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Corrective Action Tracking System

The CATS System was developed to track action items provided by the various inspections, assessments
and audits that JLab is contractually required to perform. An issues management procedure is being
developed that will define what issues must be included in the CATS, who will approve their closure,
etc. For the present, managers may enter any issues they want to track. The Division of EH&S and the
Office of Performance Assessment will also be entering their issues. This handout will help you to input
items, update their progress and close them.
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GETTING TO THE SYSTEM:

Go to www.jlab.org

Click on the “Search” tab.

Click on the Q

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

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

s Optimized for IE 5+ and Netscape &+

leﬁersun l'all 2 Corrective Actions Tracking System —
Corractive Actions

Tracking System

Problems? Questions? Contact an AGMINSIrator
Glick nere to 328 who can make entries

Welcome,
Mary Jo, ; enais In
to the Jefferson Lab Corrective Actions Tracking System.

NOTE: Make sure your
PopUp menu is enabled for
this site.

What would you like to do? APPENDED on Fri_ 6 Apr 2007 153208 -0400 by
ponzales. Inskient covered by mavkual enlries win
Vanous responsitie Individual parties 1o agdress

* Snowme 3l ODER issYes ssipnedtome(y, LRl

* Show me § 55065 NEEAING SCreenng (01
+ Shon.me ol ssies esaing vectcaiin ) _m
* Show me all INspection items for area CATS Graph
tiging of Dpen [xsuss based om
|1 - rasn LIAL =] Manafeaert Liger)

O T

® Takemetot .
chk 'CII.IN: t,x.l)dut

Cheaf Cparating Officar

| nc Jra,ns ani n'en(s

Chief Scientist 2
* PDF inspextion Fom
Qur EH&S racking and reportng mechanisms, presented al e the miemational 115, conte: Directorate |0
have been selected 3s a categoncal winner by the National Registry of Environmental Prc‘essuonals
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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 what the status is of issues currently open in the system.
If you click “More Graphs” you will see:

Privacy and Securty otice  Optimized for IE &+ and Netscape &+

AQIS |
lefferson labh ~ EH&S Tracking Graphs cm&

Problems? Questions? Contact an Administrator.

Mary Jo Bailey
Click here to see who can make entries,

Ve Issues

What kinds of graphs or reports would you like to see?

- Tell me....ingapps@ijlab.org
Tracking

Records

Graphs

EHE&S Info

Requirements
Woerk Control

» pverage Days to Complete Inspection [ssues

* Average Months Overdue for Completed Inspection Issues

+ Percentage of open issues by Division/Department

* Percentage of deliquent{cverdue) issues by Division/Department
+ Percentage of open issues by EH&S Manual Chapter

+ Aging Metric

+ Graph Builder

Quick Search Quick Reports
m Select a Report to view: |Oper| Issugs per Division/Department 3
View |

Work Control

What you can do from this page:

+ Show me all open issues assigned to me (#) (If you have
screen similar to this.)

Privacy and Security Notice

Jefferson Lah -

HOME | SEARCH | CONTACTJLAB

Optimized for |E 5+ and Netscape 6+

Search results for issues

Problems? Questions? Contact an Administrator.
Click here to see who can make entries.

any open items you will get a

AQIS/

Corrective Actions
Tracking System

Mary Jo Bailey
View my open issues

Home

Admin ® Add an event

Sort Results:

® New Search
Tracking Records

Sort By: [Est Completion Date [w| [ASCENDING | | Sort!

EH&S Info Found: 1 issues

Requirements

Click on the issue number to see the full details
‘Work Control Docs

DELETE ISSUE_# DESCRIPTION

Appendix 6500-R2 ODH Areas lists the Cryomodule Test Cave (with concrete doors
closed) as an ODH 1...

Work Requests

| INSP-2007-063-05

COMPLETE_BY COMPLETED

open

Delete Issues

Quick Search

T ——

EIscxmmg@

M:\wcd\MaryJo\CATS TRAINING Revl.doc

11/30/07



CATS TRAINING

AQIS /

Gorrective Actions
Tracking System

+ Show me all inspections for area:

to view.

Click the “Pull Down” arrow and select the area you wish

Privacy and Security Notice

Optimized for |E 5+ and Netscape 6+

102 - Rm. 5T1

Jefferson Lab -

11 -User Trailer

‘Work Control Docs

Work Requests

Quick Search

11B - User Trailer
11B-Rm. 1
118-Rm. 1A
11B-Rm. 1B
11B-Rm. 2
11B-Rm. 3
11B-Rm. 4
11B-Rm 5

AQl

01 - North LINAC

Take me to the search page.
Take me to the report page.
I would like fo add a record.
Show graphs and metrics.

PDF Inspection Form

For example, if you were to pick Building 58
you would get a screen similar to this:

HOME | SEARCH AC 1-Rm.1 g System
11-Rm. 10 = Corrective Actions
11-Rm. 14 Tracking System
11-Rm. 1B
Problems? Questions? Contact an 11-Rm. 2 ')
Click here to see who can make en 11-Rm. 3 View m
11-Rm. 4
11-Rm.5
11-Rm. &
Home b Lessons Learned
Admin ST Issue: Al-2007-03-01
: 11-Rm.9 . . . Connector selection particularly for poter
Tracking Records PP tive Actions Tracking System. | excess of 50 volts should be used within
EH&S Info 1A-RM. 1 criteria according to established practice
Requirements Bt APPENDED on Fri, 6 Apr 2007 15:32:08
11A-Rm 4 gonzales: Insident covered by individual 1

various responsible individual parties to
issues.

CATS Graph

CAging of Open Issues based on
management 1ayer)

0 50 10

Chief Operating Officer

Chief Scientist

Privacy and Security Notice

HOME | SEARGH | CONTACTJLAB

Optimized for [E 6+ and Netscape 6+

Search results for events

AQIS /
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Problems? Questions? Contact an Administrator. Mary Jo Bailey
Click here to see who can make entries. View my open issues

Home

Sort Result:

* Add an event

# Search for other Inspection events
® New Search

Admin Sort By: [Event#

=] [pEscEnDiNG [x] Sort!

Tracking Records

EH&S Info

Requirements

Found: 243 eveni(s)

Click on the event number to see the full details

Work Control Docs
e DELETE EVENT # TYPE AREA INSP_DATE ORG ISSUES
O INSP-2007-089 Management Observation 58 - Test Lab OCT 19, 07 ESH&Q Division 1 of 1 open
INEP-2007-088 Management Observation 58 - Test Lab OCT 19,07 ESH&Q Division 10f1 open
[ [m} INSP-2007-062 External Observation 58 - Test Lab JUL 31, 07 ESH&Q Division 00f1open
m‘ [m] INSP-2007-057 EHA&S Depariment (scheduled)  Room: 267 of Bldg: 58 JuL 20, 07 ESH&Q Division 0of 1 open
O INSP-2007-056 Safety Warden Observation Room: 142 of Bldg: 58 JuL 19, 07 SRF Cavity Production 0 of 1 open
[m] INSP-2007-048 Laser Safety Room® 127 of Bldg® 58 JUN 08, 07 ESH&Q Division 0 of 4 open
[} INSP-2007-047 Laser Safety Room® 129C of Bldg: 58 JUN 08, 07 ESH&Q Division 0 of 4 open
[m] INSP-2007-028 Worker Observation 58 - Test Lab MAR 14, 07 ESH&Q Division 5 0of 13 open
O INSP-2007-027 EH&S Depariment (scheduled)  Room: 263 of Bidg: 58 MAR 07, 07 ESH&Q Division 0 of 4 open
O INSP-2007-026 EH&S Depariment (scheduled)  Room: 262 of Bldg: 58 MAR 07, 07 ESH&Q Division 0 of 3 open
O INSP-2007-021 Management Observation Room: 10B of Bidg: 58 FEB 21,07 ESH&Q Division 0of 1 open
[m] INSP-2007-020 EHA&S Depariment (scheduled)  Room: 277 of Bldg: 58 MAR 14, 07 ESH&Q Division 0 of 1 open
O INSP-2007-018 EH&S Department (scheduled)  Room: 289 of Bidg: 58 MAR 09, 07 EES RF Systems 0 of 1 open
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Opimiznd a1 1E B+ and Ralstape Be

leﬁe'snn I'a'] > Search the Tracking System ﬁﬁl;gé

Actions
Tracking Systom

Mary Jo Balley

dew vy sy s

Problems? Questions? Contact 3n Administrator

Please select a category to search within:

* Assessment / Audits
* Indpections
Decurmende (Accieent ( InCEentls

or:

® Browse i rECOrds DEWEED CALRGONES

Opimiznd a1 1E B+ and Ralstape Be

lemrsn“ I'a'l 2 Search the Tracking System %E@

Actions
Tracking System

Hary Jo Baiy

Problems? Questions? Contact an Agministrator ‘e miy opan irsees

Please select a category to search within:

f Audit

nee (Accidert £ incidentis

+ Hrowse 3l recards between cateqonss

RadCon Work
Permit for

+ | would like to add a record: You can add a record

| Home | B Bockmarks JF mozillaceg JF Latest Builds

+ Take me to the report page: You can initiate the report function

e AR Beiustetatics DRSS 1L 50 00 Natias4 B0

Jefferson lah — S @&

Tracking System

Meary Jo Bailey

Prodlems? Cuestions? Cortact an Agministratar e oy span g

*+ To ADD an event to the database, you must first select which fype:

[ I=]

Assessrnent / Audl
Ingpacion

Gecurmence ghceident f Incidens)
ROF

+ Take me to a Search Page: You can go to the search page and search for a particular event:
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+ Show graphs and metrics Provides an opportunity to view data in a variety of layouts, or to
develop your own. If you would like other options contact ingapps@jlab.org .

Bacy and Stcuity Notice  Optisized Sor IE 5+ and Netscaps 6+

Tracking Systam
Probiems? Qutsbons? Conact an AdMinslnnst

AQIs /

lmnnﬂm I.all » EH&S Tracking Graphs @

Comrective Actions

RO N 10 56 WHO AN Make eniries o et m

What kinds of graphs or reports would you like to see?
Tel me. DGADSEIA0 0g

Graphs

- ?.rcfnr]c r:;D)? l')CW‘."K‘r “‘iD"‘lal‘ 5SS
* Purceniage of open ssues by DrasonDepanment

: "".‘Itﬁmnl‘x‘ JI C':’_‘QIIICF’;GYE'FIISIJ ‘zsdci.ﬂrl:"\;ﬁ'al‘.l:x‘ﬂﬂﬁ"\'ml
o e o open Sas by ENES Mnal Chpler

* Graph Busider

Quick Reports

Select a Report 1o view [Dzan iauss ar DhsionDapasmant =] e

+ PDE Inspection Form: Provides a form which you can take out to the field while doing an
inspection. The information on the form is what will be needed to complete a CATS

Inspection Report.

Y o Ve Ve Y
(‘(ﬁf{ﬁ?ﬁ'ﬂﬂ- %ﬂff " EH&S INSPECTION FORM
- e S o

Author:

Inspection date:

Inspector
Inspection Type: EH&S Department (scheduled) Laser Safety
_ Staff
External Observation Observation
. ‘Worker

Management Observation Observation
Safety Warden Observation

Area:

Accompanied By:

Who you would want to notify about these Inspection results?

Task Assi to:

Significance Level:
0-Get fo it when you can 4-Stop work
1-Best Management Practice P-Proficiency
2-Add to Routine Maintenance List C-Commissioning
3-Resolve as soon as possible N/A-Not applicable

Finding Description:* state specific location within area

Recommended Corrective Action:

EH&S Manual Reference:* OSHA Reference
Estimated Completion Date:™

Externally Identified?: Yes No

Environmental Management System Related? Yes No

Note: All information has to be completed especially those items in red
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ENTER EVENTS AND ISSUES INTO THE SYSTEM

EVENT: An Assessment/Audit, Inspection, Occurrence (Accident/Incident), Radiation Deviation
Report

From the Home Page click on “] would like to add a record”

Use the arrow key to indicate the type of event you would like to enter:

Optimized for IE 5+ and Netscape G+

AQIS |

Add an event @

Corractive Actions

Tracking System
Problems? Questions? Contact an Admenmsiraios. Mary Jo Balley
Click here 1o $e& who can make entries. i ey cpan bns

= To ADD an event to the database, you must first select which bype

ASSESSMENT/AUDIT

Opbenzed for IE 5+ and Netscape G+

AQIS |
]wem'snn lilll ” Add an event ﬁE
Anluw

Tracking System

Probiems? Questions? Conact an Adminsirator Mary Jo Baley
IR Biri: 10 56 who tan make enines. Vaw oy e |

Enter event information for an Assessment / Audit record:

[* required fiekds)
Author: Baley. Mary Jo

Report date: [ 1]

Report Hyparlink: [
EMS Related?: & no © Yes

_Cancel | | PeselForm | Addissusa - |

\e Salect whe you would want to notify about these Assessment | Audit results
An auto-gensrated emal wil be sent to them

Or type cthar amalls in a comma-seperated st
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INSPECTION

Add an event

Froblems? Questions? Cantact an Adminisirator
Clck mete to see who can make eniries

Enter event information for an Inspection record:

" required Rekds)
Author: Bailey, Mary Jo

Inspection date:" &
Inspector:” x]  Same As Auhor
Inspecticn Type:” x

[l e— =
01 - Hofih LINAC
1

Rm. MLP1
01-Rm. FLP 10

01-Rm. FP11 . T P———

M s Sarrsst el @ SEclhs s, ase selest T MERC w0 iSchorse Top avech e it L bt o1 o o

A BN i AN AR 18 (08 A8 SASRTINR B BAEIRAY Bk SRl 4 GAnbiBted
AU e e [Astot Dave -
[Anbott, Dawd

Accompanied By: |AudelTakah, Dng
Aodeldatah, Mahmoud
st ebstan Tares | S—

EMS Related?: & No © Yes

_Cancal | | ReselFom | Addisuss - |

4= select who you would want to notity about thess Inspaction results

An auto-generated email wil be sent b hem

e =
Attt Davd

Aodeldattah, Mahmaud

Akdelgtah, Taret

Asdurahim, Rakhman | [F—

Froblenms? Questions? Contact an AGmmisirals

CICKDERE 19 $e€ who can make enlries View my cown maoms |

Enter event information for an Occurrence (Accident/
Incident) record:

* required fiskds)

Author: Baley. Mary Jo
Event date:’ i
Lead investigator [ =] Same As dsher |
Titie:” |
source: [ 5]
cawgore” [ =l
Areac [ =l MI igs B

Hyou cmmnct ind » aowclic arva. piuass peiect “STHER" ang inckuc th avws locasion In the teot of the lmes.
A i il e RSB = It B eI anattar B Bhadkd 4 GeaRie

[ |

Event
Description:' Bl
Lirks vtk bt e 1 L1018
B
Report [
Hyperiink:
EMS Related?: & No C Yes

Cancal Resst Form Add l3uss »

Select who you would want to notify about these Sccurrence (Accident | Incident) results

A auto-eneratid erail wil B senl b mem
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Tracking Bystem - |
Problems? Questions? Contact an Agmuislrator Mary Jo Balley
Ve vpa e |

UK DETe b Sie who Caan meakis eniries

Enter event information for an Radiation Deviation Report
Anmin record:

Home:

" required fedds)
Author: Baiey, Mary &

Event date:" &
Investigator:” ¥]  Same As Author

Area | ] [BEE | i i b
Mo SARASE S & SEASIS Mrb. POARb Sal8SE TTTHEIL B2 I8kt 1t S48 I5CSNE0 I 11 bt 51T
A s il 4 THSaCh 15 It B SeeTTing  anatar B Bk 4 GeaRted

vighted:
Notified: |
H
SAFETY vent
e Caseription:' =l

Liris o bagin w1 11 p 1
e ————

EMS Related?: & Ho & Yes

Gancel | ReselForm | Asamsuss e |

= select who you would want to notity about these Radiation Deviation Repert results

An auto-generated emall wil be sent b them

[AnooR Dave =
Anbot, Daned
Andeldatah, Mahmoad
[Andwtatan, Tarer

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

ISSUE:
Once all your information is filled in on the Event screen click the “Add an Issue” button at the

bottom of the page.

Tracking System |

Problems? Questions? Contact an Agmuislrator Mary Jo Balley
CICK DGR 1o Sei who can makis eniries Ve vpa e |

Home: Enter event information for an Radiation Deviation Report
Anmin record:
: " required fekds]

Author: Baiey, Mary &

Event date:" &
Investigator:” ¥]  Same As Author

Area | ] R s B b

s SHAnot B & SIS Ak, Pk Sa OTHII 802 1Akt th asai |545E0 I 1ha st 51 th i
A s il 4 THSaCh 15 It B SeeTTing  anatar B Bk 4 GeaRted

RWP # ,7
Viclated:

Notified: |

Event
Dascription:’
Links mast bagin i 115 38

4030 shamseten o1 e

EMS Related?: & Ho © Yes

Gancel || ResetForm | Addbsues =

= select who you would want to notity about these Radiation Deviation Repert results

An auto-generated emall wil be sent b them

[AnooR Dave =
Anbot, Daned
Andeldatah, Mahmoad
[Andwtatan, Tarer
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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 of the page. You will get another blank
screen to fill out. Repeat until all issues have been input.

— T 1
le“ersn“ I'an - Add issues to an event IEA___

Corrective Actions
Tracking Systam

Problems? Questions? Contact an Adminisirator
Click here to see who can make enlries.

Enter issues for this item:

Typa:' |Comechve =
Task Assigned Te:' =]
Significance Level: 'i L |

lisue Descnption:

= E

Action:

il

o

W

K
=

Livas it Basgle wim R 2L

Primary Cause: [ &
secondary Cause: [ &
15M Core Cause:” | =
15M Principal: | =
Lessons Learned: =

Estimated Compistion Date:" 1B

Cannol sef complelicn dale Lpon <realion of Bsue
Compkibon verhication must b dotumented through staltus updates
Externally identified?: & No © Yes
Environment tal Management Related?. & Ho © Yes
10.CFR 851 Applies?: & No T Yes
Extent of condition check required® & no © ves
External Commitment?: 7
Requires Verification:

Approval Date: 1B

Seloct the togs for | | Gancel | #esatFeem |
Log oty A bt ot = | Tiniah =
[EMAS Log I SRF Log
C Hall A Loy T FEL Log
—— I Beam Diagnastics
Log
I Polarized Source :
i
[T Hall © Log Log
[ Cryngenics I FEL Gun Log
Log &
[ Test Log I Ops Loy

After all issues have been entered “Click” the “Finish” button.

M:\wed\MaryJo\CATS TRAINING Revl.doc 9 11/30/07
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SEARCH FOR AN EVENT OR ISSUE

At the home page click on Take me to the search page

Optimized for IE &+ and Nstscape &+

jaﬁarsun lan = Corrective Actions Tracking System

SHORTCUT: If you have any information regarding the event
or issue (the number, the author, the evaluator,

the area, etc.) try the “Quick Search” Box under
the red box on the left.

Welcome,
Mary Jo,
to the Jefferson Lab Corrective Actions ~

‘What would you like to do?

Eragiand Securite bigtice  Optmized for IE S+ and Metscape 6+

AQIS |
le"e'son I-a'l Search the Tracking System ﬁ%

Actlon:
Tracking System

Problesms? Qu

sy

Please select a category to search within:

*  [rowse Al (ECOMTs DEIWEEn CAlEgoNES

Select the category you would like to search.
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EXAMPLE: “Click on Inspections:

Tracking Bystem

Froblems? Questions? Contact an AGmmisirals Mary Jo Bailey
CIGK NETE b0 S who can mkes enires Ve my vpa mems |

A an Inpection eveni

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

All records wil be saried by

i T Generate a report fro
compietion date 4

Rsuions pou 1o alhow pogus ot i ste

selected criteria in M3 Excel

m»l

[Records to Return: |&‘ Issues O Events |

Search for Keyword(s): I

(Corrective
Frevenive

Search by lssue Type:

Search by Author:

Search by Inspector:

(Ancolt, Dave -
| Akemeser. Lrik
| Anthony. Dasd
atey a0 =]
’—_q = =

Search by Date:
© Logaate
© Inspecton date

€ Est. Completion dase LC
© Complelion date tween [ anat (=
© Approval date
|Zearch by Grg:
© Originating Org =] o |
€ Assigned Org
0 - Miremal -
1 - Miny
Search by Significance Level: |3 | or =
3 - Uadium =l
| Ceaign -
= [Materials
Seanch by Cause Gode: [Par
Training _!J
[Acot. Dave g
. Akkemuier, Frit
search by Task Assignee: o]
tienen, walt =|
[Deana, fas

Saarch by Screanan Ficken, Cartor

itkares, Geon

Search by Verfier:

Search by Type: =

T ————— iy
@1 - Harth UNAT
01-Rm. ML

Swarch by Area;

01 Rm NLPTY

: =

Browse
Batween =] ang x|

search by Safety Warden:

Search by EHAS Reference:

Display EM5-Related items: | © Yes © fio
m:! Externally dentified | o
ma;ﬁmmmcommm € Yes © No
el YT
E;ﬁl:ﬂl:m;mluwu Pt
Display Overdue items7; © Yes © No

|Display List of items: © Open € Complete

™ Generate a repart from the selected eritaria in MS Excel
S 12w 15 aliow Gopsps for iabe

[Fingot | | Soarchi> |

Actions g |

Fill out as much information as you know.
The more you fill out the fewer unwanted hits
you will get and the less time you will spend
on the search.
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You will get a list of events/or issues that fit the criteria you fill in:

Opbrizd for |E S+ and s cage be

AQIS /
IB" 1son I'all = Search results for issues A
Corrective Actions

Tracking Systam

OTE: You can sort your results using the

Froblems? Questions7 Contact an Agminisirator

————— — pull-down menus provided.
Horme: . Sort Results:
Asmin ¢ 8 r oaher tiga i S0t By [Est Cometebon Date ] [AscenninG =] [Sem]

I55ue ®
Signitcanca Level
Found 28 isuis

Chck on the issue

Click on the event/issue you would like to
DELETE ISSUE & RISK TYPE DESCRIPTION COMPLETE BY COMPLETED

— = | review:

nRrogen storage
External tankzmustbe .
Observabion  labeled in 2005-10-20 2005-10-17
accordance with
20 CFR
15101200

The trash can
IoCAlEd near e

e External y
C INSP-2005-006-00 SSE oo anon o 2005-11-01
Compressar
Room The
legaty fioor
External penetrations
5 2 2005 2005-10-
O IHSP-2005-096-02 BRER opcorvation located near e 1020 10-18
approach fo the
eyewash station
o

e S e e
s s

Protiers? Csestony? Contact an AT

S D 10 36 who Can maee enres. T |

Oy the Jufior. Inspecin. o 0 AdTinisiraior Can ect s event recon

Inspaction Type: Esiemal Otsenaien

Areaisy atety Warden  Rasponsibie Misager
08 - Contral Hetum Liguetier {CHL} Supeion Man - Amss Deoa
Aevompanies By Dana Arenan. ke Weson
Diets £ e
4 Issue(s) for this event:
ey
View as: wlist oindividual lssues L )

iy T Susr geca. o o Adear -
A8 ol ubers fary 830 SES xses. 1 e fecord # 8% WOT cieses

— = (-1
Type: B |
S —
s
Sigrncance Lever 3iom
auw Casc i essr finom The oo penetratons (o ated pear e N
Isus Dessrgsen: Comprrsar oo The gy Sow penceatens irated nca P agproach

15 e prwih staion iocabent af The South-emt comnat of e
YT

Recommanded Corrattres Atten: The ryr mat® slatoe, et e miveend o e cortusl shun sboued be cemeved

rimary Caute Cada
Sacendary Cause Code:
MRS Manual Cragter 6000 - Sale Egresy | o)
Exnmaned Completion Bate: OCT 30 0%
Completon Date: OCT 1003
Extemaby igenimed: 3
HCERARI Applies™:
Extent of consition chack requinedT:
Screened Br [ Cack here 0 mank Mat you have screened i msue

Appreval Bute:
Amacnmaas
5 Status Update(s) for this isswe: At gt gty
Delets Description
(= Al egacy penetatons were (overesd W satety Cones
(-] Apon hather discurssion & has been gacided fo remove e iepacy Soor
penetaton
[ MOS0 AN legacy Penetnion i e was iwars fe eye wash siaton
[ 15 fioor evel T rn
armete:ana | have ordered phagy b0 seal hem
" Paps uree been mytated 1 3 rge peratratom ent Voman
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ENTER UPDATES

Follow the direction for “Search for an Event or 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.

+ Agg an ever | SortResuts: |
" e [ees aeseee g sa) - NOTED Anybody can enter an update to
DELETE  [VIMT # TYPE AREA IHSP_DATE oRG FINDIGS
I NSP00a-269 fﬁ”fﬁu‘?f:ém"“"‘ e iceEaE S CEcliTios I‘?:‘;‘I"ESB?JT;’Y' g;;ﬂ'
I INSP.2004.257 :’,’("’If:‘d':g'a;"'“""' Room: 115 of Eidg: 58 DEC 17.04 ;I';’I‘n“;;';:“' g';:_fr;‘
r NSP.2004.113 :,}':'f:eid':l'cf:‘j""'""' 2. Serdce Builting JUL 30, 04 "_I'c[’l‘:‘b:l":':“ g;:_,’n'
I INSP-2004.112 ::"fiur;ﬁ:;]'"“""' 92 - Senvice Bullding JUL 16, 04 :JT‘;;L’I:" 2‘:::"5
r 2004.105 ﬂ_'fq,'::ﬂ;"m"' 42 - Senvice Bullting Junos, 04 HES Safety ﬂlf:!’"'
I INSP-2004-104 f:fflfﬁjf)m“m 92 - Service Bullding JUN G2, 04 ﬁ:‘fjs,ﬁ:ﬁw 2p°:"'
F INSP-2004.103 i’!f’f_"?‘?;mgm 97 - Serdce Building May 28, 04 Iﬁ:ff,‘?;‘:? 2;{;
I INSP-2004-107 ?ﬁ"ﬁuﬂ?émmt 97 - Service Building MaY 12, 04 I‘Eg‘rﬂ";ﬁ;"‘ gpogrnl
r ez SESORATNEN  oriem. oTHeR e ‘;m‘;’;ﬂ?“' g;!’nb
= EMES Nenanmant EMES Batone . Aaf &
Click on “Add a Status Update.”
-,1CK.oNn 200 a otatus Upaate.
\'\n','th author, Inspes Or an Administrator can edit :ns‘lnﬂlnn
AR Otner users may ad
1at6

Craslwd EF 30,06

Finding Number: 1:57-23

Task Assigned Te:

on
Risk Code:

Finding
Descriptien:

Recommended

Corresponds to Defcl
WE/DE. No date and time
repon

Review subcontract bo ensure)

Extarnally v
Identifie

Emt Finding I

1 from DED inspection ster aated
Tisty'sis from Subich

actor on it data

{ent detail s provided to

Corrective subcoriractor for report details ke subiconract
Action: modicabans, if necessary
EHAS Manual: Chapter 6731 - Groundwater Proqect
Estimated Ea
Completion Date: &
Closure Date:

Daleto Finding I

0 Status Update(s) for this finding:

Add a ssatus upate |

Dalatn Data Dascription Aasthar
Dalate Updates
B pes
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Fill in the big box with the update. Choose the individuals you would like to receive this update.

Push the “Add Update” button at the bottom of the page.

B LT ] 15 ek 2 statues upeato to finding: INSP. =lo) =
Add a status update to finding : INSP-2005-083-01 or can edit this finding,
[ record if it s NOT closed.
mmmmmm 1ar5
Riiawl e
Gt Finting |
Links vt i with* L (537 |
Service ReQUESE # (1 sy ractice
kercy #1 from DEG inspection lelter dated
S Check 10 Send an emall vensying this update 1o the: [ne of anakysis from subcontractor on the data
T BUTNOT (asesmene ri y
- fp ol L] ensure suMcient detall |3 provided to
Responsible MANAGEr smals . Eisy et detals, 3nd maks subConract
I Bafety Warden o iy

The Inspector will automaticaly receive an email pcwater Protection [ par)

Or choose others:

a: | A & stabs updite

Description Author

Rask b s (&)

There is also a link to “Submit a Work Request.” If you are assigned to the issue you will receive an
E-Mail notifying you. There will be a link within the e-mail which will take you to the appropriate
event/issue. After reading the “Issue Description” and “Recommended Corrective Action” and you
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 issue will not be closed until it has been verified that the

work has been completed.

Problems? Questions? Contact an Administrator.
Click here to see who can make entries.

_4 Fill in the Boxes and “click” “Create Work Request”

Mary Jo Bailey
View my open issues

— Issue Num INSP-2007-063-05
- significance Level 0
AT Area 28 - VARC (28)

Tracking Records Short Description |

EH&S Info Appendix 6500-R2 ODH Areas lists the
Cryomodule Test Cave (with

concrete doors closed) as an ODH 1 Are;
[This is inconsistent with

Requirements Long Description

Work Control Docs

ars max)

Work Classification |

Create Work Request

Work Requests
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CLOSE AN ACTION

An item can be set to “complete” by the Action Owner for Levels 0 and 1. A request for an action to
be approved will be made as a status update. Be sure to "Click" the box to e-mail the update to
someone who can approve it. Refer to the Issues Management Procedure for further completion and
approval information (process and responsibilities).

Task Avsigred Tor ey Mary 0

Significance Levet 0.1,
Insise Description:

Enter a Status update with a
brief description of the action
taken.

Recommended Corractive Action: |

Primary Cause Code:
Secondary Cause Code:

EHES Manual:

Estimated Completion Date:  DEC 31,07

Complation Date:
Externally Identified: 1

10 CFR 851 AppliesT: N
Extent of condition check required?: N
Screened By:  Fickien Carler on OCT 18, 07
Appeovsl Date:
Amachmants:
Dhwiete lnse I
0 Status Update(s) for this issue: A4 et upedas
Delets Date Description Author

Dbots Uptaton | rmoseton Diote has charsged [ ereds)

COTTECIVE ACIIOIT.— [effectively collecting and dissemnanng 165 5on 5 [earned o m all

organizations within JLab

H
Links must begin with' http (sh://"
. . . Primary Cause:* Not ad it -
Fill in the “Completion | torseeaxe =
Secondary Cause: | =1

Date” with the date the

Estimated Completion S
action was completed for pletion _ [11502007 | (B
LevelsOor 1. m -

According to the Issues Management procedure, the completion date cannot be set on a significance
you are an administrator or the author or originator of the issue

Externally Identified?: @ No Ys

Environmental Management Related?: & No Yis
10 CFR 851 Applies?: & po Yis
Extent of condition check required?: & No Yis

External Commitment?: [

Requires Verification: [
Approval Date: I

Select the appropriate logs for Electronic Log entry Spell Check | Cancel | Reset Form I Save Changes > I

Click “Save Changes” at the bottom of the page. This will set the issue to “Complete” status. ‘
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CREATING REPORTS

From Home page click on “Take me to the Report Page”

Privacy and Security Motice  Optimized for IE 5+ and Metscape 6+

AQIS /

Jefferson Lab -

HOME | SEARCH | CONTACTJLAB

Search the Tracking System

Corrective Actions
Tracking System

Problems? Questions? Contact an Administrator. Mary Jo Bailey
Click here to see who can make entries. Wiew my open issues

Home 4 >, Please select a category to search within:

Admin

Assessment / Audits

Inspections

Occurrence (Accident / Incident)s
Radiation Deviation Reporis

Tracking Records
EH&S Info

Requirements

Work Control Docs Or:

Work Requests
» Browse all records between categories
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EXAMPLE: “Click on Inspections:

Tracking Bystem

Froblems? Questions? Contact an AGmmisirals Mary Jo Bailey
CIGK NETE b0 S who can mkes enires Ve my vpa mems |

A an Inpection eveni

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

All records wil be saried by

i T Generate a report fro
compietion date 4

Rsuions pou 1o alhow pogus ot i ste

selected criteria in M3 Excel

m»l

[Records to Return: |&‘ Issues O Events |

Search for Keyword(s): I

(Corrective
Frevenive

Search by lssue Type:

Search by Author:

Search by Inspector:

(Ancolt, Dave -
| Akemeser. Lrik
| Anthony. Dasd
atey a0 =]
’—_q = =

Search by Date:
© Logaate
© Inspecton date

€ Est. Completion dase LC
© Complelion date tween [ anat (=
© Approval date
|Zearch by Grg:
© Originating Org =] o |
€ Assigned Org
0 - Miremal -
1 - Miny
Search by Significance Level: |3 | or =
3 - Uadium =l
| Ceaign -
= [Materials
Seanch by Cause Gode: [Par
Training _!J
[Acot. Dave g
. Akkemuier, Frit
search by Task Assignee: o]
tienen, walt =|
[Deana, fas

Saarch by Screanan Ficken, Cartor

itkares, Geon

Search by Verfier:

Search by Type: =

T ————— iy
@1 - Harth UNAT
01-Rm. ML

Swarch by Area;

01 Rm NLPTY

: =

Browse
Batween =] ang x|

search by Safety Warden:

Search by EHAS Reference:

Display EM5-Related items: | © Yes © fio
m:! Externally dentified | o
ma;ﬁmmmcommm € Yes © No
el YT
E;ﬁl:ﬂl:m;mluwu Pt
Display Overdue items7; © Yes © No

|Display List of items: © Open € Complete

™ Generate a repart from the selected eritaria in MS Excel
S 12w 15 aliow Gopsps for iabe

[Fingot | | Soarchi> |

Actions g |

Fill out as much information as you know.
The more you fill out the fewer unwanted hits
you will get and the less time you will spend
on the search.
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Select the items you would like to have in your report.

(Make sure your PopUp menu is enabled for this site.)
(=T

Go  Bookmarks | Tools  Window  Help

Search the Web Ctrl+Shift+F =5

Translate Page kingfsearch.php?search_type=|NSP&return=ﬁndings&need_rj é‘Searchl S~ -

Cookie Manager

Image Manager

e Optimizedforie [ GPUR Manager
Form Manaoger

l I] . Password Manager 3

]“ a = Download Manager rracking System

g
Web Development 3 Corrective Actions

Tracking System
Switch Profile...

- vy v v

|»

InNs? Contact an Administratar. Mary Jo Bailey

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 ) . ¥ Generate a report from the selected criteriain M el
|n5pectign_ Jp' _;j Requires you to allow popups for this site
|search for Keywordis): | _search - |
|search by Author: |
Click Search.
H-IE] -IE
Select which fields you would like to see 3
in your Excel repurtl fatrackingmam_search_lisd php?aaarch type=INSPARam type=14 j ;_o_!inlrnnl j.Jum - |
+ Checkal b

 Uncheck All

™ Everit Record Humber

I inspection dats results for events (mﬁ

™ Logaate

nmnnx\é
I inspiction Typie
i

Tracking Systam

ey cpan fmdngr

anied By
r irg

T Sataty Warden
I Responsibie Area Manager

events

IYPE AHEA INSP_DATE ORG FINDIHGS

. aT - e EHES Radation 10f 5

S OTHER - OTHER MG 11,08 Co S
528 . Ramiation Cantrol i a— 1063

e UL 0,08 selersonLab

B9 - Accelerator Technical s Accelerator Dof 1

Support (ATSH) JUNO3. 85 gineening oRIEn

MERI9,  SRFInsttute  Oof b

lom: 279 of Bidg 58

[ Dept opiEn

. MARZ3,  SRFInttute  Dof i
Jof By 58 P
MAR I3,  SRFInsttute  Dof
ns risnt nnen

r PSP o005.00q EES Department

FIRST ‘ ‘ SRR fscheduled)

EHLS Department

r s + Room: 77 g 58

A Pop-Up Box will appear which will display the items available for reporting. Check the items you
would like to chart.
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[ Report Field Selection - Mozilla [ |

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

* Check All MOTE: It might take a minute ar two ta

* Uncheck Al fenerate the report and fields will e in
the order ywou see here.

I Event Record Number Subimit |

I Inspection date

™ Logdate

W Inspection Type

W author

I Inspectar

I Accompanied By

I Inspectar Org

W area

I satety Warden

Wi Responsible Area Manager

Click Submit.

Submit |
results for events

The file "ehs_tracking_report.xls” is of type applicationfvnd. ms-exce

Acrobat

-3 A g

0l =)

2] 2 sessn -:.'

CATS

| chee scrio— A

ming Bystem

—r— . -

[
A [Gereors 2 _sa

o [T

| (Microsoft @
Excel Worksheet), and Mozilla does not know how to handle this file type. This

file is located at:
https:#mis.jlab. orgfehs/Aracking’

YWhat should Mozilla do with this file?

er & Open it with the default application (Excel)

 Open it with
 Sawe it to disk

[T Always perform this action when handling files of this type

Choose...

Ok I Cancel

ori
Fac

15

Click OK
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=l=ix
@) Ele Eot Yiew [nser Fgmat Jools Data Y¥ndow  Hel  Acopat pquestinilabo L @ W
A - - B S U EEFEE SR, BAEE L -D-A
D@ SRV L RB-F oo |- S0 -3,
L3 A %8 ) T ¥ | 79 g | e Rept wits Sh Lo .
£ 33 reconds found
E | [T I E [
TVPE AUTHOR AREA, RESPONSIBLE_AREA_MANAGER
EHLE Dup i bhemuier, Eric 31 fcid Meulrakzation Mammosses, John
EHLS Dup i bhemuier, Eri 340 - Accelerator Traiks Freble, Joe
EH&S Dep i bhemeier, Erk 34E - Accelerator Traike Fretble, Joe
EH&S Dep i bhemeier, Erk 3405 - Accelerator Trasler Witson, Ned
Erlermnal Observation | Abkemeier, Eris 528 . Radiation Contl Traikr Abkerneier
] L Erk Fioom: 108 of Hldg 53
T Abk Enk Hoorm_10A of EBldg 55
T Abk Enk Fioom 110 of Hldg 53
Er oom: 122 of Bldy. 3
Er Foom:_129C ol Bldg Poelker, Watthew
Er ‘oom: 180 of Bldy. 3 [ Johr
anerer, En ‘oo 141 of Bldy. 3 [ Juhn
anerer, En ‘oom: 142 of Bldy. 3 [ Juhr
anerer, En foom. 15 of Bldg 56 Heckman, Juhn
maier, Enk oom: 153 IN Stebel, Mircea
maier, Enk oom: Xk g Dzelis, Jog
Obs H Ers oom: X7 0 Whalatch, Timathy |
maier, Enk oom: 272 g enmer, Hober
maier, Erk oom: 272 I mmer, Robert
maier, Enk oom: 277 IN stebet rCes
maiar, Erd nom 278 - Mammossse_lohn
maiar, Erd nom 279 i
maiar, Erd nom 279 i
maiar, Enk 'oom: M g Ozaliz, Joa
maiar, Enk ‘oom: 6 g Howater, Curt
maiar, Lk nom 793 T Hiatt,_Tommiy
p ior, Erdc| 7 - Arcelsatos Mardanance & Support Garza, Omar
AV N— —

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 include authorship rights and the ability to delete events and

issues.

Administrator — A person who has access privileges to delete events and issues and grant
Author access privileges to individuals.

Author — A person who enters the event and issues into the CATS System.

CATS - Corrective Action Tracking System.

Evaluator — The person who documented the event.

Event - A record, report, assessment, audit, or inspection which generates one or more
issues.

Issue — A single requirement or recommendation assigned to an individual which is to

be accomplished in an allotted period of time in order to accomplish a
predetermined goal established by an event.

General User - Can enter events and issues into the system as an author.
Safety Warden —  Can enter events and issues into the system as an author.
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