the DOE Hedquarters Emergenc
Operations Center will notify the Program Manager of allddial Occurrences and make

any further notifications required. The EOC skiad with connecting callers to the on-

call DOE Program Manager and then recording and archiving conversations. If necessary,
the DOE Program Manager will contact the Program Secretarial Officer or other HQ
programs. For those sites that have a centralized communications center, it may be a
good practice to have the call to HQ originate there. Tihiaew a mechanism for
record-keeping through recorded lines.

Whenever an Off-Normal Occurrence is upgraded to an Unusual Occurrence, the Facility
Manager is also required totifg the HQ EOC as soon as practical, but no later than 2
hours after recategorization, that an existing occurrence has been upgraded, and provide
the HQ EOC with the Occurrence Report number. Once again tHeQdQwill then

make any required internal DOE HQ notifications. Also, follow-up notifications shall be
made to DOE for any further degradation in the level of safety or impact on the
environment, safeguards and security, health, or operations of ilitg facother

worsening conditions subsequent to the previous ratidic includingupgraling to an
Emergency in accordance with DOE O 15Cbmprehensive Emergency Management
System

It is important to note that the Program Manager or Designee may attempt to contact the
Facility Manager/Designee at the telephone numbariged in the Fality

Manager/Designee Field of the OR. Therefore, the nathee and telephone number

should be accurate during and after normal busimass, paicularly for the Notification
Report. If the designee is a Shift Manager, then the title should clearly show the “Shift
Manager” where the relieving Shift Manager could answer any questions asked by the
Program Manager. If the designee is not an on-shift point of contact, then an accurate
telephone numbehsuld be provided to allow contact of that person during and after
business hours.

18 January 20, 1998 - Revision 2 Overview of the Occurrence Reporting Program



Prepare Notification Report

DOE O 232.1A requires that a hfiwation Report be preparexhd submitted as soon as
practical but, in all cases, before the close of the next business day from the time o
categorization (not to exceed 80 hours). The Facility Manager is required to prepare the
Notification Report (including all required fields and all other fields for which information

is known) and distribute the occurrence report to the Facility Repagiserastnd the

Program Manager. When an unclassified, nonsensitive Notification Report is entered ont
the computerized ORPS data base, this distribution requirement is automatically satisfied.
Even though ORPS may be located in a different time zone, this requiremesrtdgohto

mean the end of the next business day at the location (time zone) at which the occurrence
took place. Site procedures must be very clear on what constitutes a "business day" (i.e.,
0700-1600, 0630-1700, etc.) The 80-hdloveaance is inteaded for occurrences

discovered during weekends and holidays.

Note that when the Facility Manager designee pre@ardsubmits the occurrence report,
the Facility Manager isltimately responsible for the occurrence report, the corrective
actions, lessons learned, and evaluation, etc. To assure the adequacy of the occurrence
report information the Facility Manageanaild review anadoncur with the report.

Additional reviews by senior site or fiily management may also bequired andtsould

be specified in site-specific procedures if agllie.

Section 10 of DOE M 232.1-1A provides instiians for completing an occurrence

report. Additional guidance on writing occurrence reportsasiged by the OR SIG
Occurrence Reporting Program Guidance Document. In general the following
instructions apply to the regog of occurrences via hard copy or the etesut data

base, to ORPS. All reports containing classified information or Unclassified Controlled
Nuclear Information (UCNI) need to be submitted in hard copy in aanoedwith

established security requirements. An unclassified, nonsensitive version also needs to be
submitted to ORPS for entry into the data base.

Items 1 through 19 and Item 25 of the Occurrence Report are required for the Notification
Report. In addition data needs to be entered into all other fields when known. For the
Update Report and Final Reports, information on the Natific Report shall be retained

and updated as better information becometadl@a Reports trasmitted by a Facility

Manager Administrator must be signed in hard copy by the appropriate Facility Manager
(or designee).

Transmit Notification Report
Using the ORPS GUI Data Entry Program (formerly through PC ORPS), the Facility

Manager, Designee, or Administrator creatad submits the Notification Report to
ORPS. Again this needs to occur before the close of the next business day from the time
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of categorization (not to exceed 80 hours). figial occurrence report nuper is added

to the report during the transmittal process and the Notification Report is copied to the
ORPS HP database. Within 15 minutes of transmittal, the Notification Report is then
copied to the ORPS GUI. Anytime after the report is transmitted to GREHOE

Facility Representative and DOE-HQ Program Manager may input comments using the
appropriate ORPS GUI functions hyperlinks. All ORPS users can access the Notification
Report on a read-only basis.
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Short Form Reporting

When implemented, the Short Form report will be used for only Off-Normal events where
there is no perceived value in performing a causal analysis or additional follow-up. In
addition, a Short Form report may only be used in place ofificlitton Report provided

the Nature of Occurrence category is designated as a Short Form candidate.

Short Form Criteria

Even if the Nature of Occurrence category is designated as a Short Form candidate, there
are additional criteria that must be passed before the Short Form can be used. If the
answer to any of the questions listed below is “Yes”, a full occurrence report must be
submitted:

Is the event or condition a near-miss to an occurrence type whicheeguu
Occurrence Report?

Is there a need to perform additional investigation or causal analysis to determine the
causes of the event(s) or condition(s) that exists?

Is there additional analysieaded to determine or implement actions to address the
causes

Is the event or condition an unanticipated recurrence of a previous event indicating
that previous corrective action(s) which should have prevented recurrence have no
been effective

Was there a significant or novel lesson learned from the occurrence that may be o
benefit to other sites that warrants dissemination

Is this occurrence related to an adverse trend or performance measure which
indicates a potential programmatic breakdown

Does the occurrence, for any reason, warrant additional management analysis or
attention?

Short Form Report
The Short Form report is a Notification/Final report (i.e., there is only one report

submitted for each occurrence). Itis essential that information on the Short Form repor
be completeind accurate on thatial submittal since itis also a Final repoutbsnitted
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for Facility Representative approval. Causal analysis is not required for the Short Form
and corrective actions are optional. Rah reports are not permitted for occurrences
reported using the Short Form. Once submitted only the Facility Representative signature
is required for approval

The Facility Manager slil prepare the Short Form Report and submit it to thditizac
Representative before the close of the third business day from the time of categorization
(not to exceed 128 hours).

The Facility Representative shall review, approve,adaiany comments within 10

calendar days after receipt of the report. If the ORPS data base is being used, the Facility
Representative's comments should be provided through ORPi8ty Representative
comments are not required for thedpaoval of the report.

If the Short Form Reportis not approved by thallfaRkepresentative it shall be
returned to the Facility Manager with a written explanation for ttepgi®val. The
revised Short Form Report shall be resubmitted within 5 calendar days ofaperdigl

The distribution requirements for Short Form Reports are the same as for full Occurrence
Reports (update and final). If the Short Form Reports are entered into the ORPS data
base, the distribution requirementug@matically satisfied. A copy of the unapproved

Short Form Report will be automatically entered as a Notification/Final Report when itis
transmitted to the host computer.
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Update Report

Using the ORPS GUI Data Entry Program, an update report may be prepared by the
Facility Manager. The update report is required to be prepared and transmitted when
significant new information is available or upon the request of DOE. An Update Repor
should be domitted when any of the following situations arise:

Any time after the Notification Report when significant new information is available,
When requested by DOE,

When the Final Report cannot be submitted within 45 days,

When changing the occurrence categorization (e.g., Off-Normal changedsoa
occurrence), or

> When an occurrence is added to a Roll-Up Report.

Yy v ¥ Y

The ORPS GUI retains each version of the update reporttimawgfter the regrt is sen

using the ORPS GUI Data Entry Program, the DOE Facility Representative and DOE-HQ
Program Manager may input comments through ORPS GUI function hyperlinks. All
ORPS users can access an update report on a read-onlyRigsis. 7 provides details

of the steps involved in the Update Report phase.

Recategorization

Changes in categorization should bewented in an pdate Report and must be

submitted before close of the next business day from the time of recategorization (not to
exceed 80 hours). A justification for the new categorization also needs to be included in
the report.

Prepare Update Report

The Facility Manager is required to submit and distribute an Update Report if there is an
significant and new information about the occurrence. In additiapdating information

in the items required for the Notification Report, the Update Reporild include
information, as available, for field Items 20 thgh 24, and Items 26 through 31 of the
occurrence report. Iltems 20, 22 through 24,ltamds 26through 31 are not required for
the Update Report, but they argueed for the Final Report. Item 21 is not a required

field for any report.

The status of the investigation, recurring consequences, or the identification of additiona

component defects are activities associated with the occurrence and are also required to be
included in Update Reports. DOE 5480.C#&nduct of Operations Requirements for
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Figure 7 - Update Report Phase
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DOE Facilities and DOE-STD-1045-9%uide to Good Practices for Notifications and
Investigation of Abnormal Eventshould be considered when establishipgagram for
investigation of occurrences. The investigative process is used to gain an understanding o
the occurrence, its causes, and the corrective actions necessary to prevent recurrence.

The Facility Managert®uld consider a graded approach when datang the level of

effort for the investigation into the cause of the occurrence. The graded approach is based
on the severity or risk associatedllwthe event ocondition. For example, investigations

of a significant Unusual Occurrence might require the assembly of a team of investigators
and subject matter experts, whereas the investigation into an Off-Normal might be
completed during the critique/fact-finding meeting process. Many occurrences should be
investigated using one or more of the formal analytical models discussedEHNBO
STD-1004-92Root Cause Analysis Guidance Document

When additional occurrences are to be included in a Roll-Up Reparpdate is required
to be submitted, in accordance with Section 5.7 of DOE M 232.1-1A, by the close of the
next business day from the time of categorization (not to exceed 80 hours).

Transmit Update Report

Using the ORPS GUI Data Entry Program (formerly performed using PC ORPYS), the
Facility Manager, Designee, or Administrator edits the information from ripma

Notification Report or the latest Update Report. ThdliaManager then sends the new
Update Report to the ORPS data base (more than one update report may be submitted).

If the Update Report is documenting a recategorization, then it must be transmitted before
the close of the next business day from the time of categorization (not to exceed 80
hours).

After transmittal of the Update Report, the DOEIikgdRepresentative anBOE-HQ

Program Manager may provide comments on the report using the appropriate ORPS GUI
function hyperlinks. In addition, all ORPS users can acceddgtate Report on a read-

only basis.

Overview of the Occurrence Reporting Program January 20, 1998 - Revisiab 2



Final Report

A Final Report (referred to as Pre-Final for occurrence reports awaiting FR/PM approval)
is required to be prepared and submitted by th@ifyadanager to the Fality

Representative within 45 calendar days from the date of the initialrencar

categorization. The Final Report documents (1) the significance, nature, and extent of the
event or condition; (2) the cause(s) of the event or condition, ingltide root cause; (3)

the corrective action(s) to be taken (with actual or target completion datesed@riofi

correct the condition and prevent recane; and (4) any identified lessons learned. Note
that corrective actions do not need to be complete to submit a Final Report, only identified
and scheduledFigure 8 provides details of the steps involved in the ORPS Final Repor
phase.

In addition toupdating information in the items required for the Notification Report, the
Final Report is required to include information for Items 20, 22 through 24, and Items 26
through 31 of the occurrence report.

Rejected Report

Pre-Final Reports that are rejected by either the DOE Facility Representative or the DOE-
HQ Program Manager are returned to the Facility Manager with a written explanation for
the disapproval. The Féty Manager must rake adjustments to the report and resubmit

the Final Report within 21 calendar days of the date of disapproval. If the revised Fina
Report cannot be submitted within 21 days, the Facility Manager must submit an Update
Report and include a justification for the delay and an estimated date when the revised
Final Report will be submitted. This informatidmosild be included in the "Evaluation by
Facility Manager" block of the occurrence report, item 24.

Completion in 45 days

If the required analysis cannot be completed within 45 calendar daysitidter

categorization, the Facility Manager must submit an Update Report. This Update Repor
must also be submitted within the 45 days and shoudidiexhe delay and prade an
estimated date for submittal of the final report. This information should be included in the
"Evaluation by Facility Manager" block of the occurrence report,lteam 24.

It is expected that most occurrences will be catgd and the Final Repatibmitted
within the 45 calendar days. However, for certain occurrences, such as those requiring an
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accident investigation, it is undgood that the informationgeired for the Final Repor
may not be available within this time. The status of the occurrence investigation should be
included in any Update Reports. liddion, multipleUpdate Reports may be submitted.

Final Report

Process

Update
Report
Process

Provide Schedule for
Completion in Update Report

Expect To Complete

Rejected Report No wlin 45 days

Yes

v

Resolve FR/PM Comments

Prepare Final Prepare Final
Report Report

4 v
Transmit F‘nal Report Transmit F‘nal Report
Using ORPS Data Entry Using ORPS Data Entry
Program (Submit Report Program (Submit Report
w/in 21 Days of w/in 45 Days of
Rejection) Categorization)

Approval
Process

ORPS Data Base

Report
Distribution
Process

ORPS Creates
Update/Final
Report

Figure 8 - Final Report Phase
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Canceled Report

An occurrence report can be canceled by submitting a Final Report with the occurrence
category changed to canceled. Canceled reports must be finalized and go through the
same approval process as all other occurrence reports; however, only the items required
for a Notification Report are required fields for a canceled report. When the canceled
report has been approved by the DOE Facility Representative and the DOE-HQ Progra
Manager, the report will be removed from the active ORPS database.

Prepare Final Report

The Facility Manager is required to submit and distribute a Final Report. In addition to
finalizing the information in the items required for the Notification Report, the Final
Report should include information for Items 20, 22 throRghand Items 26 through 31

of the occurrence report. Item 21 is not a required field.

Transmit Final Report

Using the ORPS GUI Data Entry Program (formerly through PC ORPS), the Facility
Manager, Designee, or Administratoitedhe information from the original Notification
Report or the latest Update Report. Theliadanager then sends a Final Report to

the ORPS data base. This needs to occur as soon as possible, but no later than 45
calendar days after initial categorization. A copy of the urevepl Final Report will be
automatically entered as an Update/Final Report when the Final Reportis transmitted to
the ORPS data base. The DOE Facility Representative and DOE-HQ Program Manager
may then provide comments on the Pre-Final Report using the appropriate ORPS GUI
functions hypdmnks.

Additional guidance on wiing occurrence reports isguided in the OR SIG Occurrence
Reporting Program Guidance Document.

General users cannot access and view the official Pre-Final Report until it has received
final approval; however, they can view the copy of the Pre-Final Report ptestesl in

the ORPS data base as an Update/Final Report, giving all users limited access to Pre-Fina
Report information while the report is awaitisign df. The Update/Final Report copy

includes all information from the Pre-Final Report except the comments and the
signatures.

ORPS Occurrence Report Change P olic
The general policy is that ORPS Technical Support persailhethly make chages to

reports already on the data base if the Facility Managsuding Designees) or
Administrator cannot make the changes themselves. The types of changes that they are
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unable to make are small in number, since the Facility Manager or Administrator can, in
one way or another, make changes to most of the data fields.

Facility Mangers or Aministratorscan usually submit an Update Report to correct errors

in Notification Reports or Update Reports. td#ion, Fadity Managers or

Administrators can get changes made to Pre-Final Reports by requesting the DOE Facility
Representative or DOE-HQ Program Manager to reject the report. After rejection, the
Facility Manager or Aministrator can then make the correction(s) to thertemd

transmit it again to the ORPS data base.

In cases where the Facility Manager or Administrator cannot access a fieldepdhas
already final, the ORPS Technical Support personnel may be requested to make the
change(s). For these cases only, the requests must be sent to ORPS GUI Technica
Support at fax number (208) 523-9920 or e-mapport@tis.eh.doe.gov In addition,

copies of the request must be sent to Eugenia Boyle at fax number (301) 903-2329 or e-
mail Eugenia.Boyle@eh.doe.gov

ORPS Technical Support personnel can be requested to make changes to the Notification,
Update, Update/Final, and Final Reports to:

. Change report transmittal and signature dates if and only if the delay was due to host
computer downtime or problems. hauld be noted that a transmittal daié wot
be backdated because the report was not submitted on time due to lack of training
and/or appropriate software/hardware.

. Change existing occurrence report numbers due to changes in faoitigsror
boundaries. This could begwred because of contractor or organizational changes.

In addition, the ORPS Technical Support personnel can be requested to change:

. The discovery and categorization date and/or time for Notifidéijpstate Reports,
if needed. If the current reportis an Update Report, the mdmificall also be
made to the historical Notification Report.

. The DOE Program Office designation to help in the sign-off of a Pre-Final Report.
The Program Office code and description will be modified only on the Pre-Fina
Report.

. Incorrect corrective action completion dates entered on the Final R&pat.
change requires modifying or deleting thecsled corrective action comgtion
date(s) and requires a written request with signatures from thgyRslanager,
DOE Facility Representative, and DOE Program Mg@na
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Any field on a Final Report, including but nohited to the Number of Occurrence
field in a Roll-Up Report. The ORPS Technical Support personnel must receive a

written request signed by the Hag Manager, DOE Fality Representative, and
DOE Program Manager.
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Approval Process

A well-defined occurrence report review and approval process is a must for smooth
operation of the occurrence reporting program. Both the DOE Facility Representative
and DOE-HQ Program Manager are required to review and approve Final Reports. In
some situations, the DOE Program Manager approgatesnent for Final Report
categorized as Off-Normal may be delegated to the DOIlitiFd&epresentative (see the
sectionApproval Delegated for Off-Normal Reports When all signatures have been
obtained, the reportis placed in the ORPS database as a Final Report.

DOE M 232.1-1A specifies the review requirements, requiring that Facility
Representatives review reportable occurrence information to assess acceptability and
significance or root cause, generic implications, and corrective actions(s) implementation
and closeout. The DOE-HQ Program Manager is also required to assess the Facility
Managers’ and Facility Representatives’ evaluation of this same occurrence repor
information. Typically the assessment of the review is documented by providing written
comments on the occurrence report through ORPS.

Most events that result in an occurrence report involve DOE or contractor oversigh
organizations to some degree (i.e., Health Physics, Environmental Protection, Safety,
Engineering Organizations, etc.). Experience suggests that the review ema app

process should provide an opportunity to obtain the affected oversight organizations'
concurrence of the analysis of the event, the evaluation, and the planned corrective actions
before the report is submitted to DOE for approval.

For additional guidance on reviewing occurrence reports, see Appeng@hebklist for
Occurrence Report Revig of theOccurrence Reporting Program Guidance Document
prepared by the OR SIGrigure 9 provides details of the steps involved in the ORPS
Approval Process phase.

DOE M 232.1-1A also requires that the Program Manager interact with the Facility
Representative and HQ Oversight organizations as necessary, and inform and advise their
respective management of their findings. Likewise, the Facility Representative is required
to interact with facility personnel and Field Element oversight organizations asargces

and inform and advise their respective management of their findings.

FR Approval
When the Facility Manager transmits the occurrence report as a Final Repbagititg
Manager’s electronic signature is placed on the report. Next, the DOE Facility
Representative places their electronic signatures on the report, indicating acceptance.

They may also input comments thatl wemain with the official Final Report when it
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becomes accessible to all users. If the report is rejected, all signatures are removed and
the responsibility to correct and resubmit the report is returned to tiieyFdanager. In

most cases the report must be accepted by the DOE Facility Reptesand the DOE-

HQ Program Manager to become an official Final Report. However, where approval has
been delegated for occurrence reports categorized as Off-Normal, the reports will become

final after approval by the DOE Rhty Representative.

Approval
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Report (Approve Add FR Electronic

Report
Distribution
Process

ORPS Marks
Final Report
Approved
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Approval
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Figure 9 - Approval Process Phase
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FR Approved and Rejected Pre-Final Reports

The DOE Facility Representative is responsible for the initial resigivapproval or
disapproval of Pre-Final Reports. TheikgcRepresentative is required to review and
approve or reject Final Reports within 10 calendar days of receipt. If approved, then the
Pre-Final Report is forwarded to the Program Manager for approval or, if rejected, the
Pre-Final Report is returned to the Facility Manager with a written explanation for
correction and resubmittal.

FR Comments

The DOE Facility Representative whoagjed the report mustgride written comments
stating the reason for the rejection. If the ORPS database is being used, the Facility
Representative's comments should be provided through ORPiSty Representative
comments are not required when thegrave the report.

Approval Delegated for Off-Normal Reports

If Off-Normal approval has been delegated by the Secretarial Officers to the DOE Facility
Representative, the DOE-HQ Program Manager does not approve the final report. In this
case, the PM Approval steps would not apply and the report becomes final after being
approved by the DOE Fdity Representative.

PM Approval

When the occurrence report is transmitted as a Final Report, the Facility Manager’s
electronic signature is placed on the report. After Facility Representative approval of the
Pre-Final Report, the DOE-HQ Program Manager places their electronic signature on the
report, indicating acceptance. They may also input comments that will refittaiihe

official Final Report when it becomes accessible to all users.

If the Program Manager rejects the report, all signatures are removed and the
responsibility to correct and resubmit the report is returned to thigyFsianager. The
report must be accepted by the DOE Facility Representative and thélQ®Eogra

Manager to become an official Final Report. Again in the case of reports categorized as
Off-Normal, approval may have been delegated to the DOlY-&epresentative.
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PM Approved and Rejected Pre-Final Reports

The DOE-HQ Program Manager is responsible for the rearevapproval or disapproval

of Pre-Final Reports. If the Pre-Final Reportis approved by the DOE Facility
Representative, the DOE-HQ Program Manager has 14 days to approve or reject the
report. If approved, the report is placed in the ORPS database as a Final Report. If the
Program Manager rejects the report, the Facility Representative’s electronic signature is
removed from the report and it is returned to thelia®Manager for correction and
resubmittal.

PM Comments

The DOE-HQ Program Manager who rejected the report masidar comments stating
the reason for the rejection.

Approved Final Reports

When all signatures have been obtained, the report is placed in the ORPS database as a
Final Report. The approved Final Report then becomes available to all ORPS users. No
changes can be made to the body of the report once it has been finalized. However, the
Facility Manager may add an actual completion date to a corrective actibargye a

target completion date of a corrective action (for other exceptions s€diR8

Occurrence Report Change Poligection). If a target completion date isrotpyad, a
justification must be entered. The cognizant DOE Facility Representative and DOE-HQ
Program Manager are notified of changes to corrective action dates through the manager
functions on ORPS.
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Occurrence Report Distribution

For all occurrence reports that are determined to be unclassified, entering occurrence
reports into the ORPS data base automatically satisfies the DOE O 232.1A requirement to
distribute occurrence reports to theikgcRepresentative, Program Manager, affected
program self-assessment group, Heads of all Field organizations, Office of Erefripnm
Safety and Health (EH-I), DOE Management and Operations or Integrating contractors,
and the Office of Operating Experience Analysis and Feedback (EH-33). All unclassified
Final Reports, with the exception of Final canceled reports, must be placed in the loca
reading room within two weeks of report approval, with an additional copy sent to the
DOE Headquarters reading room. Once this distribution is made, the Freedom o
Information Act mandates are met.

For those occurrence reports that are determined to contain classified or UCNI
information, adherence to DOE and site procedures that define protection and control o
classified material is essential. An unclassified nonsensitive version of the Final Repor
shall be entered into ORPS, and shall be placed in the local reading réomfeudt

weeks of report approval, with an additional copy sent to the DOE Headquarters reading
room.

Site and/or facility procedureshould also identify those organizations and/or individuals
that should receive copies of occurrence reports. These individuals/orgasira

have responsibility for trending, lessons learned, accountability, or records retention. Also,
information associated with completion and close-out of corrective actions should be
maintained and lessons learned from the facility's respective occuresnttse

operations information obtained from othenitar DOE fadlities shall be collected and
disseminated.

In addition, suppding information pertaining to each Occurrence Refmd., graphs,

analyses) is required to be retained in accordance with Departmental Records Disposition
Schedules, as required by 36 CFR Chapter 12, Subchapter B. Types of records that are
typically maintained for occurrence<lade:

> Photos

> Critique Records

> Interview Records

> Root Cause Worksheets

»  Associated Investigation Reports
> Fact Sheets

> Equipment Mortoring Informati
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Figure 10 provides details of the steps involved in the Occurrence Report Distribution

phase.
Report
Distribution
Process
Analyst Facility Manager Facility Representative Program Manager
Utilization Utilization Utilization Utilization

!

I

I

Update Corrective
Actions

v

Ensure lessons
learned and generic
problems elevated to
Head of Field Element

Ensure lessons
learned and generic
problems elevated to

Secretarial Officer

I

l

Identify lessons learned from
occurrences and take action
to minimize/prevent
recurrence

Review/assess information
for significance of root
causes, generic implications,
and corrective action(s) and

closeout

Assess FR's and FM's
evaluations of significance of
root causes, generic
implications, and corrective
action(s) and closeout

Gather occurrence report and
operations information from other
organizations, review for generic

Ensure occurrence report
and operations information
distributed to DOE and

Ensure occurrence report
and operations information
distributed to DOE and

contractors under their
cognizance

contractors under their
cognizance

implications, and use to improve
operations

> Lesson Learned Listserver & Reports

HQ Oversight and Self

_| Assessment Groups to

Evaluate Quality and
Timeliness

Feedback Documents,
(Quality and Timeliness)
Safety Notices, etc.

_| Review Information for

DOE-Wide Trends Trending Reports

Performance Indicator
Reports

HPerformance Indicators

Figure 10 - Report Distribution Phase

Analyst Utilization

One of the major purposes of occurrence reporting is to provide feedback of safety and
operational information identified in the occurrence répto other DOE falities. In

addition, Headquarters oversight antf-assessment organizatis use ORPS information

to prepare Safety Notices and other feedback documents.
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Facility Manager Utilization

For the facilities under their cognizance, thellfigdanager is required to implement a
program for the timely identification, categorization, response, notification, investigation,
and reporting of abnormal conditions and events. Alsditifdtanagers are rg@nsible

to ensure that occurrences resulting from activities performed by subcontractors in
support of faity operation are reported in accordance with the provisions of DOE O
232.1A.

Under DOE O 232.1A, Fdity Managers are responsible for identifying lessongled

and generic or programmatic implications from occurrences and take acthoimétoze

or prevent recurrence. Facility Managers are also regpefs diseminating

occurrence reports and operations information from other organizations, reviewing for
generic implications, and using to improve operations. Each Facility Mastagdd use
this information for trending and analysis and for early identification and correction o
deteriorating conditions.

Updating Corrective Actions

Once a Final Report has been entered onto ORPS, the Facility Manager must ensure tha
the status of the corrective axts is kept up-to-date (i.e., to reflect changes inatgget
completion date or add an actual completion date). The Facility Mandigeothave

access to the Final Report (i.e., for updating correcttierss) until the report is

approved or rejected by the DOE-HQ Program Manager. Therefore, edighdaould

have a system for reviewing the open corrective actions for approved and unapproved
Final Reports and update the target or actual completion datéselyamanner.Since

most sites track corrective actions at a local level, the occurrence silatari should

ensure that the local tracking system for corrective actions and the ORPS tracking syste
for corrective actions are maintained consistently.

Facility Representative Utilization

For facilities under their cognizance, Hiag Representatives are responsible for

monitoring day-to-day operations and performance to ensure thiat faersonne

implement a program compatible with DOE O 232.1A and that lessons learned and
generic or programmatic implications are identified and elevated to the Head of the Field
Element for appropriate action. Facility Representatives are also responsible for reviewing
and assessing reportable occurrence information frailities under their cognizance to

assess acceptability and significance of root causes, generic implications, and corrective
action(s) implementation and closeout, and to ensure tligyfaersonnel involved in

these operations perform the related fions.
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In addition, Faility Representatives must ensure that Occurrence Reports and operations
information from other organizations are disseminateapfaropriate fatity personne

within their cognizance, are reviewed for generic implications, and are used to improve
operations.

Program Manager Utilization

For facilities under their cognizance, Program Managers are responsible daiimgyvi

activities relating to occurrence reporting to ensure thdityapgersonnel implement a
program compatible with DOE O 232.1A and that lessons learned and generic or
programmatic implications are identified and elevated to the Secretarial Officer for
appropriate action. Program Managers are ressiplerfor reviewing and asssing

reportable occurrence information from facilities under their cognizance to assess the
Facility Manager’'s and Fdity Representative’s evaluation of significance, rocatise,

generic implications, and corrective action(s) implementation and closeout, and to ensure
that DOE and contractor staff involved in these operations perform the related functions.

In addition, Program Managers must ensure that Occurrence Reports and operations
information from other organizations are disseminateabfaropriate DOE and contractor
activities within their cognizance, are reviewed for generic implications, and are used to
improve operations.
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ORPS GUI

What is the ORPS GUI?

The ORPS Graphical User Interfaces (GUI) allows the creation amshtittal o

occurrence reports, development of ad hoc search and reports, and access to screens
associated with the Hiaty Manager (FM), Faitity Representative (FR), and Progra
Manager (PM) functions required by the DOE O 232.1A.

The ORPS GUI is a Windows-based tool that takes advantage of the modern browser
technology currently being used to navigate the World Wide Web (WWW). This
technology allows for a user interface that is consistent with industry standards, easy to
use, and easy to modify as changes are necessary.

Benefits of the ORPS GUI are:

> Platform-independence — The ORPS GUI runs on a PC, Mac, UNIX, or an
operating system that supports current browser technology.

> Any browser, such as Netscape or Internet Explorer, that supports features found in
Netscape 2.0 such as tables and Secure Socket Layer (SSL-2) can be used to access
the ORPS GUIL.

> Improved connectivity options — You can connect to the ORPS GUI through toll-
free modem dial-up and with an Ethernet connection from the DOE Frame Rela
Network. In addition you can access these programs and functions with a direc
Internet connection or through an Internet Service Provider.

> The GUI allows for greater system integration with other ES&H information sources
within the DOE.

> Ease of Use — The GUI is easy-to-use. If you are familiar with the Macintosh or
Microsoft Windows interface, you will find the new GUI to be botiifear and
friendly.

> The GUI offers extensive context sensitive on-line help that is easilysdiees

In calender year 1998, many new functions vaeteed to the existing ORPS GUI

including an ORPS GUI Data Entry Program, ad hoc search and reports, and the screens
associated with the FM, FR, and PM functions. dditeon, the ORPS GUI was revised

to allow Short Form reporting and additional Nature of Occurrence analysis fields were
added.

Brief descriptions of the ORPS GUI, the new ORPS GUI Data Entry Program, and the
FM, FR, and PM functions are provided later in this document.
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Connecting to the ORPS GUI Programs and Functions

You can connect to the ORPS GUI with an Ethernet connection to the DOE Frame Rela
Network, with a direct Internet connection, with a modem, or through an Independen
Service Provider (ISP).

The URL for DOE Frame access to the ORPS GUI Data Entry Program, search and
reports functions, ad hoc search and reports, and the screens associated with the FM, FR,
and PM functions ihttps://atlas.eh.doe.gov/cgi-bin/orps/orpsnd for direct Internet (or

ISP) itis https://banner.tis.eh.doe.gov/cgi-bin/orps/orps Two toll-free phone numbers
providedial-up access to the ORPS GUI. If you are east of theddiigpi, dial 1-800-
556-5415. If you are west of the Misggs, dial 1-800-359-7863.

Once you have established a connection you will be prompted Witkiadicating a
security mismatch. At this box select ttomtinue button. Then you will be presented
with the USERNAME AND PASSWORD REQUIRED logon box Figure 11). In theuser NAME edit
box enter your user-id. In thrassworp edit box enter your password.

Username and Password Required [ X| I

Enter usermame for ORPS GUI at
banner.tis.eh.doe.gov:

| User Name: Ihkn

Password: I""""""

oK Cancel

Figure 11 - Theorps Gu logon box.
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NOTE If you access the ORPS GUI through the toll-free phone numbers, you
will be required to provide a user-id and password twice. The first user-
id and password request is for loggomgo the network to connect to the
modem pool. At this first request, typeps for the user-id andrps for
the password. At the second request, enter your assigned user-id and its
associated password.

ORPS GUI Access from the EH TIS Homepage

To access the ORPS GUI Data Entry Program, search and reports functions, ad hoc
search and reports, and the screens associated with the FM, FR, and PM functions fro
TIS, select thdata Reporting & Analysis Serviceshyperlink on the Environment
Safety & Health InfoCenter table<{gure 12). (The URL is

http://tis.eh.doe.gov/analysig. Then simply click on th®ccurrenceshyperlink to

initiate an ORPS GUI session.

"ES&H TIS Data Reporting & Analysis

' Services

[Home Page] [Map] [Search] [Comments] [Test Only] [Stats] [Help]

Select Data Category

¢ Occurrences

» Accidents/Incidents

« Radiation Exposure

» Medical

» Environmental

» Comphance (Coming soon)
» Performance

Figure 12 - TheESs&H TIS DATA REPORTING & ANALYSIS SERVICES page.
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ORPS GUI Access from the DOE Occurrence Reporting Program Homepage

A hyperlink to the ORPS GUI Data Entry Program, search and reports functions, ad hoc
search and reports, and the screens associated with the FM, FR, and PM functions is also
located on th@oE OCCURRENCE REPORTING PROGRAM homepageKigure 13) from the

Office of Operating Experience Analysis and Feedback homepage. bdd tweURRENCE
REPORTING PROGRAM URL is http://tis.eh.doe.gov/web/oeabrps/orps.html.) This page

also provides a starting point for finding links to other useful occurrenceirgpo

information. To access the ORPS GUI from hEeocCURRENCE REPORTING PROGRAM page,

simply click on théORPS Data Base Accedsyperlink.

SAFETY JHANAGE 20T Department of Energy
THROUGH AUALYSLS Occurrence Reporting Program

The Department of Energy's Occurrence Reporting Program provides timely notification to the
DOE complex of events that could adversely affect: public or DOE worker health and safety,
the enwironment, national secunty, DOE's safeguards and secunty mterests, functioning of DOE
facilities, or the Department's reputation. DOE analyzes aggregate occurrence information for
generic implications and operational improvements. The Program and its data system, the
Occurrence Reporting and Processing System (ORPS) are described in DOE Order 232.1
and its associated Manual, DOE Manual 232.1-1.

> ORPS Data Base Access
Requires prior registration.
ug

_» Occurrence Reporting Quality
ct Keeping the data clean; Helping
write better reports

'euaenia.'hoﬁ.fle@eh.doeiqov for further » Occurrence Reporting Special
) mfotmatlon. . o Interest Group (OR SIG)
~ ORPS Bulletins/Publications Supports impravement of DOE
Timely information and back issues event reporting and use of
_~ Systems and Data for ES&H occurrence report data.
Analysis _~ ORPS Training Information
Links to other DOE data, products, and 1997 ORPS Users'
systems Workshop/TRADE OR SIG and QM
_» ORPS Re-engineering Page SIG.Sprlr?g Meeting Information and
News and plans. Currently under Registration Form _ '
development. URGENT - Registration
_ Site Implementation Procedures Material due 4/4/97

Links to site-specific reporting
procedures. Currently under
development.

Figure 13 - The DOE OCCURRENCE REPORTING PROGRA page.

42 January 20, 1998 - Revision 2 Overview of the Occurrence Reporting Program



Once you have selected tecurrencesor theORPS Data Base Accedsyperlink, you

will be required to logon as describedGonnecting to the ORPS GUWsection of this

manual. After the logon is completed, the Netscape browser will disgieguriTy

INFORMATION message boxXHjgure 14). This alert says you are entering a secure $itrav
information is encrypted for privacy while in transit. To enter the ORPS GUI you mus
click on thecontinue command button. Be aware that no equivalent message is given with
the Internet Explorer browser.

NOTE In Netscape, you will be presentetttwthe sECURITY INFORMATION Message
@ box every time you enter or exit a secure site. To discontinue thi
message, simply uncheck thw THIS ALERT NEXT TIME Check box.

Security Information

You have requested a secure document. The document and any
information you send back are encrypted for privacy while in
transit. For more information on security choose Document
Information from the Yiew menu.

[V Show This Alert Next Time
|

[Cancel

Figure 14 - The SECURITY INFORMATION Mmessage box.

Both Netscape and Internet Explorer display special icons to signify seclaecass.

The Netscape icon is a closed key displayed at the batowflthe
window.
lg The Internet Explorer icon is a closed lock displayed at the bottom right o
the window.

Theorps cuthomepage idisplayed i Figure 15. From here you can select from the
following hyperlinks:

. ORPS Data Entr_(seen only by Facility Managerscinding Designees and
Administrators) - This hyperlink takes you to thrers DATAENTRYpage. The
occurrence reporting data entry functions are initiated from this page.
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. Manager Functions(seen only by Facility Managers/Designeasfinistrators,
Facility Representatives/Designees, and Program Managers/Designees) - This
hyperlink takes you to therPSs MANAGER OR SEARCH & REPORTZage. The functions
for updating target and actual cotiee action completion dates byéility
Managers is initiated from this page. biddion, the functions for reviewing and
approving Final Reports|ang with the alhity to provide comments, by Fiity
Representatives and Program Managers is also initiated from this page. The
availability of these functions adependent on the user’s authorities.

. Search & Reports- This hyperlink takes you to tlo®ps OrR SEARCH & REPORTS page.
The ORPS GUI search and report functions for the ORPS data base are initiated
from this page.

. Authorities - This hyperlink takes you to tlvgpPs AUTHORITY SEARCH & REPORTS page.
Searches and report functions for occurrence reportingitaband sign-o
authority information are initiated from thiage.

. Announcements- This hyperlink takes you to tloers ANNOUNCEMENTS page. Fro
this page you can read the announcements relative to the ORPS GUI and the
Occurrence Reporting Program.

. Bulletins - This hyperlink takes you to tloeps BULLETINS/PUBLICATIONS page. Fro
this page you can search the ORPS Bulletins or hyperlink to the individual issues.

. Training - This hyperlink takes you to thRSTRUCTIONAL MATERIALS page. From this
page you can access instructional resources includin@QRRS GUI Reference
Guide theORPS GUI Training Manual and theORPS GUI Training Manual
lesson plans.

. Help - This hyperlink takes you to th@sLE oF CONTENTS page for the ORPS GUI
help files and resources. From this page you can access reference materials,
instructional resources, context sensitiviphand troubleshdimg information. The
help feature is discussed in detail in@iRPS GUI Help Features and ORPS
Authorities Optionssection of this manual.
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NOTE ORPS Home Search & Reports Authorities, andHelp hyperlinks are

@ found at the bottom of most pages within the ORPS QWanager
Functions hyperlinks are also available for those users with the
appropriate authority.

DOE Occurrence Reporting & Processing

ORPS Test 1s reserved for testing new features to the ORPS GUL
This 1s not the production code.

OR Input

Manager Functions
Search & Reports

Authorities
Announcements
Bulletins

Training

Help

Please send comments to support@iis.eh.doe.gov or call the ES&H Helpline

at (800) 473-4375. Hours: 7:30 A.M. - 7:00 P.M., Mon - Fri (ETZ).
Office of Brviroranert, Safity, and Health

Figure 15 - TheorpPs Gu homepage.
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Search & Reports

Some of the enhanced analytical capabilities of the Search and Reports functions of the
ORPS GUI are:

> The interface provides greatly enhanced narrative searchingilitegsablhe use o
phrase searching and numerous special operators providditlyg@almore
accurately define a data set based on a narrative search.

> The interface provides theility to easily screen initial selgoins to identify and
remove non-applicable records from the selection prior to generating a report

> Searches can be specified with date and bounds applied to the data. The data
can effectively be frozen at a particular date and time, thus enabling seattshtces
be reproduced or further refined without being affected by subsequisidne to
the data.

ORPS OR Search & Reports

Clicking theSearch & Reportshyperlink on th@res cuthomepage takes you to tires

OR SEARCH & REPORTS page. ThiRPS OR SEARCH & REPORTS page is displayed irfrigure 16.

The page provides youith the capability to select the elements you want to use to for

your query of the ORPS report information. td#éon, context sensitive help can be

accessed from this page by clicking on one of {fhe icons Hi§are 16.) From this

page, you initiate a search of the ORPS database and generate reports based on the search.

ORPS OR Search & Reports 2
ORPS GUI data 1s now updated daily, notification, update, and update/final
reports are available approzimately 15 minutes after posting on the old system.

ORPS contains 34614 OR(s) with 36552 occurrence(s) through 4/2/97.

’ OR Search Criteria 2/ ’ Reports 2
New | Entire DB OR List
! Guide Subject
Edltl Test Summary
UCNI Example User Defined
Delete | = Distributions 5
Save | as I Iw items/page
from DB as of 2 to DB as of 2 excluding 2 Prepare |r9p0tt
& Earliest enf & Now Display | criteri
c o s ; ™ UCNI 4| crena
Last Login Last Login Count |
' Saved criteria "from" ' Saved criteria "to" :z gaSnEcce:]led s
@ Imm/dd/yy HH:MM e IU4!D4/97 15:50 Reset |form

Figure 16 - TheorPs OR SEARCH & REPORTS page.
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The orPs OR SEARCH & REPORTS page functions as a control panel ligvéing you to select
search criteria, report options, and other selections that allow you to further refine your
query. The control panel is divided into five SeCtiORSEARCH CRITERIA, REPORTS, FROM DB

ASOF, TODBAS OF, andexcLUDING. Each is briefly explained in the following table.

Section Description
OR Search Criteri This section allows you to create, edit, save, or deéstech |s
profile.
Reports This section allows you to generate reports based on thg

occurrence reports selected with a search profile.

From DB as of This section allows you to specify a beginning date (based on
a system generated time stamp) with which to bound your
search.

To DB as of This section allows you to specify an ending date (based|on a
system generated time stamp) with which to bound your
search.

Y

Excluding This section allows you to exclude certain types of report

Search Criteria

All operations performed in the control panel are based on a set of search specifications
called a search profile. SelectitigeNew or EDITcommand buttons on tlvers OR SEARCH &

REPORTS page takes you to tloeps OR SEARCH CRITERIApage. Tanitiate the creation of a

new search profile, click on tiew command button and to edit ansting search profile,

click on theebir command buttons. You will be presented with dkees orR SEARCH CRITERIA

page Figure 17) which presents the various fields that can be used as the basis of a search
of the ORPS database.
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ORPS OR Search Criteria@
ORPS GUI data is now updated daily, notfication, update, and update/final
reports are available approzimately 15 minutes after posting on the old system.

ORPS contains 34614 OR(s) with 36552 occurrence(s) through 4/2/97.

Identification

1. OR Number
2. Field Office
3. Area Office
4. Contractor
5. Facility

6. OR Year

Chronology

25. Current Report

26. Last Modification

27. Discovery

28. Categorization

29. DOE Oral Notification
30. Other Naotification

H

Narrative

43. All Narrative

44. OR Title/Subject
45. Originator Title
46. FM Title

47. Plant Area

48. Division or Project

2) Boolean logic specification: I

from DB as of ’ to DB as of excluding
' Earliest entry T Now
' Last Login ' Last Login [ UCNI
& Saved criteria "from" & Saved criteria "to" V' Cancelled
[T USEC
€ [mmiddAy HH:MM o |04/03/97 13:02

New

Refine l

Reset |

Figure 17 - TheorPs OR SEARCH CRITERIA page.

The list of searchable fields are displayed in three selection bmassIFICATION,

CHRONOLOGY, andNARRATIVE. From this page, you make field selection(s) from the selection
box(es) and then make refinements by clicking onrérene command button. Tharps

OR SEARCH CRITERIA page is recreated to reflect the search field selections made on the
previous page. From here, you define the values within the specified search fields.

NOTE

Figure 17 only displays partial lists in th@DENTIFICATION, CHRONOLOGY, and

NARRATIVE Selection boxes. The entire lists can be accessed using the scroll bars
for each box. For reference, all the ORPS GUI search fields are listed in

Figure 18

48 January 20, 1998 - Revision 2

Overview of the Occurrence Reporting Program



IDENTIFICATION CHRONOLOGY NARRATIVE
1. OR Number 25. Current Repor 43. All Narrative

2. Field Office 26. Last Modification 44. OR Title/Subjec

3. Area Office 27. Discovery 45. Originator Title

4. Contractor 28. Categorization 46. FM Title

5. Facility 29. DOE Oral Notification|47. Plant Area

6. OR Year 30. Other Notification 48. Division or Project

7. Sequence dinber 31. AC Review 49. System/Bldg/Equip
8. OR Type 32. Notification Report |50. Operating Conditions
9. Program Office 33. Initial Update Report |51. Occurrence Narrative
10. Site/Organization 34. Latest Update Report52. Immediate Actions
11. Facility Function 35. Final Report 53. Cause Narrative

12. Activity Category 36. Rejected 54. FM Evaluation

13. Occurrence Categor |37. Further Evaluation |55. Corrective Actions
14. Nature of Occurrenceg 38. FM Sign-off 56. CA Date Justification
15. Direct Cause 39. FR Sign-off 57. Impact on ES&H

16. Contributing Cause |40. PM Sign-off 58. Impact on Program
17. Root Cause 41. CA Target Completion59. Impact on Codes/Stdg
18. No. of Occurrences |42. CA Actual Completion60. Lessons Learned
19. FM Phone 61. Similar ORs

20. Originator Phone 62. User Field #1

21. Further Evaluation 63. User Field #2

22. Before Operation 64. FR Comments

23. CA Revision Count 65. PM Comments

24. Reject Coun

Figure 18 - ORPS GUI search fields.

Clicking on therinisH command button process the selections and returns you drrghe
OR SEARCH & REPORTS page. You can now save a search profile for future use by typing a
name in thesave As edit box and clicking on theave command button (see tBearch
Profilessection) and generate a report (seeRbportssection).

Analytical Capabilities

Improved analytical capabilities include the ability to use phraséspecial operators for
narrative searches, the ability to screen selections ahdiexar include recals, the

ability to save an dimited number of search profiles, and the ability to apply syste
generated time stamp date and time bounds to the search criteria. Additional discussion
and an example for each improvementis included below.
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Narrative Searches

The ORPS GUI provides greatly enhanced narrative searching capabilities over HP ORPS.
You can use phrase searches and numerous special operators to define a data set based on
a narrative search. Phrases and special operators are used in the same way as the standard
Boolean operatorsAND, OR, orNOT). They are entered into any narrative edit box tha

is created on th@RPS OR SEARCH CRITERIA page.

For example, you may want to search for occurrence reports where “fall protection” and
“‘injury” are found in any narrative. You could search usingAMD operator Figure 19

); however, as expected this search string produces a significant ovezryecdlieAND
search, performed on 04/04/97, located 200 records. In the GUI, you could use phrase
searching for amore accurate recovdfig(re 20). The phrase search, performed on
04/04/97, located 78 records. Moreover, the special opeM&@aRwould account for

cases where the words “fall” and “protection” have aatid words between the

(Figure 21). Searching with thBIEARoperator and using a parameter of six words
locates an additional record, bringing the total to 79.

{ 43. All Narrative
fall AND protection AND injury d
[
Figure 19 - Example of using th&ND operator in a narrative search.

] 43. All Narrative

"fall protection” AND injury =]
| :
Figure 20 - Example of using the phrase feature in a narrative search.

] 43. All Narrative
"fall" <NEAR/6> "protection" AND injury Zl
[
Figure 21 - Example of using thBIEARoperator in a narrative search.

Screening Selections

The ORPS GUI provides theilly to screen records returned by a search critérlas
feature allows you to easily identify and eithedude (i.e., by clicking on thenxcLube
radio button at the top of the screen) applicable records or exekedeog is the default)
non-applicable records from the selection prior to generating a report.
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For example, once you have searched for occurrence reports where “fall protection” and
“injury” are found in any narrative, you can click on eeeeN command button on the

ORPS OR SEARCH CRITERIA page and then exclude any records where an injury did not actually
occur. You can exclude a record by checking the check box associated with individua
records Figure 22). You can screen the records by reading@ReTitle/Subject that is
displayed on the screening page or you can hyperlink to the individual records. Once you
have selected the records to exclude, you can finish the search by clickingsthe

command button and return to tikes OrR SEARCH & REPORTS page where you can save the

profile or generate reports from the screeseaich.

ORPS Screen OR Search Criteria
ORPS GUI data 1s now updated daily; notification, update, and update/final
reports are available approximately 15 minutes after posting on the old system.

ORPS contains 34614 OR(s) with 36552 occurrence(s) through 4/2/97.
Query selected 79 OR(s) with 79 occurrence(s) through 04/04/97 10:47 using criteria "Untitled".

Check any item(s) your wishto @ exclude or € include.

OR Title/Subject Occurrence
OR Number Date

[T 1) Personal njury from fall in HH-Building. 02/04/92
ALO-DA-EGGM-EGGMAT04-1992-0004

[T 2) Construction Contractor Fell From Building 875 Roof 12/09/96
ALO-KO-SNL-NMFAC-1996-0008

[T 3) AFour Corners Drilling employee was injured while constructing a drill rig 11/12/96
ALO-LA-LANL-FENTONHILL-1%96-0003

M 4) Fall Protection {OSHA) Noncompliance During Construction A ctivity 08/14/96
ALO-LA-LANL-HRL-1996-0002

M 5) Contractor Working on Roof Edge 04/18/91
ATLO-PI-GEND-PINELLAS-1991-1007

[T 6) Construction worker injury 01/13/95
CH-AA-ANLE-ANLEAPS-1995-0002

M 7 Repair of Rain Gutter Heater Without Proper Fall Protection 11/21/96

CH-AA-ANLW-HFEF-1996-0008
Figure 22 - Example of excluding records from a search set.

Search Profiles

The ORPS GUI allows you to save an unlimited number of search profiles. These profiles
can also be edited and deleted. You can display saved profiles framsEARCH CRITERIA
selection box. Use the scroll bar to view additional search profiles.

We will continue vith the previous exaple to demonstrate how you might use these

features. Once you have searched for occurrence reports where “fall protection” and
“injury” are found in any narrative and excluded any records where an injury did no

actually occur, you can save the search profile to use at a later date. You may decide later
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that you would like to remove the exclusions saved with that profile. You simply selec
the profile and click on thebit command button in thar SEARCH CRITERIA Section of the

control panelFigure 23). You will be returned to therps OrR SEARCH CRITERIA page with

the saved search specifications listed on the page. You can novilsekeeEEN

command button to view any specific occurrence report exclusions saved with the search
profile. Modify the exclusions by clicking on the checked boxes to remove the exclusions
and then click on theinisH command button. Now you can save the profile with the same
name (to overwrite the original profile) or with a different naffiggre 24).

’ OR Search Criteria \2J
MNew
Albuguerque - 1996
Cold/Freezing Conditions - 1997
Delete | =
Save I as |

| OR Search Criteria 2

Entire DB

Editl Albuguerque - 1996
| Cold/Freezing Conditions - 1997

Delete fall protection and injuries =

( Save ) as {Jfall protection

Figure 24 - Example of saving an edited search profile.

Date and Time Bounds

The ORPS GUI allows you to use the time stamp saved with each record to bound your
search. In effect, you can freeze the data at a particular date and time, thus allowing you
to reproduce search results that are not affected by subsequent revisions to the data.

NOTE Complete time stamp information is only available from the pointin time
@ that data was originally transferred from the data base on the HP-3000 to
the ORPS GUI. When the data was transferred, each record was given a

time stamp equal to the date and time (wherdsél@) that theecord
was last modified on the HP-3000. Time stamp information for earlier
changes is not available.
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For example, two months after you retrieved occurrence reports where “fall protection

and “injury” are found in any narrative, you may want to run reports against data in the
same status as when you saved the search profile. You simply select the saved profile
from theor SEARCH CRITERIA Selection box and click on tlsevep crITERIA “FRoM” radio button

in therFrom DB As OF section of the control panel and #aeD cRITERIA “TO” radio button i

theTo DB ASOF section

Figure 25).

OR Search Criteria (2

Reports 2

New
Edi
Delete |

Cold/F
Electy

of tall protection and injuries

Entire DB =]
Albuguergue - 1996

reezing Conditions - 1997

Save I

asl

OR List
Subject
Summary
User Defined
Distributions Ll

:

10 items/page

’ from DB as of 2

’ to DB as of 2

|

Prepare

excluding 3) report

€ Earliest entry
' Last Logi
& _Saved criteria "frorg

O |mmfddiny HH:MM

C Now
' Last Login
aved cniteria 't

C IU4/U4{97 13:59

i

- UCNI Display | criteria
M Cancelled Count | ORs

I~ USEC =

£

i

eset | form

Figure 25 - Example of using the time stamp saved with individual records to retrieve

records for a date a
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Reports

Once you have established a search profile, many different types of output reports can be
created. The output report you choose will use the occurrence reports selected with your
specified search profile. Quit report types are g¢ilayed inthe rReporTs selection box
(seeFigure 26) on theorrs OR SEARCH & REPORTS page. To create an output report, simply
select a report type and click on trePARE report command buttorfrigure 26 and27).

Once the search is established, you can generate a variety of reports.

[ Reports 2
Graphics -]
Generic Lag
OR Status

OR Download >

Im_ items/page

‘@epon
Display |criten'a
Count IORs

Reset | form

Figure 26 - Creating a report
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ORPS Corrective Action Status Report
ORPS GUI data is now updated daily, notification, update, and update/final
reports are available approximately 15 minutes after posting on the old system.

ORPS contains 34614 OR(s) with 36552 occurrence(s) through 4/2/97.
Query selected 577 OR(s) with 661 occurrence(s) through 04/03/97 13:02 using crtena "Albuquerque -

1996".
OR Title/Subject

Discovery

o # OR.Itlumber Category / Repori

ccur. { Facility Name / OR Type Date
1) Near Miss from Cutting an Energized 110V Wire

1 ALO--WSTN-GIPOFOS5-1996-0001 Off-Normal 12/06/96
Grand Junction Projects Office - FOS Final 01/07/97

CA# Description/Revised Date Justification Target
02 IModify the subcontractor terms and conditions to add additional clauses to 01/31/97

reinforce the S&H requirements and provide more effective options if the
subcontractor fails to comply with safety requirements.

Figure 27 - Sample report

NOTE  Figure 26 only displays a partial list of reports available in tirerorTs
selection box. The entire list can be accessed using the scroll bar. For
reference, all the reports are listedrigure 28.

REPORTS

OR List
Subjec
Summary
User Defined
Distributions
Graphics
Generic Lag
OR Status
CA Status
OR Download

Figure 28 -ORPS GUI reports list.
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Report Generation Capabilities

Improved report features include hyperlinks to full occurrence reports, graphs, and tab
delimited data. Additional discussion and an example of each improvenmahided
below.

Hyperlinks to Full Occurrence Reports

Except for theDistributions, Graphics andOR Downloadreport types, every repor
type listed in thereporTs selection box on the control panel contains hyperlinks to the
individual reportsigure 29). In addition, gpetinks t Similar ORs are found in a
User-Definedreport ifSimilar ORs is a selected field for the report and if the cited
occurrence report number is a valid entry in the datalbéageré 30).

ORPS OR List
ORPS GUI data 1s now updated daily; notification, update, and update/final
reports are available approximately 15 minutes after posting on the old system.

ORPS contains 34614 OR{s) with 36552 occurrence(s) through 4/2/97.
Query selected 24 OR(s) with 24 occurrence(s) through 04/04/97 13:45 using criteria "fall protection and injuries".

OR Number OR Title/Subject

1) ALO-DA-EGGM-EGGMATO04-1992-0004¢ Fersonal injury from fall in }%}

2) ALO-KO-3NL-NMFAC-1996-0008 Construction Contractor Fell From Building 875 Roof
3) ALO-LA-LANL-FENTONHILL-1996-0003 A Four Corners Drilling employee was injured while constructing a drill rig
4) CH-AA-ANLE-ANLEAPS-1995-0002 Construction worlker injury

5) CH-BH-BNL-PE-1994-0006 Worker falls in cooling tower

6) CH-BH-BNL-PE-1994-0014 Subcontractor employee fell from ladder

7y HQ--SPR-WH-1992-0004 Subcontractor Emplovee Inury

8) ID--EGG-TANLL-19%94-0003 Failure to Wear Fall Protection

9) ID--LITC-ATR-1996-0003 Personnel Injury Resulting From A Fall From A Ladder
10) ID--LITC-CFA-1996-0001 Subcontractor employee injury due to fall from roof

Display 11 through 207

Figure 29 - Example of hyperlinks to individual reports from the ORPS GUI reports.
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ORPS User Defined Report
ORPS GUI data is now updated daily, notification, update, and update/final
repotts are available approximately 15 minutes after posting on the old system.
ORPS contains 34614 OR(s) with 36552 occurrence(s) through 4/2/97.
Query selected 24 OR(s) with 24 occurrence(s) through 04/04/97 13:45 using criteria "fall protection and injuries".
(untitled)
1) OR Number: ATLO-DA-EGGM-EGGMAT04-1952-0004
OR Title/Subject: Personal injury from fall in HH-Building,
Similar OR Numbers:
2) OR Number: ATLO-KO-SNL-NMFAC-1996-0008
OR Title/Subject: Construction Contractor Fell From Building 875 Roof
Similar OR Numbers:
3) OR Number: ALO-LA-LANL-FENTONHITL-13%6-0003
OR Title/Subject: A Four Comers Drilling employee was mnjured while constructing a drill ng
Similar OR Numbers:
4) OR Number: CH-58-ANTE-ANLEAPS-1995-0002
OR Title/Subject: Construction worker injury
Similar OR Numbers: < T7ELC-KO-SNL-1000PBEA-1093-000Z >

Figure 30 - Example of hyperlinks t&imilar ORs from a user-defined report.
Graphs

Graphs are generated for both G@phics andDistribution report typeskigure 31).

You can save a graph for future usecligking on the graph ith the right mouse button
and selectingave Image agrom the drop-down window. Youilvbe presented with a
SAVE As dialog box EFigure 32) from which you can specify the location, file name, and file
type for the graphic you are saving.
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Figure 31 - Example of an ORPS GUI graph.

Save As._.

Save in:

I @ Desktop

File hame:

=) My Computer
Network Neighborhood
55 My Briefcase

test o

Save as type: |GIF File [*.gif]

=~

Save

Cancel

Figure 32 - Thesave as dialog box.

Tab-Delimited Data

Tab-delimited data is available from tBéstributions andGraphics report types. You

access the delimited data by clicking onDia¢a hyperlink at the bottom of the table or

graph pages. When you select a data hyperlink, ASCII tab-delimited data is either viewed
(in the browser or another application) or saved to disgending on how your browser

is configured. If the data is saveddisk, the file can be imported into your favorite
spreadsheet application. If the data is viewed from the browser or another application

Overview of the Occurrence Reporting Program
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(Figure 33) you can "copy" and "paste" it into a spreadsheet software application (e.g.,
Excel, Lotus, etc.).

1 528 Defense Programs

2 4 Energy Efficiency and Renewable Energy
3 1 Environment, Safety & Health

4 44 Environmental Management

5 4 Energy Research

Figure 33 - Tab-delimited data for a distribution IDOE Program Office.
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ORPS Authority Search & Reports

The orPS AUTHORITY SEARCH & REPORTS page is displayed iRigure 34. This page provides you
with the capability to select the elements you want to usa@ro your query of the ORPS
authority information. In addition, you can access context sensitive helphiopage b

clicking thel2) icon.

ORPS Authority Search & Reports 2
ORPS GUI data 1s now updated daily; notification, update, and update/final
reports are available approximately 15 minutes after posting on the old system.

Total number of facilities in the database 1s: 756

||_ 1. Program Office ’[_ 4. Facility
Il_ 2. Field Office ’F 5. Contractor
||_ 3. Area Office ’[_ 6. Off-Normal Approval

MNew Refine | Reset |

ORPS Home Search & Reports Authorities Help

Figure 34 - The 0rRPS AUTHORITY SEARCH & REPORTS page.

From this page, you make selection(s) by clicking the appropriate check box(es) and then
make refinements by clicking tikeFINEcommand button. You can then generate reports
by selecting either theuTHORITIES Or FACILITIES command button (Sdégure 35and36).

| 5. Contractor

None g
hd|

[ALPH - ALPHA Services
AMES - Ames Laboratony

AMPR - AMPRO Security Forces

Newl Refine Authorities Resetl

Figure 35 - An example of a selection box used to make refinements to an authority search
and the command buttons used to generate aiytieports.
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Field Office: Chicago Operations (CH)

Area Office: {none)

Facility: Ames Laboratory (BOP) (AMES)

Secretarial Office(s): Enwironmental Management®* (EM)

Energy Research (ER)

Contractor(s)

Ames Laboratory (ANMES)

Person ID Authority Phone
MATHISON, LOWELL K (LKD) *FIM (515) 294-2153
CHESNEY, STEPHANIE A (SAT) *FR (708) 252-8641
EVANS, ALBERTE (AEE) *PMD (ER) (301) 903-3427
CAMPRELL, ROBERT A (Cad) *PMD (END (301) 903-7117
DESAT, JITENDRA M (DPS) *PMD (END (301) 903-1434
MARK, DAVID WILLIAN (DWK)  *PMD (EM) (301) 903-7132
DONOVAN, KEVIN (DXK) *PMD (END (301) 903-7671
SMATL, KENNETH M (KSZ) *PMD (END (301) 427-1607
GIBLIN, MICHAEL O MMOG) *PM (EMD (301) 903-7413
STAHR, MARK T (TS *PM (EMND (301) 903-8169
LOWE, ANNAE (INNA) *PMD (ER) (301) 903-3600
NELSON, DEVAUGHN R (VAT *PMD (ER) (301) 903-5608

Figure 36 - A sampleAuthorities Report.

The authority search and reports features of the GUI are discussed furtheDRRSe
GUI Help Features and ORPS Authorities Optiorsection of this manual.

62 January 20, 1998 - Revision 2 Overview of the Occurrence Reporting Program



ORPS GUI Data Entry Program

The ORPS GUI Data Entry Program replaces the previous PC ORPS (both DOS and
Windows versions). Once data entry personnel have laguedthe Data Entry Program,
they can create a new report, modify or print an existing report, view non-final reports, or
return to thepCCURRENCE REPORTING AND PROCESSING SYSTE page. Data entr

personnel can only create and modify reports (i.e., Notification, Update, and Final) for the
facility(s) for which they have designated data entry respiitysias specified in th©RPS
Authority File.

The ORPS GUI Data Entry Program is designed to run as a client/server based application
using Netscape 3.0 or later. The ORPS GUI Data Entry Prodrayuré 37) will be
accessible by data entry personnel via the ORPS GUI.

ORPS Data Entry

Create New Notification Report

Modify Existing Reports

View All Non-Final Reports

ORPS GUI
Help

Change Password

Please send comments to support@tis.eh.doe.gov or call the ES&H Helpline at (800) 473-4375. Hours: 7:30 A M. - 7:00
P.M., Mon - Fri (ETZ).
Office of Environment, Safety, and Health

Figure 37 -Homepage for the Data Entry Program

The layout, look, and feel of the Data Entry Program is very similar to the previous PC
ORPS for Windows.Figure 38 shows a portion of a new Notification Report. The full
occurrence report is on one continuous page and buttons to Save, Close, Validate, Delete,
or request Help always remain visible in the bottom frame. The feather at the top of the
window is a spell checker. Automatic spell checking will be done as words are typed into
the field. Misspelled words will be identified by an audible signal. A correctitmuat be
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required at that time but a click on the feathéirtwing up a normal spell check dialog box
with suggested alternatives. lddition, eachime the report is saved the system w
remind the user to run a spell check prior to tranaimitt

3 ORPS INPUT - Microsoft Internet Explorer

***You Must Select One ™ i

***You Must Select One *** v |

AT TR AT

L2

€1 Done
Figure 38 -New Notification Reporpage

Figure 39 shows a portion of thtAODIFY EXISTING REPORTS page whileFigure
40 shows the choices offered on tiE=EW ALL NON-FINAL REPORTS page.
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Figure 39 - Modify Existing Report page
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ORPS Data Entry

View Reports by Title

View Reports by Number

View Reports by Date

View Reports By Status

Exported file Format

Help

i
Please send comments to support@tis.eh. doe.gov or call the ES&H Helpline at (800) 473-4375. Hours: 7:30 A M. - 7:00
P, Mon - Fri (ETZ).
Office of Environment, Safety, and Health

Figure 40 - View All Non-Final Reports page
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FM, FR, and PM Functions

The Facility Manager (FM), Fdity Representative (FR), and Program Manager (PM)
functions duplicate the FM, FR, and PM functions from the3@89. These functions

include the FR and PM functions to review, comment on a@pdove or reject occurrence
reports, and the FM functions to update corrective action completion dates. Users access
these functions using the current ORPS GUI links. Similar to th8048B, each user tha

logs in through the ORPS GUI will be providedtiwthe General User, FHity Manager,

Facility Representative, or Program Manager functidepending on theinghorization.

A General User will only have access to the current ORPS GUI functibiie,avFacility
Manager, Facility Representative, or Program Managkehave access to #ir specialized
functions as well as the current ORPS GUI functions.

As with the existing ORPS GUI, all of these enhancements are graphical in design and
accessible via the Internet. All of the software runs as client/server-based applications and
will be accessible via the Internet using a Secure Socket Layer (SSL) encryptedsers

who are familiar wh the current ORPS GUI and the Macintosh or Microsoft§ivs

interface should find the new programsniigar and friendly.
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Facility Manager Functions

The ORPS (Facility) MANAGER SEARCH & REPORTS page(Figure 41)is accessed from the
OCCURRENCE REPORTING & PROCESSING SYSTEM homepage bylicking on the Manager
Functions hyperlink.

ORPS Manager OR Search & Reports 2

Joe Manager - Facility Manager

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

OR Search Criteria Reports

Report/Filter
|ORICA Status [~
Ed|
- Order by
Delete & OR# © Date

I & Asc © Desc

[ Prepare fepon

to Status date
Display [eriteria

@ Earliest entry & Now ORs

© Last Login © Last Login

 Saved criteria "from" © Saved criteria "to" orm

¢ [/ dd/yyyy hh:m] c [04/07/1998 15:26] Om

Save as |

from Status date

ORPS Home  DManager Functions  Search & Reports  Authorities Help

Figure 41 - The ORPS MANAGER OR SEARCH & REPORTS control panel

This page is customized for you (the figcManager or designee) to allow foraseh,

report, and update capabilities for facilities under your jurisdiction. At the top of the page
is your name which is hyperlinked to tbers USeR PROFILE page Figure 42). This page

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

have authority.
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User ID: FMTEST

Name: Joe Manager
Title: Day Shift Manager
Contractor:

Phone: (201) 555-1234
Address: 123 The Way

Smallville, ST 01234

has Facility Manager authority for:

Facility ID Facility Name

7710PS 771 Operations

Figure 42 - The ORPS USER PROFILE page.

The control panel on th@RPS MANAGER OR SEARCH & REPORTS page is divided into

four sectionSoR SEARCH CRITERIA, REPORTS, FROM STATUS DATE, andTO STATUS DATE.

TheoR SEARCH CRITERIA section allows you to create, edit, save, or delete a set of search
specifications.The REPORTS section allows you to generate reports and perform Facility
Manager functions based on the occurrence reports selected with a set of search
specifications. The tweTAaTus DATE sections allow you to filter selections based on status
date ranges.

Updating Corrective Actions

Once a Final Report has been entered onto ORPS, the Facility Manager must ensure tha
the status of the corrective acts is kept up-to-date (i.e., to reflect changes inatgpet
completion date or add an actual completion date). The Facility Mandigeothave

access to the report (i.e., for updating correctotens) until the report is approved or
rejected by the DOE-HQ Program Manager. Therefore, each fakditychave a

separate system to review the open corrective actions for each unapproveccpmal R

and update the target or actual completion date as necessary. Sinsgaadsck

corrective actions at a local level, the occurrence administrator should ensure that the loca
tracking system for corrective actions and the ORPS tracking system forigerastions

are maintained consistently
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Note that only two things can be changed once the report is final. The Facility Manager
can (1) enter a corrective action completion date or (2) change a corestibrearge

date. If a target date is changed, thaliBadlanager must enter a justification for the
change.

Facility Representative Functions

The ORPS (Facility Representative) MANAGER SEARCH & REPORTS  page is accessed from the
OCCURRENCE REPORTING & PROCESSING SYSTEM homepage bylicking on the Manager
Functions hyperlink. This page is the same as the Facility Manager pagEi¢see 41)
and the Program Manager page.

This page is customized for you (the figcRepresentative or designee) to allow for
search, report, and update capabilities for facilities under your jurisdiction. At the top o
the page is your name which is hyperlinked todkes USER PROFILE page Figure 42).

This page lists general information about you and contains a tainlg tie fadities for
which you have authority.

The Facility Representative functions include identifying, for yodilittes, the occuence

reports that are new, that have been rejected or commented upon, that have had changes to
corrective action dates, and that are in the approval process. The capabilities exist to
approve or reject repts that are \aiting for approval and tadd comments to occurrence

reports for your facilities.

Program Manager Functions

TheoRPS (Program) MANAGER SEARCH & REPORTS page is accessed from theCURRENCE
REPORTING & PROCESSING SYSTEM homepage byicking on the Manager Functions
hyperlink. This page is the same as the Facility Manager pagEi@ggae 41) and the
Facility Representative page.

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 tbers USeR PROFILE page Figure 42). This page

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

have authority.

The Program Manager functions include itifgimg, for your facilities, the occuence

reports that are new, that have been rejected or commented upon, that have had changes to
corrective action dates, and that are in the approval process. The capabilities exist to
approve or reject repts that are \aiting for approval and tadd comments to occurrence

reports for your facilities.

70 January 20, 1998 - Revision 2 Overview of the Occurrence Reporting Program



General User

Anyone who does not fall into one of the categories listed above is a General User.
General Users can view, print, and copy to disk all occurrence reports contained in the

ORPS database on a read-only basis. General Users cannot add new information or change
existing data.
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Hardware and Software Requirements

In order to use the ORPS GUI, you must have a computer system that is capable o
running a standard Internet browser. Specific requirements are presented below for PC and
Macintosh users.

If you are unfamiliar with how your computer is digured, you might want to share the
above information with your site systemugpport personnel for assistance.

Tables in the ORPS GUI w__ndisplay correctly unless you are
@ using a browser that supports tables. Most recent browser software
WARNING releases do provide the cajbidyp of viewing tables. If your browser

does not support tables, check with your computpper
organization to see if they provide licensed upgrades to the browser
software.

PC Users

> You must have an Internet connection, an Ethernet connection to DOE's Frame Rela
Network, or a modem capable of communicating at speeds of 14,400 bps or faster.

» A 386 or faster CPU

» A Web browser that supports features thatf@amed in Netscape 4.0, such as tables
(e.g., Netscape, Internet Explorer, etc.) and Secure Socket Layer (SSL)

> Microsoft Windows 3.1, Windows for Workgroups 3.11, or Windows 95

» A protocol stack that supports Temnission Control Protocol/Internet Protocol
(TCP/IP) (included with Windows 95)

> Point-to-Point Protocol (PPP) (required sing dial-in acess and included with
Windows 95)

Macintosh Users

»  An Ethernet connection or a modem capable of communicating at a speed of 14,400
bps or faster

» A Motorola 68030 or faster CPU, or a PowerPC CPU

» A Web browser that supports tablesd runs under Apple’s System 7.0 or later (now
called MacOS)

> The system extension MacTCP, or TCP/IP for MacOS 7.5 or later

> Point-to-Point Protocol (PPP) — included in System 7.0 or later (required if using
dial-in access)
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Future Enhancements

Over the next year you will see a number of enhancements to the ORPS GUI. These
enhancements will improve the analytical calitéds and report generation fuianality o
the GUI. Expected enhancements are briefly described below.

> Enhancements will include improved graphical capabilities; for example, the ability to
display multiple pages of graphs.
»  Additional relational operatorsilivbe avalable. Inaddition to the currently available
= (equal) operator youilvbe able to use the (less than) and (greater than)
operators in th@ooLEAN LOGIC SPECIFICATION edit box; for example, specifying the
Initial Update Repor date less than theatest Update Repor date(Figure 43).

Identification Chronology Narrative
1. OR Number 25. Current Report 43. All Narrative
2. Field Office 26. Last Modification 44. OR Title/Subject
3. Area Office 27. Discovery 45. Originator Title
4. Contractor 28. Categorization 46. FM Title
5. Facility 29. DOE Oral Notification 47. Plant Area
6. OR Year =l 30. Other Notification =l 48. Division ot Project x|

2) Boolean logic specification: |2 AND (33<34)]

Figure 43-Example of using a relational operator in BYeLEAN LOGIC SPECIFICATION edit box
that will retrieve records for &ld office with at least two updates.

» A NnewoRPS AUTHORITIES SEARCH & REPORTS control panelFigure 44) will model the
control panel i orrs SEARCH & REPORTS. It will allow you to create, save, edit, and
delete search profiles @RPS Authority information and specify date and time
ranges to apply to your searches.

Overview of the Occurrence Reporting Program January 20, 1998 - Revisif3 2



ORPS Authority Search & Reports 2

Total number of facilities in the database is: 756

| Authority Search Criteria (2 | Reports 2

New
Authority |~
Facility

Edit

Delete ﬂ

[ |

TG

Save as |
Prepare |report

| from DB as of & | to DB as of 2 Dyl
| eri
@ Earliest entry & Now e
€ Last Login € Last Login Count | Faiities
€ Saved criteria "from" € Saved criteria "to" B | form
e Imm,f'dd/yy HH:hM e |D4fﬂ4f97 12:46

ORPS Home Search & Reports Authorities Help

Figure 44 - Futureorrs AUTHORITY SEARCH & REPORTS control panel

> The tab-delimited download feature, currently available only fdDetributions and
Graphics report types, will be avable for all report tpes.

> Shared search profiles will allow you to use search profiles created by other users as
well as those you create yourself.

> The developers will continue to refine code and enhance software to inQpRR®
GUI performance.
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