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1.0 Overview

In the autumn of 1998 the DNFSB issued Recommendation 98-1 concerning Integrated Safety
Management. The Department responded to the DNFSB with a November 20, 1998 commitment to
develop a*“ consistent, disciplined framework for developing and implementing corrective action plansin
response to oversight findings, tracking and reporting status of corrective actions, verifying the
completion of corrective actions, and resolving differences or issues that may arise relative to corrective
actions.” DOE s subsequent March 10, 1999 Implementation Plan for DNFSB Recommendation 98-1
noted that “ The Department needs a more effective process for tracking and reporting the status of
corrective actions in response to oversight issues.” Therefore DOE has devel oped a Department-wide
Corrective Action Tracking System (CATYS), that alows the DOE community to track and report
corrective actions, share safety management information across the complex, and to make DOE safety
status and actions available to the general public.

CATS is aWeb-based database used to maintain the documentation associated with safety assessments.

It isused to create, edit and view Source Reports, Issues, Corrective Action Plans (CAPS) and individual
corrective actions (Actions) resulting from assessments. Assessment Reports and their related I ssues are
entered into CATS by EH-2 staff, while the resulting Corrective Action Plans with itemized corrective
Actions are entered by the respective field organizations that were the subject of specific Reports. So that
CATS users may readily find pertinent information, CATS links Actions to the Reports and Issues they
address.

Security measures have been implemented to ensure the integrity of the data entered into the database.
Access to the database is controlled through User IDs and passwords. The IDs, passwords, and CATS
data remain secure through encrypted data transmissions across the Internet.

1.1 CATS Database Access Control Overview

Most persons with accessto CATS will have view (read-only) access. CATS isavailable to the general
public. To prevent unauthorized persons from entering or changing datain CATS, only specific DOE-
HQ or Field persons will be allowed to enter data; they will have Editor rights.

To implement this policy, the following security features have been implemented in the CATS Database:

Lotus Notes Access Control

Access Control List(s) (ACL) Used to define the persons with database access and the specific
functionality allowed for them.

ACL Roles Used to refine ACL functionality, by granting or limiting access
to additional database functionality.

Section Security Used to limit access (hide) portions of information in a document
(typically for the general public).

Reader/Author Fields Used to limit or restrict access to views and documents,
especially editing access.

1.2 Recordkeeping

The CATS system is not designed to serve as an electronic recordkeeping system. All pertinent records
related to an issue must be maintained by the organization of origin in accordance with DOE regulations
and guidance.
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1.3 Privacy Act Statement

The CATS isavailable to the public. All data entered into the system must be carefully reviewed prior to
submission to ensure that no Privacy Act information is included.

1.4 Security

The CATS system is an unclassified system. All information entered into the system must be carefully
reviewed prior to submission to ensure it is unclassified.

CATS uses the Secure Sockets Layer (SSL) encryption protocol to assure integrity of data asit transits

the Internet. Users must have a version of Netscape (or Internet Explorer) that supports SSL
communications. Reasonably recent versions do support SSL.
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20 Using CATS

CATS s aLotus Notes web-based application that runs from a domino server. CATS can be accessed
through either of two Internet Browers: Internet Explorer or Netscape Navigator. Each user isrequired to
initiate alogon ID and password the first time they access CATS. Once the user receives their logon
information, they are ready to use the CATS system.

2.1 Accessing the Internet

The Web browser used, istypicaly oneinstalled by the computer support team for DOE users. To access
CATS it can be either of the following two:

Netscape Navigator

Metzcape
M avigator

Internet Explorer

€

|nternet
Explorer

The most common web browser for
most Government agenciesis
Netscape Navigator. (Noticetheicon
above contains a curve arrow inside a
small box indicating theicon isa
shortcut or link to the application file
on thelocal drive)

Another popular web browser is
Microsoft's own Internet
Explorer that comes standard
with computers running
Windows 95 (version C) or
greater, or Windows 98.

Accessing the Internet

To access the Internet using Netscape
Navigator, complete the following

steps:

1. Double-click on the Netscape
Navigator icon located on the
Windows desktop. The
designated home page for your
organization, or another one you
may have chosen, will be

displayed.

Accessing the Internet

To access the Internet using the
Microsoft’s Internet Explorer,
complete the following steps:

1. Double-click on the
Internet Explorer icon
located on the Windows
desktop. The designated
home page for your
organization, or another one
you may have chosen, will
be displayed.

Note: For the purpose of this documentation, all examples for Web browserswill relate to the
Netscape browser. However, the functionality of Internet Explorer isvery similar.
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2.2 URL Address Locator

A URL (Uniform Resource Locator) contains specific address components that identify where aweb page
islocated. Http:// indicatesthe link is on the Web and is followed by the domain name or address (e.g.,
www.doe.gov) that is alocation of adirect web site.

A} Hetecape HETED
bl Edi Yiew [o . Commumcalor Help
< ¥ 3 D 2 @w @ 4 B
iz Bk e Aelosd Homez Samph  Mewcape [ TE Spoully Sk,
B wf Bokmaks A Lecadion filps Mnchinuk ch dos oooh 2epeals] | red =] T et s Flslaied
Bookmark Button URL Locator Bar

1. Enter the web site address in the URL locator bar.
2. PressEnter to retrieve the web site.
3. Click the Bookmark button. A list of bookmarked URLs is displayed.

4. Click on Add Bookmark to save the address for future use

2.3 Netscape Web Navigator
Web Toolbar Features

Bﬁ Back — Movesto previous document page one at atime
Foﬁd Forward — Moves to the next document page one at atime
| iﬁ Stop — Stops the process of |oading a document onto the screen
H:E' , Reload — Retrieves a current document again with any added changes
Hfﬁ Home — Opens or returns to the organization’s home page
| = Search —Findsaword or phrase on the opened page
Search
iz Print — Sends the open page to the default printer
Print

«f Bookmaks ~ BOOkmarks — Keeps alist of web page addresses for easy access and
opens the list of web page addresses to select from
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2.4 Accessing CATS

To access CATS complete the following steps:

1. Open your Internet browser.
2. Enter the ISM Resource Center page URL:  http://tis.eh.doe.gov/portal/ism/cats.htm.
3. Click on the registration/logon option for Corrective Action Tracking System (CATYS).

[ B B iew Fovkea ToHek:

| & - Q9 [ A R e R
Bl s Ech

~Gkop  Fedesh  Hores Ferodies  Histoes Hed Prid
|itkhess (] hepim ohdos povpatabfndcatz i =] e
| Links 2] Back b Weals 2] Churl i 2] Cintrion Uik @8] FramHotal 2 Jirdaral Gt 8 Nl 8] Wirndos L "
=4n,  Environment, Safety and Health e
Portal
s the Doyl
Customize your wiew of ES&H Information

ISM Resource Cenfer Fzlated Sitos

# CHARTER S U Nl ot ihed SO Mai S |
M Aws

£ a1
Management Tooi's

=

"""" wipartadl T
Wt | S0 | D Mook Wil -TATEL | 8 o - pophaed |[& 100 ot Enviesnms...  (RSALEE T 10BAM

The Corrective Action Tracking System screen provides four (4) login options: User Login, Guest
Login, Change Password, and New Users.

| B Ed Vew Faorkw Tk Hep

|“’;.*~@@ﬁnﬂia|_@~§g—d,
Bk £ g Aekeh Howe  Seach Faewdsr Mk e P &5
| xjarens [{E] baptiz shdom govipetalicszantiy hird =1

| [Links 2B ot thatwisb 2] Churree Guicke ] DutrmrnLibs @] From ol @] btwnstShat. 2 |icsanct - | Wirsdaw Lt =

Environment, Safety and Health =
l ion P I

Corrective Action Tracking System

Wi eomi K CATE

il L.

| Maragemant Taols

[ I e
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OPTION 1: First Time User

OPTION 2: Registered User

la. Click once on the New User s button.
=
| Users

Note:

If prompted with a Security dialog box,
select OK or Continue button.

1b. When the registration screen appears,
click on the Request New Account
button.

1c. Select aLotus Notes user type from the
CATS Access I nformation screen.

1d. Complete the attached on-line registration
form and click the Submit Request button.

In approximately 2-3 business days, you will

receive your access information via the e-mail
address you provided on the registration form.

Option 3: Guest Login

2a. Click once on the User Login button.
R
Login

Note: If prompted with a Security dialog box,

select OK or Continue button.

2b. Enter your user name and password. Click
OK. (Note: Passwords are case sensitive.)

Usermname and Password Required

Enter usemame for /eh-2 at tis-web-input.eh.doe.gov:

User Name: I

Passmord l

Cancel ;

2c. You are entered into the CATS Main Menu
System:

Option 4: Change Password

|} Guest

3a Click on the Guest Login MIECGl  button.

3b. At the guest access screen, click the Guest

|} Guest

Login | MEEEENN utton,

3c. Enter the user name and password; click OK.

3d. You are entered into the CATS Main Menu
System:

! Cchange

j chan
4a. Click the Change Password Sl button.

4b. When the registration screen appears,

click on the Chanﬁe Password
button.

Note: If prompted with a Security dialog box,

select OK or Continue button.

4c. Enter your user name and password at the
Change Password Request screen. Click OK.

4d. Enter your old password.

4e. Enter anew password or keep the one

provided by the system.
4f. Click the Submit Request - SubmiFegues: |
button.

Note: Asaregistered user, you are also able to enter the CATS Main Menu via any bookmarked CATS
page. If you choose to access CATS using this method, the system will bypass the logon page (bottom of
page 5), and prompt you for your login ID and password before entering the CATS Main Menu.

CATS User's Guide
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25 CATSMain Menu Overview

Once the User has successfully logged onto the CATS system, the following CATS Main Menu is
displayed. Do read the information on this screen carefully. Two important issues are pointed out on this

screen.

First, dlow CATSto load completely. While you are waiting for the Navigator to appear, you can begin
to read the information on the screen. Y ou can use the vertical scroll bar to move up/down the screen;
thiswill not disrupt the Navigator loading process. Secondly, the big yellow “ CATS’ at the upper left
corner isalink to the default search page. (See section 6.0 Search Features on page 19 for more
information.) The CATS link is part of the Navigator bar which appears throughout the main database.

Navigator

View Pane

Fil= Edt Wew Go  Commoricslon Help

« = 3 /¥ 2 w & & B BN
| Bak curc Rokad  Howe  Soach Newewe ol Sy Sl |
T Aoakmaiks B Lovstion: [l g dos godshecapeali_pd ol =] 58 s ek

We are i the process of updating the production databasze with sdnerons chehges
implemented and tested m development These updatss bave Hle obsious Topact on you whe
uze the CATS syetem, bt they severshr mpart the onderying cperatien of the spebem teelf [t
18 poseible that ¥ MAR copedEnce soae erratic behanawr ag we inatall the changee;, rast
agsured theae will be dealt with swiftty. Tyou have any questions o comrplaints, please contact
the mumber belowr. Thank sou for your pabiencs.

Click bere for a bnef emplanaticn b bow to vse CATE, ar chick the question maek (V) on the
Mangater abue to el the onbne balp eyabern

Far techrocal asnstance pleass contact the ES&H TNFOCENTER at 1-800-473-4375
Cnzshens concernng Policy, or Process shawdd be directed 2 one of the Eollosnng [-08 R
representaties

Charald crears - 307,503 8412
Eobert Goldamuh - 3075030221
Barry Patlra - 3079039649

el [Fecument: Tons [ e o o - T [

View

Description

Navigator

Displays alist of actions and forms available to the user. (Thereis
more on the Navigator in the Navigating CATS section of this
document, below.)

View Pane

Displays the form selected in the Navigator, or displays documents
selected.

CATS User’'s Guide
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2.6 Navigating CATS

CATS provides a nesting navigation system. The nesting navigation system consists of three levels of
options: Function, Form, and View. Each level is not necessarily available for each function selected.
A button in the Navigator represents each possible selection. When a button is selected, it’s color
changes from Blue to Y ellow on the screen.

Following is an outline of the available nesting options, organized by level.

Function Form View

[Report ——»

|S25eh

CAP  ——»

Aetion ———»
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Function Form View

[Report] —

Link

CATS User's Guide 8 Document # EH-72-1999-09-0001.Ver.2a



3.0 CATSDataEntry

The CATS database allows authorized Users to create four different types of documents; Source Reports,
Issues, Actions, and CAPs.

3.1 Create a Source Report

The Source Report is the Office of Oversight report where safety issue(s) are identified. Reports and
issues from Evaluations, Special Reviews, Specia Studies, and Type A Accident Investigations are
tracked in CATS. Source Report information is entered into CATS by the Office of Oversight.

|Repurt Data

Fepott Type I LI

Feport Title I

Fitial Report |
Dlate

Office/Facility =
Feviewed I —I

If vou do not explicitly save, the data on this form will be lost

From the Main Menu, select the New button.
Select the Report button. The report form is displayed.
Click on the drop-down arrow in the Report Type field. The choices for report type are displayed:

wnNpE

| =l

Tj,rpe A,
EH-2
Selfassesment

Choose areport type, and press TAB to go to the next field.

4. Click onceinthe Report Titlefield. Enter thetitle of the source report. Press TAB to go to the next
field.

5. Enter thefina report date in the field in MM/DD/YY Y'Y format. Press TAB to go to the next field.

6. From the drop down list, select the Office/Facility Reviewed.
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7. Click once on the Save button to save the report entry into the database. (Note: The Report text itself
is not entered into the CATS system.)

NOTE: If you want to clear (reset) the New Report form, click once on the Clear Data button to clear all
fields.

NOTE: Once a Report entry is made, CATS automatically takes you to the Issue entry field so the Issues
associated with the Report may be entered — see the next section bel ow.

3.2 Createan Issue

Anissue is aconcise statement of the safety finding, problem, judgement of need or deficiency that needs
to be resolved by line management. The Office of Oversight enters Issuesinto CATS.

Your Report was saved as HS-01/13/2000-0001-R.
Enter data for the first Issue or select a new command above.
Issue Data for Repori:
"HE-01/13/2000-0001-F - Appraisal"
Issue Number HE-01/13/2000-0001-1
Description ;I
| <]

Guiding Principles 1. Line Management Responsibility for Safety =

2. Clear Roles and Responsibilities
(Hold down the CTEL key to select 3. Competence Commensurate with Responsibilities
multiple values) 4. Balanced Priorities

5. ldentification of Safety Standards and Requirements

6. Hazard Controls Tailored to ¥Work Being Performed

7. Operations Authorization

Mot Assigned =]
Core Functions || j
‘ES&H Functional Area || j

I you do not expheitly sawe this Issue the data on the form will be lost.
Al fields on this form need to be filled out

_ =

If creating a new Issue immediately after creating a report, skip to step 5.

From the Main Menu, select the New button.

Select the Issue button. The Assign New Issue to Report screen is displayed.

From the drop down list, select the Report to which the new Issue should be assigned.

Click once on the Assign button. The New Issue form is displayed.

Click once in the description field and enter a description of the new Issue. Where possible the issue
description should be taken verbatim from the final approved report, study, evaluation, accident
investigation, or other applicable mechanism. If the report word-processing file is available, this can
be done very easily using Windows' Edit-Copy and Edit-Paste features.

agrwdE
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Click once on the appropriate Guiding Principle from the available list.

From the drop down list, select the appropriate Core Functions.

From the drop down list, select the appropriate ES& H Functional Area.

Click once on the Save button. Theissueis saved in the database and anew blank issue formis
displayed. The new issue form is associated with the report previoudly created, or selected in Step 3.

©oNO®

Note: If you want to clear (reset) the New Issue form, click once on the Clear Data button.

3.3 Createa Corrective Action Plan (CAP)

The CAP is prepared by the cognizant line manager, in consultation with the applicable CSO. The CAP
addresses the I ssues raised in the Formal Independent Oversight Assessment Report.

1. Fromthe Main Menu, select the New button.
2. Select the CAP button. The Put CAP Data on Report screen is displayed.

Select a Report to assign this CATP to:

| =
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3. From the drop down list, select the report to assign the new CAP.
4. Click once on the Assign button. The New CAP form is displayed.

|[Repori Daia

[Report Nuniber [HS-01/13/2000-0001-R
iReporL Title |Appraisal
‘FinalRepr‘bDate ||01f 13/2000

|OﬁicefFacilit3r Reviewed iHa_nford Site
il

|CAP Data
Cognizant Line Manager ||

.|Responsible Organization || j

.|Responsible ZE0 || ﬂ

‘ApprnvalDue Drate 03/ 13/2000

[CAF Status H =

‘Apprwal S || Pending Approval x|

‘Apprnval Date ||

‘Attached Plan || | Browse... |
‘Reviewed by EH-2 ||__|Nn =

[ ction Completion Date ||

|
| Ityou do not explicitly save, the data on this form will be lost

Click once in the Cognizant Line Manager field and enter the appropriate information.

From the drop down list, select the appropriate Responsible Organization.

From the drop down list, select the appropriate Responsible CSO. Press TAB to go to the next field.
The Approva Due Date field is completed automatically by CATS.

Enter appropriate descriptive information in the CAP Status field.

. From the drop down list, select the appropriate Approva Status. Press TAB to go to the next field.

. If the CAP is Approved, enter the appropriate date in MM/DD/YYY'Y format in the Approval Date

field.

12. Enter the appropriate information in the Attached Plan field by clicking once on the Browse button.
The Windows file management dialog box is displayed. Locate and select the appropriate file to
attach to the new CAP. Press TAB to go to the next field.

13. From the drop down list, select the appropriate choice for the Reviewed by EH-2 field. Press TAB.

14. Enter the appropriate datein MM/DD/YYYY format in the Action Completion Date field.

15. Select the Save button to save the CAP to the Report identified in Step 4.

RRoOoo~No O

= O

Note: If you want to clear (reset) the New CAP form, click once on the Clear Data button.
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3.4 Create an Action

Corrective actions describe actions that will correct the safety issues identified in the independent
oversight report.

From the Main Menu, select the New button.
Select the Action button. The Pick a Report screen is displayed.
From the drop down list, select the Report to search for an Issue.

NP

Pick a Report

[ 3

3. Click once on the Select button. The Pick an Issue form (as shown below) is displayed.

Pick an Issue
A new Action will be added to the Tssue wou select.
4. From the drop down list, select the I ssue to assign an Action.

Note: A report that contains no issues will return the information, “ No issues associated with this
report.” At this point, a new search must be created.
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5.

© N

10.
11.
12.
13.
14.
15.

16.
17.

Corrective Action Data for:
“DOEW-03/01/1996-0001-I - Weaknesses in the Department’ s Suspect/Countert.
Humber DOEW-03(01/1996-10001-0018-A
Description =]
<
& ction Deliverable “
Deliverable Attachments “ Browse... |
‘Pla.nned Completion Date “
Responsible Manager “
Status ‘ICumpIeted 'l
Dlescriptive Status ;I
|-
'|Last Edit Info |U2f0?f2000 by Bussell Shields
Completion Date “
Verification Status ‘I -I
ilssues Cutrently Linked To |Thjs Action is not linked
| Ifyou do not explicitly save thiz Action the data on the form will be lost

Click once on the Assign button. The New Action form is displayed.

The Number field is automatically calculated and displayed.

Click once in the Description field and enter the appropriate data. Press TAB to go to the next field.
Enter the appropriate data in the Action Deliverable field. Press TAB to go to the next field.

Wher e possible the description and deliverable should be taken verbatim from the Corrective Action
Plan. If the CAP word-processing fileis available, this can be done very easily using Windows' Edit-
Copy and Edit-Paste features.

From the Deliverable Attachments field, click once on the Browse button. The Windowsfile
management dialog box is displayed. Locate and select the appropriate file to attach to the Action.
Press TAB to go to the next field.

Enter the appropriate date in MM/DD/YY Y'Y format in the Planned Completion Date field.

Enter the appropriate data in the Responsible Manager field. Press TAB to go to the next field.
From the drop down list, select the appropriate Status. Press TAB to go to the next field.

Enter the appropriate data in the Descriptive Status field. Press TAB to go to the next field.

The Last Edit Info field is automatically displayed.

Enter the appropriate date in MM/DD/YY Y'Y format in the Completion Date field. Press TAB to go
to the next field.

From the drop down list, select the appropriate Verification Status.

Click once on the Save button to save the form to the database.

Note: If you want to clear (reset) the New Action form, click once on the Clear Data button.
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4.0 Viewing Data

4.1 Viewing a Source Report

WwN P

4.

5.

Page Toolbar —» [

P Report: Clontractor Fatality on the Olympia-White River #1 230 k'V Line on April 25,
1997

P Report: Electrical Accident with Injury in Techneial Area 21, Tritivm Science and
Fabrication Facility

P Report: Emergency Management Program Follow-up Review at the Miamisburg

Collapsed Environmental Management Project
Twistie —| P Report: Emergency Management Program Follow-up Review at the Oak Ridge
Mational Laboratory
P Report: Emergency Management Program Follow-up Review of the Albuguerque
Expanded Operations Office Transportation Safeguards Division
Twistie —p| » : : ; —— : o
Eeport: Evaluation of the INevada Test Site Full Participation Exercise Suntize "5%
Report > NTS-06/28/15959-0002-F
Link - P Tssue: IITS-06/28/1999-0001-1

P Tssue: BITS-06/28/1999-0002-1 d|

From the Main Menu, select the View button.

Select the Report
Select the appropr
category.

To view details of
to expand it. The

button.
iate sorting button. A list of source reports is displayed by the selected sorting

the source report, click once on the collapsed twistie to the left of the desired report
report and all associated Issues are displayed.

To open the report, click once on the report link. The report is launched and displayed on the screen.

Note: To expand all Reports and associated Issues displayed on this page, click once on the Expand
button. To collapse all Reports and Issues expanded, click once on the Collapse button. Expand and
Collapse buttons work on Reports, Issues, Actions, anywhere they appear!

Note: To scroll between pages of Reports, click on the Next and Previous buttons displayed on the CATS
Main Menu bar.

CATS User's Guide
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4.2 Viewing an Issue

P BDA-ORA111BET-0015-T

P EDA-05 1195700161

P EPA-051 11155700171
Collapsed Twistie———| » epa_nz1 11155700181

¥ BT A- DB 1/15957-0015-1

P BDA- 0541 11957-0020-T

b ERA-0%1 115 T-0021-1
Expanded Twistie ——— »peew.n1@12000-0001-1
4' Ase=rsment Jssue #1
lssue Link | » norw.asmas-0001
¥ DOEW-08(01/1398-0001-1
¥ DOEW-0301/1993-0002-1
¥ DOEW-08/01/1493-0003-1
F DCEW 08011 998-00049-1
} DOEW-03/1/1993-0003-1
¥ DOEW-030171993-0006-1
¥ DOEW-08/0111998-0007-1 —

From the Main Menu, select the View button.

Select the I ssue button.

Select the appropriate sorting button. A list of issuesis displayed by the selected sorting category.
To view details of an issue, click once on the collapsed twistie to the left of the desired issue to
expand it.

5. To open theissue, click once on theissue link. Theissueis launched and displayed on the screen.

PODNPE

Note: To expand all Issues displayed, click once on the Expand button. To collapse all Issues expanded,
click once on the Collapse button.

Note: To scroll between pages of Issues, click on the Next and Previous buttons displayed on the Main
Menu bar.
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4.3 Viewing a CAP

P Harry Eary
¥ John M. McBroom, SO-40
P John Wileynski
¥ Kathy Carlzon, IV Manager
Evaluation of the Mevada Test Site Full Participation Exercise Sunrise 1999 Approved

b Keith & Klein

b Lee Watkins

P MATOSH, GEORGE

b hiark Baca, Acting Assistant Manager, Office of Muclear Defense Programs
b Ifichael Hooper

P Dfichacl Darell

b Ealph Fair

P EE Glass, Operations Office Manager

P EFFO Deputy Manager

P Bichard Glass, Albugueraque Operations Office Manager
P Richard Provencher

P Bobert M Rossell

[«]

From the Main Menu, select the View button.

Select the CAP button.

Select the appropriate sorting button. A list of CAPS is displayed by the selected sorting category.
To view CAP details, click once on the collapsed twistie to the left of the desired CAP to expand it.
To open the CAP, click once on the CAP link. The CAP islaunched and displayed on the screen.

grONE

Note: To expand all CAPs displayed, click once on the Expand button. To collapse all CAPs expanded,
click once on the Collapse button.

Note: To scroll between pages of CAPs, click on the Next and Previous buttons displayed on the Main
Menu bar.
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4.4 Viewing an Action

P Ogilvie
P . Ogilvie, (T, Stnith)
b S Hemming
b 5 Henning
¥ Dan Glenn, LAAD
THE ASSISTANT AREA MANAGER FOR FACILITY OPERATL .. Completed 02/29/96

P Dan Hoag

» Dave MNewnam

P David L. Carroll

P Deborah Chalko

P Dennis Erickson

P Dennis Erickson and Bill Hamilton

P Dennis Erickson, LANL, and Connie Soden, DOE-AL
P Dennis Erickson, LANL, and Dawvid Gurule, LAA D

P Dennis Reese/(505) 845-4548/3upport Branch

¥ Deputy Manager

P Detry, Ronald T. =

From the Main Menu, select the View button.

Select the Action button.

Select the appropriate sorting button. A list of actionsis displayed by the selected sorting category.
To view details of an Action, click once on the collapsed twistie to the left of the desired Action to
expand it.

To open the Action, click once on the Action link. The Action is launched and displayed on the
screen.

PN PE

IS

Note: To expand all Actions displayed, click once on the Expand button. To collapse all Actions
expanded, click once on the Collapse button.

Note: To scroll between pages of Actions, click on the Next and Previous buttons displayed on the Main
Menu bar.
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5.0 Linking Data

CATS s intended to provide a complete documentation trail that starts with a Report, lists the I ssues
identified in that Report, identifies the Corrective Action Plan that responds to the Report, and then

itemi zes the corrective Actions that address each Issue. The CATS database automatically asks users for
the Report where Issues are being entered, or for the CAP where Actions are being entered. However,
justin caseit is needed, CATS gives users the options to link previoudy created | ssues to Source Reports,
and previously created Actions to Issues. For example, it may be the case that an Action addresses more
than one Issue, or an Issue has a number of Actions that addressiit.

5.1 Link an I'ssue to a Sour ce Report

1. Fromthe Main Menu, select the Link button.
2. Select the Add button. Select the I ssue button. A dialog box is displayed.

Add | Tssie |

Zelect a Repott to assign this Issue to

|EINL—D4ID‘II199?-DDD1-R - Independent Dwversight Evaluation of the Enviran. . j

Select an Issue to link:
|BNL—D4ID1I199?-DDD2-I - Lack of Accountability for ES&H Priorities - Fe.. j

3. Fromthelist provided, select the appropriate report to assign an issue.
4. Fromthelist provided, select the Issue to link to the selected report.
5. Click on the Assign button. Theissueislinked to the selected report. The following screen is

displayed.

[ r— &
=ENL-4/01/1597-0001-E - Independent Overaght Evnluabon of the ... "

T—T—— [ERTL-par0L 19570010

Craganptinn |

Lack of Accountability for ETER Prioritisz - Few il
effecrive XEChAnisns =x1st $0O ENSUIE pCOper
aooomEtellicy for ESLH performanae. The AN =

ihuttesg Prinaples

1. Ling el Respansibikty for Safet

TH ol daws fle CTRL K to selet st
wakaaEl

5. Competence Cormmensumaie with Responsibiilies
4. Badancod Priorities

5. Idamificabian of Sxtety Blandards and Raguiramsris
E. Hazard Comrods Tadlorad to Work Baing Pafamed
7. Operations Sukhoization

Hirl Azigned o |
[ ore Funions ||Nn| Aesignad j
ESEH Functiond Asea i|m =

¥ you do not ssgpluctly sawe Hus Irsue the data oo the form wil be Jos
Al fieldz ee this Goem need o be Bled out
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6.

8.

9.

If necessary, click once in the Description field to edit the description provided.

From the list provided, select the appropriate Guiding Principles by clicking once on the desired
selection. To select multiple selections, press the Ctrl key then the appropriate selections.

From the list provided, select the appropriate Core Functions by clicking once on the desired
selection.

From the list provided, select the appropriate ES&H Functional Area by clicking once on the desired
selection.

10. Select the Save button to save the issue and link it to the selected report.

5.2 Link an Action to an Issue

1
2.

3.

4.
5.

From the Main Menu, select the Link button.
Select the Add button. Select the Action button. The following screen is displayed.

Pick a Report

[ wall orby show you the Tssues for the Eepeart wou select sa you will not have to ook at every Isnse to find the one you want 1o
tris an Actien to. After thee pags s adl eslect o Jesoe t2 e fo, then wou sl pick en Action. A thad txe I wall only show
yodd Acticns Eor the Bepart you sslect now

I H

From the list provided, select the Report then click the Select button. The Pick an Issue screen is
displayed.

From the list provided, select the Issue to link the Action. Select the Select button.

From the list provided, select the Action to link to the Issue/Report. Select the Assign Button. A
message is displayed notifying the User if the action was successful.

5.3 Unlink an Action from an I ssue

wpn e

o A~

From the Main Menu, select the Link button.

Select the Delete button. Select the Action button. The Pick a Report screen is displayed.

From the list provided, select the Report to locate the Issue. Select the Select button. The Pick an
Issue screen is displayed.

From the list provided, select the Issue to unlink the Action. Select the Select button.

From the list provided, select the Action to unlink from the Issue/Report. Select the Assign Button.
A message is displayed notifying the User if the action was successful.
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6.0 Search Features

CATS provides users with the ability to search throughout the CATS database for specific Source
Reports, Issues, CAPs or Actions. Depending on the type of search (such as All and Any) and the criteria
entered by the user, retrieving information should prove successful.

First select atype of search: All or Any. All creates a search to match information in al the text fields as
entered by the user. Any creates a search that will retrieve information where some and not necessary all

of the criteria entered in any of the text fields are matched.

When entering information into the text fields, the search criteria should be specific for best results. For
instance, entering 19 in adate field on a search form will match * 2/19/2001” and * 12/31/1999" because
both have a19 in the data. Wildcards are not currently supported. Therefore, it is not possible to use
wildcard characterssuch as“*” or “ 7" (i.e, entering “ I*L” to create a search for anything that starts with

an*“l” and endswith an “L").

6.1 Search for Source Report

| Search for a Report/CAP

iSea.rchtype oAl Any

CAP Search Criteria

Enter ywour seatch criteria into the appropriate
fields and click the "Execute" button above.

SBearch type All returns items that match il of
your ctitetis (and' conjunction), where type Any
returnis data that match axy of the criteria (or'
cotyunction). The defaullt iz ATL

Cognizant
Line Manager

Eesponsible
Cirganzation

Eesponsible
250

Blank fields will match all values. Approval Due
" el weill mateh fields with no walae. Date

Approval j
Status

Eeport Search Criteria Approval
Drate

Eeport Title | Eenewed by
EH-2

Final Eeport | Completion

Date Drate

Office/Facility I j

Eeviewed

From the Main Menu, select the Sear ch button.
Select the Report button.

PpODPE

Complete the form as appropriate.
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5. Click once on the Execute button. Y our results are displayed.

6. Click once on the Report Link to display the Report.

6.2 Search for Issue

Search for an Issue

|Sea.rchtype C Al O Any

Issue Search Criteria

Entet wour search criteria into the
appropriate fields and click the "Execute"
button shove.

Aearch type All returns items that mateh all
of wour criteria (and' conjunction), where
type Any returns data that match amy of the
criteria "o’ conjunction). The defaullt is AllL

Blank fields will match all valaes.
" ol weill mateh fields with no value.

Tzzue Mumber

Description

Core Functions

Functional Area

Cuiding Principles

Select the | ssue button.

Complete the form as appropriate.

ourwWNE
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Select the appropriate sort button. The search form is displayed.

Click once on the Execute button. Y our results are displayed.
Click once on the Issue Link to display the Issue.
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6.3 Search for CAP

| Search for a Report/CAP
:|Sea.rch type O a1 O oy |CAP Search Criteria
‘Cognizant Line MManager |I
Eniter your search criteria into the appropriate fields and click the :
"Execute" button above. ‘Resp onsible Organization |I
Search type Al returns items that match all of your criteria (and ‘Resp onsitble OS50 il
comjunction), where type Any returns data that match anp of the
ctitetia (of conjunction). The defaullt is ATl ‘Approval Due Date il
Blank fields will match all vahies. | :
" (null) will match fields with no value. ppreval Clatus |I :J
‘Rep ort Search Criteria Approval Date ||
‘Repor‘t Title “ Reviewed by EH-2 i|
‘Pinal Eeport Date “ Completion Date ||
‘Ofﬁce:’Pacﬂity Reviewed [ |

From the Main Menu, select the Sear ch button.

Select the CAP button.

Select the appropriate sort button. The search form is displayed.
Complete the form as appropriate.

Click once on the Execute button. Y our results are displayed.
Click once on the CAP Link to display the CAP.

our~wWNE
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6.4 Search for Action

| Search for an Action
|Sea:(ch type a1 C Any |Acﬁnn Search Criteria

‘Descﬁpt&on ||
Enter your search criteria into the appropriate fields and click the 1
"Execute" button ahove. ‘Resp onsible CEO ||

Search type All returns items that match &7 of wour criteria Cand ‘Resp onsible Manager il
cotjunction), whete type Any returns data that match any of the

criteria "or conjunction). The defaullt 1z All ‘Approved Tie Date il
Blank fields will match all values. Spatis Iﬁ
" (rrall)y weill mateh fields with no value. =

| ‘Descﬁptive Status ||

|Ac:tion Humber || ‘Verﬁﬂc ation Status ||
|Last Edit Drate || ‘Complet:ion Date ||
|Oﬁic efFacility Reviewed i| ]

From the Main Menu, select the Sear ch button.

Select the Action button.

Select the appropriate sort button. The search form is displayed.
Complete the form as appropriate.

Click once on the Execute button. Y our results are displayed.
Click once on the Action Link to display the Action.

ourwWNE
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7.0 Edit Data

CATS provides amethod for users to edit both CAPs and Actions within the database. In the event that a
user should make a mistake on a Corrective Action Plan that can not be edited within the CATS database,
they should complete and submit a Data Change Request Form. To obtain a Data Change Request Form,

please go to Appendix A of thismanua or retrieve one from the web site.

Upon completion of the Data Change Request Form, please submit it to the following address for
evaluation.
U.S. DOE
ES&H InfoCenter, EH-72, 270CC
19901 Germantown Rd
Germantown , MD 20874
Phone: 1-800-473-4375
FAX: 301-903-9823

Once your completed Data Change Request Form is received, the database administrator will evaluate
your request and notify you of the status of your request. Please note that not all requests will be
honored. Change requests are subject to final approval for change by the database administrator.

7.1 Edit Source Reports

The foundation of the CATS database is composed of Source Reports, upon which all other data depends.
Users cannot edit Source Report data once it has been entered into the database.

7.2 Edit Issues

Likewise, the Issues contained in Source Reports comprise the foundation for the CATS database. Users
cannot edit Issue data once it has been entered into the database.
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7.3 Edit CAPs

ReportDat

Feepar bnber [BTS-04/01/1955-0001-B

Repart Title |1-'m:'u3ed Safery Managernent Evaluation of the Merada Test Sie

Firied Report Dale |l§|4-r|:| Lrnsha

CHEce/F aciiy Reviewsd I.Nu:?ada Test St

|CAP Dat

ICcgrazant Line Manages [ticnact Barel:

Rweporeibie Drzarseion |'t~1"-" - Herada Operabions Cffice

Fesponsiale G20 IDP - Assistant Secretary tor Diefiense Programs

W prpecnral Thae Date ||:IE|'3U‘SI‘§‘

AP Hatu = |
Editable fields > u il

Approval Fatus Lﬁppd‘o?:d

peprenral Tiate ||:I?|'22|'99

b bt Plit I}J’ol;]ung attachesd

:Rwi.ewed by EE-2 > |m

A chinn Completion Des > |I

IFwon do not ezpholy save, the dama on fhs fom el be lost

PR

Locate the CAP to edit through either the Search or View options.
Click once on the CAP to edit. The CAP isopened in read only mode.
Click once on the Edit button to edit the document.

Make the appropriate edits to the document. Note: Users can only edit the CAP Status field, the
Reviewed by EH-2 field, and the Action Completion Date field. |f the CAP is Not Approved, the

Approval Satus and Approval Date may also be edited.
5. Click once on the Save button to save and close the document.
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7.4 Edit Actions

Corrective Action Data for:
"ETTP-09/01/1997-0005-1 - Leasing of Shared Spaces m Buldings that have. "

Humber [ETTP-09/01/1997-10005-0003-4

|Descripti0n .|Perform ait sampling of Building 1401,

!Action Deliverahle |A_1r Sampling

|De]iverable Attachments |Not}mlg attached

|P1anned Completion Date |08f3 171287

Responsible M anager iIBill Seay

Status ‘l Cornpleted "l

Desctiptive Status Reviewed sampling plan and results. ;l
H

Last Edit Info [09/22/1999 by Challis Broughton

Completion Date illzl; 15/97

Vetification Status ‘I Vas TI

|Issues Currently Linked To |E'ITP—09:’0U1997—0005—I

‘ Ifyou do not explicitly save this Action the data on the form will be lost

Locate the Action to edit through either the Search or View options.

Click once on the Action to edit. The Action is opened in read-only mode.
Click once on the Edit button.

Make the appropriate changes to the Action form.

PR

Note: The user can only edit the Responsible Manager field, the Satus field, the Descriptive Satus
field, Completion Date field, and the Verification Status field.

5. Click once on the Save button to save the changes and the screen will return to View al Actions by
Manager window automatically.
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8.0 Reports

Two CATS Reports have been defined by EH and incorporated into CATS as of thisdate. Users may

download the Quarterly Report to the Secretary (on New Reports and CAP Status), or view Open (not
completed) CAPS sorted by Cognizant Secretarial Officer. It is anticipated that other Reports will be

defined in the future.

To view Reportsin CATS, click on the Reporting button in the Navigator.

Cats Web Reporting

Click on the link helow to present the listed report

1. Secretary's Chiarterdy Fepert

2 Acten Stamas by 050

Click on the Secretary’s Quarterly Report link to receive the report in Adobe Acrobat PDF format.

To view Open CAPs, click on the Action Status by CSO link. A dialog box appears:

Action Status by CS0
Select CSO: i| “ALL> =
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Select an appropriate CSO, and the list of Open CAPs appears.

Open CAPS By PSO, Ops Office & Site
Status of Actions
Click the on the undetlined value to deill down to alist of issues/actions
P80/ Ops Office [ Site |Dpen Issues |Tntal Actions |Cnmpleted |Dn Schedule |I.ate
ENM - Assistant Secretary for 55 971 03 23 40
Erwironmental }Management B4%5 2%% 4%
ELI - Office of the Assistant Secretary for 0 50 0 a 1]
Errvitorumentsl Management 100% 0% 0%
. : 30 1] 0
Savatinah River Bite ‘ 1] 0 ‘ 100% 0% ‘ o
; 412 16 17
1D - [daho Operations Office 13 445 0% 4% i || 5
Idaho Mational Engineeritig & 13 45 412 16 17
|[Environmental Laboratory it Q3% 4% 4%
o d 182 ] 10
lssue Link | CH - Ohio Field Office 7 182 o5, 0% s
- - 47 1] it
Fernald Environumental Management Projec 1 48 5% 0% 2%
Miatdsbarg Ervironmental Management 8 144 135 a o
|Project . 2% 0% 6%
1

Note that for facilities with Open Issues, there isalink to a summary of those issues. To view that
summary, click on the Issue Link. The summary appears:

Open CAPS By PSO, Ops Office & Site

Cpen Issues

|PSO |EM - Assistant Secretary for Environmental Management
[Ops Office  ||[OH - Ohio Field Office

Site |Fernald Emvironmental Management Project

# Open Issues |l

¥ Click the [ssue # to drill down to the issue document

Planned Issue

Gt azme Closure Date

Deficiencies in the Conduct of Radiological Work The conduct of radiological
operatons it the field and the clarity and consistency of radiological work
petinits (FWEs) ueed by FDF to delinate radiological requitements are in need of
improvement. Deficiencies in radiological conduct of operations include

. ' houndary control wiolations, lack of survey documentation, procedural
Issue Link Sl el WL UL i.nform;}t.ry, and inadeuate radiological hoyusekeeping. Therte:| 15 no mechanism AR
to ensure that work packages with standing and conditional FWW s are updated
to reflect job histoty, radiological teviewrs, and special precautions. RWE forms
are sometimes completed with ambiguities and inconsistencies, lack survey data,
or have legibility problems.

Click on the I ssue Link in the summary screen to go to that source Issue document in CATS.
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Appendix A:

Data Change Request Form

For ES&H InfoCenter Use ONLY
U.S. Department of Energy
HNICAL RECEIVED DATE
NFORMATION APPROVAL DATE
ACTION DATE
(nngtgx!vg;égnmmem, Safety & Health CLOSED DATE
ES&H Helpline 301-903-8358 « 1-800-473-4375
Internet: esh-infocenter@eh.doe.gov
ES&H TIS Web Site: http://tis.eh.doe.gov
Corrective Action Tracking System
DATA Change Request Form
SUBMIT TO: U.S. DOE PHONE: 800-473-4375
ES&H InfoCenter, EH-72, 270CC FAX: 301-903-9823
19901 Germantown Rd.
Germantown, MD 20874
(Typeor Print)
Name:
(Last) (First) (Middle Initial)
AUTHORITY / SITE:
Company Name:
Work Phone: Work Fax:
Internet E-Mail Address:
[tem #:
Change(s) to be made:
Reason for change(s):
Reguestor’s Signature: Date;
DBA Summary of Changes.
DBA Signature: Date:
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