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1.0 OVERVIEW

The Department of Energy (DOE) Corrective Action Management Program (CAMP) prescribes
process requirements and responsibilities for DOE line managers to develop and implement
corrective actions to effectively resolve safety findings arising from:

Findings as identified by the Office of Independent Oversight and Performance
Assurance Environment, Safety and Health and Emergency Management assessments;

Judgments of Need as identified by Type A accident investigations:

Other sources as directed by the Secretary or Deputy Secretary, including crosscutting
safety findings.

Requirements and responsibilities for implementing the CAMP are delineated in Attachment 4,
DOE Order 414.1B, Quality Assurance. Assessments, investigations, and other reporting
sources identified under the purview of the CAMP will be referred to as assessmentsin this
Guide. Safety issues, findings, and Judgments of Need identified under the purview of this
program will be referred to as findingsin this Guide. In order to effectively track and report the
status of the assessment findings and associated corrective actions to resolve the findings, DOE
established the Corrective Action Tracking System (CATYS) database.

The CATS is aweb-based database used to maintain the documentation associated with CAMP
related assessments. It is used to create, edit, view, and report assessments, findings identified in
the assessments, Corrective Action Plans (CAPs), and individual corrective actions in response
to the identified findings. Assessment report data and findings identified in the assessment
report are entered into CATS by the Office of the Assistant Secretary for Environment, Safety
and Health (EH). The CAP data and corrective actions for each of the findings are entered into
CATS and followed-up by the field element manager designated to coordinate and develop the
CAP and track and report the CAP datain CATS. The assessment report, CAP data, findings,
and associated corrective actions are linked to allow users ready access to al corrective action
information relative to each assessment report.

Although there is no classified information in CATS, the description of identified findings and
corrective actions outlined in the database are potentially sensitive. As aresult, members of the
public cannot access the CATS. Accessislimited to DOE and other Federal agency employees
and contractors, and is strictly controlled through a registration process. To access CATS, see
paragraph 2.4 of this Guide. Members of the public may request paper copies of CAMP
information in CATS by contacting the DOE Office of Environment, Safety, and Health
Information Management Helpline at eshinfocenter@eh.doe.gov (E- mail) or 1-800-473-4375
(phone).

This Guide can be accessed from the Corrective Action Tracking System Web Site at
http://www.eh.doe.gov/campl/trackingsys.html or through the Corrective Action Management
Program Web Site at http://www.eh.doe.gov/camp/index.html.
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11 CATSDATABASE ACCESS CONTROL OVERVIEW

Most persons who register for access to CATS will have view (read only) access. To prevent
unauthorized persons from entering or changing datain CATS, only DOE Federal and contractor
personnel specifically authorized by DOE Headquarters and field element managers to register as
CATS editors will be allowed to enter or change information in the database for their specific
gtes.

CATS Database user access categories are:

Read Only - authorized to review all report and CAP information in CATS but cannot
create or edit data.

Editor - authorized to review all report and CAP information in CATS and can create and
edit data pertaining to their specific site.

Assessing Organization Editors - authorized to review all report and CAP information in
CATS and can create and edit internal assessment follow- up fields only available to the
assessing organization.

12 CATSARCHITECTURE

Records in the CATS are organized to produce alogical flow of information and to define
products to allow the Field Element Managers to effectively manage their respective site’s
Corrective Action Program. There are three (3) record types: Report, Finding and Corrective
Action. They are organized to maximize the information relationships between the assessment
report, its findings and the corrective actions to resolve those findings. The CATS records are
stored in the system in a one-to-many relationship, (i.e., multiple findings to a single report and
multiple corrective actions to a single finding).

Report
i
| |
Finding 1 Finding n
Coirective Collrective
. . n
Actiont Action-]

CATS Record Structure
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The planned product (action deliverable) that provides the objective evidence of the corrective
action fulfillment is defined in the corrective action record. For every action deliverable there
should be a single corrective action record. This one-to-one relationship enhances line
management ability to effectively record ard track the status of corrective actions to successful
completion.

13 RECORD K EEPING

The CATS system is not designed to serve as an electronic record keeping system. All pertinent
records related to a Finding must be maintained by the organization of origin in accordance with
DOE Federal Records regulations and guidance.

14 PRIVACY ACT STATEMENT

CATSisavallable to employees of Federal Agencies and their contractors. All data entered into
the system must be carefully reviewed prior to submission to ensure that no Privacy Act
information is included.

15 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 dataasit
trangits the Internet. Users must have a version of Internet Explorer or Netscape that supports
SSL communications. Recent versions do support SSL.

20 ACCESSING CATS

CATSisan IBM Lotus Domino web-based application that runs from a domino server. CATS
can be accessed through either of two Internet browsers: Internet Explorer or Netscape
Navigator. Users are required to register alogon ID and password the first time they access
CATS. Once users receive their logon information, they are ready to access the CATS system.

CATS can be accessed from the CATS Web Site at http://www.eh.doe.gov/catsentry.html or
through the Corrective Action Management Program Web Site at
http://www.eh.doe.gov/camp/index.html....

2.1 ACCESSING THE INTERNET

The Web browser used istypically one installed by the computer support team for DOE users.
CATS s accessed using a standard Web browser.
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To access the Internet using the Microsoft’s Internet Explorer, double-click the Web browser
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
Internet Explorer browser, the standard browser of the DOE Common Operating Environment
(COE). However, the functionality of Netscapeisvery similar.

2.2 URL ADDRESSLOCATOR

A URL (Uniform Resource Locator) contains specific address components that identify where a
web page is located. Http:// indicates the link is on the Web and is followed by the domain name
or address (e.g. http://www.eh.doe.gov/camp/index.html) that is a location of a direct web site.

#] Corrective Action P rogram - Microsoft Internet Explorer

S T
File Edit View Favorites Tools H : QEack = _

Address FE} hitkp: [ feneny, eh, doe, gowf camp)inde:x. hkml
Lirks ..E Cuskamize Links _j Free Hokmail {_&j Windows cg_j Wirdoms
I

Address FavoritesList
Enter the web site address in the Address Bar.
Press Enter to retrieve the web site.
Click the Favorites menu item. A list of favorite URLs is displayed.

Click on Add to Favorites to save the address for future use.

2.3 ACCESSING CATS

To access CATS complete the following steps:
Open your Internet browser.

Enter the ISM Resource Center Corrective Action Management Program page URL :
http://www.eh.doe.gov/camp/index.html.
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Click on Corrective Action Tracking System (CATS).

\

Corrective Action Management Program
(CAMP)

Welcome to thq Department of Energy’'s Corrective Action Management Program (CAMP)
Web Site, The QaMP delineates requirements and guidance for addressing and effectively
resolving findinds identified by the Office of Independent Oversight and Performance
Acsurance envirknment, safety and health and emergency management assessments;
Type A Accident ywestigations; and other sources as directed by the Secretary or Deputy
Secretary, This b site is designed to share information on the purpose, process, and
results of the CARP which will assist you in implementation of the program. Please contact
us if you have and questions or comments,

« CAMP Backgkound: The purpose and history of the CAMP is outlined to explain the
origins and difection of the program to assist line managers in effectively resolving
and preventing recurrence of significant findings.

« CAMP Directivies and References: A list of DOE orders, manuals and guides with
direct access lijkage is provided to inform, direct, and guide employees in
implementationfof the CAMP,

@ Corrective Actigqn Management { CAM) Team: The mission, functions, operation
and membershi%?f the cross-organizational working group of representatives from

Headguarters any field offices to coordinate the CAMP is explained.

@ Corrective Action Tracking System (CATS): The CATS web-based database is
used to enter, track, and report the status of corrective actions to effectively
resolve and prevent recurrence of reported findings. The database is provided with
guidance for accessing and viewing the database. Access is available through
registration.

o CAMP Quarterly Reports: Copies of each quarterly report disseminated to the
Office of the Secretary, Assistant Secretaries, and senior DOE managers are
provided with a summary status of corrective action plans and associated
corrective actions,

@ Contact Us: Send an e-mail or call us with your questions or comments

Click onthe CATS Database option.

Corrective Action Management Program
(CAMP)

Correctivg Action Tracking System - CATS

The CATS §eb-based database is used to enter, track, and report the status of corrective
actions defeloped and implemented in the DOE Corrective Action Management Program
(CAMP) to kffectively resolve and prevent recurrence of reported findings, The weh-site
includes gyidance for accessing, reviewing and editing the database. Access to the CATS
is availablg through registration.

The CATS database and the CATS Users Guide are listed below,

v

# CATS Database

' CATS Users Guide

# CATS Data Dictionary
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The next screen, the Corrective Action Tracking System Welcometo CATS screen provides
an introduction for accessing CATS as well as four login options. User Login, Request Read
Only Access, Change Password, and Request Editor Access.

Corrective Action Tracking System

Welcome to CATS.

MOTICE: Because of the potential sensitive nature of some information in Corrective Action Plans (CaPs) that
iz placed in the Department of Eneray (DOE) Corrective Action Tracking System (CATS), DOE is limiting access
to the CATS web site. Members of the public cannot access the CATS web site at this time, DOE regrets any
inconvenience caused by this decision in response to the Deputy Secretary’s concern regarding accessibility
of DOE operational information,

Access to the CATS web site by DOE employees and contractors presently registered with the web site will
not change, Registered users will continue to access the web site as they did prior fo this change.,

Mon-registered employees and contractars from DOE and other Federal agencies may request a read-only
account to wiew corrective actions on the CATS web site by selecting to register for read-only access (helow?),
and completing the electronic registration form presented. Please complete all reguired fields, indicated by
an arrow. The system will confirm your registration by E-Mail, which will contain your Login 10,

DDE will continue to provide paper copies as available of corrective action documents upon request, You may
subrnit your request for a specific document by contacting the DOE Office of Environment, Safety and Health
Infarmation Management Helpling at 1-800-473-4375 or email; esh-infocenter@eh.doe.goy, We will direct
your request to the responsible DOE office.

_ Request Read
only Access
Request Editor
Cha"gg St

There are two types of user access: Editor and Read Only. Both require alogin ID. Editor
access provides limited editing rights that allow a person to enter data to generate reports. Read
Only access allows the user to search and view reports, findings, CAPs, and corrective actions.

2.3.1 User Login

If you have a CATS account (including a Read-Only account), complete these steps.

Click once on the User Login button.

User Login

Note [If prompted with a Security dialog box, select the" Yes' button.

The Login screen will be displayed, as shown on the following page.
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T

User name: | | M

Password: |

[C1remember my password

l (2] 4 ][ Cancel l

Enter your User Name and Password.
Note Passwords are case sensitive.
Click on OK.

You are entered into the CATS Main Menu system.

Wilceaoe to the Cearectine Acticn Tracking Syepem [ CATE), TWersion 4. 0. Thaa version of Cerp CATS incetporatae Fllawing new
feabures:

» hlew Mrvigotor The nawgator has bes=n redesigned to improve performamce. The new menus pay atention to the font size, so faou
nicrease or decrease the browser's foot size, the mems opbons will get tigmer and smaller

w Goved Tearcies. Teee new bultons appess wilien a search Form ie loaded to pronde the abdiy to save sparch citena, no saved
iearchea, and delete them

Lt Befectians: Field Element Janager on CAFs and Besponstle Manager on Acboos now have deop-down bt bo select a
AR,

o Hofp Undates Oubine help cortent has beenwpdated to reflect the neve faatares and fanctiens, such as saeed searches.

Chck bere for a bo=t explanabion ofheow to use CATS, or chck the Help button near the upper nght comer above ta miroke the colme help
syl

FPor techedval asastance please contact the ES&EH THPCIENTER at 1-800-472-4%75 ar pend them e-tnedl b chieking esh-
miccerteriTeh doe gov. Chuesbons concernmg Polies or Frocess should be drected to Steve Febersen ab 301-903-4022

Note Asaregistered user, you are also able to enter the CATS Main Menu via any Bookmarks
or Favorites CATS page. |If you choose to access CATS using this method, the systemwill bypass
the logon page, and prompt you for your login ID and password before entering the CATS Main
Menu.
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2.3.2 Request Read-Only Access Account

If you are not required to create or edit datain CATS, you may request a Read-Only account
which will give you access to view CATS once your registration is processed. You must be a
federal employee or contractor located in a federal office with a government domain (e.g., .gov
or .mil) to receive a Read-Only account.

Note: Exceptions to this policy must be approved by the CATS administrator before accessis
authorized.

With a Read-Only account you will not be able to view any attached documentsin CATS.

If you wish to receive read-only access to CATS, complete the following steps.

Click on the Request Read Only Access button.

Request Read
Only Access

Compl ete the short registration form.

Click the Submit Request button to receive alogin password to CATS.

2.3.3 Request Editor Access— Acquiring a CATS Access Account

Note: Authorization to enter corrective action data for your organization or site will require
completion of an authorization request form and verification with your manager before you can
access CATS

Users who require edit access should request an account viathe Request Editor Access button.
Once a user receives their editor account confirmation via e-mail, the user has the ability to
change their password.

To request a CATS account with rights to read and/or edit data, complete the following steps.
Click once on the Request Editor Access button.

Request Editor
Access

Note |If prompted with a Security dialog box, select the OK or Yes button.
Complete the on-line registration form.
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Click the Submit Request button.

In approximately 2-3 business days, you will receive your access information via the e- mall
address you provided on the registration form.

2.34 Changing Your Login Password

If you aready have a CATS account, you have the ability to change your password.

To change your password, complete the following steps.

Click the Change Passwor d button.

Change Password

Enter your User Name and Password in the Login dialog box.

The Password Change Request screen opens.

Password Change Request

MNatne: Ted Eutlrowsla
Old Password: l
New Password: [shyhllexan

This is a suggested new password. Feel free to change it.

Enter your Old Password, and then enter a New Password (or keep the one provided by
the system).

Click the Submit Request button at the bottom of the page.

The following rules apply to the creation of passwords.
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DOE Order N 205.3 on Passwords

In accordance with DOE N 205.3, "Password Generation, Protection, and Use", and DOE G
205.3-1, "Password Guide", dated November 23, 1999, your Login Password must conform to
the following guidelines.

In regards to your password for CATS access, you agree to the following guidelines when
changing your password:

1. Password contains between 8 and 10 non-blank characters.

2. Password contains a combination of letters, numbers, and at |east one special character
(ex.#or 9).

3. Password contains a nonnumeric in the first and last position.

4. Password does not contain the user ID.

5. Password does not include the user's own or, to the best of his’her knowledge, close
friends or relative names, employee serial number, Social Security number, birth date,
phone number, or any information about him/her that the user believes could be readily
learned or guessed.

6. Password does not, to the best of the user's knowledge, include common words that
would be in an English dictionary, or from another language with which the user has
familiarity.

7. Password does not, to the best of the user's knowledge, employ commonly used proper
names, including the name of any fictional character or place.

8. Password does not contain any simple pattern of letters of numbers, such as "gwertyxx"
or "xyz123xx".

9. Password employed by the user on his’her unclassified systems is different than the
Passwords employed on his/her classified systems.

Additionally, you agree to protect your Password in the following manner:

1. Individuals must not share Passwords except in emergency circumstances or when there
is an overriding operational necessity.

2. Individuals must not leave clear-text Passwords in alocation accessible to others or
secured in alocation whose protection is less that that required for protecting the
information that can be accessed using the Password.

3. Individuals must not enable applications to retain Passwords for subsequent reuse
consistent with the organization's CSPP.

4. Passwords must be changed:

-At least every 6 months

-Immediately after sharing

-As soon as possible, but within 1 business day after a Password has been compromised,
or after one suspects that a Password has been compromised.

-On direction from management.
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24 CATSM AINM ENU OVERVIEW

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

First, allow CATS to 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; this will not disrupt the Navigator loading process. Secondly, the “CATS’
icon at the upper left corner isalink that reloads the CATS home page from any CATS screen.
The CATSIink is part of the Navigator bar, which appears throughout the main database.

Tl archive]
[P

Welcome to the Corrective Action Tracking System (CATS), Version 4.0, This wersion of CorpCATS
meorporates following new features:

s New MNavigator: The navigator has been redesigned to improve performance. The new menues pay attention to

\avigator
the font size, so if vou icrease ot decrease the browset's font size, the menu options will get bigger and smaller,

s Saved Searches. Three new buttons appear when a search form iz loaded to prowide the ability to save search
critena, run saved searches, and delete them

View
Pane

o List Selections. Field Element Manager on CAP: and Eesponsible Manager on Actions now have drop-down
list to select a manager.

s Help Updates: Online help content has been updated to reflect the new features and functions, such as saved
searches.

Chck here for a brief explanation of how to use CATS, or chck the Help button near the upper nght corner above to
woke the online help systemn.

For technical assistance please contact the ES&H INFOCENTEE. at 1-800-473-43735, or send them e-mail by
clicking esh-infocenteri@eh doe gov. Questions concerning Policy of Process should be directed to Steve Petersen at
301-903-4022. e

The following table describes the two portions of the CATS screen.

View Description

Menu Displays alist of actions and forms available to the user.
(There is 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.

25 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.
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A button in the Navigator represents each possible selection. When a button is selected, the
button will be highlighted in yellow, as shown in the figure below. The options available for the

highlighted menu option will be listed below it, as shown. The options for Search include For
Reports, For Findings, For CAPS, and For Actions.

Selected ——— [i_SEﬂI‘Ch

Expanded _Ifﬂl“ REP#P‘I’S

Menu | for Findings

P for CAPs

B for Actions
View

j MNew

Link
Reporting

Unselected

To refine your selection, click one of the options. The selected button will be highlighted in
yellow, as shown in the figure below. The menu will be expanded to reveal more selections. For
example, if you click the For Reportsoption, the menu expards to revea the additional
selections by Title, by Final Date, by Site/ Facility, and by Type. When you click a selection,
it will be displayed as shown below. If you hover your mouse over a selection, the dark blue
edge of the button will change to yellow.

ISnznrch

Ifcl-r' Reports [
by Title

il:ri,.ur Final Date

Selected /

Mouseover

Expanded
Menu

by Site /
Facility
Bby Type
B for Findings
P for CAPs
Bfor Actions

‘Il_.-"_iew
Mew
Link_
Reporting
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This menu contains the following options. Search, View, New, and Link. In the image above,
Search has been selected. The following is an outline of the available nesting options, organized

by levdl.

Function

Form

View

SideMenu Bar

Search

For Reports

by Title

by Fina Date
by Site/Facility
by Type

For Findings

by Number

by Description
by Principles
by Func. Area

For CAPs

by Manager

by Organization
by Status

by Completion

For Actions

by Manager

by Site/Facility
by Status

by Completion

View

All Reports

by Title

by Fina Date
by Site/Facility
by Type

All Findings

by Title

by Description
by Principles
by Func. Area

All CAPs

by Manager

by Organization
by Status

by Completion

All Actions

by Manager

by Site/Facility
by Status

by Completion

New

Report

Finding

CAP

Action

Link

Add

Finding
Action

Delete

Finding
Action

Reporting

Quarterly Report

On the Web

Actions by SO
Actions by Site
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Function Form View

In Excd File Actions by SO
Actions by Site
Top Menu Bar
Help View the CATS online help
Archive View the CATS archives (may

not be edited). This archive
contains all reports closed prior
to fiscal calendar year 2001,
and increments by one year as
each year is completed. The
CATS archive database is read
only, but CATS Editors have
the authority to see and
download attachments.

30 CATSDATA ENTRY

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

3.1 CREATEA SOURCE REPORT

The Sour ce Report is the final report from one of the sources listed in paragraph 1 of the guide
that list findings to be tracked in CATS. Source Report information is entered into CATS by the
Office of Environment, Safety and Health.

From the Main Menu, select the N ew button.

Select the Report button.

The Report Data form is displayed.

|RepurlData
Production |Repoft"['ype ” [v]

Report Title ‘ |

|Final Report Date ‘

Findin |Of'ﬁcefFaciJity Reviewed ” [v]
CAFP

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

Click on the drop-down arrow in the Report Type field.
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The choices for report type are displayed.

-

Tywpe A Accident Investigation
EH-2

melt-Aszzessment

Emergency Management
ESEH

ESd&H-Emergency Management

Select areport type, and press the TAB key to go to the next field.
Enter the Report Title of the source report. Pressthe TAB key to go to the next field.

Enter the Final Report Date in the field in MM/DD/YYYY format. Pressthe TAB key
to go to the next field.

From the drop-down list, select the Office/Facility Reviewed.

Before saving your Source Report, use Spell Check (currently under devel opment) to check the
spelling of words in the Report Title.

Click once on the Save button to save the report entry into the database, or click the
Clear Data button to erase all data and start over.

Note The Report text itself is not entered into the CATS system.

3.2 CREATEA FINDING

Each Finding listed in the Source Report will be entered in CATS. The Office of Environment,
Safety and Health enters Findings into CATS.

From the Main Menu, select the N ew button.
Select the Finding button.

The Assign New Finding to Report screen is displayed.

Production Select a Beport to assign this Finding to:

| (]

Report
Findin
CAFP
Action
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From the drop-down list, select the Report to which the new Finding should be assigned.

The report number will now appear in the Select a Report to assign this Finding to field.

Cats

pitibiadiitn =elect a Eeport to assign this Finding to:
| ORO-06/08/2004-0002-F-55A - High-Efficiency Farticulate Air (HEFA) Filter ... M

Click once on the Assign button at the top of the screen.

The Finding Data for Report form isdisplayed. The report to which the finding is linked will
be displayed at the top

| B [T
| -
Production Finding Data for Repoxt:
|"CRO-06/08/2004-0002-R-354A - High-Efficiency Particulate Air (HEPAYE. "
IFmddnganber |ORO—U€;’08I2UU4—UOOS—I
Drescription [
Cuiding Principles 1. Line Management Responsikilit for Safety }:1
2. Clear Roles and Responsibilities i

‘m (Hold down the CTRL key to select |13 Competence Commensurate with Responsibiliies
fr— = multiple values) 4. Balanced Priorities ]

|Core Functions || |1]

E3&H Functional Area

NE3

Alr Ouality Frotection
(Hold down the CTEL key to select Authorization Basis
multiple values) Awiation Safety

=y

v

IFyou do not explioitly save this Finding the data on the form will be lost.
Al fields on this form need to be flled out.

Note: If creating a new Finding immediately after creating a report, proceed to the next step.

Click once in the Descriptionfield and enter a description of the new Finding as outlined
in the Source Report. If the report word-processing file is available, this can be done

CATS User Guide 18 Document # EH-33-2004-09-0001.Ver.4.0



very easily using Windows' Edit-Copy and Edit-Paste features. If using the Copy/Paste
method, be sure to use the application’s spell check feature first before pasting the text
into the Description field.

Click on the appropriate Guiding Principles from the available list. To select more than
one Guiding Principle, hold the CTRL key and select a Guiding Principle from the list.

From the drop-down list, select the appropriate Cor e Functions.

Click once on the appropriate ES& H Functional Areafrom the available list. To select
more than one functiona area, hold the CTRL key and select a functional area from the
list.

Before saving your Finding, use Spell Check to check the spelling of words in the Description
field.

Click once on the Save button.

The Finding is saved in the database and a new blank Finding form is displayed. The new
finding form is associated with the report previously created, or selected in Paragraph 3.1.

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

3.3  CREATEA CORRECTIVE ACTION PLAN (CAP)

The CAP s prepared by the Field Element Manager (FEM), and approved by the applicable
Secretaria Officer (SO). The CAP addresses the Findings stated in the Source Report. For a
more detailed description on entering this datainto CATS, please review the CATS Data
Dictionary, provided in the Appendix at the end of this document.

From the Main Menu, select the N ew button.
Sdlect the CAP button.

The CAP Report selection screen is displayed.

I AssignICIeor thl I Helpl Ar‘chivel

‘ A
W Select a Eeport to azsign this CATP to:

SRS-04/07/2004-0001-R-E3&H-=+M - Final Report of the "Office of Independent Ower... |+

From the drop-down list, select the report to assign the new CAP.
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Click once on the Assign button.

The New CAP form is displayed.

Corechivg Al car
Tachng Sahen Savef < Lo

Regart Data
Repot Humbes IPI‘H'TL- 030412004 -000 1 -F-ATA

Eepot Type |EH-3

Rapot Titla IPN-]\H.,- Final Report ofthe Office of oe=pendent Choersigid amd Performan ce 2 3sranoe
Final Report Date [p3m4rz004

O ofF avibbyr Favierad |Pal:LEc Morthwesst Flanonal Laboratory
AP Data

Fietd Flesent Manage: %ﬁ'@ﬁﬂgﬁ}_‘_';—; _"_' e R L R e e T rq'Er.]

slect & Fisld Elrment D enager fros the st ahavs, Erees 4 e nune bedow in Lest, First (middle iiial
fioamat wnly if tha ragamed parecmie not on the hat

o ap il Chr pendaaticn | :]

Raspasitle 30 | 2]
Agpensd D Diaky |osm3ez004
| AP St ‘

Elgicricdl CAE Bl |- - Dramd Chitmece an £/24/2004 34251 FL
Approvel Bulus | Pending Apprrasl :l

Appoove Dets |

Atteched Flaa | T [Erowza. |

Frvimwed by A ceeccing Crganizsbion |E

Plaswned CAP Conpletios Dats |Ne-w

CAT Complstion Diate |Nﬂ:‘

Select a Field Element Manager (FEM) from the dropdown menu. If the correct FEM
does not appear in the dropdown list, type the name of the FEM in the edit box. The
name should be typed in the format Last Name, First Name, Middle Initial, and should be
the name of FEM responsible for development and implementation of the CAP.

From the drop-down list, select the appropriate Responsible Or ganization.

From the drop-down list, select the appropriate Responsible SO. Press TAB to go to the
next field.

The Approval Due Date field is automatically completed by CATS. The date in this
field will be 60 days after the Final Report date.

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

If the CAP Approval Status is Approved, then enter the appropriate Approval Date in
MM/DD/YYYY format.
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Attach a copy of the approved CAP in the Attached Planfield 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.

From the drop down list, select the appropriate choice for the Reviewed by Assessing
Organization field.

Enter updates of the CAP progress inthe CAP Status field on a frequent basis (i.e.,
monthly). The full name and date are automatically entered and act as a separator
between entries.

TheHistorical CAP Statusfield will be populated with the contents of the Status field
each time the record is edited and saved.

The Planned CAP Completion Date field is automatically generated by CATS based
upon the latest Corrective Action planned compl etion date.

The CAP Completion Date field is automatically generated by CATS. When the last
Corrective Action for a CAP is completed, the system will examine all of the Corrective
Action completion dates and place the most recent of those values into this field.

The Effectiveness Review Due Date is a system-calculated date field in the format of
MM/DD/YYYY. The caculation for thisfield is“CAP Completion Date” + 60 Calendar
Days. Thisfieldis calculated immediately upon the initial posting of the CAP
Completion and recal culated upon the change of the CAP Completion Date by the CATS
Corrector, or person with similar authority.

Enter the Effectiveness Review Approval Date of the corrective actionsin the
completed CAPin MM/DD/YYYY format. If moretimeis required, enter the exact
words "See CAP Status' into thisfield. If you enter anything other than a date or " See
CAP Status', you will receive an error message. Once you have entered a date, this field
may no longer be modified by a CATS editor. If "See CAP Status' is entered, an
explanation concerning the status of the review and revised planned approva date is
entered."

Enter a brief description of the Effectiveness Review results and followup actions in the
Effectiveness Review ResultsField. Thisfield has the same attributes as the CAP
approval date. The field islocked and cannot be changed.

Sample Effectiveness Review ResultsField

"Effectiveness reviews were conducted for approximately 75% of the completed corrective actions by
selected individuals independent from the identified findings and associated corrective actions
commencing January 22, 2003 and completed on July 14, 2004. Review activities included critiques of
revised site procedures and guidance, work and training observations, performance tests, formal and
informal interviews with managers and workers, and trend analyses of performance and incidents. Two
completed corrective actions were determined partially effective and revisions were implemented,
reviewed and annotated in CATS. A copy of the approved effectiveness review report ison file at the
Office of the Deputy Director of Operations.”
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Note An e-mail notification will be provided to the Secretarial Office Representative of past
due effectiveness reviews. Past Due is defined the first day past the date stored in the
Effectiveness Review Due Date.

Note If the FEM decides to add new corrective actions and revise the completed CAP based on
effectiveness review report recommendations (explained in the Effectiveness Review Results
Field), the new corrective actions must be approved by the SO and added in CATS. A request to
clear the Planned CAP Completion Date and CAP Completion Date will be submitted as
outlined in Paragraph 7.5, Requesting Edits of Selected CATSFields. A new Planned CAP
Completion Datewill be automatically generated by CATS based upon the latest corrective
action planned compl etion date added. An explanation of the changes to the CAP will be
entered in the CAP Statusfield of CATS. If the FEM decides to conduct a formal effectiveness
review of the new completed actions, results of the effectiveness review should be explained in
the Effectiveness Review Resultsfield.

Select the Save button to save the CAP to the Report as identified.

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

3.4 CREATEA CORRECTIVE ACTION

Corrective actions describe actions listed in the CAP that will correct the findings identified in
the Source Report.

From the Main Menu, select the N ew button.
Sdect the Action button.

The Pick a Report screen is displayed.

: .Selec‘l_'I.CIe_qr I;-utqf I Hzl_pl Archive [

Pick a Report

Cnly the findings for the speciic Zource Eeport selected will be hsted. Select a finding to
add an action.

B Report |
B Finding o
fcar .

J Action
| Link |
RPeporting |

From the drop down list, select the Sour ce Report to search for a Finding.
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Click once on the Select button.

The Pick a Finding form is displayed.

Production

Search Pick a Flndlﬂg

View
HNew A new Action will be added to the Finding wou select.
Report
Finding
CAP |
Action
Link
Reportin

From the drop down list, select the Finding to assign an Action.
Note If the report contains no findings, it will not be entered into CATS.
Click once on the Assign button.

The New Corrective Action form is displayed.
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A T 5 Correctve Aetisn Data i
4 AW E-N525(2000-0001-1 - There is no central HCS mansger or MCS orgames . "

Braducting

Humbar AWLE-05% 25 2000 -I0001-0003 - A
Do crplicn |
Acton [ LegeEdiBo |
Caliverable e
Dativerabls Bicawsa...
| |Ahackmienta
Plagnied
1 ol e
Cate
Faupoagdals
Falanagsr

Selact & Ragporaible Mg e feon the Bel sbova, Enlee ohew came balow in Laal, Fieat (red dle tnidial) fonnaenldy o the 1o quies d parecadi ol o L

Atatus |-lélpen -
Toscmiplive
Stntus

Hiatosdieal
Daarcplivs
Tintue

ol
Cats

Vel i ]
Abokug | -

Frrbeige Ths Achen is pat bnked
Chremily
Linked To

IEyou do not explicitly save thes Achon the data on the form wall be Jost

Note For every corrective action deliverable listed in the CAP for a specific finding, there
should be a separate corrective action record in CATS,

The Number field is automatically populated and displayed.

Click once in the Description field and enter a description of the planned corrective
action as described in the approved CAP. Press TAB to go to the next field.

Enter the planned product that provides objective evidence that the corrective action is
completed as described in the approved CAP in the Action Deliverablefield. You may
click on the Large Edit Box button to open alarger box in which to type your
Deliverable description. Press TAB to go to the next field.

Note: The Corrective Action Description and the Action Deliverablefields should be taken
verbatim from the Corrective Action Plan. If the CAP word-processing file is available, this can
be done very easily using Windows' Edit-Copy and Edit-Paste features.

From the Deliver able Attachments field, click once on the Browse button. The
Windows Choose File 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 Planned Completion Date field, which is taken verbatim from the Corrective
Action Plan.

CATS User Guide 24 Document # EH-33-2004-09-0001.Ver.4.0



Select the Responsible M anager from the dropdown menu. |If the correct Responsible
Manager does not appear in the dropdown list, enter the name of the Responsible
Manager into the edit box. The name should be entered in the format Last Name, First
Name, Middle Initial. 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 updates of the corrective action progress in the Descriptive Status field on a
frequent basis (i.e., monthly). The full name of the editor inputting the data and the
current date are entered automatically into this field.

The Last Edit Info field is automatically displayed.

If this Action has been completed 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 of the corrective
action closure by DOE line management.

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.

35 SPELL CHECK

Note: Thisfunction iscurrently under development.

A browser-based spell check feature will be configured to work with the CATS system. Spell
check will be available through a top-row dynamic button. This button will be visible when spell
check is avalid operation, for example, when areport is being created or edited. Spell check is
designed using HTML -- JavaScript was not used in the design, to avoid incompatibility.

To spell check an open document, click the Spell Check button on the navigation bar. The spell
check window will display the first word with unrecognized spelling. Spell check will display a
list of spelling suggestions for the highlighted word. 1f the word is misspelled, either choose one
of the suggested spellings, or retype the word in the edit box. If the word is not misspelled, you
may choose to add the word to alocal dictionary, skip the word for one instance, or ignore the
word for the entire document.
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40 VIEWING DATA

4.1 VIEW ING A SOURCE REPORT

I « Pr'eviousl 3 Nexi‘l + Expondl - Collopse| IHeIpI Ar‘chive|
(‘ / ¥ Report: ANL CRITICALITY SAFETY SELF-ASSESSMENT N
W ANLE-05/25/2000-0001-R-S54
s | ¥ Fndng ANLE-05/25/2000-00011 Report
I‘U’iew | P Finding ANLE-05/25/2000-0002-1 Link
Boll Reports b Finding: ANLE-05/25/2000-0003-1
Boy Title P Finding ANLE-05/25/2000-0004-T
W b Finding ANLE-05/25/2000-0005-1
Facili b Finding: ANLE-05/25/2000-0006-1
lﬁ%“:;‘s— b Finding: ANLE-05/25/2000-0007-1
I—c'—h,. T P Finding: ANLE-05/25/2000-0008-1
ol Actions b Finding: ANLE-05/25/2000-0009-1
New | ¥ Finding ANLE-05/25/2000-0010-1
::‘:o peo I b Finding: ANLE-05/25/2000-0011-I
P Finding ANLE-05/25/2000-0012-1

Note To expand all Reports and associated Findings displayed on this page, click once on the

Expand Twistie ® button. To collapse all Reports and Findings expanded, click once on the
Collapsed Twistie ™ button. Expand and Collapse buttons work on Reports, Findings, Actions,
anywhere they appear!.

From the Main Menu, select the View button.
Select the Report button.

Select the appropriate sorting button, such as Title, Final Date, Site/Facility, or Type. A
list of source reports is displayed by the selected sorting category.

To view details of the source report, click once on the collapsed twistie to the left of the
desired report to expand it. The report and all associated Findings are displayed.

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

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

% < Pm\riousl » Nextl + Expnndl - Collapse Help |f Archive
ATS wANLE-05/25/2000-0003-1 ~
wome Dhvisions do not have a formahred mternal problem resolution and ..

Production

P Lction: ANLE-05/25/2000-10003-0001-4
b ATTLE-05/25/2000-0004-T
b ATTLE-05/25/2000-0005-1

all Findings b ANLE-05/25/2000-0006-I o
er_ b ANLE-05/25/2000-0007- Jeliile

by Description Link

by Princioles b ANLE-05/25/2000-0008-1

by Func. Area || b ANLE-05/25/2000-0009-

&I b ANLE-05/25/2000-0010-
all Actions

b ANLE-05/25/2000-0011-I

b ANLE-05/25/2000-0012-

b ANLE-05/25/2000-0013-

From the Main Menu, select the View button.
Select the Finding button.

Select the appropriate sorting button. A list of findings is displayed by the selected
sorting category.

To view details of afinding, click once on the collapsed twistie to the left of the desired
Finding to expand it.

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

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

Note: To scroll between pages of Findings, click on the Next and Previous buttons displayed on
the Main Menu bar.
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43  VIEWINGA CAP

< vaiousl » Nex'l'l + Expondl - Collapse Help | Archive
¥ ANLE-07/16/2004-0003-F- ATA o
Comprehensive Cherncal Melzon, Fod Pending
Broduction safety Eeview ANLE Lpproval

P ANLW-06/26/2001-0001-F-304
P APA-05/05/2005-0001-R-554
P APA-10/08/2006-0004-F-ES&H-324 Report link
P CH-06/10/2004-0001-R-554
P CH-06/30/2004-0002-R-554
P CH-11/22/2000-0001-E-584A
b TP - Office of the Deputy Administrator for Defense Programs

by Completion
Ball Actions || PEE - Office of Energy Efficiency & Renewable Energy
Mew P EH - Office of the Assistant Secretary for Environment, Safety, and Health 2
Link

b EM - Office of the Assistant Secretary for Environmental Managernent

Reporting

P EC - Office of Emergency Operations

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.

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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44  VIEWINGAN ACTION
From the Main Menu, select the View button.
Sdlect the Action button.

Select the appropriate sorting button. A list of actionsis displayed by the selected sorting
category.

¥ Alepander, B, EWO-WEDRL LAML
Cogeplets incerperahes of BLWTE charge backlog .. Cpen

Comrplete FIWTE Crpetabes rammg o restigesd gae... ed 122312003
Deeterone the extent of the ELWTE CB decurentat . Ceargpletad 0O 3

Bemew curyent etabue of BI'WTE precadure dewele ..  Cempleted 10/0E/20032

Sk BT T BETO) BT [
Expanded e
Twistie

¥ flemander, BOFWOSWELL LANL Finding
¥ Aem Eheury and Jobe Melfecl Link

¥ drendale, Jddee

¥ Arenitage. Chuck, MRS &S

¥ Autee Bampettape and Howard Hide

¥ Balduini, T L. Mansger of Fubbc AFairs, WD
¥ Balkey, T, Deputy Divisian Tirector, 1T

¥ Ballard, B

¥ Ballard, Edifin Eraaopeudoad i Erseeparlos

¥ Barpes. Wi, 5-8, LAML

Collapsed | S

Twistie ¥ Besurolel Seaffbep L

¥ Boclornarn, Themae, RIT-D0, LAWL

¥ Bellews, H , Ifamager of Facdlty Cperatons
k Ballyarda, Tekm

¥ Bell, Fredeeick, OF D

¥ Balyew, Tray, LAYL

¥ Beredor, George

b Berric Van der Heeven

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.

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 isintended to provide a complete documentation trail that starts with a Report, lists the
Findings identified in that Report, identifies the Corrective Action Plan that responds to the
Report, and then itemizes the Corrective Actions that address each Finding. The CATS database
automatically asks users for the Report where Findings are being entered, or for the CAP where
Actions are being entered. CATS also gives users the options to link previously created Findings
to Source Reports, and previoudy created Actions to Findings. For example, if a Corrective
Action addresses more than one Finding, or a Finding has a number of Actions that address it.

5.1  LINKA FINDING TO A SOURCE REPORT
From the Main Menu, select the Link button.
Select the Add button.
Select the Finding button. A new screen is displayed.

Select a Eeport to assign this Finding to:
| AMNLE-05/25/2000-0001-R-554 - ANL CRITICALITY SAFETY SELF-ASSESSMENT [V]

=elect a Finding to link:
|§ANLE—EIE,-’25,-’2EIDD—DDEI4—I - At some facilities, there are no procedures tha...

From the list provided, select the appropriate report to assign a finding.
From the list provided, select the Finding to link to the selected report.

Click on the Assign button. The finding is linked to the selected report, and the
following screen is displayed:
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Cats

BT 1T B [T P

Production [Finding Data for Report:
= ANLE-05/25/2000-0001-E-5354 - AWNL CETITTCATITY SAFETY SELE-
View ASSESSHENT™
::I_Q: iFﬁldﬁlENm‘th EAME—U5J’25J’2UUO—0018—I
in . .
Add I Description !-At zome facilities, there are no procedures that [:_‘*J
= |lspecif5r the regquired lewvel of NC3 review for new L=l
rlmm—l |lor modified processes or equipwent. Generally, b‘j
Finding — = = -
_ | GCuiding Prineiples |1 | jne Management Responsibility for Safety LAI
orting 2. Clear Roles and Responsihbilities [
(Hold down the 3. Competence Commensurate with Fesponsibiliies
CTRL key to select ||4 Balanced Priorities d
multiple values) [ -
' %Cure Functions || Mot Assigned Lﬂ
E3&H Functional |
futea Air Quality Protection i
Authorization Basis |
(Hold down the Auviation Satety 2
CTEL key to select
tltiple walues)
If vou do not explicitly save this Finding the data on the form will be lost.
A1 fields on this fortn need to be filled out.

5.2

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 Cor e Functions by clicking once on the
desired selection.

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

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

LINKAN ACTION TO A FINDING
From the Main Menu, select the Link button.
Select the Add button. Select the Action button. The following screen is displayed.
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TR serectl cieor vere]
CA 1S

Production Pick a Repﬂl"t

I wall only show you the Findings for the Eeport wou select so vou will not hawve to look at
every Finding to locate the one you want to link an Action to. After this page you will
select a Finding to link to; and then you will pick an Action. At that time I will only show
yvou Actions for the Eeport yvou select now.

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

From the list provided, select the Finding to link the Action.

Click the Select button.

From the list provided, select the Action to link to the Finding/Report.
Select the Assign Button.

A message is displayed notifying the User if the action was successful.

5.3  UNLINKANACTION FROM A FINDING
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 Finding.
Select the Select button. The Pick a Finding screen is displayed.
From the list provided, select the Finding to unlink the Action.
Select the Select button.
From the list provided, select the Action to unlink from the Finding/Report.

Select the Assign Button. A message is displayed notifying the User if the action was
successful.
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6.0 SEARCHFEATURES

CATS provides users with the ability to search throughout the CATS database for specific
Source Reports, Findings, CAPs or Actions. Depending on the type of search 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.

Search criteria entered into the text fields should be specific for best results. For instance,
entering 19 in a date field on a search form will match “2/19/2001" and “12/31/1999" because
both have a 19 in the data. Wildcards are also supported. Therefore, you may use wildcard
characters such as “*”(i.e., entering “1*L” to create a search for anything that starts with an
and ends with an “L”). You may use Boolean operators, such as <= or >= in date fields to return
documents respectively before-or-on, or after-or-on a specific date. Finaly, you may use
Boolean conjunctions such as AND or OR between words, to return documents respectively with
both words or either word present. The CATS on-line Help provides a number of examples for
using Boolean operators and conjunctions, together with wildcards, to locate very specific
documents.

The following are definitions of Boolean Operators:

AND - The AND operator delivers results with all requested terms. For example, searching
09/14/1997 AND 09/25/1997 will return reports with both dates.

OR - The OR operator delivers results with either of the terms you requested. For example,
09/14/1997 OR 09/25/1997 will return reports with either date.

NOT - The NOT operator excludes certain words from your search results. For example,
09/14/1997 NOT Contamination will deliver reports that cortain the date 09/14/1997, but which
do not contain the word "contamination”.

>= - This operator means "Greater than or equal to", and is used to narrow a search on a date
fied.

<= - This operator means "L ess than or equal to", and is used to narrow a search on a date field.

6.1  SEARCHFOR SOURCE REPORT
From the Main Menu, select the Sear ch button.
Select the Report button.
Select the appropriate sort button. 1n the example, Title is selected.
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The Sear ch form is displayed.

Execute I Clear Data | Search: Run I Save I Delete m

| Search for a Report

& Entet your seatch critetia into the appropriate flelds and click the "Execute" tatton above,

e Search type All returns items that match 217 of your etiteria (reduces result count), whete

type Any returns data that match axy of the criteria (increases result count). The defaullt 1=
All
s DBlank fields will match all values. Enter "" (nall) to match fields with no walue.

= |Sea.rchtype | O &l {:}A.ny
f for Findings —
Ifor- CAPs |Repurt Search Criteria
Jfor Actions Report Number

Report Type

6.2

|Final Report Date

Report Title |

|Oﬂ’*ice.-’F acility Reviewed | M

Complete the search form according to the instructions displayed on the top of the form.
Click once on the Execute button. Y our results are displayed.
Click once on the Report Link to display the Report.

To save aquery, click the Save button. Y ou will be prompted to enter a name for the
query. Enter the query name and click Save Sear ch.

To retrieve a saved query and run it, click the Run button. Y ou will be prompted to
select a query from adropdown list of saved query names. Click the Load Search
button. The query will be run and you will see a page of search results.

SEARCH FOR FINDING

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

Select the appropriate sort button.

The Sear ch form is displayed.
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\ i Execute I Clear Data| Search: Run I S-r.wel Delete m
CA TS | Search for a Finding

Production

& Enter wour seatch criteria into the appropriate fields and elick the "Execute” batton ahove.

Search
I R * Hearch type All retumns items that match &J7 of your criteria (reduces result count), where
for ?po_ﬁs type Any returns data that match any of the criteria (increases result count). The defaullt 15
for Findings

All

" e Blank fields will match all walues. Enter "" (mull) to match fields with no walue.
Description

Principles

|Sea.ru:h trrpe | Oal O any
Finding Search Criteria
|Find1'ng Number |

B for CAPs
B for Actions

Description |
|Guidd'ng Principles || M
|C|:|re Functions || I:]

|Functiu:unal Area ” M

Complete the search form according to the instructions displayed on the left side of the
form.

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

To save aquery, click the Save buton. You will be prompted to enter a name for the
guery. Enter the query name and click Save Sear ch.

To retrieve a saved query and run it, click the Run button. Y ou will be prompted to
select a query from a dropdown list of saved query names. Click the Load Search
button. The query will be run and you will see a page of search resullts.

6.3  SEARCHFOR CAP
From the Main Menu, select the Sear ch button.
Select the CAP button.
Select the appropriate sort button.

The Sear ch form is displayed.
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Production

| Search for a CAP

e Enter your search criteria into the appropriate fields and click the "Execute" button ahove.

e Search type All returns items that match all of your criteria (reduces result count), where type Any returns data that match
any of the ctitetia (increases result count). The defaullt iz ATl
& Blank fields will match all walues. Enter "" (tll) to match fields with no value.

|Sea.rch type | Cral OAnY
|Report Search Criteria

iReport Humber

|Rep0rt Type

6.4

|Fina.1 Report Date

|Rep0rt Title |

iOfﬁc e/Facility Reviewed

|CAP Search Criteria
|Field Element Manager

|Resp onsible Organization

Responsible 30

|Appr0val Status

|Appr0val Diate

|Reviewed by EH.2

|

|Appr0val Due Diate | |
|
|

|C ompletion Date

Complete the search form according to the instructions displayed on the left side of the
form.

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

To save aquery, click the Save button. Y ou will be prompted to enter a name for the
query. Enter the query name and click Save Sear ch.

To retrieve a saved query and run it, click the Run button. 'Y ou will be prompted to
select a query from adropdown list of saved query names. Click the Load Sear ch
button. The query will be run and you will see a page of search results.

SEARCH FOR ACTION

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

Select the appropriate sort button.
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The Sear ch form is displayed.

Y I 'lExe_cuhz I Clear Doh'.|| Search RunISw_-reI Delete | J Help | Archive
A m Search for an Action
ISer:r'ch by » Enter your search criteria into the appropriate fields and click the "Execute” button ahowve.
I for Beports * Seatch type All returns itetns that match all of your criteria (reduces result count), whete type Any returns data that match
I tor E i | any of the ctitetia (increages result count). The defaullt is ATL
Ifor‘ CAPs o Blank fields will match all walues. Enter "" (null) to match fields with no watue.
[l for Actions ' .
| " annuger- Search type O att O sny
Ry Bite / Action Search Criteria
Bby Status & ction Number
R by Completion
‘l.n'_’iew Deseription
i MNew Plantied Completion Date
Link
Peportin Eesponsible Manager
Status w
Descriptive Status
il | [Verification Status
S
r Completion Date
Office/Facility Resriewed W
Responsible 30
Last Edit Date

Complete the search form according to the suggested instructions displayed on the left
sde of the form.

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

To save aquery, click the Save button. You will be prompted to enter a name for the
guery. Enter the query name and click Save Sear ch.

To retrieve a saved query and run it, click the Run button. Y ou will be prompted to
select a query from a dropdown list of saved query names. Click the Load Search
button. The query will be run and you will see a page of search results.

7.0 EDIT DATA

Once the CAP has been approved and the remainder of the CAP Data and Corrective Action
Data from the CAP is entered into the CATS database, several CATS fields can be updated and
changed by the authorized CATS Users. However, the only authority that can approve changes
to the CAP approval and planned completion dates, and Corrective Action planned completion
dates and completion dates is the authority that approved the CAP (SO or SO designee delegated
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authority to approve the CAP). Edits to these selected fields that will change dates and/or
actions from the approved CAP must be formally requested to the Office of Environment, Safety
and Health as outlined in paragraph 7.5.

The only authority that can approve changes to the CAP (other than typographical errors when
copying the information from the CAP) is the authority that approved the CAP (SO or SO
designee delegated authority to approve the CAP). The CAP approval authority must sign the
Data Change Request Form (see page 49) or any other document approving the specific change,
which must be attached to the Data Change Request Form. The FEM may aso annotate SO
approval on the Data Change Request Form.

Once your completed Data Change Request Form is received, the database administrator will
evauate your request and make the changes as appropriate. 1f there are any questions or
problems with your request, you will be notified.

7.1 EDIT SOURCE REPORT DATA

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 FINDINGS

Likewise, the Findings contained in Source Reports comprise the foundation for the CATS
database. Users cannot edit Finding data once it has been entered into the database.

7.3 EDIT CAPDATA
Locate the CAP to edit through either the Sear ch or View options.
Click once on the CAP link to edit. The CAP is opened in read only mode.
Click once on the Edit button to edit the document.

To check the spelling of the document, click the Spell Check button at the top of the page
(under development). To clear all data and start over, click Clear Data.

Make the appropriate edits to the document.
Note: Users may edit the Field Element Manager, Responsible Organization, Responsible SO,

CAP Satus, Attached Plan, and Reviewed by Assessing Organization fields. |f the CAP is Not
Approved, the Approval Status may also be edited.

Click once on the Save button to save and close the document.
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Information concerning status of the CAP approval and CAP completion should be added in the
CAP status field to maintain a document audit trail of the CAP.

Note Eachtimethe CAP record is placed in Edit mode, the contents of the* CAP Status’ field
isadded to the “ Historical CAP Satus’ field, with the most recent entry on top and time-
stamped. The CAP Satusfield isthen cleared.

7.4  EDIT ACTIONS
Locate the Action to edit through either the Sear ch or Viewoptions.

Tonecthes Bdion |
Traching Seru |

AlS

Produclisn

B [

Report Data

.Rlpnn Husber
Report 'T'g,r|..e

1 .Rlpnﬁ Tale

g Final R.lpnrt Tiale

‘ :Clﬁch:'Fu:'.s‘.;.lyﬁr\:j.lwod
N [CAP D

[Fiedd Element Masinges

.F!ﬂp-nnsrmz Ovgumiloen
Responsible 50
dpronrsl e Dste

TAF st

Histosios CaF Status

Approve Stetus
Apgaons Date

Atiached Flan

Reviewed by Asetseng Orgendoation
Flangsed CAF Completion Dute

TAF Completinn Drate

Effectiveners Review Dhes Dhale

Effectivenais Revaew Approval Dats

Efecivrenses Review Rerulls

Dl archive

PRIML-0304/2004-0001-F-ATA

EH-2

PINL- Fise Fepoel of lhe Office of hdspendent Dvesaghl and Pesfocenance Assirsice
03472004

Facific W entbwest Watianal Laber atory

e W x|
Select v Fasld Elamecrt Masaget Erom the hel shesve. Enbar a neiv ume below in Lasl, Fuest (roddls sotisd)
Forsal enby if the sequired pesson 2 not on the kel

L&S0 - Lo Alomas Sie Office

[

=]

DiF - Odica of the Deputy Admanistrator o Dedense Frogmms
[Tt 1

{-——-Ted 5 noth on 373152004 10:55:42 4Bl

A gtatement of worke (SO bas been prepared to install, test, and mediy (ewted)
the ORICM.II 1ssueslachon tracking database on the Los Alamos Sre Office (LASO)

|gervier The CRICIT-T databaze will provide LASC with a finctioning ienesfaction
tracking sysiem that wall be avalable to all LASO staff. Installateon should be complated by
the end of April 2004 Tramirsg of LASO persarmel will be watiated afler the mstallstion and
shandd be completed by the end of May 2004, The succershl instalaion of the databae and

[SF T S

07232002

Browese,

D - LAWL CAF for 2002 04 Rewew pdf
‘s ﬂ

O1rwzons

:[m:om_p]:te

Click once on the Actionto edit. The Action is opened in read-only mode.
Click once on the Edit button. The fields of the Action form will become available for

editing.
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Sove | Clear Dota Ha! Archive
‘ A T S Corrective Action Data for:
*LLML-08/23/2002-0001.1 - Laverente Lavermore Nahonal Laborstory (LLNL) p. =

__ Production

Husmbar LLNL-08232002-10007-0004. 4

Deronptiofs | peyvise institutional policy and procedures

ES&H Manual Document 4.2 to address deficie =
regarding roles. cesponsibilities and
! Actien -
all CAP: D:hh"bh Publsh ESEH Manual Document 4.2 revasian W
all Actions
Delrvershls B
: A Hachesnls \.--L'Z!“EZI-
by Site / Plannied o
Dby Status || D
by Completion Responable  Bailaed Ed

Munsger
Selecl o Responetle Manage fom (he Ll alsove, Enter o new nume bebow in Lo, Fisrl Griddle tedtisd) Pormsal ondy £ Ce requited pateca b2 et on il B

Subue Open nat |

Diepcimptres
Satur

Hagtomeal  _—_Tad 3 nith on 8592004 2:22:31 AN
E::f’w" LSO forwarded a request to HO acking for an extention to 0610104, LSO Site Manager is aware that this extention is necegsary

review and resolve several pobey isrues regarding the implementation of the newly developed Ispues Tracking System. LSO's Man
exteninon will ot impact the roll. s of the ITS to all Directorates which e scheduled to be completed on Septermber 30, 2004
Cemgdetisn
Drade
Venficalion " |
Tatue g
Fndingt  |LLNL-08-23-2002-000]-]

Cummenily
Lked To b

Make the appropriate changes to the Action form.
Note For open actions, editors may edit the Deliverable Attachments, Responsible Manager,
and Descriptive Satus, change the status, and enter a completion date.

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

Information concerning status of the corrective action should be added in the Descriptive Status
field to maintain a documented audit trail of the action.

Note Each timethe Action record is placed in Edit mode, the contents of the “ CAP Satus’

field isadded to the “ Historical CAP Satus’ field, with the most recent entry on top and time-
stamped. The CAP Satusfield isthen cleared.

Note: The Historical Satusfield isvisible as a read-only field when viewing and editing reports.

When the record is saved, the contents of the CAP Status field are copied into the Historical CAP
Status field, with the most recent entry at the top. The CAP Status field is then cleared.

CATS User Guide 40 Document # EH-33-2004-09-0001.Ver.4.0



|OST-10/01/2001-0001-F- XM
1 [Report Type |Emergency Management
] [Repon Taile Independent Owersight Evaluation of the Office of Transportation Safeguards Emesgency

|Report Humber

[all Findings | \Management Program
Finad Repost Dt 1000142001
s | [DfficeFacity Reviewed (Cifice of Secure Transportation
~  CAPData
| [Field Elemert W anoger Hafier, Staven
Fesponedble Crganmsiion DT - Office of the Deputy Admunistrator for Defense Programs
Eeeponsitle 50 \DP - Office of the Deputy Adminstrator for Defense Programs
|&pproval Dus Dhate 113200
Higlorical CAP Status | ——-Ted Z puthon 1052/2002 22231 AM

|'The CAF has been idenhfied as complete as of Q3012002

-—--Ted S pith on 10012002 11:23:22 AM

The last of the 36 actiens (TSD- 10012001 -T0006- 0004 - A) was
|identified as complete in CATS on 1000 1/2002 wnth a completion date of 05302002, The
| CAT should be keted as complete but iz currently listed as incomgplete, A call has been placed
te EH-T2 to diecuss thiz dizcrepancy

7.5 REQUESTING EDITSFOR SELECTED CATS FIELDS.

Edits for selected CATS fields stated in paragraph 7.0 should be requested using the CATS Data
Change Request Form on page 49 at the end of this manual or retrieved from the web site. Since
the only authority that can authorize changes to these selected fields is the individua who
approved the CAP, the signature of the CAP approval authority must accompany the request. This
approval can be annotated on the CATS Data Change Request Form or any other document (i.e.
memorandum) attached to the CATS Data Change Request Form.

The Data Change Request Form should be submitted to the following address:

U.S. DOE

ES& H InfoCenter, EH-33, 270CC
19901 Germantown Rd
Germantown, MD 20874

Phone 1-800-473-4375
FAX:301-903-9823

Email: eshinfocenter@eh.doe.gov

Upon receipt of the completed CATS DATA Change Request Form, the ES&H Info Center and
CAMP manager will evaluate the request and change the database information in CATS as
requested. If there are any questions or need for follow-up information, the CATS User who
submitted the request will be contacted.
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8.0 REPORTS

Currently, five report types have been defined by EH and incorporated into CATS. Users may
view the latest Quarterly Report to the Secretary (on New Reports and CAP Status), Open (not
completed) CAPS sorted by Secretarial Officer or by Site. The Open CAPS may be viewed
directly in the browser, or downloaded in an Excel spreadsheet format that summarizes the
numbers of actions in each status.

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

The CATS Web Reporting screen appears.

Production

Search

View
Mew
Link
Reporting —— Reporting Button

IQunHerlv Rpt I

B On the Web
BIn Excel file

The selections under Reporting are described in the following sections.
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81  QUARTERLY REPORT

Click on the Quarterly Report button to receive the CAMP quarterly report in Adobe
Acrobat PDF format.

8.2 ACTION STATUSBY SO

To view Open CAPs sorted by SO, click on the On the Web button. Then click the Action
Status by SO button. The Actions by SO menu will appear, as shown.

I Execute

| Action Status by SO
|Select S0 || AB - Office of the Secretary of Energy Advisory Board M

Actions by SO
Actions by
Site

BIn Excel file I

Click on the drop-down arrow to see alist of SOsin CATS, and select an appropriate SO.

Click on the Execute button from the CATS menu. Thelist of Open CAPs appears,

sorted by SO.
Open CAPS By 80, Ops Office & Site
Status of Actions
Click the on the underined waloe to deill down to a list of findings/actions
SO / Ops Office / Site Open Findings Total Actions [Completed |On Schedule Late
176 36 10
HE - Office of Muclear Ener, 10 222

& 79% 16% | 5%

. _ = ] ]
CH - Chicago Operations Office 0 28 100% % 09

Argonne National Laboratory - West ] 28 28 0 0
B i 100% 0% 0%

_ 142 6 10
ID - Idahao Operations Office 10 194 6% 10% 0
ldaho National Engineering & Environmental Laborato 10 194 L8 - 1
gmeenng &4 = 6% 15% 5%

Open Findings Link

Note: The report includes links to summaries of Findings and Actions. To view a summary,
click on any of thelinks. For example, if you click on a Finding link, a summary appears.
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Open Findings

80 NE - Office of Nuclear Energy
Ops Office I - Idahoe Operations Office
|Site \Idaho Mational Engineering & Emvironmental Laboratory
| Open Findings |10
* Click the Finding # to deill down to the Finding Document

Planned
Finding # Finding hitihe

Date

[MEEL- | ; j i o ;
TETEe BEWT has not ensured that all hazardous materials are identified and assessed for potential impact on site worlcers and the 1052005
WDII—_ public, as recuired by DOE Order 15114, Comprehensive Emergency Management Syatem.
[NEEL- \BEWT has not fully analyzed an appropriate spectrum of emergency events and conditions; assessed available indicators
|10/23/2003- of bartier failures for use in Emergency Action Levels (FALS), ot appropriately determined the extent of emergency 1141552005
|0002-1 planming zones, as required by DOE Order 15114,
.IIISQ%DDE Mdany EBEWI EALs do not contain an appropriate set of measurable implementation thresholds that ensure that event 1157005
WDE}I—_ classifications are timely and accurate, as required by DOE Order 15114,
[NEEL- — . . . . .
0723003 ID has not ensured that the BEWT event categorization and classification process is consistent with DOE Order 15114 or GiAnd
TN : sought an exemption in accordance with the process described in DOE Order 15114,

Findings Link

Click on the Findings Link in the summary screen to go to that source Finding document
in CATS.

To view Open CAPs sorted by SO in a spreadsheet (numerical summary) format, click on the
Excel Download button. Then click the Action Status by SO button.

The Action Status by SO dialog box appears.

Action Status by SO
Select SO BFEA - Bonnewille Fower Administration e

Choose an SO.
Note: The*“ All” choiceis not available in the Excel format report.
Click the Execute button from the CATS main menu.

The Excel Report Download screen appears.
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Excel Report Download

This iz generated by the system spectfically for vou to download the data vou exported m
Excel format. If vou bookumark this TTEL it wall not reload thiz page. If vou should lose this
page, stmply re-run the export to generate if.

The file reprezented by the link below i3 temporary and will be deleted automatically after
ten minutes whether it 15 downloaded or not. If this tune limit is not accepable please contact
the CATS Data &dministrator to request a greater duration.

Chcle here to download SOFeport.xls

Click on the Click hereto download SOReport.xlIs link. The Excel spreadsheet report
is downloaded to your computer.

8.3 ACTION STATUSBY SITE

To view Open CAPs sorted by Site, click the On the Web button. Then click the Action Status
by Sitebutton. The Action Status by Site Code dialog box appears

Action Status by Site Code
Select Site Code: AL | v

Click on the drop-down arrow for the list of Sitesin CATS, and select an appropriate SO.

Click on the Execute button.
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Findings

The list of Open CAPs appears, sorted by Site. / L}nks
Open CAPS By Site Code & Report
Status of Actions
Click the on the underlined value to drill down to a list of findingsfactions
. . Open Total On
Site Code / Report s . Late
I Findings Actions Schedule
46 0
INEEL 10

%0 0%

4 0 0
INEEL-01A8/2001-0001-R-EH2 0 100% 0% 0%

INEEL-02/01/1996-0001-R- 0 20 1] 1]
ATA 100%% 0% 0%

INEEL-08/01/1998-0003-R- 3 0 L J J
100% 0% 0%

INEEL-02/01/1924-0002-F- 0 34 1] 1]
ALA 100% 0% 0%

INEEL-02/01/1992-0001-F- 0 226 1] 1]
ATA 100%% 0% 0%

INEEL-10/01/1995-0001-R-EH2 0 68 J J
100% 0% 0%

INEEL-10/23,/2003-0001-R- 0 146 100 da 1]
EREH-ZTW = BEM 32% 0%

Note The"“ Open CAPShy Ste Code and Report -- Satus and Actions” report includes links to
summaries of Findings and Actions.

To view asummary (example shown below), click on any of the links.
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Open Findings

Report Number INEEL-10/23/2003-0001-R-E5 &H-XM
Open Findings |10

* Click the Finding # ta dill dovn to the Finding Document

Planned

Finding#  Finding Closure
Date

IMEEL- BEWT has not ensured that all hazsrdows materials are identified and assessed for potential
1025372003 |impact on site workers and the public, as required by DOE Order 151,14, Comprehensive 104572005
0o01-1 Emergency Management Jystem.
INEFL. BEWT has not fully analyzed an appropriate spectnam of emergency events and conditions,
T aggessed available indicators of barrier failures for vse in Emergency Action Levels (EALZ), ot
10423,/2003- . . . . 1141542005
00021 appropriately determined the extent of emergeney planing zones, as requited by DOE Order
. 15114,

To view Open CAPs sorted by Site in a spreadsheet (numerical summary) format, click
on the Action Status by Site (Excel download) link. A dialog box appears.

Action Status by Site Code

Select Site Code: ORD  w

Choose a site code

Note: The*“ All” choiceis not available in the Excel format report.
Click the Execute button.

The Excel Report Download screen is displayed, as shown.

Excel Report Download

This 15 generated by the system spectically for vou to download the data you exported m
Ezxcel format. If vou boolkunark this TTEL it wall not reload thiz page. If vou should lose this
page, stmply re-run the export to generate if.

The file represented by the link below 15 temporary and will be deleted automatically after
ten minutes whether it 15 downloaded or not. If this time limit i3 not accepable please contact
the CATS Data &dminstrator to request a greater duration.,

Chck here to download SOEeport.xls

Click on the Click hereto download SOReport.xlIs link. The Excel spreadsheet report
is downloaded to your computer.
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DOE CORRECTIVE ACTION TRACKING SYSTEM
Data Change Request Form

SUBMIT TO U.S. DOE PHONE: 800-473-4375
ES&H InfoCenter, EH-72, FAX: 301-903-9823
270CC
19901 Germantown Rd. E-Mail eshrinfocenter@eh.doe.gov
Germantown, MD 20874

CATS Item Number:

Change(s) To Be Made:

Reason for Change:

Requester's Name:
Organization/Site:
Work Phone:

Internet E-Mail Address

CAP Approva Authority Name/Position:

CAP Approva Authority Signature:

Work Fax:

Date:
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SECTION 1-FIELD/FORM DIAGRAM

The diagram on the next page is a representation of the CATS major design elements. CATS
contains four forms, represented by shading differentials, and forty fields. Each field name
appears within its parent form  The form names and responsible office (EH or Field Element
Manager - FEM) appear on the right-hand side of the diagram.
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SECTION 2-DATA CHARACTERIZATION

This section contains a brief description of the type of datathat are to be entered into CATS.
Some procedural information has been added for clarification of workflow.

Note: *Indicates that once data is entered by the user and the document is saved, the field can
no longer be edited. System-generated fields are not editable by the user. ** This does not apply
to Legacy Reports.

2.1 DATA ENTRY BY THE OFFICE OF ES& H

The Office of ES&H enters the following fields, related to Source Reports and Findings.
(Process guidelines: the Office of ES&H should enter the following information into the CATS
database not later than 3 working days after receipt of an appraisal report that has been
disseminated to the appropriate Secretarial Office (SO) or Field Element Manager (FEM)

211 Report Data

R-1, Report Number
A unigue Report identifier.

Note Thisfield is system-generated, using a multi-letter site code that corresponds to the
Office/Facility Reviewed, atime stamp (MM/DD/YYYY) derived fromthe Final Report Date, a
four digit sequential number (0001), an alpha character (R) that identifies the item as a report,
followed by a code that identifies the type of report. All components are separated by a hyphen
(e.g. NTS-11/21/2002-0001- R-ES& H-XM).

*R-2, Report Type
The type of Report; options are Type A Accident Investigation, EH-2, ES&H, XM, ES& H-
XM or Self-assessment

*R-3, Report Title
The title of the Appraisal report as it appears on the Report Transmittal to the A ssessed
Organization.

*R-4, Final Report Date

The date of the final approved Appraisal report as it appears on the Report Transmittal to the
Assessed Organization. This date is used to calculate the Corrective Action Plan Approval
Due Date (CAP-4)**

*R-5, Office/Facility Reviewed

The primary field or headquarters element reviewed by the assessing organization as described in
the final approved report, study, evaluation, accident investigation, or other applicable feedback
mechanism. See Section 3 for alist of offices/facilities reviewed.
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2.1.2 Finding Data

*F -1, Finding Number
A unique finding identifier. This number relates to the appropriate report.

Note Thisfield is system-generated, using a multi-letter site code that corresponds to the
Office/Facility Reviewed, atime stamp (MM/DD/YYYY) derived fromthe Final Report Date, a
four digit sequential number (0001), followed by a one character Alpha identifier (1) which
identifies the item as a Finding. All components are separated by a hyphen (e.g. BNL-
04/17/2002-0001-1).

*| -2, Description

A concise statement of the safety finding, problem, judgment of need, or deficiency, to be
addressed and resolved by the line management. Where possible, the finding description should
be taken verbatim from the fina approved report.

*| -3, Guiding Principles
Thisis a multi-vaue field that may have up to three values.

Note: See Section 3 for alist of Guiding Principles.

*| -4, Core Functions
Thisisasingle value field.

Note: See Appendix A for alist of Core Functions.)

*| -5, ES& H Functional Area
Thisis amultiple value field.

Note: See Section 3 for a list of ES& H Functional Areas.

2.2 DATA ENTRY BY LINE M ANAGEMENT

221 CAPData

Line Management (Headquarters or Field) enters the following CAP Data information:

CAP-1, Field Element Manager (FEM)

The name of the DOE manager assigned as responsible for preparation and implementation of
the overall Corrective Action Plan in response to the subject final approved report, study,
evauation, accident investigation, or other applicable feedback mechanism. Enter the last name,
first name, and middle initia of the FEM.

CAP-2, Responsible Organization
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The DOE organization that the FEM represents; an operations, area, site field, or headquarters
office.

Note See Section 3 for alist of Responsible Organizations.

CAP-3, Responsible SO
The line management Secretarial Officer who has approval authority for the Corrective Action
Plan, regardless of whether this authority has been delegated.

Note See Section 3 for alist of Responsible SOs.

*CAP-4, Approval Due Date

The date an approved Corrective Action Plan isdue. This date is sixty calendar days from the
date the transmittal forwarding the formal assessment / investigation report was issued. This field
IS systemgenerated.

CAP-5, CAP Status

A description of the status on ongoing activities including, as relevant, identification as to
whether the target date is at risk, estimated completion date if other than the approved target
completion date, and any other relevant remarks.

CAP-6, Approval Status

Indicates current status of the Corrective Action Plan. The statusis either Approved or Pending
Approval. The default is Pending Approval; when an Approval Date (CAP-7, below) is entered;
the status should be changed to Approved.

*CAP-7, Approval Date
The date that the approval authority approves the Corrective Action Plan. The main purpose of
this date is to provide an appropriate reference for the corrective actions described below.

Note Corrective Action Plans are to be approved within 60 days of issuance of assessment
reports. If Corrective Action Plans are subsequently revised and re-approved for any reason,
including disposition of assessing organization comments or revision to the planned approach
and target schedule, the approval date must be annotated in CATS.

*CAP-8, Attached Plan
An electronic (typically aword processing file) version of the approved Corrective Action Plan
should be attached in this field.

CAP-9, Reviewed by Assessing Organization
Indicates whether the ng organization has completed its review of a Corrective Action
Plan. The status is either Yesor No. The default is No.

*CAP-10, Planned CAP Completion Date
This field is automatically generated by CATS based upon the latest Corrective Action planned
completion date.
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CAP-11, CAP Completion Date

When the last Corrective Action for a CAP is completed, the system will examine all of the
Corrective Action completion dates and place the most recent of those values into thisfield. This
field aso indicates that all findings identified in the appraisal report are resolved by the
completed corrective actions. Thisis a system generated date.

CAP 12, Effectiveness Review Due Date

Computed date field for the Due date of the Effectiveness Review, equal to “CAP Completion
Date” + 60 Caendar Days. Thisfield isto be calculated immediately upon the initial posting of
the CAP Completion and Recal culated upon the change of the CAP Completion Date by the
CATS Corrector, or person with similar authority.

*CAP-13, Effectiveness Review Approval Date

Thisfield can either contain a date, in the format of MM/DD/YYYY, or the text “See CAP
Status’. The text will be required to indicate that the review requires more time. Once adate is
entered it cannot be edited by a CATS Editor.

CAP-14, Effectiveness Review Results
Effectiveness Review Results
A rich text field for the CATS Editor to enter the results of the Effectiveness Review

2.2.2 Corrective Action Data

Line Management enters the following data for each corrective action listed in the approved
CAP.

*CA-1, Corrective Action Number

A unique corrective action identifier. This number relates to associated findings under a specific
report.

Note Thisfield is system generated, using a multi-letter site code that corresponds to the
Office/Facility Reviewed, a time stamp (MM/DD/YYYY) derived fromthe Final Report Date, an
alpha-numeric Finding identifier, a four digit sequential number (0001), followed by a one
character Alpha identifier (A, which denotes Action). All components are separated by a
hyphen, e.g., NTS-11/21/2003-10001-0001-A.

*CA-2, Description
A description of the corrective action, as described in the approved Corrective Action Plan.

*CA-3, Action Deliverable
A planned product that provides objective evidence that the corrective action is fulfilled, as
described in the approved Corrective Action Plan.

*CA-4, Deliverable Attachment
An electronic version of the Action Deliverable. (Thisfield is optional)
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*CA-5, Planned Completion Date
The estimated compl etion date for the corrective action, as stated in the approved Corrective
Action Plan.

CA-6, Responsible Manager

The name and position/organization of the manager responsible for the preparation and
implementation of the corrective action. The datain this field is provided in the format Last
Name, First Name, M.

CA-7, Status
Open or Conplete, as determined by the Field Element Manager (FEM). The default is Open.

CA-8, Descriptive Status

A description of the status on ongoing activities including, as relevant, identification as to
whether the target date is at risk, estimated completion date if other than the approved target
completion date, and any other relevant remarks.

CA-9, Historical Descriptive Status
A historical compilation of al status entries.

*CA-10, Last Edit Info
The name of the CATS editor and date and time the information was added to CATS report.

CA-11, Completion Date
The date on which the corrective action was completed.

CA-12, Verification Status

Yesor No. Thisreflects whether or not line management has verified that the corrective action
reported to be complete is indeed complete, consistent with the description in the approved
Corrective Action Plan.

CA-13, Findings Currently Linked To A list of Findings associated with this Action.
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2.3 FIELD SPECIFICATIONSFOR CATS

The following items identify fields that can be found on the Report, Finding, CAP, and Action
forms, their field type, format, function, and characterization. Keyword user interface appears if

applicable.

Fiedd: R-1  Report Number
Field type:
Format:

Function:
Characterization:

Fiedd: R-2  Report Type
Field type:
Format:
Function:

Characterization:

Keyword User Interface:

Fidd: R-3  Report Title
Field type:
Format:
Function:
Characterization:

Field: R-4  Final Report Date
Field type:
Format:
Function:
Characterization:

Text (Computed)

A multi- letter site code that corresponds to the
Office/Facility Reviewed, atime stamp
(MM/DD/YYYY) derived from the FINAL REPORT
DATE field, afour digit sequential number (0001), a
one character Alphaidentifier, followed by two or three
character code that identifies the type of report. All
components are separated by a hyphen.)

A unique Finding identifier

System Generated

An Alpha/Numeric ID

Can be used for sorting and searching

Keywords
Keyword list, (drop-down menu)
The type of source report issued

Can be used for sorting and searching
Cannot include keywords not in list
Cannot include multiple keywords
Cannot accommodate file attachments
Drop-down arrow

Text

Text

Text description of Report Title

Can be used for sorting and searching
Cannot accommodeate file attachments

Time/Date

MM/DD/YYYY

Date of the final Office of Oversight report
Can be used for sorting and searching

Can be used in Time field calculations
Cannot accommodeate file attachments
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Field: R-5
Field type:
Format:
Function:

Characterization:

Keyword User Interface:

Field: 1-1 Finding Number
Field type:
Format:

Function:
Characterization:

Field: 1-2 Description
Field type:
Format:
Function:
Characterization:

Field: 1-3 Guiding Principles
Field type:
Format:
Function:
Characterization:

Keyword User Interface:

Office/Facility Reviewed

Keywords

Keyword list, (drop-down menu)

The primary field or headquarters element reviewed by
the assessing organization.

Can be used for sorting and searching
Cannot include keywords not in list
Cannot include multiple keywords
Cannot accommodate file attachments.
Drop-down arrow

Text (Computed)

A multi-letter site code that corresponds to the
Office/Facility Reviewed, a Time/Date stamp
(MM/DD/YYYY) derived from the FINAL REPORT
DATE field, afour digit sequential number (0001),
followed by a one character Alphaidentifier. All
components are separated by a hyphen.)

A unique Finding identifier

System Generated

An Alpha/Numeric ID

Can be used for sorting and searching

Text

Text

A concise statement of the Findings.
Can be used for sorting and searching
Cannot accommodeate file attachments

Keywords

Keyword list, (drop-down menu)

Identifies the Guiding Principles for each Finding.
Can be used for sorting and searching

Cannot include keywords not in list

Can include multiple, up to three, keywords
Drop-down arrow
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Field: | -4 Core Functions

Field type: Keywords

Format: Keyword list, (drop-down menu)

Function: Identifies the Core Function for each Finding
Characterization: Can be used for sorting and searching

Cannot include keywords not in list
Cannot include multiple keywords
Keyword User Interface: Drop-down arrow

Fied: 1-5 ES&H Functional Area

Field type: Keywords

Format: Keyword list, (drop-down menu)

Function: |dentifies the Functional Area for each Finding
Characterization: Can be used for sorting and searching

Cannot include keywords not in list
Cannot include multiple keywords
Keyword User Interface: Drop-down arrow

Field: CAP-1 Field Element Manager

Field type: Text

Format: Text

Function: Name of the DOE Manager responsible for CAP
preparation/implementation

Characterization: Can be used for sorting and searching

Cannot accommodate file attachments

Field: CAP-2 Responsible Organization

Field type: Keywords

Format: Keyword list, (drop-down menu)

Function: The DOE organization that the responsible manager
represents

Characterization: Can be used for sorting and searching

Cannot include keywords not in list
Cannot include multiple keywords
Keyword User Interface: Drop-down arrow
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Field: CAP-3 Responsible SO
Field type:
Format:
Function:

Characterization:

Keyword User Interface:

Field: CAP-4 Approval Due Date
Field type:
Format:
Function:

Characterization:

Fidd: CAP-5 CAP Status
Field type:
Format:
Function:
Characterization:

Keywords

Keyword list, (drop-down menu)

The headquarters program office that has CAP approval
authority

Can be used for sorting and searching

Cannot include keywords not in list

Cannot include multiple keywords

Drop-down arrow

Time/Date

MM/DD/YY

The date an approved Corrective Action Plan is due.
This date is sixty calendar days from the final report
date.(This does not apply to Legacy Reports)

Can be used for sorting and searching

Can be used in Time field calculations

Text

Text

A description of the status of ongoing activities
Can be used for sorting and searching

Cannot accommodate file attachments

Field: CAP-6 Historical Descriptive Status

Field Type
Format

Function
Characterization

Field: CAP-7 Approval Status
Field type:
Format:
Function:

Characterization:

Text

Text, read only

A historical compilation of al status entries for a CAP.
Thisfield is updated whenever a new status is saved.

Keyword (Computed)

Keyword list (drop-down menu)

Indicates current status of the Corrective Action Plan.
The status is either Perding Approval or Approved.
The default is Pending Approval; when a Corrective
Action Plan approval date is entered, the status must be
changed to Approved

Can be used for sorting and searching

Cannot include keywords not in list

Cannot be edited after Status is Approved
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Keyword User Interface: Drop-down arrow

Allowable Keywords: Approved; Pending Approval
Field: CAP-8 Approval Date
Field type: Time/Date
Format: MM/DD/YYYY
Function: Date CAP approved by approval authority
Characterization: Can be used for sorting and searching

Can be used in Time field calculations

Field: CAP-9 Attached Plan

Field type: Rich Text

Format: Text, File Attachments

Function: Electronic version of the CAP is placed here
Characterization: Cannot be used for sorting

Can be used for searching, text only
Can accommodate text and file attachments

Field: CAP-10 Reviewed by Assessing Organization

Field type: Keyword
Format: Keyword list, (drop-down menu)
Function: Indicates current status of the assessing organization

Review of the Corrective Action Plan. The statusis
either open or complete. The default is Open.

Characterization: Can be used for sorting and searching
Keyword User Interface: Drop-down arrow
Allowable Keywords: Open

Complete

Fied: CAP-11 Latest Corrective Action in CAP

Field Type Date

Format MM/DD/YYYY

Function The date of the most recent Corrective Action as
described in the approved Corrective Action Plan.

Characterization Can be used for sorting and searching

Can be used in Time field calculations

Field: CAP-12 CAP Completion Date

Field type: Time/Date (Computed — taken from Field CA-10)
Format: MM/DD/IYYYY
Function: When the last Corrective Action for this CAPis

completed, the system will examine all of the
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Characterization:

Corrective Action completiondates and place the most
recent of those values into this field.

Can be used for sorting and searching

Can be used in Time field calculations

Field: CAP-13 Effectiveness Review Approval Date

Field Type
Format
Function

Characterization

Date

Datein MM/DD/YYYY format

Thisfield can either contain a date, in the format of
MM/DD/YYYY, or the text “See CAP Status’. The
text will be required to indicate that the review requires
more time.

Once the date of the Effectiveness Review Approval
has been entered, it cannot be edited by a CATS Editor.
Rich Text field of 256 characters or more. Hide when
date field is completed.

Fied: CAP-14 Effectiveness Review Results

Field Type
Format
Function

Characterization

Memo

Rich text

An edit box for the CATS Editor to enter the results of
the Effectiveness Review

Rich Text field of 256 characters or more.

Fied: CAP-14 Effectiveness Review Due Date

Field Type:
Format
Function

Characterization:

Date

Date in MM/YY/DDDD format

Computed date field for the Due date of the
Effectiveness Review

The calculation for this field is “ CAP Completion Date’
+ 60 Calendar Days. Thisfield isto be calculated
immediately upon the initial posting of the CAP
Completion and Recalculated upon the change of the
CAP Completion Date by the CATS Corrector, or
person with similar authority. Calculation isin the
Process Action, Complete CAP method

Field: CA-1 Corrective Action Number

Field type:
Format:

Text (Computed)

Thisfield is system generated, using a multi- letter site
code that corresponds to the Office/Facility Reviewed,
atime stamp (MM/DD/YYYY) derived from the Final
Report Date, an alpha-numeric Finding identifier, a
four digit sequential number (0001), followed by a one
character Alphaidentifier. All components are
separated by a hyphen.
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Function: A unigue corrective action identifier
Characterization: System Generated

An Alpha/Numeric ID

Can be used for sorting and searching

Field: CA-2 Description

Field type: Text

Format: Text

Function: A description of the planned, approved corrective
action

Characterization: Can be used for sorting and searching

Cannot accommodate file attachments

Fied: CA-3 Deliverable

Field type: Text

Format: Text

Function: A planned product that provides objective evidence of
Corrective Action fulfillment

Characterization: Can be used for sorting and searching

Cannot accommodate file attachments

Fidd: CA-4 Ddliverable Attachments

Field type: Rich Text

Format: Text, File Attachments

Function: Electronic version of the Action Déeliverable is placed
here

Characterization: Cannot be used for sorting

Can be used for searching, text only
Can accommodate text and file attachments

Field: CA-5 Planned Completion Date

Field type: Time/Date
Format: MM/DD/YYYY
Function: Estimated Conmpletion Date of the Corrective Action
Characterization: Can be used for sorting and searching
Can be used in Time field calculations
Cannot be edited
Field: CA-6 Responsible Manager
Field type: Text
Format: Text
Function: Name of the DOE Manager resporsible for Corrective
Action preparation and implementation
Characterization: Can be used for sorting and searching

Cannot accommodate file attachments
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Fied: CA-7 Status

Field type: Keyword

Format: Keyword list, (drop-down menu)

Function: Open or Complete, as determined by the Field Element
Manager; the default is Open

Characterization: Can be used for sorting and searching

Cannot include keywords not in list
Cannot include multiple keywords

Keyword User Interface: Drop-down arrow
Allowable Keywords: Open; Complete
Field: CA-8 Descriptive Status
Field type: Text
Format: Text
Function: A description of the status of ongoing activities
Characterization: Can be used for sorting and searching

Cannot accommodate file attachments

Field: CA-9 Historical Descriptive Status

Field Type Text

Format Text, read only

Function A historical compilation of all status entries for a CAP.
Characterization Thisfield is updated whenever a new status is saved.

Field: CA-10 Completion Date

Field type: Time/Date

Format: MM/DD/YYYY

Function: Date the Corrective Action was completed
Characterization: Can be used for sorting and searching

Can be used in Time field calculations

Field: CA-11 Action Verification Status

Field type: Keywords
Format: Keyword List
Function: Line verification status
Characterization: Can be used for sorting and searching.
Can be used in Time field calculations
Keyword User Interface: Radio Buttons
Allowable Keywords: Yes, No
Field: CA-12 Findings Currently Linked to
Field type: Computed
Format: Text
Function: A list of linked Findings associated with an Action
Characterization: Cannot be used for sorting and searching
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SECTION 3- KEYWORD VALUES

Keyword Name: Office/Facility Reviewed

Keyword Value: SITE SITE CODE
Alaska Power Administration APA
Ames Laboratory AMES
Argonne National Laboratory ARG
Argonne National Laboratory - East ANLE
Argonne National Laboratory - West ANLW
Bonneville Power Administration BPA
Brookhaven National Laboratory BNL
Chicago CH
DOE-Wide DOEW
East Tennessee Technology Park ETTP
Environmental Measurements Laboratory EML
Ernest Orlando Lawrence Berkeley National Laboratory EOLB
Fermi National Accelerator Laboratory FNAL
Fernald Environmental Management Project Fernald
Hanford Site HS
Idaho National Engineering & Environmental Laboratory INEEL
Kansas City Plant KCP
Knolls Atomic Power Laboratory KAPL
Lawrence Livermore National Laboratory LLNL
Los Alamos National Laboratory LANL
Los Alamos Neutron Science Center LANSCE
Miamisburg Environmental Management Project MEMP
Mound Facility Mound
Nevada Operations Office NSO
Nevada Test Site NTS
New Brunswick Laboratory NBL
Oak Ridge K-25 Site ETTP
Oak Ridge National Laboratory ORNL
Oak Ridge Operations Office ORO
Oak Ridge Y-12 Site Y-12
Oakland Oaklamd
Office of River Protection ORP
Office of Secure Transportation osT
Pacific Northwest National Laboratory PNNL
Paducah Gaseous Diffusion Plant PGDP
Pantex Plant PP
Portsmouth Gaseous Diffusion Plant PORTS
Princeton Plasma Physics L aboratory PPPL
Richland Richland
Rocky Flats Environmental Technology Site RFETS
Roswell Roswell
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SandiaNational Laboratory - Albuquerque SNLAL

Sandia National Laboratory - Livermore SNLCA
Savannah River Site SRS
Southeastern Power Administration SEPA
Southwestern Power Administration SW
Strategic Petroleum Reserve Site SPR
Waste Isolation Pilot Plant WIPP
West Valley Demonstration Project WVDP
Western Area Power Administration WAPA
Y ucca Mountain YMP

Keyword Name: Report Type
Keyword Values:

Type A/AIA

EH-2/EH2

Self- Assessment/SSA

Emergency Management/XM

ES&H/ES&H

ES& H-Emergency Management/ES& H-XM

Keyword Name: Guiding Principles
Keyword Values:

1. Line Management Responsibility for Safety

2. Clear Roles and Responsibilities

3. Competence Commensurate with Responsibilities

4. Balanced Priorities

5. Identification of Safety Standards and Requirements
6. Hazard Controls Tailored to Work Being Performed
7. Operations Authorization

8. Worker Involvement

Not Assigned

Keyword Name: Core Function
Keyword Values:

1. Define the Scope of Work

2. Anayze Hazards

3. Develop and Implement Hazard Controls

4. Perform Work within Controls

5. Provide Feedback and Continuous I mprovement
Not Assigned
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Keyword Name: ES& H Functional Areas
Keyword Values:

Air Quality Protection

Authorization Basis

Aviation Safety

Chemical Safety

Conduct of Operations

Construction

Criticality Safety

Decontamination and Decommissioning
DOE Directives/Requirements and Regulations
Electrical Safety

Emergency Management

Emergency Preparedness

Engineering

Environmental Protection

Explosive Safety

Fire Safety

Hazardous Waste Operations
Industrial Hygiene

Industrial Safety

Maintenance

Management Systems

Mine Safety

N/A

Nuclear Safety

Occupational Medicine

Packaging and Transportation
Personnel Security(PS)

Policies and Procedures

Quality Assurance

Radiologica Control

Roles Responsibilities and Authorities
Subcontractor Safety

Toxic Substances

Training

Transportation Safety

Vehicle Safety

Waste Management

Waste Minimization and Pollution Prevention
Water Quality Protection

Work Planning and Control
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Keyword Name: Responsible Organizations
Keyword Values:

CBFO - Carlshad Field Office

CH - Chicago Operations Office

DP - Office of the Deputy Administrator for Defense Programs
EE - Office of Energy Efficiercy & Renewable Energy

EH - Office of the Assistant Secretary for Environment, Safety, and Health
EM - Office of the Assistant Secretary for Environmental Management
EO - Office of Emergency Operations

ER - Office of Energy Research

FE - Office of the Assistant Secretary for Fossil Energy

FM - Field Management

ID - Idaho Operations Office

KCSO - Kansas City Site Office

LASO - Los Alamos Site Office

LSO - Livermore Site Office

ME - Office of Management and Budget Evaluation

NE - Office of Nuclear Energy

NSO - Nevada Site Office

OA - Office of Independent Oversight & Performance Assurance
OC - Office of Civilian Radioactive Waste Management

OH - Ohio Field Office

OR - Oak Ridge Operations Office

ORP - Office of River Protection

PA - Power Administrations

PNRO - Pittsburgh Naval Reactors Office

PSO - Pantex Site Office

RFFO - Rocky Flats Field Office

RL - Richland Operations Office

SC - Office of Science

SNRO - Schenectady Naval Reactors Office

SPR - Strategic Petroleum Reserve Site

SRO - Savannah River Operations Office

SSO - Sandia Site Office

Y-12S0 - Y-12 Site Office

Keyword Name: SO (Responsible Secretarial Officer)
Keyword Values:

S - Office of the Secretary of Energy

DS - Office of the Deputy Secretary

US - Office of the Under Secretary
AB - Office of the Secretary of Energy Advisory Board
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BPA - Bonneville Power Administration

CP - Assistant Secretary for Congressional, Public and Intergovernmental Affairs
CR - Chief Financial Officer

DP - Office of the Deputy Administrator for Defense Programs

ED - Office of Economic Impact and Diversity

EE - Assistant Secretary for Energy Efficiency and Renewable Energy
EH - Assistant Secretary for Environment, Safety and Health

El - Energy Information Administration

EM - Assistant Secretary for Environmental Management

EO - Office of Emergency Operations

FE - Assistant Secretary for Fossil Energy

FM - Office of the Associate Deputy Secretary for Field Management
GC - Office of the Genera Counsal

HG - Office of Hearing and Appeals

IG - Office of the Inspector Generd

MD - Office of Fissile Materials Disposition

ME — Office of Management and Budget Evaluation

NE - Office of Nuclear Energy

NN - Office of Nonproliferation and National Security

PO - Assistant Secretary for Policy

QM - Office of Quality Management

RW - Office of Civilian Radioactive Waste Management

SC - Office of Science

WAPA - Western Area Power Administration

WT - Office of Worker and Community Transition
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