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CATS TRAINING

Corrective Action Tracking System

The CATS System was developed to track issues and related actions provided by the various
inspections, assessments and audits that Jefferson Lab is contractually required to perform. The
Issues Management Procedure and the Corrective/Preventive Action Management Procedure

define what issues must be included in the CATS, who will approve their closure, etc.

This handout will help you to input items, update their progress, close them and perform simple
searches in the system.
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CATS TRAINING

GETTING TO THE SYSTEM:

Go to www.jlab.org

Click on the “Search” tab.

Click on the C

Scroll down and click on e Corrective Actions Tracking System (CATS)

Input your User Name and Password. You will then get:

lueoy snd Security Notice  Optimizad for IE 5+ and Netscape &+

AQIS /

jefferson Lab -

HOME | SEARCH | CONTACTJLAB

Corrective Actions Tracking System

Corrective Actions
Tracking System

Problems? Questions? Contact an Administrator.

Work Control Docs
‘Work Requesis
Help

Quick Search

+ Show me all open issues assigned to me (21).

+ Show me all issues needing my approval (0).

« Show me all issues needing screening (20).
« Show me all actions needing verification (0).

+ Take me fo the search page.
« Take me io the report page.
« Show graphs and metrics

+ CATS Training
« PDF Inspection Form

Our EH&S fracking and reporting mechanisms, presented at the the infernational |RIA conference, have been selected as a categorical winner by the National
Registry of Environmental Professionals.

View all Safety Wardens. Bob Doane
Click here to see who can make entries. DEVELOPMENT View my open issues.
CATS User Committee:
Home Welcome,
felT Bob, JLab Corporate Operating Experience
Tracking Records to the Jefferson Lab Corrective Actions Tracking System. [ cumentstaws |
EH&S Info What would you like to do? CATS Graph
Regquirements.
= o Lwould Iike to add an event. g L e S

[ 50 100
— 5610

Chief Operating Officer 31,.,
Science EIB

Directorate |0

Information found on this page:
+ A Lessons Learned which changes on a periodic basis.

¢ A scrolling NEWS screen (which may or may not be of interest depending on what your
access privileges are).

+ How many and of what types of items are currently open in the system.

If you click the More button you will be able to select the following graphs:
e Average Days to Close Inspection Issues

e Average Months Overdue for closed Inspection Issues
e Percentage of Issues by Department
e Percentage of Issues by EH&S Manual Chapter

(You may also request additional reports or graphs from ingapps@jlab.org)
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What you can do from this page:

+ Show All Items Assigned to Me. (If you have any open items, you will get a screen similar
to the following.)

[EE Search results for
Flle Edt View Go Bookmarks Tools Window Help

a @ =
- . Wt oo ab it php? search_type=ASMT&tem type -] g8 Search -
Back | Foward | Reload  Stop [ & bt fimi 1 Search_ist php -pe item tye 7 SN print

ZhHorne | WbBookmarks £ mozilla.org £ Latest Builds

Search results for findings %
Ci ive Actions

Tracking System

Problems? Questions? Contact an Administrator, MET:X:ES'E;H;V

Horne + Add an event

+ Search for other Assessment / Audit findings m
Admin + New Search Sort By: | Finding # ~||pESCENDING x| _Sort!

Found: 5 findings
Click on the finding number to see the full details.

DELETE FINDING # TYPE DESCRIPTION COMPLETE BY CLOSED
EH&S Appendix 2200-R1, Tables 8 8 9 are
r PMG-2004-36-02 Manual incorrect due to recent Test Lab changes 2004-05-11 2004 -05-06
pe—— Revision Trailers 34C and 34G
el EH&S Regarding Table 3, Appendix 2200-R1
B I PM3-2004-36-01 Manual Safety Warden assignment for Test Lab-  2004-05-08 20040506
Revision Prod ertical Aftachm.
EH&S Appendix 2200-R1 Jefferson Lab EHBS Staff
ik Seach | I PMG-2004-32.01 Manual has tro distrepencies between Table 3and  2004-03-15  2004-05-06
Revision Table 9. Two a
EHES Appendix 2200-R1 Jefferson Lab EHES Star
r PMG-2004-31-01 Manual Safety Wardens in Tahle 9 redundant Safety 2004-02-27 2004 -02-20
HOE Electrical Revision  Warden info | |
Safety Operating EHEs
I PMG-2003-08-01 Manual O I e Chllli =B (i 2003-12:24  2003-12-19
e rennial review

Delete Everts

+ See all inspection items for a particular area

[E# Corrective Acti
File Edit Yiew Go Bookmarks Tools Window Help

«L . » . a @ - =
Back Forward Reload  Stop I&Mlpsf/m\sjlab orgfehs/ Jm‘ Print

“¥Home \ Wb Bookmarks #2mozilla.org £ Latest Builds

Tracl

g System - Mozilla

Eiivacy and Security Hotice  Oplimized for IE 5+ and Nelscape 8+ =

Jefferson Lah - —

om SEARG o 968 Hal B Gas Shed i )
noue_|_seanci | cowmnc B c Actions
. - Tracking System
96C - Hal C Gas Shed Mary o Baile:
Problems? Questions? Contact an 96C - Rm. 1 “ew ,,,xpg,. 'm,,gsv

960 - Hall B Trailer

960 - Rm. 1
96D - Rm.2 Lessons Learn:

96D -Rm.3

it Finding: NE-2004-16-03
960 Rm.5 ; The purchase requisition PR systemn has flags for
W pActions materials handling and hazardous materials
97 - Courting House: purchase that routes the PR to an EH&S reviewer
o7 -Rm.1 — This PR system relies on the staff member making
97-Rm. 100 the requisition to fill out the PR property
87 -Rm. 1004
S7-Rm. 101 urrent Status
97-Rm. 1014 L
97 -Rm. 102
SRl R2R, _ll EH&S Tracking Items
101 Norh LINAC =l <Count. of Open Findings)
0_20 6080 100
o Take me to the search page Inspections 24
 Twould like to add a record
Quick Search Becident / Incident)s | 3
Assessment / Audits 9

Our EH8S tracking and reporting mechanisms, presented at the
the international IRIA conference, have been selected as a RDRs f 4 I
categaorical winner by the National Registry of Environmental
Professionals

DOE Hoisting &
Rigoing Events:

Mare..
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For example, if you were to pick Building 5,
a screen similar to this would appear:

[E# Search resuits for eves

Mo

© File Edit Yiew Go Bookmarks Tools Window Help

L. 2 .38 = = =+
- - https:#mis. jlab.orgfehs/trackingsitern_search_list. php?search_type=INSP&item_type=1& ¥ Search
Back  Foward | Reload Stop [& i Jab-org arem search_{Istphp e L5916 7] g Soarch| Print

“hHome | Wb Bookmarks £ mozills.ong o Latest Buids

Eiivacy and Security Hotice  Oplimized for IE 5+ and Nelscape 8+ =

Jeffers

HOME A

0“ I'a Search results for events
Ci Actions
Tracking System

Mary Jo Balley

e my apen fincings

* Add an event Sort Results
+ Search for other Inspection events
+ New Search sort By [Event# ~] [DESCENDING -] _Sort

Found: 200 event(s)
Click on the event number to see the full details

Problems? Questions? Contact an Administrator,

DELETE  EVENT # TYPE AREA INSP_DATE ORG EINDINGS
= Safety Warden Room: 228 of Accelerator
Tk Control D I WSP2005-079 qpeeryation Bldg: 58 AUG 04,05 Epgineering uguey
ork R Safety Warden Room: 207 of Accelerator
el T msP-200s-078 oo A Bieg. 28 AUG 04,05 gt S 0ot 1apen
Safety Warden Roorm: 228 of Accelerator
T NSP-2005-077 qpootaign Bldg: 56 AUG 04,05 £ ineering D@ 1 g
TR ™ INSP-2005.078 Staff Observation Ea”gmﬁgan of JUL 19,05 Accel Division EHES 0 of 1 open
[ News | Room: 129C of Accelerator
I INSP-2005-062 Laser Safety e &8 may 24,05 SERE 071 open
RadCon Work on0s.0qe EHES Department Room: 125 of
padon et T mseoonsasa (BR0 D Do & APR 06,05 SRF Institte Dept 00T 1 open
I men anns aen EHBS Department RODM: 15 OF BIUE \yue ms e ACCEIETALOR | =

+ You can go to the Search page and search for a particular issue:

[Ef Search the Tracking Systen

ozilla

| Fle Edit View Go Bookmarks Tools Window Help

L E <+ |
U https:#/mis.jlab.orgfehs/tracking/search.php Search
[& Jlab.org 5/ A Print

Back  Forward | Reload  Stop

G Home | BBeokmarks £ mezila.org £ Latest Builds

Privaoy and Seourity Netice  Optimized for IE &+ and Netszape 5+ =

lefernn Lah

Search the Tracl

c ive Actions
Tracking System
Problems? Questions? Contact an Administrator, Mary Jo Bailey
Administrator Vo G
Home e Please select a category to search within:
Admin N * Assessment / Audits
« Inspections
« Gecurrence (Accident / Incident)s
+ RDRs
or:

» Browse all records between categories
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You can initiate the report function:

[¥f Search the Tracking System - Mozi

i File Edit Wiew Go Bookmarks Tools Window Help
E‘a‘c’k o Fnﬁm - Rj!;d Sﬁp [ & hitps:srmis jiab.orgrehstracking/search php?need_repor=true | a_search ;-I‘ -
% Home | ' Bookmarks £ mozila.org £ Latest Buids
Privacy a0 SeourityNotics  Dpfimizad for IE S+ and Natsoape 5+ =)
le"ersnn I'ah Search the Tracking System
AR TACT JLAB - e
Tracking System
Probleins? Questions? Contact an Administrator e e
Home S—— Please select a category to search within:
Admin *+ Assessment / Audits
+ Inspections
 Occurrence (Accident / Incident)s
+ RDRs
or:
« Growse all records between categaries
Ouik Search
RadCon Waork
Permit for
Frivaoy nd Security Notice  Opfimized for IE 5+ and Neiscape 6+
T T - Add a Source Event
Corrective Actions
Tracking System
Problems? Questions? Contact an Adminisirator.
View all Safety Wardens Bob Doane
Click here to see who can make entries. DEVELOPM EN T

CATS User Committee

Home
Admin « To ADD an event to the database, you must first select which type:
Tracking Rec

EH&S Info

Requirements

Work Control Doc

‘Work Requ

Help

Quick Search

ALab Open House

View my open isses

Msintsined by
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From the Home Page, click: 1 would like to add an event.
File Edit View Go Bookmarks Tools ‘Window Help
<L > a @ Y
- - https:#r lab. orgfehs/trackingfadd_ite hy hd St h -
Back  Foward  Reload  Stop [ & bt finis lab-oroehs/tacking/ac_em o E w Print
G Home | BBeokmarks £ mezila.org £ Latest Builds
Privany an SeoutyNtice  Optimized for E 6+ and Netscapa 0+
Add an event
Gorrective Actions
Tracking System
Problems? Questions? Contact an Administrator. w’rz;‘i;ﬁﬂ:ﬂ;v
+ To ADD an event to the database, you must first select which type:
Assessment/ Audit
Inspection
occurrence (Accident Incident)
RDR
ik Search
Privacr sn Securly Notioe  Optimized for IE 8+ and Neiscape &+
AQIS /
l'e rn I'ab Add a Source Event
Corrective Actions
Tracking System
Problems? Questions? Contact an Administrator.
View all Safety Wardens. Bob Doane
Click here to see who can make entries. DEVELOPMENT View my open issues
CATS User Commitiee
Home Enter event information for an Assessment / Audit record:
Admin * required fields]
Tracking Records Report dates® 012772010
EH&S Info
; Response Owner:* Doane, Bob -
Requirements.
Work Control Docs Assessment Type:* Independent -
Work Requesis Report Hyperlink:
Help
5 Select who you would want to notify about these Assessment / Audit results.
An auto-generated email will be sent to them
Abbott, Dave -
|Abbott, David ®=
Abdel-Rehim, Abdou
, Sergey
, Abdurahim RakNMan ~ | voig down Col' 1o multiple names.
Or type other emails in a comma-separated list:
Maintained by ingssos@lisn o
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INSPECTION

View all Safety Wardens

CATS User Committee

Home
Admin

Tracking Records
EHSS Info
Requirements
Work Control Docs
Work Requests

Help.

Quitk Searen

Erivecy and Seourity Notice  Optimized for |E 5+ and Netscape 6

IB"BISUII I-Qa m Add a Source Event

Problems? Questions? Contact an Administrator

Click here to see who can make entries. DEVELOPMENT

Enter event information for an Inspection record:

" required fields]

Inspection date:*

Response Owner:* ~ [ Same As Auhor

Inspection Type:* -

Location:* [o01-Norih LINAC

01A-North LINAC - A

Q1.NLZ1 - North LINAC -NLZ1
01NLZ10 - North LINAC - NLZ10
01NLZ11 - North LINAG - NLZ11 -

Ifyou cannot find a specific.area, please select "OTHER" and inlude the area location in the text of the issue.
An sdmin will then research the issue and determine if another area should be genersted.

Safety Warden:" + [_Same As Author
Abbott, Dave -
Abbett, David =

Accompanied By: |Abdel-Fatiah, Mahmoud
Abdel-Rehim, Abdou
|Abdel-fatia, Tarek

IHold down ‘Gt to select multiple names

Add Issues =

‘;’ ® select who you would want to notify about these Inspection resuits

An auto-generated email will be sent to them

Abbott, Dave
Abbott, David
Abdel-Rehim, Abdou
Abrahamyan, Sergey

>

AQIS /

Corrective Actions
Tracking System

Bob Doane

View my open issies

OCCURRENCE (ACCIDENT/INCIDENT)

View all Safety Wardens.

CATS User Committee

Home:
Admin

Tracking Records

EHSS Info
Requirements
Work Control Docs

Work Requests

Help

Quik Saaren

RadCon Vork Permit for

Privec; and Secuity Motice  Optimized for [E 5+ snd Netscape 6+

l'eru‘ a ‘E Add a Source Event

Problems? Questions? Contact an Administrator

Click here to see who can make enfries. DEVELOPMENT

Enter event information for an Occurrence (Accident/ Incident) record:
* required fields]
Event date:*

Response Owner:* ~ [Same As Adthor
Title:*

Source:* -

Category: -

Location:® (01 -North LINAG B
01.A-Narth LINAC - A

01.NLZ1 - North LINAC - NLZ1
01.NLZ10 - Narth LINAC - NLZ10
01.NLZ11- North LINAC - NLZ11 -

I you cannot find & spacific ares, plasse select "OTHER" and includs the ares locstion in the text of the issus.

An admin will then research the issue and determing If another area should be gansrated

Safety Warden:* ~ [_Same As Author

Event
Description:*
Linis must begin with At tp (5)://
4000 characters o less
Report
Hyperlink:

Add Issues =

AQis/

Corrective Actions
Tracking System

Bob Doane

View my open ssves

Fill in the blanks by using the pull-down menus,
*Red line items must be filled in.

or typing in the requested information.
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ISSUE:

Once all your information is filled in on the Event screen, click the “Add an Issue” button at the
bottom of the page.

AQIS /
Add an Issue
Cnrre_l:tive Actions

Tracking Syste!

Problems? Questions? Contact an Administrator.

View all Safety Wardens Bob Doane
Click here to see who can make entries. DEVELOPMENT View my open issues
CATS User Committee

Enter an issue for this A it / Audit (1A-2010-18) event:

Admin * required fields]

Issue Owner:” ~ [ Same As Adthor

significance Level:*

Tracking Records
EH&S Info
Requirements
Issue Description:*
Work Control Docs

Work Requests

Help

Primary Cause:*
Secondary Cause:

Non-Gonforming Material?: © No ) Yes

- Advanced -
Select the appropriats logs for Electronic Log entry [ _adaAnoterissue> | [ AddAdions> | [ Fnisn> |

ics
EHSLOG - Env. Health and Safety
ELOG - Operations 2

Use the pull down menus to enter the requested information.

If there is more than one issue for the event, click on the “Add Another Issue” button at the
bottom. You will get another blank screen to fill out.

Repeat until all issues have been entered.

Click the “Finish” button.
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Action:

Each issue must have at least one corrective or preventive action (action).

On completion of the information in the issue entry area, click on the “Add Actions” button.

AQlS /
HOME | SEARCH | CONTACT JLAB Add a Corrective Action
Corrective Actions
Tracking System
Problems? Questions? Contact an Administrator.
View all Safety Wardens. Bob Doane
Click here to see who can make entries. DEVELOPMENT View my open issues
CATS User Committee
Home Enter a corrective action for issue (1A-2010-18-01):

Admin * required fields]

Tracking Records Type:* Comectie + 2

Action Assigned To:* -

Corrective Action:*

EH&S Info.
Requirements
Work Control Docs

Work Requests.

Help

Links must begin with " h t4
Priority:  +

Estimated Completion Date:*

Requires Verification: [

Select the appropriate logs for Electronic Log entry

BDLOG - Beam Diagnostics =
BFILOG - ition Monitors =

[C] Check this if corrective action requires a Facilities Work Request and you want to create this after you save.

and Safety Spell Check Resst Form
ions -

Complete the required information detailing the action.
If there are multiple actions, click the “Add Another Action” button to continue.
When all actions have been entered, click the “Finish” button.

Note that additional actions may be added later as well. To do so, click the “Add Actions”
button on the issue screen.

Also note that there is an optional space for entering a priority to each action. This is available
for those who wish to use it. The priority values range from 0 to 4. For those who wish to use
this feature, it is recommended that O be the lowest priority and 4 be the highest.
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SEARCH FOR AN ISSUE
At the Home page, click on: Take me to the search page
Jefferson Lal -

Search the CATS System

HOME | SEARCH | CONTACT JLAB

Problems? Questions? Contact an Administrator
View all Safety Wardens.
Click here to see who can make entries. DEVELOPMENT

CATS User Committee

HIEnS Please select a category to search within:
Admin
« Assessment / Audits

+ Inspections

» Occurrence (Accident / Incident)s
« Radiation Deviation Reports

Tracking Records

EH&S Info

Requirements

Work Control Docs or:
\Work Requests « Browse all records between categories
Help
Admin:
ek searen « Events with no issues or issues with no corrective actions

Corrective Actions
Tracking System

Bob Doane

Wiz my open issues

Maintsined by: ingsppslieb org

Select the category you would like to search.

SHORTCUT: If you have any information regarding the issue (the number, the issue
owner, the action owner, the area, etc.) try the “Quick Search” Box

under the red box on the left.

EXAMPLE:

Search for an INSPECTION by clicking the “Inspection” button.

[E# Search the Tracking System - Mozilla
7 Flle Edit View Go Buookmarks Tools Window Help

L. 2 . a § v = &
Back | Foward  Relead  Stap [& vt e et phi?eearchtyp =] - sear| Print

G Home | BBeokmarks £ mezila.org £ Latest Builds

Search for Keyword(s): | _search> |
Search by Author: |
Search by Inspector: =

Search by Date:
€ Logdate =& =

—— € Inspection date
€ Estimated Completion date Between and

e C Closure date

ISearch by Org:

€ Originating Org <] _Browss

EHAS Manual € Assigned Org
RadCon Search by Risk Gode: o =
Supplement Search by Task Assignee: |
Search by Type: 1=
01 - North LINAC E
Search by Area: 01-Rm.NLP1
Cin ol to selact muttple s 01 Rm.NLP1D
01- R NLP11 = Browse
Search by Safety Warden: |
~] _Browse
Search by EH&S Reference: J
Between ~| and B
Display EMS-Related Items: C Yes © No

Display Externally Identified Items?: | ves © np
Display Items w/ Service Request?: | ves © ao
Display Overdue ltems?: “ Yes © No
Display List of Items:  Open  Ciosed
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Fill out as much information as possible. The more you fill out, the fewer unwanted hits you will

get and the less time you will spend on the search.

You will get a list of issues that fit the criteria you fill in:

Mo

[E# Search results for eves

File Edit View Go Bookmarks Tools Window Help

< @ 2 =
- - https:#mis.jlab.orgfehstrackingfitern_search_list. php?search_type=INSP &item_type=1¢ ¥ Search
Back Forward Reload  Stop I& i ) E 9 - ISP e R J —I Print

G Home | BBeokmarks £ mezila.org £ Latest Builds

Hame * Add an event Sort Results
* Search for other Inspection events
Admin + New Search Sort By. | Event# ~| | oESCENDING x| Sortl

Found: 13 event(s)
Click on the event number to see the full details

DELETE  EVENT # TYPE AREA INSP DATE ~ ORG  EINDINGS
F b PSSR S o S ot
C e SR NS o7y BASSHR Ot
I INSP-2004-257 (E;;ﬁ;ﬁp;nmem Room: 115 of Bl 58 DEC 17,04 EE?&;’EW' Ep”;na
ok st | T msponoayin SRS DSR2 seniee Bulding wLanoe RS SRS Do
m I NSP-2004-112 (EQ‘&SUE‘EE”;”’”E”‘ 52 - Senvice Building JUL 16,04 ng‘nsssﬁgw' Ep”g:
I INSP-2004-105 (ES‘&SUE‘EE”;”’”E”‘ 92 - Service Building JUN 04, 04 ng‘fssﬁgw' Ep”errj
I INSP-2004-104 (E;!iguﬁpua)“mm 52 Service Bullding JUN 02, 04 ng‘fsau%';w' Spﬂg;
I ISP-2004-103 (E;;i‘gu%‘?;)“mm 92 - Service Building MAY 28, 04 ng‘nasifggw' Ep”gfr:
I NsP-2004-102 (E:;i‘gd%;pﬂa)“mm 92 - Service Building MAY 12, 04 Egﬁaﬁfﬁw' Ep”gr:
© NSP-2004-101 (E;ﬁgdﬁp;)“m&m OTHER - OTHER HAR 18, Eg‘fasﬁst‘f' Ep”;ns
- INSP-21N4-N99 EHES Department /}RC - Appj\?ﬂ Research W 99 na EH&S:SHYE[\]— 0of s

Click on the Issue that you would like to review:

1 Issue{s) tor this event:
View as: @ List © Individual Issues

iork Control Documents.

Add 155U

Only the author, evaluator, or an Administrator can edit this issue.

Issue Number: |A-2010-18-01
Created: JAN 27, 10 by Dosne, Bob

1of1

Issue Owner: Doane. Bob

Org: ESHDIV
significance Level: 0-Minimal
Issue Description: Test

Primary Cause Code: Tracking Only
Secondary Cause Code:
Externally Identified:
10 CFR 851 Applies?:

Extent of condition check required?:

z z z =z

Radcon related?:
Nen-Conforming Material 2:

(Administrator Override)
Attachments:
Approval Date:
Approvals:

Screened By: Click here to mark that you have screened this issue

Rejectissue | Editissue

Delete Issue

Corrective Actions Status Updates

1 Corrective Action(s) for this issue

‘Add Corrective Action

Delete iction Description Task Assigned To
B 1A-2010-18-01-01 test Doane_Bob
Delete Corrective Actions

Est. Completion Date

JAN 27,10

Completion Date

open
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1TACKING FECOIds Creatad: 42N 27, 10 by Dosne, ot
EH&S Info
Requirements
£l Reportdate: JAN 27, 10
Work Control Docs
Response Owner: Doane. Bob
Work Requests
Org: ESHDIV
Help .
Assessment Type: Independent
Report Link:
Quick Search Delete Event
Only the author, evaluator, or an Administrator can edit this issue.
Issue Number: |A-2010-18-01
Craated: JAN 27, 10 by Dosne, Bob 1of1
Issue Owner: Doane. Bob
Org: ESHDIV
Significance Level: 0-Minimal
Issue Description: Test
Primary Cause Code: Tracking Only
Secondary Cause Code:
Externally Identified: N
10 CFR 851 Applies?: N
Extent of condition check required?: N
Radcon related?: N
Non-Conforming Material?:
Screened By: Click here to mark that you have screened this issue
(Administiator Overide)
Attachments:
Approval Date:
Approvals:
Delste Issue
Corrective Actions | Status Updates

Corrective Action Number: A-2010-18-01-01
Created: JAN 27, 10 by Dosne, Bots

Only the author, evaluator, issue owner. or an Administraior can edit this corrective action.

Create Service Request

1011

Type:

Action Assigned To:
org:

Action Description:

Priority:

Estimated Completion Date:
Completion Date:
Attachments:

Corrective [ complete Action

|| RejectAction | EditAcion |

Doane. Bob
ESHDIV
test

JAN 27,10

Delete Action

0 Status Update(s) for this action:

Delete Date

Add Status Update

Author

Delete Updates | Est. Completion Date has changed 0 time(s)

Emmmp@

Maintained by: ingapes@ilas o)
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ENTER UPDATES

Follow the direction for “Search for an Issue” above.
Or, click “Show me all open items assigned to me.”

Go to the issue for which you would like to add a status update.
any item.

Mo

[E# Search resuits for eves
7 File Edit View Oo Buookmarks Tools Window Help

E‘i-k 5 Fn%am < R;:E;d ‘S%;ip [ @ hitps:simis lab.orgrehs/trackingfitern_search_list.php?search_type=INSPRitem_type=1¢ | & Search ;i:‘

| ShHome | WBBookmarks 2 mozila.erg £ Latest Builds

Home + Add an event
+ Search for other Inspection events
Admin * New Search

sort By. [ Event DESCENDING »| _Soril

Found: 13 event(s)
Click on the event number to see the full details

DELETE  EVENT # TYPE AREA INSP DATE ~ ORG  FINDINGS
F o SR 3 oS o 7o GSS- o
HP\;:: Re " nspoguegse HESDeSEIEN 30 cceramiENS peg g, gy EHESSHey- Dofs
I INSP-2004-257 (E;;i‘gu%?;“mm Room: 115 of Bldg: 58 DEC 17, 04 EE%SSSJ;‘;EW' S;Efna
Lo ] T nseonndin SESDSETEM 52 sence Bulding s o ERES T D
m I INSP-2004-112 (Es*;ﬁ;if&p;“me"‘ 92 - Service Building JUL 16, 04 E;fdsssu:;rs“f' Ep”;:
T wse-2g0a-108 TS DSREITEN 02 senvce Bulting Junod,0e GRS SRS Dot
I INsP-2004-104 (E;;i‘gu%?;“mm 92 - Service Building JUN 02, 04 EE%SSSJ;‘;EW' Sp”efr: | |
I INSP-2004-103 (E;;ﬁ*gnszs“mm 52 - Service Bullding MAY 28, 0d ngf;’u%'gw' Ep”e'n“
I INSP-2004-102 (Es*;ﬁ;if&p;“me"‘ 92 - Service Bullding MAY 12, 04 E;fdsssu:;rs“f' Ep”;rj
r INSP-2004-101 (E:;?gdi;pﬂa)“mem OTHER - OTHER DR 1. Egisasuapr;ty' Ep“gnﬁ
- FHRS Nenartment AR - Annlied Resparch FHRS Safehs-  Ninfs

Click on “Add a Status Update”

Anyone may enter an update to

Add Status Update

Delete Date Description
(] 2010-01-27 12:40 Completion Date changed from -blank- to 01/27/2010

Action complete

Author
Doane. Bob

Delete Updates | Fst Comnlefion Date has chanaed 0 fimefs)
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Fill in the box with the status update information. Choose the individuals you would like to
receive this update. Click the “Add Update” button at the bottom of the page.

| Add Status Update to Corrective Action

-~

Add a status update to corrective action : 1A-2010-18-01-01

Links must beginwith"http(s)://

Service REqUESt # (If any):

ﬁ;"'-: Check to send an email verifying this update to the:

["] Author [Doane, Bob)

[C] Evaluator Doane, Bob)

["Issue OwWner [Cosne, Bob)

| Action Assigned To (Dosne. Bab)

m

Or choose others:

Abbott, Dave o
Abbott, David =
Abdel-Rehim, Abdou
Abrahamyan, Sergey
Abudureyimu, Abdurahim Rakhman ~

Hald down "Cirl' to select multiple names
or t}'pE other emails in a cnmma-separated list:

[C] Send me a capy of each email sent to the selected parties

| Cancel || SpellCheck || AddUpdate= |

;
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There is also a link to Jefferson Lab’s Facilities Management Work Request System.

Click “Create Service Request”

Corrective Actions ~ Status Updates

1 Corrective Action(s) for this issue: 233 Conacive Adion

View as: @ List © Individual Corrective Actions

Only the author, evaluator, issue owner, or an Administrator can edit this corrective action.

Corrective Action Number: |A-2010-15-01-01 Create Senvice Request 1of1

Created: JAN 27, 10 by Deene, Bob

Type: Corrective [ complete sction | RejectAction | EditAction

Action Assigned To: Doane. Bob
Org: ESHDIV

Action Description: test

Priority:

Estimated Completion Date: JAN 27, 10
Completion Date:
Attachments:

0 Status Update(s) for this action: Add Status Update

Delete Date Description

Author

Delete Updates Est. Completion Date has changed 0 time(s)

Eswﬂoiag@

T Work Reaost Systemn - Custamer Cormwection [mibabey] - Mozila T=TE

7| ple ot view o Boownars Touls Window Help
); ,"/ﬂ Eﬁm ’I; [&: g ifiwt AworkiRecuest sspinding_ig=7260 =] 22 Search P?m -
7| 43 Home | whBookmarks £ mozill ory o Latest Buids
Jefferson labh > Facilities Management
Work Request System - Customer Connection

Helo Mary Jo. you were a:t here Thy 06-0ct05 &t 2:41 P
| - Submit New Request -

Tt on U oL o them sebect the sppecilc Job Ty from e
igh. Hots that the "Job Type” st is smpty until you have seiocted a Category.

load e correst form

If you are assigned as an action owner, you will receive an e-mail notifying you. There will be a
link within the e-mail which will take you to the appropriate issue.

If, after reading the “Issue Description” and “Corrective Action,” it is determined that a Work
Request needs to be submitted to Facilities Management, you may click this button and go
directly to their system.

After entering the Work Request, you can then close that screen and go directly back to the
CATS page and enter your Status Update stating that you entered a Work Request.

Keep in mind that your action will not be closed until the work has been completed.
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CLOSING ACTIONS AND ISSUES

ACTION:
An action is closed by the action owner.

When the described action has been completed, click the “Complete Action” button.

A new window will open.

Complete Corrective Action

Complete this action:

[* required fields]

Completion Date:*

Required status update:*

Links must beginwith"http(s)://°

BOLOG - Beam Diagnostics o~
BPMLOG - Beam Position Monitars (2]
CLOG - Cryogenics

EH3LOG - Env. Health and Safety
ELOG - Operations o

Select the appropriate logs for Electronic Log entry |  Complete Action> |

[ Reset Form ][ Cancel ]

Fill in the requested information and click the “Complete Action” button to save.
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ISSUE:

Once all of the associated actions for an issue have been completed, the issue is ready to be
closed. (The Issue Owner determines that all of the actions are satisfactorily completed and
closes the issue.) Click the “Approve Issue” button.

Issue Owner: Doane Bob RejectIssue Editlssue
Org: ESHDIV

Significance Level: 0-Minimal

Issue Description: Test

Primary Cause Code: Tracking Only

Secondary Cause Code:

Externally Identified:

10 CFR 851 Applies?:

Extent of condition check required?:

z =z =z =

Radcon related?:
Non-Conforming Material?:

Screened By: Click here to mark that you have scr

(Administrator Overids)

Attachments:
Approval Date:

Approvals: =
PP Issue Cuner: AR Owe b5 5, Click here to approve this issue

{Administrator Override)

The following screen will open. Complete the requested information and click
“Approve/Disapprove.”

| Approve Issue

Approve this issue:

[* required fields]

Approve?” [ Yes O No

Required status update:*

Links must begin with"httpi{s):/ /"

Select the appropriate logs for Electronic [ Approve | Disapprove |ssue =
Log entry

[ Reset Form ][ Cancel ]

BOLOG - Beam Diagnostics a
BPMLOG - Beam Position Monitars  [£]
CLOG - Cryogenics

EHSLOG - Env. Health and Safety
ELOG - Operations -
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CREATING REPORTS

From the Report Page:

[E# Search the Tracking System - Mozilla

File Edit Yiew Go Bookmarks Tools Window Help

<+

2 _a @ - =
5% ° mom © oy o [ & hitps:simis. lab.orgrehs/trackingfsearch.php =] 2 Soarch Print

4% Home \ Wb Bookmarks #2mozilla.org £ Latest Builds

Piivacy and Secuity totice  Optimized for IE 5+ and Netssape 5+ =

le"ersnn I'n Search the Tracking System
HOME | SEARGH | CONTACTJLAB e
Tracking System
Problems? Questions? Contact an Administrator Mary.Jo Balley

Mew my open fincings

Home: = Please select a category to search within:

Admin

B ¢ Assessment/ Audits
o Inspections
i * Occurrence {Accident / Incident)s

Y ¢ RDRs

or:

+ Browse all records between categories

Quiok Seareh

Select the category to search within.

At the top and bottom of the page, you will see a check box to generate a report.

[ Search the Tracking System - Mozilla —io1x]
| File Edit View 0o Bookmarks Tools Window Help

e . » .3 & v 5 =
i| Back ~ Fomard  Relad Stop [ gtz st FhR?search_typ UJM‘ Print

7| &4 Home | WpBookmarks #mozila.org £ Latest Builds

Privacy and Secuiity Notice  Optimized for IE G+ and Natsoaps 5+ L

Jefferson Lah -

HOME | SEARGH | CONTAGTJLAB

Search the Tracking System

Corrective Actions
Tracking System

Prablems? Questions? Contact an Adrninistrator hary Jo Bailey

e my open issues

Add an Inspection event
Select any combination of criteria to by in order to refine your search.

All records will be sorted by date of ), I Generate a report from the selected criteria in MS Excel
Inspection } R Requites you to allow papups for this ite

Search for Keyword(s): ‘
Search by Author: =

Search by Inspector: j

|Search by Date:
(@ Lnga‘{E El[_El |
 Inspection date

Gk Search € Estimated Completion date Between | and [
£ Closure date

[ News | [Search by Org:
€ Originating Org =] _prowse |

€ Assigned Org
[Search by Significance Level: ]
Search by Task Assignee: k|

Search =

b % FB & | Done - =l

5

Select the items you would like to have in your report.

(Make sure your Pop-Up menu is enabled for this site.)
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System - Mozilla i ] P

Go  Bookmarks | Tools  Window  Help

Search the Web Ctirl+Shift+F

g - - =4
kingfsearch.php?search_type=INSP&retum=findings&need_r ~| @ Search

Translate Page e php e 8 = J 4| P

rint T
Cookie Manager »
Image Manager »
Fopup Manager 3 =
Form Manager »
Password Manager 3

Download Manager

[racking System
Weh Development » Corrective Actions
Tracking System

Switch Profile...
ns? Contact an Administrator.

Add an Inspection event

Select any combination of criteria to search by in order to refine your search.

All records will be sorted by date of ; s> ¥ Generate areport from the selected criteriain M el
|n5pectign_ Jfl _S Requires you to allow papups for this site
|search for Keywords): | _Search»
|search by Author: -
1 (13 2
Click “Search
il 1=
Select which fields you would like to see —‘
in your Excel report. strackingfiter_search_list phpPsearch_type=INSP&item type=1¢ v| 43 Search ;3‘ -
i
* Check All NOTE: It might take a minute or twa ta
 Uncheck Al generate the report and fields will be in
fhe order you see here =)
I” Event Record Number Submit
P”SPE“‘”” date results for events
Logdate Gorrective Actions
I™ Inspection Type Tracking System
I™ Author Mary Jo Bailey
I~ Inspectar Wi

T Accompanied By

I™ Inspector Org

I Area

I safety Warden events -
™ Responsible Area Manager

ee the full details.

TYPE AREA INSP_DATE ORG FINDINGS
frernal EH&S Radiation 1 of &5
e o OTHER - OTHER AUG 11,05 B o
fternal 526 - Radiation Control 1of3
servation Trailer JUL20,05  Jefferson Lab open
85 Department 89 - Accelerator Technical oo - Actelerator  Dof 1
heduled) Suppart (ATSE) -05 Engineering open
&5 Department MAR 23, SRF Institute Oof1
heduled) Room: 275 of Bidg: 58 05 Dept apen
EH&S Department MAR 23, SRF Institute Oof1
r INSP-2005-034 (scheduled) Room: 153 of Bldg: 58 05 open
EHES Department MAR23, SRF stttz Dafd
I msp-oonsoss SHES Depa Room. 277 of Bidg: 58 SRE oot
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A Pop-Up Box will appear which will display the items available for reporting. Check the items

you would like to chart.

[EF Report Field Selection - Mozilla -10] x|

Select which fields you would like to see
in your Excel report.

* Check Al MWOTE: It might take a minute or two to
o Uncheck Al generate the report and fields will be in
the order you see here.

W Event Record Mumber Submit |
I Inspection date

™ Logdate

M Inspection Type

M author

I™ Inspectar

™ Accompanied By

I™ Inspectar Org

W area

I~ sarety Warden

M Responsible Area Manager

Click “Submit”

Submit |
results for events

Opening ehs_tracking_report.zls

The file "ehs_tracking_report.xls" is of type applicationfvnd. ms-excel (Microsoft @
Excel Woarksheet), and Mozilla does not know how to handle this file type. This

file is located at:
https:/fmis.jlab.orgfehsdiracking?

YWhat should Mozilla do with this file?

Acrobat
=it

o8 FIMDINGS.

s Rudaon 1o S

-
-t

1' or

Fac

TEY |

er & Open it with the default application (Excel) | -
 Open it with Choose... |
 Save it to disk E_
[T Always perform this action when handling files of this type g
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Click “OK”

E3 Microsoft Excel - eh eport-2 =18]x]
&) File Edit View Insert Fomat Tools Data Window Help Acrabat Type aquestion forhely  ~ _ & x
il w0 -|B U BH|$ %,

DEHSE|ERY | $BEB-C|o o @ -4 H[ldm -8,

{3 a2 %a ' © ¥a | £1 W ¢ | ¥oReplywitn Changes. . End Review,

acki

8.
Al - # 33 records found
A T B T © T D T E T F T 6 =
|1~ 2 records fourd =
2
[ 3] TYPE AREA RESPONSIBLE_AREA MANAGER
[ 4| epartment Al i 31 - Acid , John
[ 5| epartrment Al i 340 - Accelerator Trailer Preble, Jog
6 epariment A i 34E - Accelerator Traller Preble, Joe
7] epariment A i 346 - Accelerator Traller Wilson, el
8] demal Observation | Al i 526 - Radiation Control Trailer Abkemeier, Erik
9] epartment A i Room: 108 of Bldy Hovater, Curt
0] epartment A i Room: 10/ of Bldg; Skopik, Dennis
(1] epartment A i Room: 110 of Eldy
[12] epartment A i Room: 122 of Eldg
[13] epartment A i Roorm: 129C of Eld Poelker, Matthew
[14] epartrent Al i Room  John
[15] epartrent Al i Room  John
[16] epartrment Al i Roorm  John
[ epariment A i Foom Heckman, John
[18] epariment A i Room Stirbst, Mircea
[19] epartment A i Room Oczelis, Joe
[2 temal Observation | Al i Room “Whitlatch, Timoth =l
[21] epartment A i Room Rimmer, Robert
[22] epartment A i Room Rimmer, Robert
PE] epartment A i Raorm Stirbet, Mircea
[24 epartment A i Raorm , John
[2 epartment Al 1 Room:
[2 epartrnent Al i Room:
K epartment Al Ti Room Ozelis, Joe
164 | EHES Department A i Room Hovater, Curt
163 | EHES Department A i Room g Hiatt, Tomm
71| EHES Department A iik | B7 - Accelerator Maintenance & Support Garza, Omar <
SN haos) 1ai 1 ol =~

Receive your report.

Depending on how savvy you are at Excel, you can provide graphs, charts or manipulate your
data just like any spreadsheet.
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KEY TERMS

Access Privilege — All lab employees can enter the system and make status updates. An
administrator can grant higher levels of access privileges to individuals.
Higher levels allow authorship rights (creation of events, issues and actions).
Such higher level access requires classroom training in CATS use.

Action - (Corrective) An activity that restores a service, item, component, or process
to a state of acceptable compliance with specifications, procedures, or
regulatory requirements. (Corrective Actions are designated in CATS within
the “Issue Type” pull-down menu.)

(Preventive) An activity that prevents a service, item, component, or process
from becoming out of compliance with specifications, procedures, or
regulatory requirements. (Preventive Actions are designated in CATS within
the “Issue Type” pull-down menu. They have a “Significance Level” 0 or, in
rare cases, 1; and their “Primary Cause Code” is generally “continuous
improvement” or “tracking only.”)

Administrator — A person who has access privileges to delete events and issues (with
appropriate approvals) and grant Author access privileges to individuals.

Author — A person who enters the event and issues into the CATS System. (NOTE:
requires classroom training in CATS use.)

CATS - Corrective Action Tracking System.

Event — A record of a reportable event, inspection, or assessment (formal audit, review

survey, etc.), which generates one or more issues.

General User — Can enter events and issues into the system as an Author. (NOTE: requires
classroom training in CATS use.)

Issue — A process deficiency, regulatory non-compliance, procedure inadequacy,
material or equipment deficiency, identified during day-to-day work or by a
formal review process. Examples include, but are not limited to, an item,
service, part, component, or process that is not functioning correctly (out of
compliance or not in accordance with applicable specifications), physical
defects, test failures, incorrect or incomplete documentation, and deviations
from prescribed instructions, procedures or drawings, etc.

Issue Owner - The person assigned by management to monitor completion of a set of actions
designed to resolve an issue.

Response Owner - The person assigned by management to monitor resolution of a set of issues that
resulted in a program or lab-wide deficiency.

Safety Warden —  Can enter events and issues into the system as an author. (NOTE: requires
classroom training in CATS use.)
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