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Chapter 1

Introduction

This section provides an introduction to the Business User Guide for Oracle Utilities Work and Asset Management.

About Oracle Utilities Work and Asset Management

Oracle Utilities Work and Asset Management provides functionality to handle large volumes of assets and to manage the
receipt, installation, maintenance, tracking and removal of those assets. The system also manages approval processing,
tracks purchasing transactions, manages inventory and resources, and tracks costs, accounting and financial transactions.

The system handles the following main functional aress:

Home Page: The home page provides a comprehensive dashboard where you can access information you need to review
and complete your work. For example, the Main tab can be configured to display your key work areas; crews or buyers
that you monitor, approval summary, your bookmarks or saved searches, and so on. Additional tabs provide easy access
to information and KPIs that approvers, planners, executives and others can use to review organizational functions and
complete their work.

Approval Processing: One of the ways that the system simplifies and speeds up work is by routing records when they
require approval. Approval requests use approval profilesto determine the properties and requirements for the approval.
Approvers can use the Approval Dashboard to manage the approvals that require their attention.

Assets: Asset management provides functionality to track the purchase, repair and maintenance of assets and asset
components using general work management processing, preventive maintenance techniques, purchasing processing and
inventory tracking. The system also allows organizations to record asset measurements and perform asset inspectionsin
addition to the standard maintenance that is performed on assets.

I nventory: Inventory is tracked, ordered, and received from vendors and allocated in the Inventory system. Asinventory
is allocated to work, the system passes this information back to the Work Management system so that maintenance
managers and crews know that their parts are available.

Purchasing: Purchasing functions can be used to plan, initiate, and process purchases and purchasing contracts from
reguisition to invoicing. The system also manages vendors, designated buyers, and stock items.

Resource Management: Resources encompass any object that contributes to the running of your organization. This
includes crews and crew shifts, employees, equipment, contacts, documents, standard notes and attachments, and so on.

Oracle Utilities Work and Asset Management & Operational Device Management Business User Guide « 9



» Work Management: Work management is the process by which work orders are requested, approved and activated, work
is performed and then work is finished and closed. While the work is being performed, materials, equipment assets and
labor are tracked, as applicable to your business processes. The system also allows organizations to set up preventive and
predictive maintenance cycles including reliability centered maintenance.

» Accounting and Financial Transactions. The system tracks transactions that incur costs including purchasing and
procurement costs, inventory and stocking costs, and the costs associated with the labor, equipment and materials that are
incurred when completing work.

About Oracle Utilities Operational Device Management

Oracle Utilities Operational Device Management provides functionality to handle large volumes of assets and to manage the
receipt, installation, maintenance, tracking and removal of those assets. Oracle Utilities Operational Device Management is
purchased as a separate license to further enhance Oracle Utilities Work and Asset Management. However, since these two
products are typically aways sold together, this guide includes documentation for both products seamlessly. Contact your
sales representative or Oracle Support for more information.

The system supports the following business processes:

 Capturing device attributes and supporting any type of device

» Supporting integration with other utility applications requiring Device information and configuration
» Supporting detailed smart device attributes

» Supporting detailed location management and tracking of individual devices throughout their lifecycle
» Capturing device configurations, settings and calibrations

 Tracking firmware and firmware versions on smart devices

» Managing configuration between devices, components and software

» Validating devices at the time of receipt

» Scheduling and capturing data related to periodic inspection history over time

« Defining cycle information to schedule inspections

» Defining procedures to follow when performing inspections

» Using activities and work ordersto track and manage the electronic or in-field maintenance of devices
» Creating work activity/work order document to be used in the field for inspection work

» Defining awork activity/work order life cycle

About the Home Page

The Oracle Utilities Work and Asset Management home page provides a comprehensive dashboard where you can access
much of the information you need to review and complete your work.

The home page can be configured as the first page launched when you log in to the application. This can serve as your
personal web page where you configure system elements that you use most frequently. Zones are added to the home page
by adding optionsto Portal Preferences under your User Profile. Using profile preferences, you can also personalize the
arrangement of the zones and whether or not they areinitially collapsed or open when the home page opens.

Refer to User - Portal Preferences under the System-Wide Sandards section for more information on using portal
preferences or the Defining Home Page Configuration section in the Administrative User Guide for information on
configuring home page settings.

In general, click on any link, pie chart, or graph to open details about that item. The Go To o= icon at the front of some
items opens the corresponding tab with the related information populated. For example, if you click the symbol in front of
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astoreroom in the My Stor er ooms section on the M ain tab, the system opens the | nventory tab with that Storeroom 1D
populated. Click Refresh to update and display the graphs.

The base package home page can include the following tabs (refer to the embedded help for zone detail s):

Main: The Main tab displays genera system information and any custom zones provided by your implementation (such
as company news). Click the Add link in any zone to add the related information. The My Buyer, My Storerooms, and
My Crews zones do not automatically include the records. For example, if the logged in user is abuyer, he or she must
till add their own buyer to the zone, if they want to include their own buyer in the zone.

Approvals: The Approvalstab provides the same information and functionality as the Approval Dashboard.

Work: TheWork tab can display statistics about work requests and work orders. Some of the work zones might include
alink to the Statistics portal. Authorized users can edit some of the details displayed in the zones using this portal.

Inventory: The Inventory tab provides information about stock items by storeroom. Y ou must enter a storeroom and
click Refresh to display the zones.

Purchasing: The Purchasing tab can display purchasing statistics by buyer. Y ou must select abuyer and click Refresh
to display the zones.

Oracle Utilities Work and Asset Management & Operational Device Management Business User Guide « 11



Chapter 2

User Interface Standard Features

This section describes basic system concepts, features, and standards of the user interface.

System-Wide Standards

This document is the central reference to basic system concepts, features, and standards.

Page Components

This section serves as a central reference to the basic building blocks of all pages used in the system.

Characteristics Common to All Pages

Oracle Utilities Application Framework screens comprise the following main areas:
1. The Application Toolbar

2. ThePageTitle Area

3. TheObject Display Area

4. The Dashboard Area
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NOTE: Thelook and feel of the application may be modified after the product isinstalled. See Custom Look and
Feel Options for customization information, including how to change colors, fonts, and other system features. The
information provided in this document represents features and functionality available only in the delivered product.

The Application Toolbar

This section describes the features available on the application toolbar.

Home Button

i
Click the Home button, o ome

User Preferences.
Keyboard shortcut: Al t +O

, on the Application Toolbar to open your home page. Y our home pageis defined in

Menu
Menu is available in the application toolbar to help you navigate to the different pages of the system
The keyboard shortcut to open the Menu: Ct r | +Al t +M

The menu list is organized by functional area. Clicking the Menu button displays each functional area. Clicking a functional
area, in turn, displays a submenu that contains pages within that area.
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EI'-.-'Ienu OAdmin History

360° Search

EER - »

Location P | Service History | 4
Configuration Report b | Specification >
Work Order » | Manufacturer >
Asset Replication |
To Do |

My Preferences

External Message >
Batch | 2
Data Synchronization >

The pages within each functional area typically have two options: Add and Search. If the menu item does not have an Add
or Search option, select the menu item itself.

How the Add and Search option behaves depends upon whether the maintenance page is fixed or portal-based.
Fixed:
» Add: Displays the maintenance page with empty fields so that the user can complete the information and save the entity.

» Search: Displays a pop-up search window for the user to enter the search criteria and select the entity to display. Once
the entity is selected, the user is taken to the maintenance map with the data populated in the fields.

Portal-Based:

» Add: Either navigates to a page where the user can select the entity type or business object, or directly to the input map
where the user can enter and save the entity.

» Search: Displays a search portal where the user can enter the search criteria and select the desired entity. Once the entity
is selected, the user is typically taken to a maintenance portal or the information is broadcast to other zones within the
same portal.
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A Home == Menu OAdmin History

360° Search

Location P | Service History P | Search
Configuration Report P | Specification >

Work Order P | Manufacturer >

Asset Replication |3 | r

To Do >

My Preferences

External Message | g
Batch >
Data Synchronization [ 3

Admin Menu
The Admin dropdown is available in the application toolbar to help you navigate to the different pages of the system.
The keyboard shortcut to open Admin: Ct r | +Al t +A

Depending on how your implementation has configured the Admin menu list, it may be organized either by functional area
or aphabetically.

Clicking the Admin button displays each functional area or alphabetical list. Clicking one of the options, in turn, displaysa
submenu that contains pages within that area. The following is an example of the Admin menu organized alphabetically.
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A Home = Menu o Admin  History

B b | Activity Type >
C » | Algorithm > |
D P | Algorithm Type [ 2
E P | Application Service >
F | Application Viewer

| G P | Asset Location Type >
| b | Asset Type >
L b | Attachment >
M P | Audit Query by Table/Field/Key
N P | Audit Query by User
0 >
P |

[R [ 2

w
v

W

= = =
v

| 4
NOTE: Refer to Installation Options for information about the admin menu configuration options.

The menu lines displayed for each functional areatypically have two options: Add and Search. If the menu item does not
have an Add or Search option, select the menu item itself. See Menu for more information about these options.

/ﬁ" Home E Menu o Admin ‘ History )

B P | Activity Type » | Search
& P | Algorithm >
D ¥ | Algorithm Type >

=t [ [

Back Button
Click the Back button on the application toolbar to open the previously visited page.
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Keyboard shortcut: Al t +B.

(=

The back and forwar d navigation buttons, as well asthe History list, appear in the application toolbar only when page use
warrants their appearance.

NOTE: Under certain circumstances, such as revisiting a page that was left unsaved after being loaded with default data,
apage may not appear asit did when you left it.

History Button

Click the History button to display alist of previoudly visited pages. When you click on an entry in the list to return to an
earlier page, al items above the selected page are removed from the list.

Algorithm Type
User

The back and forwar d navigation buttons, aswell asthe History list, appear in the application toolbar only when page use
warrants their appearance.

Keyboard shortcut; Ct r| +Al t +H

Forward Button
Click the Forward button to return to the page that was most recently dismissed.
Keyboard shortcut: Al t +G,

=N

The back and forwar d navigation buttons, aswell asthe History list, appear in the application toolbar only when page use
warrants their appearance.

NOTE: Under certain circumstances, such as revisiting a page that was left unsaved after being loaded with default data,
apage may not appear asit did when you left it.

About Button

Click the about button to display a window that describes the current and release information for your version of your
product.

Anne Smith W

0 Help

The about window shows avariety of information including:

» Who the system islicensed to
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e Theuser ID that islogged in
» Therelease ID of the product
» Therelease ID of the framework used to construct the product

» Therelease ID of any customer specific modifications (this comes from the installation record)

User Menu

The User menu is available in the application toolbar to provide access to user-specific options.

0 o ETETRA,

Preferences
Logout

Through this dropdown, the user can access their User Preferences or Logout of their current session.

NOTE: Configurable Menu. Additional menu entries may be visible in your implementation as this menu
configuration allows for additional options to be defined.

Preferences

Click the Preferences menu item in the User Menu to view or modify your settingsin aform that appearsin the Main tab
in the object display area.

€Y About  Anne Smith W

Logout

Logout

Click the L ogout menu item in the User Menu to complete your current session of the application. Clicking thisitem logs
the current user out and displays the Welcome page so that another user can login.

0 About  Anne Smith W

Preferences

Help Button

Click the Help button in the Application Toolbar to open context-sensitive Help in a new browser window.

0 About Anne Smith W

9 Help

Keyboard shortcut: Al t +F1
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Page Title Area

The Page Title Area displays the page title and the page actions toolbar.

For certain pages in the system, the page title may be followed by an information string. It is only applicable to portal-based
pages that display a single record. Thisinformation isonly visibleif the portal has been configured to display the primary
key’sinformation string. Typically only “stand alone” maintenance portals are configured to show the information string,
whereas “all-in-one” portals are not configured this way.

FASTPATH: Refer to Common Base Portals and Zones for more information about standard base product portals.

NOTE: If aninformation string islong and would interfere with a page actions button, the information string will
automatically be truncated and suffixed by an ellipsis, “...”, indicating that more information is available. In this
situation, the missing text can be viewed if the user hovers their mouse over the string.

The Page Actions Toolbar displays standard control options, such as Save and Duplicate. More detail about the actions that
may appear are described in the following section.

Page Actions Toolbar
In the Page Title Area, control functions appear in the Page Actions Toolbar; such as, Clear, Save, Duplicate, Delete and
Refresh buttons.

NOTE:
Buttonsin the Page Title Area appear as the function is available to the user; for example, the Delete button will not
appear if the user has made any changes to the page’ s content, or does not have the necessary security rights for this
action.

In addition, other functions that are specific to a portal-based page may appear in the toolbar, if configured. For
example, the ability to navigate to the Search zone for a specific maintenance object may be visible on the maintenance
portal.

This section describes the standard features that are available in the Page Actions Toolbar.

Bookmark Button
Click the Bookmark button on the Page Actions Toolbar to save the current page and context to the bookmarks list.

Lo

Bookmark Page l

NOTE: Secured. Thisbutton is secured using the application service FI-BOOKMARKS. Users that do not have
security for the application service will not see the Bookmark button (or the corresponding dashboard zone).

After clicking the Bookmark button, you are prompted to provide a name for the bookmark. After saving, it isvisible in the
Bookmarks Zone, allowing you to return to this page with this context loaded with one click.

NOTE: Unsaved datawill not be included in the bookmark. If you view arecord and make changes to data without
saving the changes and then bookmark the page, the unsaved changes are not included in the bookmark information.
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Y ou may change the name of the bookmark or change the sequence of the bookmarks by navigating to the User —
Bookmarks in the user preferences.

Next/Previous Item Buttons

Previous Item  Next ltem

The (Previous Item and Next |tem buttons appear in the Page Actions Toolbar under these conditions:

» You access afixed page, meaning that it is not portal -based.

» You use asearch pageto display an item.

» There are multiple itemsin the search results list below or above the selected item.

If, for example, you enter search criteria of "Smith" on the User Search page, you might see the following results:
« Smith, Albert

e Smith, Peter

e Smith, Zane

If you select Smith, Peter, Peter's user information is displayed on the User page. If you then click the Next |tem button,
Smith, Zane will be displayed. In addition, because Smith, Zaneisthe last entry in the search results, the Next |tem button
isno longer needed and will not appear in the Page Actions Toolbar.

If you then click the Previous Item button, Smith, Peter will be displayed; click again and the Smith, Albert record will
appear, and, because Smith, Albert isthefirst entry in the search results, the Next Item button is no longer needed and will
not appear in the Page Actions Toolbar.

Keyboard shortcuts: Al t +P, Al t +N.

Duplicate Button
Click the Duplicate button in the Page Actions Toolbar to create a duplicate of the currently selected object.

Duplicate (Ctrl+Alt+D) |

Before the new object is added to the database, a dialog appears in which you must enter the unique identifier for the
duplicate object. When you click OK, the system creates the record by copying the original record. It may be helpful to
think of the duplication function as the equivalent of a"save as" action.

Keyboard shortcut: Ct r | +Al t +D.
NOTE: Copying ancillary information for a record sometimes reguires confirmation during a duplication reguest. If so,
you may also be asked if you also want to duplicate ancillary information. If, for example, you duplicate a user group,

besides supplying the ID of the new user group, you are asked if all usersin the origina user group should be linked to
the new user group.

This button does not appear in the Page Actions Toolbar when:
» Duplication is not supported for the current object.

» You areon aportal based page. (For these types of pages, if duplication is supported, the actions are defined in a zone on
the portal.)

 You have made changes to the object without committing the changes to the database by clicking Save. (After making
changes, you must either discard them using the Refr esh button, or save them.)

Oracle Utilities Work and Asset Management & Operational Device Management Business User Guide « 20



Delete Button

Not all transactions have the capability to be deleted. Deletion is related to the business impact of the action. In some
transactions, Delete is present for some scenarios and unavailable for others; for example, you may not be able to delete a
record at a certain status level.

NOTE:
If you make a change to an object and do not save the changes to the database, you cannot delete the object until you
either save the changes or refresh the object with the contents on the database.

Before you delete an object, the system verifies that the object is not referenced anywhere in the system. If it is, you cannot
deleteit. If, for example, you attempt to delete a user, the system ensures this user has not been referenced in a user group or
onaToDo.

Depending on the type of page that you are using, the option to delete may vary.
 Fixed pages display a Delete button in the page actions toolbar when the option is available.

’ﬁ"‘ Home E Menu o Admin ( History

Algorithm Bookmark Previous ltem  Next ltem
Duplicate Delete Clear Refresh

Main

» Portal-based pages display the Delete button in the object-related map.

Asset Type: Meter - Manual Read
| Main |
4 Asset Type

4 Main iy 4 Record Actions o

Asset Type METER_MANUAL Edit Delete Duplicate
Description  Meter - Manual Read

Component Allowed ¥ Record Information
Relatinnzhin

» List zoneson All in One portals commonly display the Delete button (garbage can icon) next to the entity in the search
results.

Phone Type
e %
I Main
Phone Type Search
Phone Type Description Phone Number Format Algorithm
o ff HOME Home Phone #=  North American phone format |

In all cases, before the object is deleted, a confirmation dialog is displayed.
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CAUTION: A timeout situation could occur as the system attempts to verify the use of the deleted object if the object is
referenced in many places and involves large volumes of production data. If this timeout situation occurs, you must with
your database administration group to del ete the offending object.

Clear Button

Click the Clear button to remove the values from the currently displayed object’ sfields. This action is typically used to
clear input fields when adding a new object.

Keyboard shortcut: Ct r | +Al t +C.

Bookmark m Save Refresh

[C;ear (Ctri+Alt+C)

Save Button
Clicking the Save button saves any changes you have made in the data on the current object.

Bookmark Clear @ Refresh

Keyboard shortcut: Al t +S.
The button does not appear unless:
» You enter apage in add mode and default values are loaded.

» You make changes to an object after it is displayed (note that you must tab or click out of the field before the Save button
appears).

Refresh Button
Click the Refresh button to rel oad the values on the page with those from the database.

CAUTION: All unsaved changes are discarded.

Keyboard shortcut: Al t +R.

Bookmark Clear Save F

l Refresh Page (Ctrl+Alt+R)
'E

Object Display Area

The Object Display Area contains the details of the object(s) currently being viewed or maintained. For example, if you
display aportal, its zones are displayed in this area.
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Because many of the page components follow Internet standards of operation, it seems redundant to describe their function.
Instead, this section describes special features, or enhancements, that appear within the framework.

Text Box

The following is an example of a basic text box:
Description

If the text box isalargefield, the text box may be configured to enable scrolling. In this situation, an Expanded Edit icon,
pencil, will appear adjacent to it.

This zone type is used to create an info zone. Info zones contain a list of information about a given object. For example, you could - .f
set up an info zone to produce a list of all contacts made by the customer in context.

Info zones offer many features that can be used to change how the list looks “on the fly” (by end users). For example, users can add
additional columns to the list, change the sort order, ...

Detailed Description
For a more detailed description of how these zones look and behave, open the help and navigate to the index entry fitled "info zone
configuration™.

To set up a new Zone, fillin the zone's parameters as per each parameter's Comments. For examples, please refer to the tips™that ~
appear in the dashboard.

Additional capabilities are provided to display and edit data in these text boxes:

« If thefield contains more text than is visible, a pop-up that displays the full text appears when you hover your mouse
over the text box. The text in the pop-up can be selected and copied.

Zone Tume 5 F1-DE-SINGLE S, Cwner  Framework

This zone type is used 1o create an info zone. Info 2ones contain a list of information about a given object. For example, you could s&t up an info zone 1o produce a list of all contacts made by the
customer in context

Info zones offer many features that can be used 1o change how the list I0oks "on the Ty” (by end users). For example, users can add additional columns to the list, change the sort onder, ..
For a more detailed description of how these zones look and behave, open ihe help and navigate to the index eniry titied "info zone configuration”
To et up a new zone, Tl in the zone's parameters as per each parameter's Comments. For examples. please refer to the Tips” that appear in the dashboard

This zone's parameters support a single SQL statement. If you require a zone that is built using muitiple SQL statements (e.g.. if you need to refrieve rows from disparate sources), please use the

Multi-SQL version of ihis zone type
e
For a more t.&adeﬂ description of how these zones look and behave, open the help and navigate to the index entry tithed "info zone = »
configuration”.

To set up a new zone, fill in the zone"s parameters as per each parameter’s Comments. For examples, please refer to the "tips™that
appear in ihe dashboard.

« If you click the Expanded Edit icon, an editable pop-up window appears. If the field is not protected as a result of
business rules for the page, you may modify the text in this window.
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File Edit View History Bookmarks Tools Help

M hitps://slc07gxi.us.oracle.com:8901/BLDO27 /textEditjsp?id=DESCRLONG&language |

OK Undo Cancel

NOTE:
Special characters are converted to equivalent standard characters when entered in atext box:
Entered Character Description Unicode Converted Character Description
Curly left double quote. U+201D Straight double quote.
Curly right double quote. U+201C Straight double quote.
Curly left single quote. U+2019 Straight single quote.
Curly right single quote. U+2018 Straight single quote.
En dash. U+2013 Simple hyphen.
Em dash. U+2014 Simple hyphen.
Ellipse U+2026 Three dots.
Middle dot (bullet / centered dot) U+00B7 Asterisk.
Fraction 1/4 (using 1 character). U+00BC 1/4 (using three separate characters).
Fraction 1/2 (using 1 character). U+00BD 1/2 (using three separate characters).
Fraction 3/4 (using 1 character). U+00BE 3/4 (using three separate characters).

Date Only Field
When only the date is required, the Date field looks as follows:

Expiration Date
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If you click the calendar icon next to the date field, or you double-click inside the date field, the following window appears:

Date l = | [=] |ﬁ]
. m hitps://slc00dpf.us.oracle.com:9301/BLDO2
£| March > 2015

Sun Mon  Tue Wed Thu Fri Sat
1 2 3 4 5 & 7

8 9 10 1 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 H

Accept Cancel

- A

If the date field was blank, the current date is highlighted when the window first appears. If the date field contained a date, it
isdisplayed.

Y ou can double-click the desired date, or you can select a date and click Accept to close the date window and populate the
datefield.

Date and Time Field
When both the date and time are required, the Date and Time fields typically look as follows:

Desired Execution Date/Time 03-25-2015 / |08:55AM

If you double-click or pressthe Enter key while the cursor isin a Date and Timefield, the following window appears:

Date/Time { = |E| ‘ﬁJ

| . https://slc00dpf.us.oracle.com:9301/BLD023/code/calendar.jsp?lang

£| March > 2015

Sun Mon Tue Wed Thu Fri Sat 2 3L

1 2 3 4 5 6 7 » ; "

3 9 10 11 12 13 14 9 3

. .

15 16 17 18 19 20 21 . 6 .

22 23 24 25 26 27 28 A A A

29 30 3 8 55 AM
W W W

Accept Cancel

- A

Select the date and use the toggle buttons (or enter) the time and then click Accept to populate the original fields.
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NOTE: The user cannot select and move the hands on the clock to set the time.

Search Button

The search button appears primarily as a magnifying glass.

Zone Type = |F1-DE-SINGLE o,

When using a pop-up search window, the search button can appear as a button with its function labeled.
Algorithm Type Search { =H= ‘ﬁ‘

m hitps://slc00dpf.us.oracle.com:9301/BLD023/uiPage/algTypeSearchPage?language=ENG

Algorithm Type Search

| Algorithm Entity |E| Search

Description Search
Algorithm Type Description Alg Entity Program Type Program Name

L 4

Y ou can have the system search for an item that matches the data you entered using any of the following methods:

» Enter avaluein the search field and press Enter while the cursor isin the search field. The system assumes you want to
search for the value entered and pre-populatesiit in the search window's search criteria. If a unique match can be found,
the system automatically populates the field with details corresponding to the record found. If a unique match cannot be
found (either no matches or multiple matches), a search page opens containing selectable items.

 Click the Search button without entering a criteria. Thiswill typically cause a pop-up search window to appear so that
you can further refine your search.

» Enter avalue and tab out of the search field. The system looks for avalue that exactly matches what you entered. If it
cannot find such avalue, the search dialog will not be presented.

When an item is selected in the search page, the search page closes and the input field is populated with the value selected.

NOTE: Sorting columnswithin the search grid. You may click on the column heading of columnsin a search grid to
cause the contents of the grid to be sorted. Refer to Sorting Functionality for more information.

Context Menu Button
The Context Menu button is asmall version of the Menu button from the Application Toolbar. An example is shown below:
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Algorithm Type

Y

| Main |

Algorithm Type = |F1-FACT-ATTR o,

Context menus exist to help you navigate to other pages and populating the page with the current context (by passing the ID

of the related object). In addition, the menu items offered in a Context Menu differ depending on the entity that the menu is
related to; for example, when you click the Algorithm Type context menu, a pop-up menu similar to this appears:

Algorithm Type

A
| Main |
Algorithm Type = |F1-FACT-ATTR o,

Description Go To Algorithm Type
Go To Algorithm ~h Add 1ghe
Fields 1 to 20 can be any of the follo Search les:

Different context menus exist for each of the major objects in the system; for example, in Customer Care and Billing, the
context menu for Premise contains premise-oriented menu items, whereas the context menu for Account contains account-
oriented menu items.

Go To Button

Clicking aGo To button, »: , opens the page for the related object - it functions like a hyperlink.

User Group Expiration Date Owner

+ 1 -%_% ALL_SERVICES O, System User Group 12-31-2100 Framework

| Go To User Group ‘

Broadcast Button
Some zones have been configured to "broadcast" unique identifiers to other zones within the portal; if so, you'll seea

broadcast tower icon, ™, in the first column. Clicki ng the icon causes specific zones to reload — these zones that have
been configured to rebuild when the unique identifier is received. For example, you might have configured a zone to display
the image of a bill when ahill ID is broadcast from an info zone.

Work Lists

The work list buttons can appear in a zone's column heading, .
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Clicking the icon resultsin populating the dashboard Work List Zone with the entire column. The user may use the Work
List zone to easily process entries one at a time without returning back to the source query zone. The work list stays
populated until the user overlays the work list by clicking a different column'sicon.

When a user clicks on awork list entry in the dashboard, the system behaves asif the user clicked on the hyperlink in the
zone. In addition, the system adds a check mark next to the item showing that the user has “worked on” or visited the entry.

NOTE: TheWork List zone is populated only upon user request.

Scroll Bars with Dynamic Height
Sometimes the height of agrid isn't sufficient to display agrid's rows. When this occurs, a vertical scroll bar appears and

an "expand button™ appears above this bar, . For example, the following grid is not high enough to show all of athe
available dashboard zones:

Dashboard - 10 of 10 zones selected for display.

Zone Display Initially Collapsed Sequence Refresh Seconds Security Access
Switch Language M [ 20 0| Yes| |2
Bookmarks ¥ [ 0 0 Yes |3
Checked Out M [ 0 0 Yes
Current Context = [ 0 0| Yes| | _

If you want to view al of the person's phone numbers without using the vertical scroll bar, you can you click the expand
button. When clicked, the height of the grid expandsto show all rowsin the grid:

Dashboard - 10 of 10 zones selected for display.

Zone Display Initially Collapsed Sequence Refresh Seconds Security Accﬁ
Switch Language W [ 20 0| Yes| |
Bookmarks M [ 0 0 Yes
Checked Qut ¥ O 0 0 Yes
Current Context | [ 0 0 Yes
Current To Do M [ 0 0/ Yes |E
Favorite Links M [ 0 0 Yes
Favorite Scripts M [ 0 0 Yes
Favorite Searches = [ 0 0 Yes

To Do Summary W [ 0 0 Yes
Wk | ist RN n 0l | Yes| 7

Notice, after the grid is expanded, the grid's vertical scroll bar disappears and the button in the upper corner becomes a

Collapse Button, . If you click the collapse button, the grid will return to its original height.

NOTE: Search grids. Expand all functionality is not availablein search grids.
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Sorting Functionality

Grids have a heading row that contains labels for the columns. By clicking a column heading, you cause the rows to be
sorted in the order of the selected column. By clicking on a column more than once, you cause the rows to be sorted in
reverse order. Clicking the heading a third time removes the sorting function and returns the grid to its default display
organi zation.

The following shows how information look after organizing the grid, clicking the column heading, by algorithm type (notice
the icon in the column name).

Algorithm Code Description Algorithm Type 4
Web Service - Verify Active Operations
F1-ATCHM-INF Attachment Information F1-ATCHM-INF
F1-BAT-LSDEF Batch Level of Service Algorithm F1-BAT-LVSVC
F1-BNDL-INFO Bundle Information F1-BNDL-INFO
F1-BNEXVALID Bundle Export Validation F1-BNEXVALID
F1-BOSTATFS Take BO Status/Reason Final Snapshot F1-BOSTATFS
F1-BUNEXPBUN Prepare bundle XML F1-BUNEXPBUN
F1-BUNIMPAPP Apply a bundle F1-BUNIMPAPP
F1-BUNLOGUSR Log user updating an export bundle F1-BUNLOGUSR

F1-CMPSNAPSR Compare Sync Request Snapshots, populate status reason if discarded.  F1-CMPSNAPSR

F1-COMPSNAPS Compare Initial and Final Snapshots F1-COMPSNAPS
F1-DECRT-INF Decision Report Information F1-DECRT-INF
F1-FINALSNAP Take Final Snapshot F1-FINALSNAP

NOTE: Sorting on dropdown values. If you attempt to sort a column that contains a dropdown value, the information
is sorted in the order of the unique identifier associated with the dropdown value, not the description you see on the
screen; for example, if you sort on a column containing unit of measure, the information will be sorted in the order of
the unit of measure code, not the description that appears in the drop down. This means that the resultant sort will appear
incorrect and therefore we discourage you from doing this.

Get More Functionality

Grids that can potentially contain alarge number of rows have special processing that we refer to as Get More functionality.
WEe'll use an example from Oracle Utilities Customer Care and Billing to explain - consider the grid that contains all
payments that have been added to a cash drawer. By the end of the day, this grid could contain hundreds of rows (one

for each payment remitted during the day). Rather than show every payment in the grid, the system retrieves the first X
payments (where X varies from grid to grid, and from release to release) and appends a Get More button to the bottom of
the grid asillustrated below:
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Tender Amount Tender Type Account Check r

$12390 Cash 4172150879 - Rodehaver, Gary - Residential - M-D1
$69.76 Cash 5983360951 - Nicholson, Edvard Paige - Res - M-D1
$10.00 Cash 4438465447 - Richie, Kate - Residential - - ALOP
$1000 Cash 2609586025 - Richie, Harry - Residential - - ALOP
$10.00 Cash 8593641982 - Richie, Girlie - Residential - ALOP
$10.00 Cash 0401455188 - Richie, Iris - Residential - - ALOP

E R
4 [

When you click the Get M or e button, the system appends the next X rows to the bottom of the grid.
NOTE: Theabsenceof a" get more" button. If no button appears at the bottom of the grid, this means you are seeing
al of therows.

NOTE: Search grids. The Get More function is not availablein search grids.
Adding and Removing Rows Using Arrows

In some editable grids, a new row can be added to another editable grid (the grid on the left) by clicking the Add item
button, @', of the desired row in the grid on the right:

Sequence Description Sequence Description
gy 10 Winter kWh charge, first 500 G 30 Winter subtotal
gy 20 Winter KWh charge, remaining G 60 Summer subtotal
gy 40 Summer kWh charge, first 300
L= 50 Summer kWh charge, remaining
oy 70 Employee discount

When the Remove item button is clicked, ™ |, the row is transferred from the grid on the right to the grid on the left. This
change will not be committed to the database until you save the object being maintained

Reorganizing Items Using the Up and Down Arrows

Occasionally, rows can be repositioned in an editable grid by clicking up and down arrows. The following is an example of
such agrid:

Merge Type Sequence Step Type Description
T ¢ & Original 10 Edit data Edit data - Perform State Transition
M % & Orainal 20 Edit data Edit data - Perform Main Processing
M € & Orainal 30 Label Label - End of script

Notice the following about such a grid:

e Theuparrow isdimin thefirst row. Thisis because it can't be moved further to the top.
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e Thedown arrow isdim in the last row. Thisis because it can't be moved further down.
» Theup and down arrows are usable in al other rows. Each time you click one of these arrows, the respective row is
moved up or down one row.

NOTE: Reminder. When you move rowsinto agrid, the system does not apply the change to the database until you
click the Save button (which commits the entire object to the database).

Trees

Trees are used to illustrate complex relationships between objects. The following is an example from Oracle Utilities
Customer Care and Billing of a page with atree that is expanded:

= L, )E Account - 5922116763 Brazil Mark - Residential
= ﬁﬁ Premise - 389 Church Street, San Francisco, CA, 94114, USA, Single family home, 4603411969

= %&;ﬁ SA - California / Water residential, WALL-1, Active, 01-01-1998, 5922118417

m ﬂ SP - Water - residential/Quarterly meter cycle - wk 1/Route 1/389 Church Street, San Francisco, CA, 94114, USA,
- gﬁ;ﬂ SA - California / Cable, CABLE, Active, 01-01-1998, Basic Cable Service, 5922116431

ﬂ ;;E SP - Cable Service Point/389 Church Street, San Francisco, CA, 94114, USA, Single family home, 4603411969 / H
- @;E SA - California / Electric residential, ERES-2, Active, 01-01-1998, Electric heat option, 5922116667

ﬁ #1=| SP - Electric - residential/Monthly meter rd cycle - day 1/Route 1/389 Church Street, San Francisco, CA, 94114, US
= %ﬁ SA - California / Gas residential, GALL-1, Active, 01-01-1998, 5922116719

g )E SP - Gas - residential/Monthly meter rd cycle - day 1/Route 1/389 Church Street, San Francisco, CA, 94114, USA,
- gﬁ:@ SA - California / Waste water residential, WWALL-1, Active, 01-01-1998, 5922116874

n E SP - Water - residential/Quarterly meter cycle - wk 1/Route 1/389 Church Street, San Francisco, CA, 94114, USA,
7] SA (No Premise) - California / ERES Automation, TRATE, Active, 01-01-2000, 1325316234
1"-» )E Person - Brazil Mark - Main customer

The following points describe how to use trees:
Y ou can expand and contract the nodes in atree by clicking on the icon that prefixes the node (you can aso click the + and -
button to expand and contract a node).

NOTE: Expand all. If you pressCt r | while clicking on an icon that prefixes a node, all child nodes (and their
children) expand.

Y ou can click the context menu button to cause a context menu to appear. Y ou can navigate to any of the pages that are
presented on this menu. Refer to Context Menu Button for more information.

Y ou can click on the information that appearsin an underlined node to drill into the page in which the object is maintained.
For example, if you click on the account information, you will be transferred to the Account - Main page.

NOTE: Important! If you make changes after expanding a tree's nodes (e.g., by drilling down on a Premise and
changing the premise's address), the tree will contract to the first node if you return to the page.

Nodesin treesfit into two broad categories:

» Information nodes. Information nodes highlight the existence of other data. For example, on the Control Central - Bill
Payment Tree, a node exists to highlight the existence of new financial transactions that were created since the last bill
was compl eted.

» Data nodes. Data nodes show information about objects in the system. For example, data nodes exist on the Control
Central - Bill Payment Tree that show bills and payments.
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Required Field Indicator

An asterisk (*) isused to indicate that afield is required. The system determines this based on the field' s configuration.
When afield becomes required because of an algorithm and not the field’ s configuration, however, the system will not add
an asterisk.

NOTE: Thefield indicator only appears on portal-based pages. Older, fixed pages will not include this designation.

NOTE:
If apageincludes agrid, fields within arow may be marked as required.

4 Operations o

Operation Name Schema Type Schema Mz

In this situation, the field(s) within the grid are only required if the row is being popul ated.

Accordion Windows
Accordion windows are used when the data held in an object's rows does not comfortably fit into agrid.

Each row in an accordion has a header that summarizes arow's details. When you click a header, the row expands to show
the details. The following is an example of an accordion where all headers are collapsed (meaning that only summaries of
the rows' details are shown):

Steps All 3 displayed [Expand All] [Collapse All] Copy
= B ( 10 ) Editdata- Get the Physical BO for the MO

= ﬁ ( 20 ) Editdata - Get the prime keys of the BO

=4 M ( 30 ) Edidata-Readthe BO

When you expand a header, its detail s are exposed. For example, the following shows the same accordion after the third row
is expanded:
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Steps All 3 displayed [Expand Alll [Collapse All] Copy

< ff ( 10 ) Editdata- Getthe Physical BO for the MO

Step Sequence 10
Step Type Edit data |L|

Get the Physical BO for the MO _/‘
Text

move "parm/mao” to "F1-RetrieveMOOption/input/mo™; - '("

maove 'F1PB’ to "F1-RetrieveMOOptionfinput/moOption Type™; =
Edit Data Text move 'false’ to "F1-RetrieveMOOption/input/isMultiple™;
invokeBS 'F1-RetrieveMOOption' using "F1-RetrieveMOOption”;
| + m (20 ) Edit data - Get the prime keys of the BO

=4 fl ( 30 ) Editdata- Readthe BO

NOTE: You must expand to update. In order to update arow in an accordion, you must expand it.

Row Summary and Chunk Management

At the top of an accordion you'll find a summary of its rows. The format of thisinformation differs depending on the
number of rows and the size of the accordion:

« If the accordion contains every row, a summary of the total nhumber of rows is displayed.

« If the accordion contains a subset of rows, you are presented with a summary of the rows AND you are provided with
options to display different "chunks' of rows.

e Click First to display the first "chunk" of rows (the size of a chunk differs depending on the accordion). Thisoption is
dimmed if the first chunk isin the accordion.

» Click Previousto display the previous chunk of rows. This option is dimmed if the first chunk isin the accordion.
» Click Next to display the next chunk of rows. This option isdimmed if the last chunk isin the accordion.
» Click Last to display the last chunk of rows. This option is dimmed if the last chunk isin the accordion.

Dashboard Area

The dashboard is a portal that contains zones. These zones appear regardless of the object being displayed in the Object
Display Area. Refer to Dashboard Portal for a description of these zones.

NOTE: User configurable. Every user has control over the zones that appear in their dashboard. Refer to Portal
Preferences for more information about how a user can customize the contents of the dashboard.

Script Area
When a script isinitiated, the object display area shifts down to make room for the script area.

Theinformation in the script area takes you through the steps in the selected business process (provided by your
implementation team).
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ORACI—E 0 About  English System W

A" Home == Menu 0 Admin € History Q Help
: 4 Current Context -
| This Script will Add/Modify Person and Account data = et

e . . : =
= & Does the dashboard contain the account that service will be started for?  NO YES 4 Financial Information

4 Alerts
Control Central Bookmark Clear Refresh

Main | Account Information  Customer Information  Account Tree  Premise Tree  BillPayment * 4 Work List Clear

fern -~

Maintenance Pages

M aintenance pages are used to maintain (add, change, etc.) the information in the system using a fixed page metaphor. All
user interfaces implemented in this way function in a similar manner. This section focuses on functionality common to all
mai ntenance pages using this metaphor.

NOTE: Not al maintenance pagesin the application use this style of maintenance page. The preferred metaphor for
maintenance pages, however, is to use portal-based pages. For more information see Common Base Portals and Zones.

The Unique Identifier Area

Every object in the system must have a unique identifier. For some objects, typically administrative or control table data, the
unique identifier is defined by the user creating the record. Other objects, typically master or transaction entities, the unique
identifier is assigned by the system after the record is saved.

Where the identifier is displayed depends upon whether the ID is user-defined or system generated.

Pages displaying objects with a user defined identifier (such as To Do Type) typically display the identifier on the left along
with a search button. For master and transaction tables, (such as To Do Entry) the unique identifier istypically found in

the upper right corner of the screen along with a search button and is labeled as the entity’ s ID. In this caseg, if thereisan
information string associated with the object, it is displayed on the left.

If the object being maintained has an associated context menu, a Context Menu Button is displayed appear.

Confirmation & Error Messages

Whenever a database modification action is requested, the system first validates the data to be put on the database.

First, the system validates the information. If there are errors, the first error encountered is displayed in awindow. In
addition to the error message, the error window also contains the error number and the identities of the programs that
detected the error. If you don't understand an error and you have to call product support, please supply them with this
information.

If there are no errors, the system is modified.

Warning If Unsaved Changes Exist

If you make any changes to an object and you don't commit these changes to the database, the following warning appears:
"Y ou have unsaved changes that will be lost if you continue. Press OK to continue anyway."
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If you want to commit the changes, click Cancel. Y ou will then return to the page and can make further changes or press
Save. If you want to discard your changes and transfer to the new page, click OK.

CAUTION: Thiswarning is not displayed if you are working on a new object on a fixed page and you navigate to a
different page. Information about new objectsis preserved in memory in anticipation of your return to the page. For
example, if you are in the middle of adding a new user and you want to quickly reference information on a different
page, you will not receive the above warning because your information will be saved. If you use the back button to

return to the user page, al of the information you were adding will be present and you can enter the rest of the new

user's data.

Query Pages

Query pages are used to display record sets in the system. Most query pages function in asimilar manner. This section
focuses on functionality common to all of the system'’s query pages.

The Search Area

The upper right corner of the screen is almost always the identifier of the object associated with the search. In Oracle
Utilities Customer Care and Billing for example, the unique identifier on the Account Financial History page is the Account
ID.

To theright of the unique identifier is a Search button. This button is used to search for a different object than the one
whose datais being displayed in the page.

If the object being displayed has an associated context menu, a Context Menu Button is displayed.

Portals
This section describes certain types of portals provided in the system where a user may control the content, for example the
dashboard.

Portals used for base product query and maintenance pages are typically configured to not allow user customization. Refer
to Common Base Portals and Zones.

In most base products, there are several pages whose content can be customized by individual users. These portals exist
because different users have different data requirements. For example, in Oracle Utilities Customer Care and Billing a
billing clerk might prefer the customer information portal to show a customer's bills and payments. However, a credit and
collection supervisor might prefer the same page to show an account's collection activity. Portals allow each user to define
what they want to see.

The contents of this section provide background information about portals.

Portals Are Made Up Of Zones

The term "zone" is used to describe a section on a portal. For example, the following is a portal with seven zones:
» Switch Language

« Bookmarks

o Checked Out

e Current Context

e Current To Do
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» Favorite Links
 Favorite Scripts

NOTE: Thisexample may not be availablein your application; it is used for illustration purposes only.

4 Switch Language

Switch To Rd

Refresh
4 Bookmarks ﬁ
4 Checked Out @ o

Business Object (ZZ FACT) - fact |E|
bo

Business Object
(ZZ-AdhocActivityRelease) -
AhocActivity Release

m

Minratinn Rannast
4| 1] [ »

4 Current Context ﬁ

4 Current Te Do

' \,l/

4 Favorite Links

A Favorite Scripts {3} Search

Revision Control Check Out -

Each User Can Customize Which Zones Appear
For any portal that is configured to show on portal preferences, each user has control over the following:

»  Which zones appear on their portal
» Theorder in which the zones appear
»  Whether the zones should be "collapsed"” (i.e., minimized) when the portal opens.
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Users define their preferences by clicking the User Preferences button. Pressing this button transfers the user to the User
Preferences page on which their Portal Preferences can be defined.

CAUTION: Recommendation. We strongly recommend that you set your preferences to collapse zones that you don't
use often. Why? Because we don't perform the processing necessary to build collapsed zones until you ask to expand a
zone. Opening a page with zones collapsed accel erates the response times of portal.

Users Must Be Granted Security Access To Each Zone

A user must be security granted access rightsin order to see a zone on a portal.

FASTPATH: Refer to Granting Access to Zones for information .

Zones May Appear Collapsed When A Page Opens

Portal Preferences allows the user to collapse a zone (or minimized) when a portal appears to reduce space for the zone
while keeping the data easily available. To view the information in a collapsed zone, the user can press the zone's expansion

button, 4, to either expand or collapse the zone:

s-g Checked Out & o

4 Checked Out") {3}

_{b

Business Object (ZZ FACT) -fact |=
bo
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CAUTION: Recommendation. We strongly recommend that preferences be set up to collapse zones that may contain
datathat is only needed upon a user's request. The system doesn't perform the processing necessary to build collapsed
zones until a user asksto expand a zone. As aresult, indicating a zone is collapsed improves response times.

Dashboard Portal

The dashboard is a portal that always appears on the desktop. Its zones contain tools and data that are useful regardless of
the object being displayed.

NOTE: Minimizethe dashboard. Y ou can minimize the dashboard by clicking on the vertical bar on the left side of
the dashboard. This causes the dashboard portal to disappear allowing more of the page areato display. The vertica
dashboard bar is then displayed on the right side of the page. Clicking the dashboard bar restores the display of the
dashboard portal. Rather than clicking, you may press Al t +J to toggle the display of the dashboard.

The contents of this section describe the zones that are provided by the framework product for this portal. Please note the
following additional information about the dashboard portal that may impact how it appears.
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« Additional zones may be availablein other products. The zones described below are available in every base product.
Please refer to the product-specific documentation for additional dashboard zones available in your product (open the
help and navigate to the index entry labeled Dashboard).

» Context Sensitive Zones may appear. Some pages may define additional zones that should appear in the dashboard
only if that page is displayed. These are referred to as Context Sensitive Zones.

» Dashboard zones ar e configur able. The dashboard portal is configured to allow a user to define preferencesfor it.
Refer to Portal Preferences for more information.

NOTE: Security. Asagenera rule, dashboard zones each refer to a unique application service so that a security
administrator may configure which users are allowed to have access to which zones. Note that the user portal
preferences indicates which zones a user has security access to.

Bookmarks Zone

After clicking the Bookmark button and saving a bookmark, it is visible in the Bookmar ks zone. Clicking one of the links
in the zone navigates to the page where the bookmark was saved and loads the information related to the record that was
displayed when the bookmark was saved.

Click the trash can icon to delete the bookmark.

Note that a user may change the name of the bookmark or change the sequence of the bookmarks by navigating to the User
— Bookmarks in the user preferences.

Current To Do Zone

The Current To Do zone is designed to streamline the process of working on To Do entries from assignment to completion.
It displays key information about the user's current To Do entry and provides functions that help minimize the number of
steps it takes to resolve the entry and potentially other entries related to it.

The following sections provide more detail about the zone.

Next To Do Assignment

[

Users may have the option to click the : ‘/ To Do icon to request the next To Do entry they should work on. This
functionality is optional and can be configured to follow your organization's business rules in determining the next task for
auser. For example, if your organization practices work distribution "on demand", this feature can be configured to find the
highest priority entry a user can work on and assign it to the user. Refer to work distribution for more information on this
business practice.

NOTE: Next Assignment RulesAreln A Plug-in. Refer to Next Assignment Algorithm for more information on how
to configure the system to take advantage of this function.

If the system is successful in determining the next entry the user should work on, this entry becomes the user's current To
Do and itsinformation is displayed on the zone.

User’s Current To Do

The user’s current To Do may be set using the Next Assignment algorithm, or by drillingin onaTo Do fromthe To Do List
or To Do Search page as described in A User's Current To Do. Once a current To Do has been set, the zone displays details
related to the To Do.

The M essage describes why the entry exists. The message description allows the user to drill into the page on which the
entry's respective object is displayed. For example, if the entry is associated with an asset that needs review, the user is

Oracle Utilities Work and Asset Management & Operational Device Management Business User Guide « 38



brought to the asset page to view the information and potentially take action. If the To Do type has been configured to
associate a script with this To Do entry's message number, then instead of being taken to the respective page, the associated
script is launched.

Info displays the standard To Do information. An Info icon == appearsif there are comments on the To Do and a
Description icon &I appearsif thereis alog entry of type Forwarded, Sent Back or User Details on the To Do. The
description drillsinto the To Do entry page allowing the user to view more information about the entry or make changes to
it as needed.

The user may use the Complete button in the zone to compl ete the current entry.

Next / Previous To Do Buttons
The Previous To Do and Next To Do buttons are enabled on this zone under the following conditions:

» The user selected an entry either on the To Do List page or the To Do Search page.
» At least one other entry exists below (for Next) or above the entry selected (for Previous).

Clicking Next To Do or Previous To Do will bring the user to the transaction indicated on the To Do Entry’ s message,
where its respective object is displayed. It also makes that To Do the Current To Do displayed in the zone.

The keyboard shortcut to simulate Previous To Do: Al t +Y
The keyboard shortcut to ssmulate Next To Do: Al t +Z

NOTE: When auser drills down on aTo Do entry from the To Do List page, the system automatically changes the
status of the entry to Being Worked. If Next To Do or Previous To Do is subsequently used to scroll through thislist,
the system does not change the To Do entry's status. To change the status of these entries, the user must navigate to the
To Do List. On this page, multiple entries may be selected and their status changed with a single user-interface action.

Related To Do Entries

If the To Do entry has non-complete related entries a summary Related To Do description appears. The description states
the total number of related entries, how many are till in Open, how many are assigned to current user and how many
assigned to others. This hyperlink navigates to the To Do Search query allowing the user to review the related entries. At
this point the user may decide to assign entries that can be positively identified as being caused by the same problem as the
current To Do aso to himself.

If the user determinesthat all related To Do entries have been resolved with the appropriate action taken, the Complete All
button may be used to complete in one step the current entry and all itstruly related entries assigned to the current user.

If the related entries are not resolved with one action, the user may opt to use the Complete button to complete the current
entry alone and work on related entries one at atime. Using the related To Do information hyperlink the user may navigate
to the To Do search page and drill into the first related To Do to work on using the message hyperlink. This entry now
becomes the user's current To Do and the Next To Do and Previous To Do action buttons are set to scroll through the
related entries list.

Favorite Links Zone

Each line in the Favorite Links Zone corresponds with one of the user's favorite links (e.g., transactions). Clicking on a
line invokes the transaction. A number appears adjacent to the first nine entries to highlight that these links can be invoked
by pressing an accelerator key (Ct r | + anumber). Note that the numeric keypad on your keyboard cannot be used to
implement this function.

Users define their favorite links by clicking the User Preferences button. Clicking this button transfers the user to the User
Preferences page on which their Favorite Links can be defined.
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Favorite Scripts Zone

The Favorite Scripts zone lists the business process assistant (BPA) scripts that you have defined on your user preferences.
You can click on ascript to executeit. You can click the Sear ch button in the zone to search for other scripts.

NOTE: If you do not see the Favorite Scripts zone in your dashboard, navigate to User Menu and click the Pr eferences
menu item to display the User - Portal Preferences page. Under the Dashboard Portal row, select the Display option for
the Favorite Scripts zone.

Favorite Searches Zone

If you marked a saved search as afavorite using Saved Searches functionality, the search is visible in the Favorite Sear ches
zone. Clicking one of the links in the zone navigates to the page where the search was saved and populates the filter values
and executes the search.

Switch Language Zone

The Switch Language zone is used to switch the application’s language. Only languages that are supported by your
implementation will appear.

To switch the application's language, choose the desired language and press the Refresh button.

NOTE: If your implementation uses a single language. If your implementation uses a single language, you should
suppress this zone by not granting security rights to the zone's application service.

To Do Summary Zone
The To Do Summary Zone has several purposes:
» It presents asummary of the To Do entries that have been assigned to you and are Being Worked On.

» Thecolored "age bars' highlight the age of the To Do entries. The colors red, yellow and green are used to highlight
the relative number of old, middle-aged and new To Do entries. The age associated with each of these colorsis user-
configurable. Note, you can hover the cursor over an "age bar" to see the number of To Do entries.

« If you click on the To Do Type description or on an "age bar", you'll be transferred to the To Do List transaction where
these To Do entries will be displayed. From this page, you can drill down to the specific entries.

NOTE: Timesaver! After you drill down on entry from the To Do List page, if you have the Current To Do zone
configured in the dashboard, you can use the Previous To Do and Next To Do buttonsin the zone to scroll through
additional To Do list entries without returning to the To Do List page.

Work List Zone

TheWork List zone provides quick access to an entire column of an info or query zone. When a user clicks on awork list
entry, the system will do whatever it would have done if they'd clicked on the hyperlink in the zone. In addition, the system
ticks off that they've worked on the entry (this feature is mostly so users know that they've at least looked at something).
Refer to Work Lists to better understand how to configure query columns to support work lists.
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User Preferences
The Preferences (or My Preferences) transaction and the User Maintenance transactions are the same except that with My
Preferences, only the following items can be modified:
 MainTab
» Language
» Display Profile
e TimeZone
e Email Address
« Dashboard Width
e Home Page
« To Do Summary Age Bar Parameters
» Bookmarks
» All information can be modified
» Portal Preferences
 All information can be modified
» Favorite Links
 All information can be modified
» Favorite Scripts

e All information can be modified

User - Main

This page lets you view or define user information and access settings.

To open the page, either:

» Choosethe Admin > Users> Search menu item.

» Choosethe Menu > My Preferences menu item; or,

e Choosethe User Menu > Preferences menu item in the application tool bar;

Note that some fields are only modifiable when the page is opened from the from the Admin menu.
Description of Page

Basic user identification information is viewed or set in the First Name, Last Name, User ID, and Login ID fields, all of
which are modifiable only when the page is opened from the Admin menu. User and logon IDs must be unique. The Login
ID istheid that the user usesto log in to the system. The User ID isthe ID that is used throughout the application when
users are assigned to tasks or when the user ID is stamped on records when logging add or update actions.

L anguage Code defines the language in which the user's screen prompts and messages appear.
Set User Enabled to allow the user to access the system.

NOTE: Thisfield, available only when the page is accessed through the Admin menu, provides special field-level
security. A user can change the field only if the Enable/Disable access modeis set.
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Display Profile 1D defines the display options for the user.

The next group of fieldsis used to view or set user preferences. For example, you can set up portal preferenceson a
"template user" and indicate that specified users will inherit their portal preferences from the template. Doing so provides
consistency in the application of account information and dashboard zones. This fields are modifiable only when the page is
accessed through the Admin menu.

e Set User Typeto Template User if the user's preferences are to match those of other users.

» If auser'sportal preferences are to be inherited from a "template user”, use the Portals Profile User 1D to define the
user |D of the template user. If applied, the specified user will inherit portal preferences from the Portals Profile User
I D and will be unable to customize those preferences.

» If auser'sfavorite links are to be inherited from a "template user", use the Favorites Profile User I D to define the user
ID of the template user. If applied, the specified user will inherit favorites preferences from the Favorites Profile User
I D and will be unable to customize those preferences.

The Time Zone associated with the user may be defined. Implementations may use thisinformation for features and
functions where the user’ s time zone impacts display of data.

Email 1D captures the user's email address.

Dashboard Width defines the number of pixelsto use for the user's dashboard area. A setting of 200 is recommended as a
minimum. Depending on the width of a user’s monitor, a higher setting (such as 250) will display more information without
compromising the space on the main area of the application.

Home Page defines the page that appears when the user starts a session or clicks the Home link.

The To Do entry fields control how To Do entries are aged in respect of the “age bars’ that appear on To Do Summary, To
Do Supervisor Summary and the To Do Summary Dashboard Zone. Specifically:

e UseToDoEntriesLessThan ___ DaysOld Should be Green to define the number of days old aTo Do entry must be
less than to be considered “green” in the age bar.

e UseToDoEntriesMoreThan __ DaysOld Should be Red to define the cutoff days after which aTo Do entry is
considered “red” in the age bar.

» Any To Do entry whose ageisn't “red” or “green” is considered “yellow” in the age bar.

The User Group collection defines the group(s) with which the user is associated and the date (if any) when the user's
association expires. This feature is modifiable only when the page is accessed through the Admin menu. For more
information, see The Big Picture Of Application Security. Assignments of usersin auser group can also be established or
maintained through the User Group - Users page.

NOTE: The ability to maintain the user groups on this page requires specia field-level security. A user can change the
field only if the System Administration access modeis set.

User - To Do Roles

Open the User page and then navigate to the To Do Roles tab to define the To Do roles assigned to the user.
The information on this page cannot be modified if accessed through My Prefer ences.

FASTPATH: A user's To Do roles control the types of To Do entries the user can access. For additional information on
To Doroles, see To Do Entries Reference A Role.

Description of Page

The grid contains the user's To Do roles. To modify aTo Do role linked to the user, simply move to afield and change its
value. ToremoveaTo Do roleg, click the - (minus) button. To add anew To Do role, click the + (plus) button and enter the
role.
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Where Used

Every To Do entry references arole. A To Do role has one or more users (and a user may belong to many To Do roles).
Users who are part of the To Do role assigned to a To Do entry may work on the To Do entry. For more information on this
feature, see The Big Picture Of To Do Lists.

User - Access Security

Open the User page and then navigate to the Access Security tab to define a user's security rights. Y ou cannot modify this
page if you accessed it through My Prefer ences.

FASTPATH: Refer to The Big Picture of Application Security for more information about data access roles and access
groups.

Description of Page

Use the Default Access Group to define the access group that is defaulted on new records added by this user that are
subject to row security.

The scroll area contains the Data Access Roles to which this user belongs. A user's data access roles play apart in
determining the accounts whose data they can access. Refer to Access Groups, Data Access Roles and Users for more
information.

To add additional data access rolesto this user, click the + button and specify the following:

Enter the Data Access Role. Keep in mind that when you add a Data Access Roleto a User, you are granting this user
access to all of the accounts linked to the data access rol€'s access groups.

Use Expiration Date to define when the user's membership in this data access role expires.

NOTE: You can also use Data Access Role - Main to maintain a data access rol€'s users.

The tree highlights the Access Groups to which the above Data Access Roles provide access.

User - Bookmarks

This page is used to manage a user’ s bookmarks that are created when a user clicks the Bookmark button and saves a
bookmark. From this page the user can delete a bookmark, change the name of the bookmark or change the sort sequence.

Open the User page and then navigate to the Bookmar ks tab to modify or delete a bookmark.

Description of Page

Sequence is the sort sequence associated with the bookmark. Bookmarks with the same sequence are then sorted
aphabeticaly.

Name is the user-defined name assigned to the bookmark. Thisis the text that is visible in the Bookmarks dashboard zone.

NOTE: FavoriteLinksvs. Bookmarks. Favorite links are configured through the user page and define pages that a
user can navigate to. They do not define context (although some pages may use information currently in global context
when navigating). Some users may not be allowed to configure their own favorite links and would see the favorite
links associated with a profile user. Bookmarks are created using a bookmark button available on each page. The
bookmark saves navigation information, context information and also captures some information about the state of a
page. Bookmarks are not governed by any user profile configuration.

Oracle Utilities Work and Asset Management & Operational Device Management Business User Guide ¢ 43



User - Portal Preferences

The base product contains several portals that allow users to customize them via portal preferences. Portal preferences
allow usersto control:

» Which zones appear on the portal

» Theorder in which the zones appear

»  Whether the zones should be "collapsed" (i.e., minimized) when the portal opens.
NOTE: You may not be able to change your portal preferences. If a note appearsimmediately before the list of
portals, a system administrator has configured your user ID to reference a Portals Profile User 1D (thisis defined on the

Main tab). Preferences set in this way cannot be modified. System administrators do thisin order to enforce acommon
look-and-feel throughout the user community.

Open the User page and then navigate to the Portal Prefer ences tab to modify a user’s preferences.
Description of Page

The accordion contains arow for every portal configured to show on user preferences and to which you have access. To
change how a portal's zones appear, expand the respective row and change the elements accordingly. The remainder of this
section describes how you can configure how a portal's zones appear.

Zonelistsall of the zonesin the portal.
Place a check under Display if the zone should be displayed on the portal.

Place a check under I nitially Collapsed if the zone should be minimized when the portal isinitialy opened. Setting zones
asinitialy collapsed is a good ideato save space and to help pages to load more quickly. Refer to Zones May Appear
Collapsed When A Page Opens for more information.

Use Sequence to control the position of the zone in respect of the other zones. Thisfield isdisabled if Display is not
checked. Duplicate Sequence numbers are allowed.

For zones displaying data that is changing often, use Refresh Seconds to define in seconds how often the zone is refreshed.
The minimum valid value is 15. The maximum valid vaue is 3600 (1 hour). A value of 0 indicates no automatic refresh.

Security Access indicates whether the user has access rights to a zone. Refer to Granting Access To Zones for more
information.

User - Favorite Links

This pageis used to define a user's favorite transactions and URLs. Each such link appears as an entry in the Favorite Links
Zonein the Dashboard area.

NOTE: Ctrl + a nunber can beused to executeafavoritelink. Rather than clicking a button in the favorite
links zone, you can invoke your first nine favorite links by pressing Ct r I + anumber (where the number corresponds
with the relative position of the transaction in your list of favorites). Note that the numeric keypad on your keyboard
cannot be used to implement this function.

Open the User page and then navigate to the Favorite Linkstab to modify a user’ s favorite links.

Description of Page

NOTE: You may not be able to change your favoritelinks. If aNote appears beneath your User ID, your user id has
been setup to reference a specific Favorites Profile User I D as defined on the Main tab. If a system administrator has
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setup your user 1D in thisway, your preferences may not be changed. System administrators may apply this feature in
order to enforce acommon |ook-and-feel throughout the user community.

Each row references a Navigation Option. The navigation options supplied with the base package correspond with the
system's menu items. This means you can setup afavorite link to open any transaction in the system (in either add or
update mode).

NOTE: Favoritelinkscan point to other places. The navigation options supplied with the base package always

open atransaction's Main tab. If you find yourself continually accessing a different tab page, you can have your
implementation team create a new navigation option that references the desired tab page. Once this navigation option is
set up, you can reference it as one of your favorite links. In addition, it's aso possible for your implementation team to
setup navigation options that open a URL outside of the system. For example, your implementation team could setup a
navigation option to a credit rating company's website. Once this navigation option is set up, you can reference it asone
of your favorite links.

Use a Sequence to control the order in which the navigation option appears in the Favorite Links Zone.

Security Accessindicatesif you have been given security rights to the respective transaction. Refer to The Big Picture Of
Application Security for more information.

NOTE: Favorite Linksvs. Bookmarks. Favorite links are configured through the user page and define pagesthat a
user can navigate to. They do not define context (although some pages may use information currently in global context
when navigating). Some users may not be allowed to configure their own favorite links and would see the favorite
links associated with a profile user. Bookmarks are created using a bookmark button available on each page. The
bookmark saves navigation information, context information and also captures some information about the state of a
page. Bookmarks are not governed by any user profile configuration.

User - Favorite Scripts

This page is used to define a user's favorite scripts. Each script is displayed in the Favorite Scripts zone on the Dashboard
portal where it can be used to initiate a script.

NOTE: Ctrl + Shift +anumber can beused to execute a favorite script. Rather than selecting a script from
the business process assistant, you can invoke your first nine favorite scriptsby pressngCtr I+ Shi ft + anumber
(where the number corresponds with the relative position of the script in your list of favorites). Note that the numeric
keypad on your keyboard cannot be used to implement this function.

Open the User page and then navigate to the Favorite Scripts tab to modify a user’s Favorite Scripts.

Description of Page

NOTE: You may not be able to change your favorite scripts. If aNoteis displayed on top of the grid, your user id
has been setup to reference a specific Favorites Profile User I D as defined on the Main tab. If a system administrator
has setup your user ID in thisway, your preferences may not be changed. System administrators may apply this feature
in order to enforce a common look-and-feel throughout the user community.

Each row in the grid contains one of your favorite Scripts.
Use the Sort Sequence to control the order in which the scripts appear in the business process assistant menu.

Security Access indicates whether you have access to the script's application service. Refer to The Big Picture Of
Application Security for more information.
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User - Characteristics

Select Admin > User > Search and navigate to the Characteristics tab to define characteristic values for the user. You
cannot modify this page if you accessed it through My Preferences.

Description of Page
Use the characteristics grid to capture additional information about the user.

Y ou can only choose Char acteristic Types defined as permissible for the user record. Refer to Setting Up Characteristic
Types & Their Values for more information.

Enter avalid Characteristic Value for the selected characteristic type. Y ou may enter more than one characteristic row for
the same characteristic type, each associated with a unique Sequence number. If not specified, the system defaultsit to the
next sequence number for the characteristic type.

User - Miscellaneous

Select Admin > User > Search and navigate to the Miscellaneous tab to view additional information associated with a
user.

User Id, First Name and Last Name are displayed. Depending on your implementation, additional zones may appear on the
User Portal

If additional zones appear, use the inline help for information about the fields managed on the zone.

Initiating Scripts

Y our implementation team can set up business process assistant (BPA) scripts to walk you through business processes.
Once scripts have been set up, you can initiate a script using any of the following methods:

» You can definealist of your "favorite scripts' on your user preferences. Y ou can then invoke any of the scripts from
the Favorite Scripts zone on the dashboard portal. Y ou can also invoke any of your first 9 favoritesby pressingCt r1 +
Shi ft +anumber (where the number corresponds with the relative position of the script in your list of favorites). For
example, if you pressCt r | +Shi f t +2 and you've setup your "favorite scripts' to be Start Autopay and Stop sending
mar keting infor mation; the Stop receiving marketing infor mation script isinvoked. Note that the numeric keypad on
your keyboard cannot be used to implement this function.

» You can configure amenu item to launch a script by referencing a navigation option that is a script navigation option
type.

» Thesystem creates To Do entries to highlight tasks that require attention (e.g., billsin errors, accounts without bill
cycles, etc.). Users can complete many of these tasks without assistance. However, you can set up the system to
automatically launch a script when a user selectsa To Do entry. For example, consider a To Do entry that highlights a
bill that'sin error dueto an invalid mailing address. Y ou can set up the system to execute a script when this To Do entry
is selected. This script might prompt the user to first correct the customer's default mailing address and then re-complete
the bill. Refer to Executing A Script When A To Do Is Launched for more information.

» You canindicate that a script should be launched upon entering the system. This functionality enables an external
system to launch the system and immediately launch a script.

e IfyoupressCtrl +Shi ft +S, aninteractive menu is displayed:
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Description )

[¥] Search only Eligible Scripts

Description

Bucket Configuration Maintenance Eligible =
Configuration - Add User Log Entry Eligible
Configuration Maintenance Eligible |
Firmware Deployment Navigation Script Eligible [
Html Override Zone visibility script Eligible

Launch Attachment Eligible

Web Service Annotation Maintenance Eligible -

The menu allows you to search for a script using any word in its description. Note, if you've turned on Sear ch only Eligible
Scripts, your search islimited to eligible scripts. Note, the system displays an indication if each script in the grid is
Eligible or Indligiblein this section.

You can initiate a script from this area by clicking on it.

When a script isinitiated, this menu closes and the object display area shifts down to make room for the script area.

NOTE: Securing scripts. Only scripts the user is allowed to execute are displayed. Refer to Securing Script Execution
for more information.

NOTE: Customizethescript area. Using the Height step type, an individual script may be configured to use more
or less of the script areathan the standard script area. It is aso possible to configure a script to hide the script area
atogether.

Theinformation in the script area takes you through the steps in the selected business process (note, your implementation
team controls the information that appears in the script area).

The following points highlight useful information common to all scripts:

Return focusto script area. Often during a script the focus moves from the script area to another section of the page.
For example, you might be required to fill in datafor a new record being added. When you are ready to return to the
script area, rather than using the mouse to return to the area, you can press Ct r | +Shi f t +F. The focus returns you to
either the first available input field or to a"default" button if no input field is available.

The Continue button. Many stepsin a script ask you to click the Continue button when you're ready to restart a script.
For example, a step may ask you to confirm a customer's automatic payment information and then click Continue when
you're ready for the script to restart. Rather than using the mouse to click this button, you can pressCt r | +Shi f t +C.

Selected button changes color. When you click a button in the script area, the button selected changes color so that you
can easily see which option you selected.

FASTPATH: Refer to The Big Picture Of cripts for more information about scripts.

NOTE: You can abort a script at any time by clicking the red X button in the upper right corner of the script area (or by
pressing Ct r | +Shi f t +X).
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Accelerator Key Summary

The following table summarizes the keyboard shortcuts (hot keys) available in the system:

NOTE: Itis possiblethat some of the following system accelerator keys may duplicate shortcuts, or hot keys, that are
predefined within your browser. If thisis the case, the browser’ s functionality commonly takes precedence.

Accelerator Key Function

At +B Returns to the previous page on which you were working. This is the
equivalent of clicking the Back button.

arl+At+C Clears the currently displayed object from the page. This is the
equivalent of clicking the Clear button.

Crl+Al t+D Creates a duplicate of the object being displayed. Equivalent to clicking
the Duplicate button.

At +G Returns to the most recent page that was displayed when the Back
button was clicked. Equivalent to clicking the Forward button.

Crl+Alt +H Opens a dropdown list of recently-visited pages, the equivalent of
clicking the History button.

Alt+d Minimizes the dashboard. It also expands the dashboard, if it was
minimized.

Al t +K Transfers you to To Do Entry - Main for the current item in the To Do
list. Pressing Alt+K while on this page takes you to the first To Do entry
on the list.

Al t+N Displays the next entry in the search results. Equivalent to clicking
Next Item.

Crl+Al t+P Opens your User Preferences page. Equivalent to clicking the
Preferences menu item.

A t+P Displays the previous entry in the search results. Equivalent to clicking
Previous Item.

Crl+Al t+Q Opens the business process assistant, where you can select a script
that walks you through a business process.

A t+R Refreshes the page with the last saved version of the object being
displayed in the page. Equivalent to clicking the Refresh button.

Al t+S Saves any changes that you've made on the database. Equivalent to
clicking the Save button.

Al t+X Opens the To Do Summary.

Al t+Y Displays the previous item in the To Do list. Equivalent to clicking the
Previous To Do button in the Current To Do zone.

At+Z Displays the next item in the To Do list. Equivalent to clicking the Next
To Do button in the Current To Do zone.

Al t +l nsert Inserts a new row into an Editable Grid if the insertion point is in the
grid. Equivalent to clicking the Insert button.

Al t+Del ete Removes a row from an Editable Grid if the insertion point is in the grid.
Equivalent to clicking the Delete button.

At +F1 Invokes online Help for the application. Equivalent to clicking the Help
button.

Al t +1 through Al t +9 These keys are only applicable when a Notebook is open. The

shortcuts open the tab page whose relative position corresponds with
the shortcut number. For example, if you press Alt+3 on a page with
multiple tabs, the third tab is displayed. If there are more than nine tabs
on a page, you must use the mouse or F2/Shift+F2 to display a tab.
Note that you cannot use the numeric keypad for these shortcuts.

Ctrl +1 through Ctrl +9 Invokes the favorite link whose relative position corresponds with the
shortcut number. For example, if you press Ct r | +3, the transaction
for your third "favorite link" is invoked. Note that you cannot use the
numeric keypad for these shortcuts.
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Accelerator Key

Function

Crl+Shift+C

If the current step in the Script area has a Continue button, this
shortcut is equivalent to clicking Continue.

Crl +Shift+F

If the Script area is open and you are working on a different area of the
page, this key returns focus to the script area. Focus returns to either
the first available input field or to a "default” button if no input field is
available.

Ctrl+Shift+S

Opens the business process assistant, where you can select a script
that walks you through a business process.

Crl +Shift+X

If the Script area is open, equivalent to clicking the Close button in the
script area.

Ctrl +Shi ft +1 through Ct r 1 +Shi f t +9

Invokes the favorite script whose relative position corresponds with
the shortcut number. For example, pressing Ctrl+Shift+2 selects the
second of your "favorite scripts”. The numeric keypad cannot be used
for these shortcuts.

Alt+l eft arrow

Populates an scroll area with the previous entry. Equivalent to clicking

the scroll control <,1]E:I[]l] .

Al t+right arrow

Populates an scroll area with the next entry. Equivalent to clicking the
scroll control DDDE:>.

Ent er when in a field with an adjacent Go Look button

Invokes the search. Equivalent to clicking the Search button.

Ent er when in a field with an adjacent Search button

Invokes the search. Equivalent to clicking the Search button.

Ent er when a row in a search result grid is highlighted

Selects the item and closes the search. Note that after selecting an
item from the search results, you can press Alt+N or Alt+P to scroll up
or down through other items in the result grid without returning to the
search results.

Ent er when a menu item is highlighted

Selects the menu item.

Ent er when the insertion point is within a tree node

Equivalent to clicking on the item in the tree:

« If the insertion point is on a node image, the node is either
expanded or collapsed, dependant on its current state.

« If the insertion point is on a context menu, the context menu is
opened and normal menu processing applies.

« If the insertion point is on a "link" element, normal navigation
processing occurs.

Tab when a row in a search result is highlighted

Highlights the next row.

Space when the insertion point is on a button

Equivalent to pressing the button.

Space when the insertion point is in a date/time field

opens the date/time selection window.

Space when the insertion point is in a check box

Toggles the check box between checked and unchecked.

Page Up while in a list grid

Scrolls the contents of the list grid up approximately one page.

Page Down while in a list grid

Scrolls the contents of the list grid down approximately one page.

up/ down Arrowwhen in a dropdown list

Moves to the next or previous value in the list. You can also press a
letter key to locate the next value starting with that letter.

up/ down Ar r owkeys when in search results

Highlights the next/previous row in search results.

up/ down/ | eft/ri ght Arrowwhen using a menu

Highlights other menu items.

F2

Opens the next tab page when a Notebook is open.

Shi ft +F2

Opens the previous tab page when a Notebook is open.

Portal and Zone Features

This section describes using portals and zones to find and display information. Thisis the preferred technique used by the

base product for query and maintenance dia og.
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Additionally, portals and zones may be configured by your implementation to supplement the base package provided
functionality.

Zone Types and Characteristics

The topicsin this section describe common zone types, function, and common characteristics.

FASTPATH: Refer to The Big Picture of Portals and Zones for a description of general portal and zone functionality.

Explorer Zones

The product provide several zone types that are used to find or display a set of information. These are called explorer zones.
There are two types of explorer zones:

» Infozones. Aninfo zone displaysalist of information about an object. These types of zones often display information
without requiring any input from the user.

» Query zones. A query zone allows users to find objects matching a given search criteria.

Virtually every aspect of aninfo or query zoneis controlled by its zone configuration. However, most share basic common
components described in the subsequent sections.

Search Criteria/ Filter Area

For query zones, the Search Criteria Area (also called Filter Area) contains the criteria used to find objects. The design of
the zone controls the number and type of filters that appear in this area. After search criteriais entered, clicking the Search
button causes the system to look for records that match the criteria. The results are shown in the Results Area.

For info zones, the zone' s configuration indicates whether or not a Filter areais applicable and if so, whether or not it is
open or closed by default. If thefilter areais configured, the Show Filter icon isvisible in the zone header. Click thisicon
to expose the Filter Area, if itisnot visible and click theicon to hide the Filter Areaif desired. Usethis areato filter the
information that appears in the zone by different values. Click the Sear ch button to rebuild the Results Area using the
specified filters.

For example, the following shows an info zone listing user groups that do not have access to a given Application Service
where afilter area has been configured to alow users to show user groups specific to a given user by ID or name.

4 User Groups without Access = ol
Filtarad by Application Senvice CILCACCP |, User 1D SPLIXW

Drescription

2l

1 *PORTAL" Paral System Default | GrantAccess
2 CASE Case Management Grant Access
3 CASE REQPEN Case Managemeni Grant Access

Use to show user groups with specific user
UseriD SPLIXW
First Name
Last Name

Search

Theinfo zone includes configuration to indicate whether the filter area, when exposed, should be shown at the top of the
zone (above the results) or at the bottom of the zone (below the results). For query zones, the search criteriais aways
displayed at the top.
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NOTE: PressEnt er . Rather than clicking the Sear ch button, you can press Ent er to trigger the search / info zone
refresh.

Description Bar

The Description Bar describes the search criteria that were used to build the Search Results Area.

Results Area

The Results Area displays the appropriate list of objects. For an info zone, thisisthe list of appropriate objects with any
input filter criteria considered. The following is an example of the results for an info zone. For aquery zone, thisisthelist
that matches the search criteriadefined in the Filter Area. The following is an example of the results set of an Info Zone.

Al Bheingss Objects with Status Reason F i
Business Object Description Staluses
1 F1-GenericBISyncRequest Generic Bl Sync Request Discarded. Cancel
M 2 Wi-ActivityEquipReguirement Equipment for Activity Fulfilled, Canceled
:--;\ 3 Wi-ActhvityGenerator Activity Generator Lifecycle Canceled
E“\' 4 W1-Activibil aborRequirement Labor for Activity Fulfilled, Canceled
M| 5 Wi-ActhityhaterialRequirement Material for Activity Fulfilled, Canceled
a\. & W1-ActivityOtherReguiremeant Other Resource for Activity Fulfilled, Canceled
;7 Wi-AdHocActivityCore Ad Hoc Activity Care Completed, Discarded
3\ £ Wi-ApprovalRequest Approval Request Detarmine Approvers, Approval In Progress, Approved, No Approy
E\'\' 9 Wi-BCHeader Blanket Contract Header Created, Awaiting Activation, Adtive, Closed, Suspended
M 10 Wi-BCLine Blanket Contract Line Created, Ready for Revision, Revised, Complete
[ 11 Wi-CompletionEventRoot Completion Event Root Executed, Discarded
i

For a query zone, the columns that appear may differ depending on the search criteria. For example, if you search for a

customer by their driver's license number, the resulting columns may be different than the ones displayed when you search
by customer name.

The following points highlight details related to viewing and working with the result set:
* Broadcast. If the results set is configured to display a broadcast icon, M, it means that at least one other zone on the
portal is configured to display datarelated to the record selected in the resultslist. Clicking thisicon will cause the other
zone or zones to be built or refreshed to display related data.

» Hypertext. One or more columnsin the zone may be configured as hypertext. Clicking the hypertext will result in
navigating to another page to display datarelated to that column based on the configuration for that column.

« Maximum height. The maximum height of the report areais controlled by the zone's configuration. A vertical scroll will
appear when more rows exist than fit into the height.

e Maximum rows. The maximum number of rows that can appear is controlled by the zone's configuration. Excess rows

are truncated before display. Please note, you can configure the zone to download more rows to Excel than appear in the
Results Area.

» Control column sorting. By default zones are designed to allow a user to sort the results list by clicking any column

heading. Clicking once sorts ascending. Clicking again sorts descending. However, a zone may be configured to not
allow thistype of sorting.

» Rearranging columns. A zone may be configured to allow a user to rearrange columns and add or remove columns
visiblein the Result Area. Refer to Column Configuration for the details.
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The type and variety of columns that appear in the Results Areais controlled by the zone's configuration. Y ou can even
set up an info zone to display information in hierarchical trees. For example, the following info zone from Oracle Utilities
Customer Care and Billing has been configured to show a person’ s related persons.

A Person Tree L1 'ﬁ}

Filtered by Person 1D 33856799497

Ferson/Account Infarmation

;I General Electric - Commercial

1‘1 Manager.Dorer,Claudia

Hg Division:GE Aircraft Engines
EJEJI Subsidiary.GE Commercial Engines
EE} Subsidiany: GE Military Engines
-ﬁ» ManagerHaynes Warren

EEJ Division:GE Consumer Products
EEJ Subsidiary. GE Appliance
EEJ Subsidiary:GE Lighting
1? Manager.O'Donnell William

-ﬁ» Manager\White Michele

Title Bar

The Title Bar contains the zone's description along with other icons and functions described in this section.

In the corner of the Title Bar, you'll see an indicator that tells you whether the zone is collapsed (e.g., minimized) or
expanded. Each time you click the indicator, the zone toggles between expanded and collapsed. The following image shows
acollapsed zone.

b Bundie Entities o3

NOTE: Recommendation: For zones that are configured to show on portal preferences, set up Portal Preferencesto
collapse zones that aren't needed every time a portal is displayed. Rationale: The system doesn't build collapsed zones
when aportal is displayed. Instead, collapsed zones are only built when a user expands them. Thus, indicating azoneis
collapsed improves response times.

If the zoneis configured with help text, a help icon appears to the right of the zonetitle. Click thisicon to view the help text.
If asaved search is open for a zone, the name of the saved search is displayed after the zonettitle.
The following sections describe additional icons and tools visible on the title bar. Note that in addition to the information

described in this section, additional actions that are specific to a zone may appear based on configuration. The actions may
appear in the form of hypertext, an icon or a button.

Explorer Zone Menu

Click the Explorer Zone Menu icon 2] to list available tools. The following topics describe each tool.

Clear Filters
Click the Clear Filterslink in the Explorer Zone menu to clear the filter values and zone data.
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Export to Excel

Click the Export to Excel link in the Explorer Zone menu to download the zone's datato Excel. Thislink is hidden if the
zone has been configured to not download rows to Excel.

Print
Click the Print Zonelink in the Explorer Zone menu to print the zone.

Reset Zone
Click the Reset Zone link in the Explorer Zone menu to reload previously saved zone preferences from the database.

Save Search Options

Query zones and info zones that include filter areas, allow a user to capture and save filter criteria so that the same search
can be more quickly executed in the future. Users may save many different search options for the same zone. Users also
have the option to nominate one search as the default so that this search is automatically |oaded upon entering the zone.
In addition, users may choose to set one or more searches as a Favorite, which causes the search to appear in the Favorite
Searches zone in the dashboard. This allows a user to navigate to the portal for that zone and |oad the saved search in one
click.

The Explorer Menu includes various options for supporting Saved Searches that are described below.
Note the following additional points about this functionality:

» Click Search before Saving. When a user wants to save a search, the search criteria should be entered and the Sear ch
button should be clicked prior to saving the search.

» Criteriaissaved, not results. Although auser must click Sear ch prior to saving the search, the system saves the
criteria, but not the results. When returning to the query or info zone in the future and opening a given saved search, the
results displayed will be the current records in the system that match the saved search criteria

e Multi-Query Zones. When a user is on amulti-query zone, the searches are saved at the multi-query zone level so that
all saved searches for the various search dropdowns for a given multi-query zone are visible in the Open Saved Searches
menu option.

» Functionality is Secured. If for any reason an implementation wishes to restrict which users are allowed to save
searches, the functionality is securable. Only users with Inquire accessto the F1_USRFAVSCH application service will
see these optionsin the explorer menu. Thisis the same application service that is used to provide access to the Favorite
Searches dashboard zone.

Save As
The Save As... option in the Explorer Zone menu allows a user to save the current entered search criteria. This should be
clicked after executing the search.

The user is prompted to provide a name for the search. This search is now available from the Open Saved Searches option.
If desired, auser can aso choose to make this search the Default or may choose to Add to Favorites.

This option is visible whether or not an existing saved search is loaded. When a saved search is loaded, this option allows a
user to make changes to the search criteria and save a new search with that criteria.

Open Saved Search

The Open Saved Sear ch... option in the Explorer Zone menu isvisibleif there are any saved searches for the zonethat is
currently visible. Select this menu entry to view the current list of saved searches for the zone. For multi-query zones, any
saved search for any of the query zones that are part of the multi-query zone are visible. Choose the desired saved search.

The criteriais updated with this information and the search is performed.
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Save
The Save option in the Explorer Zone menu isvisibleif a Saved Search is already loaded. This option allows a user to save
changes to the criteria of an existing saved search (overwriting the previously saved criteria).

Set As Default
The Set As Default option in the Explorer Zone menu is only visible if a saved search isloaded and it is not currently the
default. Click this option to nominate this search to be the one that is loaded when navigating to this zone from the menu.

Remove As Defaullt
The Remove As Default option in the Explorer Zone menu isonly visible if asaved search isloaded and it is currently the
default. Click this option to no longer load this search automatically when navigating to this zone from the menu.

Add To Favorites

The Add To Favorites option in the Explorer Zone menu is only visible if a saved search isloaded and it is not currently
included in the favorite searches zone. Click this option to include this search in the Favorite Searches zone. Once a search
isin the Favorite Searches zone, you can use the link to the search in the dashboard to navigate to the portal for this zone
and load the saved search in one click.

NOTE: Not available for dependent zones There are some portals that include a zone that is not the main query or info
zone on the portal, but is rather a zone providing additional information for arecord that is displayed. If azone like this
has filter options or configurable columns, a user is able to save searches and mark one as a default, but will not be able
to add the saved search to favorites because the zone is dependent on other data on the page that is not captured for the
individual zone.

NOTE: Dashboard Zone Preferences. Be sure that your portal preferences are configured to include the Favorite
Searches dashboard zone.

Remove From Favorites

The Remove From Favorites option in the Explorer Zone menu isonly visibleif asaved search isloaded and it is currently
included in the Favorite Searches zone. Click this option when you want to keep the saved search but you no longer want it
visiblein your Favorite Searches zone. (Deleting a saved search that is al'so marked as afavorite will automatically remove
the search from the favorite searches zone.)

Delete
The Delete option in the Explorer Zone menu is only visible if a saved search isloaded. Click this option to remove the
currently opened saved search from the list of saved searches.

Note that if the saved search had been configured as favorite, deleting the saved search remove it from the favorite searches
zone.

Show Filters

Click the Show Filtersicon = to show the Filter Area. This button only appearsif the zone has been configured to have
filters.

NOTE: If the zoneis configured to have filters and the drag and drop (column configuration) area, only one or the other
isshown at any given time. It means that a user can either change the filter criteria and refresh the search results or
change the column configuration and refresh the results.

Show Column Configuration Area

Click the Column Configuration icon = to show the Column Configuration Area. This button only appearsif the zone
has been configured to allow columns to be dragged and dropped into the Results Area.
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NOTE: If the zoneis configured to have filters and the drag and drop (column configuration) area, only one or the other
isshown at any given time. It means that a user can either change the filter criteria and refresh the search results or
change the column configuration and refresh the results.

The Open Zone Maintenance Icon

Click the "wrench" icon # to switch to the zone's zone maintenance page. On this page, you can change the parameters
that control the zone's behavior.

NOTE: Debug modeonly. Thisicon only appears when the system operates in Debug mode.

Configurable Columns

Info zones and query zones may be configured to allow users to rearrange columns and to remove or add columns to the
output. Thisisalso referred to as “drag and drop” of columns.

When azonesis configured to support this functionality, the Show Column Configuration Area iconisvisiblein the zone
title area. Click thisicon to expose the Column Configuration Area, if it is not visible and click theicon to hide the Column
Configuration Areaiif desired.

If configurable columns are allowed, a user may rearrange the order of columns currently displayed in the Results Area by
clicking the column heading and " dragging” it to the desired |ocation.

In addition, the column configuration area may display columns that are not currently in the Results Area. These are
indicated by a cream background. A user can drag one of these columns to the results area and then click Refresh to rebuild
the zone. To remove a column that is currently in the results area, click the trash can icon next to the column namein the
column configuration area and then click Refresh to rebuild the zone.

Thefollowing is an example of how the Column Configuration Arealooks:

i CustomerMame i Total Amount
Due Date
fi Postal Code

Senvice Type

Multi-Query Zones

This type of zone combines individual Query Zonesinto asingle query zone. A Sear ch By dropdown, built from the zone
descriptions of the individual Query Zones, allows you to select the desired query to execute. Selecting a specific Query
Zone display the filters of that query in the filter area. At this point the zone simply executes the selected Query Zone, asif
it was executed on a standalone zone. By default, the first query zone option is selected.

4 Asset Search o)

Search By | AssetInformation [=]

| Asset Information |

Asset Identifier [=]

Aszset Disposition |z|

Asset Specification

Detaile] Employee Infarmation
Install Date (o)
Asset Information

As
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Map Zones

A map zone displays information related to one or more objects. For objects that are maintained using portal-based pages,
the standard display of the object is using a map zone. Map zones may be configured to display an explicit map or may
dynamically display the map based on the configuration of the record being displayed.

Because the information displayed in a map zone is configured using HTML, virtually any format supported by HTML is
possible. The following is an example of atypical map zone used to display information about an object.

Asset Type: Meter - Manual Read

=l
| Main |
4  Asset Type

4 Main iy 4 Record Actions o

Asset Type METER_MANUAL Edit Delete Duplicate
Description  Meter - Manual Read

Component  Allowed } Record Information
Relatinnzhin

A tool tip can be used to display additional help information for the details shown in a map zone. The tool tip may appear
adjacent to the section header or adjacent to individual elements on a map.

NOTE: You can customize the help icon or disable map help using the Custom Look and Feel feature configuration.

Open Map Maintenance Icon

Click the "hammer" icon #* to switch to the Ul map maintenance page. On this page, you can view the HTML
configuration for the zone. Note that for map zones that display a business object configured without a map, the elements
displayed are automatically rendered. In this case, no “hammer” iconisvisible.

NOTE: Debug modeonly. Thisicon only appears when the system operates in Debug mode.

Common Characteristics of Zones

The following topics describe common characteristics of al zone types supported by the base package.

Zone Visibility

A zone may be configured to dynamically be visible or completely hidden depending on the information being displayed.
When hidden not event the header is displayed. Refer to the common Zone Visibility Service Script parameter for further
details.

Control Zone Headers

A zone may reference a Ul Map to define and control its header. This feature provides the means to achieve a uniform look
and feel for the application as well as add functionality to the zone header beyond being just atitle bar to open and close the
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zone. Refer to Ul Map and to its context sensitive tips zone for more information on Fragment Ul Maps and how they are
used to construct zone headers.

Common Base Portals and Zones

The following sections describe common standards followed by the product for base query and maintenance dial ogue.

All-In-One Portal

The al-in-one portal isused for low volume objects, where a small number of records are expected.

For example, many control tables use this style of portal. In this portal, rather than separate query and maintenance portals,
asingle porta allows a user to find arecord and maintain the record. A zone listing all existing records is displayed when
first entering the portal. A user can perform actions on existing records or add new records from there. More details about
the list zone are provided below.

Refer to Maintenance Portal for information about zones commonly found on maintenance portals.

The al-in-one portal will typically provide the ability to add a new record. This may be a button in the Page Action areaor a
hyperlink defined directly on the list zone' s header area.

List Zone

Thisinfo zone appears when first entering the portal and displays arow for each record.
The following functions are commonly available in alist zone:

» A broadcast icon isincluded in each row. Clicking thisicon opens other zones that contain more information about the
adjacent record.

» An Edit icon may beincluded in each row. Clicking thisicon launches the maintenance BPA script to modify the
adjacent record.

» A Duplicateicon may beincluded in each row allowing the user to duplicate the adjacent record without having to first
display the record.

» A Deleteicon may beincluded in each row allowing the user to delete the adjacent record without having to first display
the record.

« If therecord has asimple BO lifecycle of Active and I nactive, the list zone may include a button to Activate or
Deactivate the adjacent record.

Separate Query and Maintenance Portals

For high volume objects where more sophisticated search criteriais needed to find a particular record, separate portals are
provided to search for the record and to maintain it.

The query portal contains a zone to search of the object that you wish to maintain. Additional information about the query
portal's search zone is provided below. Clicking an appropriate record in the search results navigates to the object's stand-
alone maintenance portal.

The query portal will typically provide the ability to add a new record. This may be a button in the Page Action areaor a
hyperlink defined directly on the list zon€e' s header area.
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Query Portal Search Zone

The query portal contains one zone used to search for the object.
The zone may be a standard query zone or may be a multi-query zone providing one or more ways to search for your record.

Once the search results are displayed, click on the hypertext for the desired record's information string to navigate to the
stand-alone maintenance portal.

Maintenance Portal

A maintenance portal refersto a page that is used to view and maintain a specific record. These types of records are
governed by abusiness object, which defines the user interface layout for both the display of the record and the add or
update of the record.

An al-in-one portal is atype of maintenance portal, once arecord has been broadcast from the list zone. For the separate
guery and maintenance portal dialogue, the maintenance portal includes only zones relevant for the specific record selected.

Maintenance portals may have multiple tabs to display information relevant for the object. Often, if the object hasa L og, the
log is on a separate tab. (Although there may be some maintenance portals that include the log zone on the Main tab.)

The stand-alone maintenance portal is typically configured with the ability to navigate back to the query portal using either
a Sear ch button in the Page Actions area or using a Go To Sear ch hyperlink in the main zone's header area. The stand-
alone maintenance portal may also include the ability to add a new record using an Add button in the Page Actions area. (If
not, a new record can be added by navigating through the menu or by navigating to the query portal where an Add hyperlink
may be found.

The following zones are common to portals used to maintain a record.

Note that additional zones may exist for specific all-in-one portals or stand-alone maintenance portals based on the
particular functionality. Refer to the documentation for each portal to understand the specific zones that are provided.

Object Display Zone
Thisisazone that displays the object being maintained.

An object being displayed may or may not allow for actions or updates to be made. Typically there is a Record Actions
section in the display areathat presents the valid actions. Depending on the functionality, the actions may prompt the users
to input values required for that action.

Log Zone
If the maintenance object for the record includes a status, it typically has alog that records important eventsin itslifecycle.

Thislog is shown in an info zone on the portal, either on the Main tab or on a separate Log tab. A link appears in the zone's
title bar to allow the user to add a new manual log entry.

Oracle Utilities Work and Asset Management & Operational Device Management Business User Guide ¢ 58



Chapter 3

Approval Processing Overview

The following sections provide information on concepts related to approval processing.

About Approvals

One of the ways that the system simplifies and speeds up work is by routing records when they require approval. Approval
requests use approval profiles to determine the properties and requirements for the approval. Approvers can use the
Approval Dashboard to manage the approvals that require their attention.

This section describes how various processes work together to manage approvals throughout the system.
Please refer to the Maintaining Approvals section for procedural tasks related to these concepts.
Refer to the Designing Approval Processing section in the Administrative User Guides for configuration guidelines.

About Approval Requests and Approvals

Records within the system, such as purchase orders or work requests, often require an authorized person to provide approval
for the purchase or work. Approval requests are used to route the request for approval to the appropriate individuals with the
authority to approve or reject the request.

Basic approval processing requires that the person creating or managing a record that requires approval must create an
approval reguest. Thisis done by clicking the Submit for Approval button on the record when it is in pending approval
status and selecting the appropriate approval profile for the document. Once arecord is submitted for approval, the request
isemailed to approvers, sent to their To Do Ligt, or both.

» Most users only need to know which Approval Profile to choose when they submit arecord for approval. This selection
will depend on your business processes and how your approval profiles are configured. For example, when a user
submits an approval request for atimesheet, he or she should only see approval profiles available for atimeshest.

» The Approval Request shows the related document, the person who submitted it and when, who has approved it so far,
and which roles still need to provide an approval decision.

Oracle Utilities Work and Asset Management & Operational Device Management Business User Guide ¢ 59



The Approval Profileindicated on the approval request identifies the people who need to approve the record and their
role. Sometimes there are multiple approvers needed, depending on how the approval profileis set up and your business
practices.

Often records will have a set of approval profiles which are defined for all records of that type. For example, when a new
work request is routed for approval, the options for approval profile are limited to those defined for work regquests.

Approvers can access information about approvals that require their attention using the Approval Dashboard.

The person submitting the record for approval can check the status of the approval from a zone on their home page or by
checking the individual record. The requestor is notified via e-mail when the record has been approved or if the request
times out.

Most approvers also have access to the Approval Request Action zone on the side Dashboard. Y ou can aso record and
submit your decision here. Accessto thiszoneis controlled by your Portal Preferencesin your user profile.

The L og tab on the record being approved indicates who approved the record and when.

Approval Routing

As mentioned, an approval profileincludes approval types and dollar limits that control which approvers can and are
required to approve arecord. When the approval request is submitted, the system sends notification to all usersindicated

on the approval profile (approvers) by email, their To Do List or both depending on the system settings for notifications.
The notification is sent to approvers associated with the To Do Roles on the approval profile in the sequence defined on the
profile (the approval path).

The approval request moves along the route/hierarchy based on the roles of the approvers and their approval decisions. For
example:

One Standard Role: If the approval profile consists of one To Do Role with mandatory or standard approval type, the
users with that role receive the approval notification and any one of them can approve the request as long asthe To Do
Role has authority for the needed dollar amount.

Multiple Roles/All Standard: If the approval profile consists of multiple To Do Role sand all are standard, any To Do
Role can approve the request as long as they have the authority for the needed dollar limit.

Mix of Mandatory and Standard Roles: If the approval profile consists of multiple To Do Roles with amix of
mandatory and standard, the users with mandatory must approve the request even if the standard approvers have
authority based on the dollar limit or other factors. In other words, the mandatory approval role must take an action by
agreeing or rejecting the request.

Request Time-out: If approvers do not respond to the request within the time allotted by the time-out threshold, the
system sends another notification to the approvers. If they till do not take action, the request moves to the next approval
role, as applicable and the next role receives notification.

One Approver with Multiple Roles: If one approver has multiple To Do Role s on one approval profile for the request,
the system prompts that person to indicate which role he or she is approving. For example, approver Jon isin both the
Supervisor and Manager To Do Role s. When an approval request comesin and Jon approves the request, a selection box
opens to alow him to choose in which To Do Role heis approving the request. If Jon selects multiple approval requests
to approve at once in the Approval Dashboard he may receive awarning that he needs to specify an Acting To Do Role
before selecting an action. This means you must pick arole from the Acting To Do Role drop down and click Search to
let the system know which role you are using to approve the requests.

Insufficient Approval Amount: If an approval request comesin for arecord with a higher dollar amount than anyone
on the approval path is authorized to approve, the requestor is notified that no one on the approval profile has sufficient
authority. The requestor must choose a different approval profile and resubmit.

One Standard Role: If an approver rejects the approval request, the request terminates and additional approvers on the
approva path are not notified. The requestor is notified that the request has been rejected. Any approver in the route can
reject and terminate the approval process regardless of their approval authority or limit amount. However, this does not
apply for “notification only” approvers.
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« Not Authorized to Approve: Some roles might be set as “not authorized to approve” but they still appear on the
approva path. These approvers receive notification of the request and can approve or reject, but their decision is simply
recorded for the next approver on the approval path to be aware of their decision. This setting is only applicable for an
approval profile that is for no amount.

If this type of approver rejects the request, the same processing applies as described for * one standard role”.

About the Approval Dashboard

The approva dashboard provides a summary of approval requests that have been sent to the broad list of approverswith a
breakdown of the approval profiles. This overview provides approvers with a simple summary of the records requiring their
attention.

The summary list includes the counts of approval requests that have been sent out to any approvers that are not Notification
Only and shows the current approvers and the mandatory future approvers. The list is broken down by document type and
approval profile.

It is possible to filter the list by current or future approvers using the Queue field. The filter is used to distinguish current
and future approval requests which may require the attention of the approver. For example, if an approver is about to go

on vacation, he or she may want to take action on an approval request early. In this case the list can be filtered by “future”
approval reguests where this approver is not necessarily next in the approval route. Thisis away for the approver to obtain a
“preview” of requests that are coming from the route.

Broadcasting an individual line opens a zone where the approver can check off records and choose a button to make their
approval decision (approve or reject). The approver can also click the link to open the approval request itself, and to open
theindividual record.

Note that the dashboard contents are specific to the logged in user, so one person may see a different list than another
depending upon their approval authority.

Approval Request Dashboard Zone

The system aso includes a zone in the side dashboard which highlights any new approval requests that require the logged in
user’s attention. The User can approve or reject the request in this dashboard, if desired.

Maintaining Approvals

The following sections provide information on tasks associated to working with approvals and approval processing.

Refer to the About Approvals section for a conceptual overview.

Reviewing a Record Before Approving

Use this procedure to review the requesting document prior to recording an approval decision.
1. From the approval dashboard, broadcast the details for the record group requiring approval.
A new zone opens at the bottom of the screen with options to approve or reject the record.

Approvers can record their decision for multiple requests by selecting the check boxes and clicking the appropriate
button.

2. Click thelink to open the Approval Request to further review the information.
Here, you can also choose buttonsin the Recor d Actions section to record your approval decision.

3. Click thelink in the Requesting Document field to open the actual record in need of approval.
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Here you can review the complete document information, search for possible duplicates (for Work Requests), or edit the
record if you have the proper authority within the system.

Most approvers also have access to the Approval Request Action zone on the Dashboard. Y ou can also record and
submit your decision here. Accessto this zoneis controlled by your Portal Preferencesin your user profile.

Approving a Record in the Approval Dashboard

Approvers can record their approval decision from the Approval Dashboar d, on the Approval Request or on the record
itself. Use this procedure to approve the record from the approval dashboard.

1.

From the approval dashboard, broadcast the details for the record group requiring approval.
A new zone opens at the bottom of the screen with options to approve or reject the record.
Click one of the decision buttons to record your approval or rejection of the record.

Y ou can a'so record your decision for multiple requests by selecting the check boxes and clicking the appropriate
button.

If you have authority on multiple To Do Roles, and you select multiple approval requests to approve at once, you may
receive awarning that you need to specify an Acting To Do Role before selecting an action. This means you must pick
arole from the Acting To Do Role drop down and click Sear ch to let the system know which role you are using to
approve the requests.

Y ou aso have the option to click the link to the approval request to review it further.

Most approvers also have access to the Approval Request Action zone on the Dashboard. Y ou can aso record and
submit your decision here. Access to this zone is controlled by your Portal Preferencesin your user profile.

Approving a Record on the Approval Request

Approvers can record their approval decision from the Approval Dashboard, on the Approval Request or on the record
itself. Use this procedure to approve the record from the approval request.

1.

From the approval dashboard, broadcast the details for the record group requiring approval.
A new zone opens at the bottom of the screen with options to approve or reject the record.
Click thelink to the approval request to further review the information.

Click one of the decision buttons to record your approval or rejection of the record.

The approval decision is recorded and anotification is sent to theinitiator of the request.

Y ou aso have the option of navigating to the requesting document to review it further. Click the link next to the
Requesting Document field on the approval request.

Most approvers also have access to the Approval Request Action zone on the Dashboard. Y ou can aso record and
submit your decision here. Access to this zoneis controlled by your Portal Preferencesin your user profile.

Routing/Submitting a Record for Approval

Use this procedure to submit arecord for approval.

Prerequisites: The record requiring approval must be created and in Created or Planning status.

1.
2.

Search for and select the appropriate record requiring approval.
Click the Submit for Approval button.
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3. Enter or search and select the appropriate approval profile and Save.

The system begins approval processing by sending alerts to the approvers and updating the status of the record to
Pending Approval.

Y ou can check on the status of the approval in the Approval Dashboard.

Reviewing Documents Requiring your Approval Decision

Use this procedure to review approvals that require your attention.

Y ou can review the documents that require your review and approval decision using the Approval Dashboard, or,
depending on your business practices and system settings, in your To Do List. Approval requests might also be sent directly
to the email addressindicated in your user profile.

Disable E-Mail Notifications for an Approver

Individual approvers can use this procedure to disable email notifications for approval requests.

Prerequisites: Your system approval processing must be configured so that you receive email aerts for this procedure to be
relevant.

1. Navigate to user Preferences under your username (at the top of the application window).
Y ou can aso navigate to the User portal under the Admin menu if you have access.

2. Navigate to the Characteristicstab.

3. Add Approval Profile E-Mail Override under Characteristic Type.

4. Add Disable under Characteristic Value and Save.

You will no longer receive approval notifications for ANY approval requestsin your e-mail. To enable email alerts again,
delete the characteristic.
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Chapter 4

Asset Management Overview

The following sections provide information on concepts related to managing assets and components.

About Asset Management

The Oracle Utilities Work and Asset Management system provides functionality to track the purchase, repair and
maintenance of assets and asset components using general work management processing, preventive maintenance
techniques, purchasing processing and inventory tracking.

» Assets and components are related in that a component is an asset that isinstalled on another asset.

+ Service history is used to track and record the work that is done on assets and components.

» Specifications are used to define attributes needed to provide information about assets.

» Assessments can be configured to manage inspections and condition ratings for assets.

e The system tracks warranty information for assets.

» Measurement data for assets can be recorded and maintained to track asset reliability and performance.

» Work orders and activities track maintenance and repairs for assets, and can be set up on templates to establish regular
schedules for preventive maintenance.

This section describes how various processes work together to manage assets throughout the system.

Please refer to the Maintaining Assets, Components, Service History and Asset Related Objects section for procedural tasks
related to these concepts.

Refer to the Designing Asset Management section in the Administrative User Guides for configuration guidelines.
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About Assets

An asset is an object in an infrastructure, such as a smart meter, poles, pipes, transformer or any other material item owned
or managed by an organization.

Assets typically require tracking, inspection, service or work history. Y our system may be configured with any number of
asset fields depending upon your business requirements. The Asset Type defines whether or not costs are tracked for the
asset.

Types of Assets
Assets are typicaly classified as:
» In/Out Service: IN/Out of service assets are typically stationary, such asapole or pipe. They stay in service until they

fail and are then removed from service rather than being repaired or tracked. Thistype of asset will be recorded at an
asset location with a disposition such asin service or out of service.

» Tracked: Tracked assets have their status and location carefully monitored and recorded as they move in and out of
service or go for maintenance or repair. This type of asset will be tracked at alocation with adisposition such asin
receipt, in stores, in repair, retired or rejected. If the tracked asset isinstalled, or put in service, it will be related to an
asset location. Tracked assets utilize more statuses and a status reason to more carefully track the asset as it moves from
receipt to retirement.

Within these classifications, several different types of assets can be managed for your organization. These include:
» Plant Assets: Stationary structures such as buildings, factories, or other facilities.

» Fleet Assets: Vehiclesincluding cars, trucks, and equipment such as bulldozers or forklifts.

» |T Assets: Technology equipment such as phones, computers and |aptops, monitors.

» OT Assets— Operational technology assets such as smart meters and manual meters.

» Linear Assets. Assetsthat can be connected with each other such as pipes or telephone poles.

» Infrastructure Assets: Assets that makeup general infrastructure such as roads and parking lots.

Beyond these general types, your organization might also manage:

« Communication Relays: Communication relays transmit messages between various points to facilitate communication
between units. These typically use the same fields and statuses as meters.

» Communication Components: Communication components are devices that can be attached to an analog meter to
connect the meter to the “smart” communication grid. These use the same fields and statuses as smart meters with the
exception that they are never installed directly at alocation, but are instead attached to another asset.

Asset Hierarchy

Assets typically exist within a structured relationship based on the relationship between the asset and its locations and
organizations, or “nodes’. The hierarchy is represented in a nested format on the Tree View tab of asset locations,
storerooms, organizations and assets. This view displays which assets are in alocation, which assets are attached to other
assets, and where assets belong within organizations. Clicking the broadcast icon next to any element within the tree
displays alist of assets and components related to that element in the hierarchy. Clicking the actual link for an element
navigates to the associated record for the element.

Asset Type Statistics

Average costs for assets, grouped by asset type, are displayed graphically on the Asset Type record. Depending on your
settings, thisinformation is aso available in the Home Page portal.
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Linear Assets

An asset may be discrete, such as a building, a vehicle or an equipment item, or it may be linear, such as a sewer line, a
road or apower line. Linear assets are defined in the system by designating an asset location where the linear assets are
connected as well as by specifying “connected to” points to show the connections between linear assets. The Tree View of
any asset or location in the system will show the other related assets with a visual indication of their relationships.

Refer to the About Asset Types, Assets and Components section in the Administrative User Guide for information on setting
up linear assets.

About Components

Components are devices or other objects that are attached to another device, usually an asset.

One of the most common examples of components are the el ectronic reading devices (ERTS) that are often attached to
analog meters. However, a component can be any asset attached to another asset.

Since they are always attached to another device, components cannot be installed at a location. However, they may be
received, tracked, maintained and inspected like any other device. Given this, activities and work orders can be created to
perform these tasks on components.

Detaching components involves either moving the component to a new asset or transferring to a storeroom. The process
within the system is to search for and select the component and then "detach” it from the asset where it currently resides.

About Asset Locations

Asset |ocations define the physical location where assets are installed.

Valid asset |ocations might include service points, other locations for in service assets, or any other location as defined
by your organization. For example, a service point is the address where a meter islocated. This type of location typically
contains just one active asset and no stored assets. Note that an asset location is the physical location where assets or
components can be installed, whereas Out of Service Location Types are for receipt, storage, repair, retirement, transport
(on vehicles) and other dispositions.

Asset locations can be defined in hierarchies with parent and child locations. For example, a campus might be defined
with one parent location with the buildings on the campus defined as child locations to that parent. The parent can define
attributes or identifiers common to all child locations, however specific location information must be defined on each
location individually.

A child location cannot be in active status if the parent location isinactive. It is also not possible to make alocation inactive
if it has associated assets or child locations.

Refer to the About Storerooms section for information about physical locations where assets or components are stored.
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About Out of Service Storage Locations

When assets are changed to statuses such as “In Repair” or “Pending Disposition” the asset location is typically transitioned
to an out of service location. This may be awarehouse or garage where the asset is stored, dispositioned or repaired.

About Bill of Materials

A Bill of Material (BOM) isapartslist containing a hierarchy of component parts that make up a piece of equipment or
asset. Your organization can build parts lists for assets, components and fleet assets (vehicles). Bills of materials are used to
simplify identifying materials when planning work.

A bill of materials can be a great advantage for maintenance personnel when they are planning or working on awork order.
The bill of materials can be used to easily find the stock items related to component parts of the assets that need to be
worked on. Thisrelieves planners from doing extensive research to find the correct related stocked and non-stocked items
needed. As needed, you have the ability to add materials to activities from the asset’ s Bill of Materials. Selecting the add
from BOM action opens a dialog where you can choose items from the BOM pick list.

Bills of materials can be multilevel, with alist of components and lists of parts for the components, lists of parts that make
up the parts, and so on. The level of detail you build into them depends on your organization's resources and needs.

A Bill of Materidsis similar to a Specification in that the same Bill of Material can be created as one source for specific
criteria needed to maintain the asset, which is then referenced on many assets.

Bills of materials are classified in the following ways:

» General Stock Item Part — Defines a general piece of stock or equipment. A generic stock item BOM is automatically
generated by the system when a stock item is created.

 Independent Part — Defines a generic part which is not a stock item, but can be composed of many parts. For example, a
truck would be defined as an asset, not a stock item, but might reference a BOM with independent parts. These must be
created manually.

Access the Bill of Materials tab on applicable stock items to review the associated Bill of M aterials tree or the BOM Part
record for the stock item.

About Service History

Use service history to enter relevant information regarding service or maintenance on assets. Typically it is used to record
inspection feedback, pass/fail details, downtime, parts failure information, maintenance or service logs, or other information
regarding service on the asset.

Types of service history might include:
» Asset downtime

» Failure details

e Asset maintenance

» Visual inspection

+ Detailed inspection

e Smart meter test

» Battery replacement

e ..,andsoon.
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Service history can be manually created or is automatically generated as the result of completion events being processed
for activities. If the service history type has any schedule defined, a set schedule may also be established to create regular
service history for repeated tasks such as inspection or regular maintenance.

Service history types linked to asset types control which service history can be created for assets.

Inspections and Condition Assessments

Assessment functionality is used to determine asset condition. Y our organization defined inspection criteria to address
typical inspection points, concerns, issues, or checklists that must be completed to properly assess an asset. Thisis based on
the kind of asset, the kind of inspection, and so on.

Assessments and inspections are conducted using service history which includes questions and answers. A field technician
or other worker assesses the asset and enters answers to predefined questions on the service history record. Answers are
typically chosen from a set of pre-defined values that are configured when the questions are designed for the assessment.
About Condition Assessment Groups and About Condition Assessment Classes are used to ‘bundle’ the various kinds of
inspections that are available for an asset. All of the data that is collected is used to calculate afinal condition score.

Condition scores are on a1 —5 scalewhere 1 is Very Good and 5 is Very Poor. Scores also have an associated “ confidence
level” which is a percentage which drops as the input data ages. This is based on the premise that the older the data, the less
reliableit is.

There are three kinds of inspections that can be performed:

» General Weighted (grading on a 1-5 scale): The condition of the asset is based on a general assessment of potential
defects using aweighted scale of 1 - 5. Each potential defect is assigned a weight value based on the impact to the
service level. A potential defect that has significant impact on the service level will have a higher weight value than a
potential defect with minimal impact on the service level. A “like new” asset would exhibit none of the potential defects
and be awarded the minimum points resulting in arating of 1. A severely broken asset would exhibit the highest severity
of each potential defect and would be awarded the maximum points resulting in arating of 5.

» Deficiency (noting various defects on the asset, which can be summed): The condition of the asset is based on
accumulated defect points. Aswith the general weighted method, each potential defect is assigned a weight value based
on the impact to service level. Then each defect is broken down into specific severity levels with a point value assigned
to each. The more severe the nature of the defect, the higher the associated point value. Normally, the point scaleisa
range of 1 - 10, allowing for at least 10 different definitions or levels of severity. Unlike the general weighted method,
each defect and severity identified during inspection is accumulated for the final “ deficiency score”. That is, if there are
5 defects with a severity of 2 points each, then the deficiency score for the asset would be 10. A “like new” asset would
exhibit none of the potential defects and be awarded a deficiency score of O (i.e., absolutely no defects were noted). A
severely broken asset would exhibit the highest severity of each potential defect, probably numerous times, and would be
awarded a higher deficiency score.

» Percent of New (maps a percent value to the 1-5 scale): The condition of the asset is based on passing or failing
characteristics of anew asset. A “like new” asset would pass all characteristics and be awarded the maximum points
resulting in a100% rating. A severely broken asset would fail al characteristics of a new asset and be awarded zero
points resulting in a 0% rating.

Y ou can recal culate a condition rating by navigating to the inspection type service history for an asset and clicking the
Compute Scor e button. Y ou may have to “reopen” the service history first.

About Specifications

A specification is contains the manufacturer, model, and other information about a set of assets.

Specifications may also contain written procedures, careful handling instructions for hazardous or delicate materials, or
any other set of attributes needed to provide information about a set of assets. Please note the following with regard to
specifications:
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 Specifications often include an attachment which supports the specification definition or provides the actual specification
from the manufacturer.

» A specification may also include default in service and out of service maintenance schedules for assets or components
linked to the specification. When the specification is associated with the asset or component, the related maintenance
schedule becomes in effect for the asset or component.

About Firmware

Firmware is software that is embedded in a piece of hardware. Devices such as smart meters, a network cards, or routers all
have software that is programmed into special memory contained in the hardware itself. Manufacturers often release regular
firmware updates to keep their hardware compatible with new connections, to improve performance, or to add additional
features.

After afirmwareis released from the vendor, new firmware may need to be tested and validated then either approved or
rejected for roll out. The system provides the needed functionality to support validating and updating firmware versions as
needed.

Associating Firmware and Firmware Versions to Assets

In most business processes, firmware and firmware version is entered as part of the manufacturer settings when assets are
created. Thisinformation appearsin the Settings section on the asset. Also during asset creation, a basic business process
would associate an asset specification to the asset to keep track of detailed manufacturer information which might also
include the firmware. Attached, as a child to that specification, would be another specification that indicates the firmware
versionsthat are available.

Asfirmware versions change the child specification is updated with new versions. These versions can then be tested and
accepted or rejected using the lifecycle functionality on the specification.

Next, work orders and/or activities can be created to update the firmware version on the assets that are associated with those
specifications. For example, your business process might require that you create an Asset Criteria Generator type work
order to create alist of assets based on firmware as the selection attribute. The system would then apply the updates made
viathe work order to any assets that meet that criteria (i.e. that have that firmware type or version).

Firmware Management
Y ou can use the system to manage firmware in the following ways:

 Create firmware groupings. Record firmware versions into groupings or "families' on specifications so that related
versions can be easily managed together.

» Add firmware to assets: Use peer specifications to associate assets to these firmware groups.

» Review firmware: Review firmware distribution and status in the Firmwar e Deployment and Firmware Version
Dispositions zones on specifications.

» Document firmware: Manage related rel ease notes or manufacturer information by creating attachments directly on the
specification.

» Test firmware: Track testing and roll out of new firmware versions including the ability to approve or reject firmware
version deployments.

» Update firmware: Create work orders and/or activities to update firmware versions on assets.

* Reject firmware versions: After testing, set the firmware version to an inactive status to indicate that the firmware
version cannot be used for assets.

The Configurations portal manages asset to component to firmware configurations that determine which versions are valid
for which assets. Configuration Reports can be used to obtain details about the configurations and verify that the correct
versionsarein use.
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Firmware on Specifications

The Firmwar e Deployment section on specifications provides statistics on the number of assets that are on each version
of the firmware that is applicable to the specification. Click the pie chart for a version to see the number of assets on that
versions grouped by the asset state.

The Firmwar e Versions section lists the firmware that has been added via the specification. Use the Add Firmware
Version link in the zone to add a new version. Click on one of the listed versions to open a screen with more details about
the firmware. This screen can also be used to add attachments for the specific firmware version. For example, you might
attach the release notes that were delivered with the firmware release. On this screen, the Firmware Version Dispositions
section lists the assets that use the firmware version indicated, if any.

Firmware Version Lifecycle

Statuses for firmware version updates can be managed on the specification by selecting the actions in the Record Actions
section. Valid statuses include:

» Active Statuses

 created

» under testing

« approved
 Intermittent Statuses

» deprecated

e Quarantined
 Inactive Statuses

» rejected

e obsolete

If the firmware version isin an intermittent status, assets or components can reference that version. In general, these statuses
are for documentation purposes. for example, an organization might use the Deprecated status to indicate that they do not
want to roll out new meters on that version any longer, however, existing metersthat are on that version are till valid. No
assets or components can have the version associated if the version isin one of the inactive statuses.

About Operational Readings (Measurements)

M easurements manage the asset operational and runtime data which is collected and tracked for assets. Asset measurements
might include mileage, hours of uptime, number of start-stops, and so on.

Since they almost entirely depend on the usage of the related asset, readings cannot be calculated or predicted accurately
by the system. Instead, readings must be collected and entered into the system, either manually by a user or imported as the
result of activity completion. Data readings that fall outside of expected limits or thresholds trigger alerts which go to the
person responsible, who can then initiate the appropriate work to repair the measurement device or asset.

Operational Reading Activities

The taking of measurements can be effectively managed by setting up the appropriate work orders or activities to track
and schedule the work. This type of scheduling can be even more stringently managed using maintenance triggers and
schedules.

Asset records display any related measurement activities in the M easur ements zone.
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Operational Reading Quick Entry

Reading quick entry provides an easy way for users to enter asset readings. This tool can be used to enter multiple readings
from a spreadsheet.

Operational Reading Alert Review

Reading aert review provides users with an easy dashboard to review alerts related to asset measurements. Generally

an adert istriggered when an asset reading falls outside of an established threshold. Users can select the appropriate
measurement type to see alist of measurements of that type that arein error. Thislist is sorted by the most recent errors
first. The Asset portal displays a similar zone on relevant assets that have had measurements taken. This zone also includes
an Add link where users can enter a measurement directly on the Asset record.

Select appropriate assets (usually assets that have readingsin error) and click the Make Valid button which automatically
moves the status of the reading from an error to avalid state.

Measurement Activity zone

This zone displays alisting of activities related to a measurement. This provides visibility into maintenance planning
activities that are triggered by measurement alerts. For example, your system configuration might trigger an aert if an out of
range measurement is entered.

This zone also includes an Evaluate button which, when clicked, moves the measurement to the next state where the
measurement ranges will be evaluated, such asvalid or error.

About Warranty Terms and Warranties

Warranty terms hold the duration, term, value or usage limit of assets or items that are under warranty. The warranty term
also specifies the specification and/or vendor that a warranty claim can be issued to when needed.

Warranty terms can be defined as calendar warranties (such as number of years) or runtime warranty terms (such as number
of miles). When awarranty termis created and set to Active status, it can be associated with assets.

A warranty is awritten guarantee issued to your organization promising to repair or replace a damaged item within a
specified period of time or usage limit. The Warranty portal manages the warranties held for assets or other purchased
items for your organization.

Once warranties have been created referencing the term, the Warranty section on the Warranty Term record displays a
list of the applicable warranties.

About Mass Asset Disposition Update

The Mass Asset Disposition Update portal allows you to select assets by asset type, current disposition state or other
common criteriato change the status and location of multiple assets at one time.

Asset disposition indicates where the asset is and what is being done to the asset. Mass Asset Disposition is aimed at
moving many assets of the same type from one asset location to another asset location. In a mass disposition task, the
target is always a single asset location. For example, if apallet of meters has been received in the receiving asset location,
mass disposition can be used to move this batch of assets to a storage asset location or an out of service location. Once the
appropriate assets are retrieved and selected, click the Change Disposition button to execute the change in one quick step.

NOTE: Assetsthat are inventory tracked (managed as stock items viainventory control) cannot be moved in or out of
inventory storerooms using mass asset disposition update. In this case, the asset must be moved using stock transactions.
Items might be retired or be put into a storeroom location such as arepair shop. For thistype of move, the mass asset
update can be used.
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About Asset Replication

As devices and other assets are received in large quantities, the Asset Replication portal allows for the receipt, inspection,
storage and other processing of these assets in batches.

Using asset replication functionality your organization can compl ete processes such as.

» Replicating assets in the same lot/pallet

e Selecting assets for testing or inspection

» Mass updating asset disposition such as rejecting or accepting alot or pallet

This processing creates new asset | Ds, badge numbers and serial numbers for assets based on general information that is
entered related to each batch. When anew replication event is created it is tied to areplication activity type to determine
default settings and attributes for the replication. The actual asset information can be entered manually or uploaded viaa
CsV file.

Assets can then be moved between |ocations, or dispositioned using Mass Asset Disposition Update.

About Asset and Component Configurations

A single asset or component can have many parameters and only certain combinations of parameter values that are allowed.
Multiple assets and/or components may work together as a group with only certain combinations of settings that are allowed
or supported.

Configurations document and manage the valid set ups for assets/and components. This includes a specification for each
asset or component in the configuration as well asthe valid value for each parameter, such as the firmware version of each
asset.

Configuration reports can be generated to provide a summary of any currently installed configurations. These reports show
whether the configuration in an installation is valid or invalid, they show the identifiers and values being used, and they
display all of the assets/components and other elements that make up the installed configuration.

If aconfiguration is found to beinvalid or in need of reconfiguration, work orders can be created based on configuration
criteria. Configuration functionality can also be tied in with specifications to manage firmware version testing and upgrades.

Configuration Statuses
Configurations also allow you to indicate a status for a particular status. Applicable statuses include:

» Pending

e Under Testing
» Rejected

» Approved

» Deprecated
e Obsolete

Use actions in the Recor d Actions section to transition the configuration to the appropriate status.

About Asset and Component Configuration Reports

Configuration reports provide a summary of any currently installed configurations.
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These reports show whether the configuration in an installation is valid or invalid, they show the identifiers and values
being used, and they display all of the assets/components and other elements that make up the installed configuration.

Batch processing and the setting of the Reporting Mode field on a report determines when a configuration report is
generated after it is submitted. If areport is set to generate one time, the report statusiis set to Pending after it is generated
and it will not be updated again until a user manually submits the report. If the report is set to recur, the report is updated
every time batch processing runs.

If the configuration isinvalid, the configuration column is blank in the report results. Navigate to the configuration itself to
review the set up. A button next to each configuration also allows you to generate a work order to correct, reconfigure, or
otherwise maintain any of the configurations.

Maintaining Assets, Components, Service History and
Asset Related Objects

The following sections provide information on tasks associated to working with assets and asset related objects.

Refer to the About Asset Management section for a conceptual overview.

Working with Assets

The following sections provide information on tasks associated with creating and updating assets.

Creating an Asset Location

Navigate to the Asset L ocation portal under Asset M anagement, select Add, compl ete the required fields according to
your business practices and Save.

Prerequisites: The following are referenced by the asset location record:
Note: Thislist does not represent required fields.

» Asset Location Type

» Parent Location/Organization (as applicable) — Enter a parent location or organization to establish the position of your
new location in the location hierarchy.

» Work Request Approval Profile (as applicable)
» Contact (as applicable)

» Service Area (as applicable)

» Cost Center

« RCM System

» Backlog Group

Make sure that the L ocation Disposition is set to Activeif you want to make the location available for reference on other
records.

Additional information typically includes an address and additional info to define the location.

The criticality section captures information which defines the importance of the location in terms of the potential impact of
having issues or problems at that location. For example, a hospital might have a high criticality rating since losing power
there might result in deaths of patients. A city park would have alow criticality since there are few consequences if the
lawns are not mowed on time.
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Creating an Out of Service Storage Location

Navigate to the Out of Service L ocation portal under L ocation, select Add, complete the required fields according to your
business practices and Save.

Prerequisites: The following are referenced by the asset |ocation record:
Note: Thislist does not represent required fields.

» Out of Service Location Type

» Parent Location/Organization (as applicable) — Enter a parent location or organization to establish the position of your
new location in the location hierarchy.

« Contact

Make sure that the L ocation Disposition is set to Activeif you want to make the location available for reference on other
records.

Additiona information typically includes an address and additiona info to define the location.

Creating an Asset Manually

Use this procedure to manually create a single asset in the system.

Prerequisites: The following are referenced by the asset record:
Note: Thislist does not represent required fields.

» Asset Type (with referenced “in receipt” storeroom )
e Storeroom

» Specification

» Vendor (as applicable)

» Measurement Type (as applicable)

» Employee

» Maintenance Manager

» Planner

e Cost Center

« Service Area

Defining an asset involves selecting an asset type then defining asset attributes. While this procedure describes the creation
of asingle asset, it is also possible to create multiple assets at one time in Oracle Utilities Operational Device Management
using asset replication.

Entering a Vehicle as an Asset

Use this procedure to create a vehicle record within the system. Vehicles are considered fleet assetsin Oracle Utilities
Work and Asset Management. They are considered stor er oom locations on Oracle Utilities Operational Device
Management.

Prerequisites: The following are referenced by the fleet asset record:
Note: Thislist does not represent required fields.

» Asset Type (with referenced “in receipt” storeroom)
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e Asset Location

» Specification

» BOM ID (as applicable)

» Vendor (as applicable)

» Measurement Type (as applicable)
» Employee ID (responsible party)

» Badge Number

e Serial Number

« Vehicle Identification Number
 License Number

Defining a vehicle involves selecting an asset type then defining attributes of a vehicle. While this procedure describes the
creation of asingle fleet asset, it is also possible to create multiple assets at one time in Oracle Utilities Operationa Device
Management using asset replication.

Entering Service History Manually

Use this procedure to create service history for an asset or component.

Service history might also be created automatically as the result of a completion event for an activity.

1. Navigate to the Service History portal under Asset Management and select Add.

2. Enter the ID for the asset that you are creating service history for and select a service history type.
Thislistislimited by the service history types that are valid for the asset I1D.

Service history type determines the basic attributes that should be included on the service history such as category,
whether the service is for inspection or maintenance, or any other criteria. It also sets a service schedule, if applicable.

Click OK.

e

Enter the effective date and time for the service history.

Thisvalue can be set in the past if you are recording a service that occurred prior to the current date.
Enter the ID for the associated activity, if applicable.

Enter any comments, as applicable.

Enter any downtime details, as applicable.

Click Save.

© N o U
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Performing Asset Maintenance

Performing asset maintenance involves creating awork order and/or activity for the maintenance the needs to be performed
and seeing the work order processing through to completion.

Performing an Asset Inspection

Performing an asset inspection involves creating an inspection type service history against the asset and answering the
guestions for the inspection according to how they are configured for your organization. In some cases, the inspection
process might be managed by work order processing which may be set up in a preventive maintenance or RCM system.

When the inspection is completed, the answers are used to compute the total inspection points. The calculation is generally
sum (answer points* question weight), but varies depending if the service history type. The total inspection points are
then normalized to an overall grade or score. The condition rating and confidence rating are also calculated and the asset is
updated with the appropriate values.

Scheduling an Asset Inspection

Scheduling an asset inspection involves creating an activity configured with an inspection service history type. The activity
can then be scheduled viaregular scheduled activity processing.

When the inspection is completed, the answers are used to compute the total inspection points. The calculation is generally
sum (answer points* question weight), but varies depending if the service history type. The total inspection points are
then normalized to an overall grade or score. The condition rating and confidence rating are also calculated and the asset is
updated with the appropriate values.

Reviewing Asset Statistics

Review asset statistics by navigating to the Asset portal and viewing the statistics section. Information is organized into
logical groupings, such as Cost Information by Service Class.

Reviewing Asset Type Statistics

Review cost information by asset type by navigating to the Asset Type portal and reviewing the Statistics section.
Information is organized into logical groupings, such as cost information or count of assets and activities, by asset type.

Rejecting Assets

Use this procedure to reject assets.

You can only reject tracked assets that are in one of the following states: In Receipt, or In Repair.
1. Navigatetothe Asset portal in Search mode.

2. Search for and select the appropriate asset.

3. Click the Reject button.

The asset isarchived in Rejected status and cannot be dispositioned any further.
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Retiring Assets

Use this procedure to retire assets.

You can only retire tracked assets that are in one of the following states: In Store, or In Repair.

1.
2.
3.

Navigate to the Asset portal in Search mode.
Search for and select the appropriate asset.
Click the Retir e button.

The system updates the status of the asset as retired.

Updating the Disposition of a Single Asset

Use this procedure to update the status and location of an asset.

1.
2.
3.

Navigate to the Asset portal in Sear ch mode.

Search for and select the appropriate asset in display mode

Click Change L ocation in the Record Actions section.

To take the asset out of service, click the Out of Service button.

Update the effective date and time and enter the new location for the asset.

The availabl e locations depend upon the asset type and the current disposition of the asset.
Click Save.

Note the change in the information in the Asset Disposition Details section. The new disposition status and location are
indicated.

Update the Disposition of a Group of Assets
Use this procedure to change the status and location for a batch of assets.

1.
2.

Navigate to the M ass Asset Disposition Update portal in Search mode.
Search for assets according to the appropriate criteria.

Optionsinclude selecting all assets that are in a certain state, all assets of a certain condition or assets by physical
location. Y ou can aso select from characteristics or other identifiers. Y ou can create combinations of criteria such as all
assets of a certain type and that are in a particular status.

Select individual assets or check the box at the top of the column to select all assets.

Click Change Disposition to begin the disposition change.

A pop-up window opens where you select the effective date and the new status and location for the assets.
Enter the date that the status and location change should occur.

This defaults to the current date and time, however, you can set thisto past date depending on how the assets need to be
handled.

Enter the appropriate |ocation where the assets will go when they are dispositioned.
Click OK.
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The assets are moved to the new status and location, and the disposition log on the individual asset records is updated
with the change.

Defining Specifications

Navigate to the Specification portal under Asset Management, select Add, complete the required fields according to your
business practices and Save.

Prerequisites: The following are referenced by the asset |ocation record:

Note: Thislist does not represent required fields.

e Asset Type

» Manufacturer

« BOMID

» Maintenance Schedule

Working with Components

The following sections provide information on tasks associated with creating and updating components.

Creating Components Manually

Use this procedure to manually create a component.

Prerequisites: The following are referenced by the component record:
Note: Thislist does not represent required fields.

o Asset Type — Select an asset type that defines a component.
e Storeroom

» Specification

» Vendor (as applicable)

» Measurement Type (as applicable)

Defining a component involves selecting a component type asset type and then indicating the asset where the component is
attached.

1. Navigateto the Asset portal under Asset M anagement and select Add.

2. Complete the required fields according to your business practices and Save.

Next you can attach the component to an asset.

Storing a Component after Receipt

Use this procedure to change the disposition of a component after it has been received (entered into the system). This step
usually needs to be completed before a tracked component can be installed on an asset.

1. Navigateto the Asset portal in Sear ch mode.
2. Search for and select the appropriate component.

3. Click Storeinthe Record Actions section.
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A window opens where you select the effective date and the storage location for the component. For in/out service
components you choose an asset location. For tracked components, you choose a storeroom.

4. Click Save.

The Asset Disposition Detail section and the Disposition History zone are updated with the status and location for the
component.

Attaching a Component to an Asset

Use this procedure to attach an existing component to an asset.
1. Navigateto the Asset portal in Search mode.

2. Search for and select the appropriate component.

3. Click Attach in the Record Actions section.

The option to attach the component is generally not available unless the component isin the necessary interim
disposition. If the current dispositionis“in receipt”, you must first “store” the component in avalid location where it
can be attached to an asset.

A window opens where you select the effective date and the Asset |D where the component is to be attached.

4. Click Save.

The Asset Disposition Detail section and the Disposition History zone are updated with the status and location for the
component.

Detaching a Component from an Asset

Use this procedure to detach a component from an asset.

1. Navigate to the Asset portal in Search mode.

2. Search for and select the appropriate component.

3. Click ChangeL ocation in the Record Actions section.

A window opens where you select the effective date and the location where the component isto be stored when it is
removed from the asset. For in/out service components you choose an asset location. For tracked components, you
choose a storeroom.

4. Click Save.

The Asset Disposition Detail section and the Disposition History zone are updated with the status and location for the
component.

Working with Operational Readings (Measurements)

The following sections provide information on tasks associated to working with measurements including measurement
types, measurement alerts and measurement quick entry.

Entering Operational Readings (Measurements)

Navigate to the Operational Reading portal under Asset Management, select Add, complete the required fields according
to your business practices and Save.

Use the Oper ational Reading Quick Entry porta to enter multiple readings from a spreadsheet.
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Prerequisites: The following are referenced by the measurement:
Note: Thislist does not represent required fields.

e Measurement Type

e AssetID

Using Operational Reading (Measurement) Quick Entry

Use this procedure to enter a measurement using the Oper ational Reading Quick Entry tool.

Prerequisites: The following are referenced by the measurement:
Note: Thislist does not represent required fields.

» Measurement Quick Entry Activity Type
» Work Order ID

e AssetID

» Badge Number

¢ Measurement UOM

This process is generally used when a measurement work order is already created and the measurement is being entered as
the follow-up measurement activity.

1. Navigateto the Operational Reading Quick Entry portal
2. Select the Measurement Quick Entry Activity Type.
3. Enter or search for and select the appropriate Work Order 1D.
4. Enter the measurement in the provided fields and Save.
M easurements can also be uploaded using a prepared CSV file with the following columns:
» Seguence
e AssetID
» Badge
* Reading Date Time
* Measurement UOM
e Current Vaue
Selecting Download To CSV File opens a blank spreadsheet with the appropriate columns.

Importing Operational Data from a File

Use this procedure to import measurements from a spreadsheet.

1. Navigateto the Operational Reading Quick Entry portal under Asset M anagement.
2. Select the Measurement Quick Entry Activity Type.

3. Enter or search for and select the appropriate Work Order 1D.

4. Click the CSV File To Upload link.

M easurements can be uploaded using a prepared CSV file with the following columns:

» Seguence
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e AssetID

« Badge

» Reading Date Time

* Measurement UOM

» Current Vaue

Selecting Download To CSV File opens a blank spreadsheet with the appropriate columns.,

Working with Warranties and Warranty Terms

The following sections provide information on tasks associated to working with warranties and warranty terms.

Defining a Warranty Term

Navigate to the Warranty Term portal under Asset Management, select Add, complete the required fields according to
your business practices and Save.

Terms are entered in the Warranty Term portal under Asset Management.
Prerequisites: The following are referenced by the warranty term:

Note: Thislist does not represent required fields.

» Specification (as applicable)

» Vendor

Warranty terms are defined as calendar based (such as a number of months or years) or runtime based (such as number of
miles).

Entering a Warranty

Navigate to the Warranty portal under Asset Management, select Add, complete the required fields according to your
business practices and Save.

Prerequisites: The following are referenced by the warranty:
Note: Thislist does not represent required fields.

e« Warranty Term

e AsstID

If creating aruntime warranty, you will need to provide the initial measurement for the asset. For example, if the runtimeis
a certain number of milesfor avehicle, you would enter a starting odometer reading. This reading must be validated against
an actual asset reading that has been entered into the M easurement portal for the asset.

A warranty can aso be created from the warranty term that it references or from the asset that the warranty affects.

Entering a Warranty from an Asset
Use this process to enter awarranty directly on the Asset record.
1. Navigateto the appropriate Asset record in Edit mode.

2. Click the Add link in the Asset Warranty zone.
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3. Complete the required fields according to your business requirements and Save.

Working with Bill of Materials

The following sections provide information on tasks associated to working with bills of materials.

Creating a BOM Part

Whenever you create a general stock item, a corresponding BOM part is automatically created.
Navigate to the BOM Part portal under Asset M anagement to search for BOM items.

Creating an Independent BOM Part

Complete the following procedure to create an independent BOM Part
1. Navigatetothe BOM Part portal under Asset Management in Add mode.
2. Complete the required fields according to your business practices and Save.

Creating a Bill of Materials

Use this procedure to create a bill of materials.
1. Navigateto the Bill of Materials portal under Asset M anagement in Add mode.

2. Complete the required fields according to your business practices, and save.

Working with Asset Configurations and Configuration Reports

The following sections provide information on tasks associated to working with configurations and configuration reports.

Adding or Updating Firmware Versions

Use this procedure to add new firmware versions or update existing firmware versions in the system. These can then be
tested, approved or added to work records to be updated on assets.

A specification for the firmware must exist within the system

1. Navigateto the Specification portal in Edit mode.

2. Search for and select the appropriate specification.

3. Click the Add Firmware Version link in the Firmwar e Ver sions section.
4

. Confirm the firmware listed then enter the version, date, release noteif any, and any other information as required by
your business practices.

5. Click Save.
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Creating an Asset Configuration

(Oracle Utilities Operational Device Management only) Use this procedure to create a configuration.

1.
2.

Navigate to the Asset Configuration portal under Configuration Report and select Add.
Select a configuration type and click Ok.

The configuration type sets the default fields that need to befilled in.

Fill in required information as needed and click Save.

Enter auseful description for the configuration then use the Configuration Detail section to indicate the specifics of the
configuration. Thiswill include information on assets and components along with their characteristics and identifiers as
defined by your organization.

The specification that is chosen for the asset and/or component will determine the main firmware and other information
for the configuration.

Add any related attachments in the Configuration Common Attachments section.

Creating an Asset Configuration Report

(Oracle Utilities Operational Device Management only) Use this procedure to create a configuration report.

1.
2.

Navigate to the Configuration Report portal under Configuration Report and select Add.
Select a configuration report type and click Ok.

The configuration report type sets the default fields that need to befilled in.

Fill in required information as needed and click Save.

Enter auseful description for the configuration report and select a Reporting M ode. The reporting mode determines
whether thisis arecurring report, or aone time report.

Use the Report Criteria section to indicate the specifics of the assets, components, identifiers and characteristics that
should determine filtering for the report.

After the report is created, click the Submit button to finalize the report.

In most business practices you will wait for batch processing to run to generate the report. The report record includes a
Generate Report action, however; it is recommended that thisis not used for typical processing.

Creating Work to Correct or Maintain Asset Configurations

(Oracle Utilities Operational Device Management only) Use this procedure to create awork order from a configuration
report.

1.
2.

Generate a configuration report.
In the Report Results section, click the Create Work Order button next to the configuration that needs attention.

The system creates awork order with applicable information filled in. Finish creating and processing the work order
according to your usual business practices.
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Chapter 5

Preventive Maintenance Overview

The following sections provide information on concepts related to managing preventive maintenance.

About Preventive Maintenance

The following sections provide information on concepts related to managing preventive maintenance.
Please refer to the Maintaining Preventive Maintenance section for procedural tasks related to these concepts.
Refer to the Designing Preventive Maintenance section in the Administrative User Guides for configuration guidelines.

About Preventive Maintenance

Preventive maintenance is work that is routinely performed to prevent asset failure. This maintenance includes work such as
inspections, repairs, cleaning, part replacements, and so on.

Preventive maintenance can help your organization manage costs by reducing downtime due to unexpected asset failures,
reducing incidents where maintenance is needed in response to a problem (reactive maintenance), and ensuring the proper
care and maintenance of assets. One common example of preventive maintenance is routine maintenance on apump. It is
clear that proper maintenance depends on timely visual inspections and regular cleaning to prevent costly problems, failures
and repairs. Preventive maintenance programs are based on time or operational usage. Template work orders are set up to
plan detailed work requirements, and the preventive maintenance functionality manages when and how the related work
orders are automatically created based on the established preventive maintenance cycles.

Maintenance Forecasts

The upcoming maintenance for an asset is forecasted based on the maintenance schedule and triggers defined for that asset.
Thisinformation is displayed in the Asset portal on the Asset Maintenance Trigger Forecast zone.

About Preventive Maintenance Schedules
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Preventive maintenance schedules contain a basic list of maintenance triggers and a schedule of when maintenance should
occur based on those triggers. For example, typical maintenance triggers would be when a car reaches a certain number

of miles, when a certain amount of time has passed, or when an asset reaches a certain number of hours of runtime.

M aintenance schedules provide a comprehensive set of analytics which provide information on failure types, failure modes,
and repairs.

Maintenance Cycles

Preventive maintenance is triggered, or cycled, based on the maintenance schedule defined for the asset type. Batch
processing determines when and how to create work orders depending on wither or not non-final activities already exist for
the activity type. Settings on the maintenance schedule such as the Allow Multiple In Process Activities flag determine
whether or not a new activity istriggered if there are any non-final activities for the activity type and the asset being
evaluated. If new activities should be created based on al criteria being met, the system automatically creates awork order
based on the template work order indicated on the maintenance schedule.

Users with the necessary authority in the system can manually execute maintenance triggers, as necessary, using actionsin
the M aintenance Schedule or Asset portal. Upcoming triggers are displayed in a zone in the Asset portal where users can
execute the Cycle Now action to manually cycle PM.

Asset Selection

Users can use the Asset Location Selection Template zone on the Maintenance Schedule to select assets to add for
maintenance by Asset Location. The Asset Locations tab displays alist of locations that are selected for that maintenance.

Duplicate Maintenance Schedules

The system provides a utility for duplicating a maintenance schedule and allowing the user to choose which maintenance
triggers to also copy to the new schedule viaapick list. This action is available from the M aintenance Schedule record
actions.

About Preventive Maintenance Triggers

Preventive maintenance triggers indicate a certain event which, when it occurs, maintenance should be done on an asset.
For example, typical maintenance triggers would be when a car reaches a certain number of miles, when a certain amount of
time has passed, or when an asset reaches a certain number of hours of runtime.

Maintenance triggers are generally defined as one of the following:

» Calendar Anniversary isafixed caendar interval type where regardless of the time lapse between the work creation
and completion, the future maintenance schedule date remains the same. This type of interval scheduling is generally
used to fulfill regulatory compliance for inspections and licensing requirements on fixed date schedules. For example,
this would trigger an inspection every three months regardless of when the last inspection was compl eted.

« Runtime Anniversary isfixed interval type maintenance where regardless of the metered operation between the recent
activity or service history and completion of work, the maintenance is not re-forecast. For example, this would trigger an
inspection after every 100 hours of runtime service.

» Calendar Interval isafluid interval type where the forecasted scheduled date is adjusted and re-forecast based on the
completion date of the previously completed work which is managed through service history. For example, this would
trigger a pump valve cleaning every 3 months with the next trigger based on the most recent cleaning.

» Runtimelnterval isafluid interval type where the maintenance schedule is adjusted and reforecast based on the
completion runtime readings of the previously completed activity. For example, this would trigger a pump bearing
bracket cleaning every 100,000 gallons flow of water with the next trigger based on the gauge reading at the time of the
last cleaning.

About Preventive Maintenance Calendar
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Preventive maintenance calendars establish work calendars with explicit effective dates and schedule dates. These are
used to schedule activities created by preventive maintenance triggers. The main function of the calendar isto allow direct
control over scheduled work dates.

The effective date is determined using the activity work date with the “desired work date” as the activity work window start
date.

About Preventive Maintenance Asset Location Selection

Preventive maintenance asset |ocation selection allows you to create preventive maintenance specific to asset location. This
functionality works with asset location specific template work orders which are used to plan for activities and resources
which are specific to an asset location (where the asset isinstalled). This type of template cannot be used in the maintenance
schedules which are configured for asset specifications. This type of template can be used in situations where there is

an activity dependency. For example one activity must be performed at one specific location before the activity can

be performed at a second location. This might apply, for instance, if a system needs to be shut down at avalve so that
downstream components can be rebuilt or cleaned.

Work Priority

Work priority defines the importance of the work in terms of the potential impact of not addressing issues. For example,
work for assets at a hospital might have a high work priority since losing power there might result in deaths of patients,
while work for assets at acity park would have alow priority since there are few consequences if the lawns are not mowed
ontime. Work priority is represented on a scale of low (little to no impact) to high (significant impact).

About Reliability Centered Maintenance (RCM)

Reliability centered maintenance is a process which helps to ensure that assets run without fail. Define failure types, failure
modes, failure repairs, failure components and failure profiles within the system, and use these el ements together to form a
comprehensive RCM system. Effective use of RCM can increase cost effectiveness, improve machine uptime, and help your
organization to understand the level of risk you have undertaken with certain assets.

Maintaining Preventive Maintenance

The following sections provide information on tasks associated to working with preventive maintenance.

Refer to the About Preventive Maintenance section for a conceptual overview.

Creating a Maintenance Schedule

Navigate to the PM Schedule portal under Preventive M aintenance, select Add, complete the required fields according to
your business practices and Save.

Prerequisites: The following are referenced by the maintenance schedul e record:
Note: Thislist does not necessarily represent required fields.

e Asset Type
» Specification

After creation, maintenance schedules can be linked to an asset specification to plan for the maintenance of related assets.
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Creating a Maintenance Trigger

Navigateto the PM Trigger portal under Preventive Maintenance, select Add, complete the required fields according to
your business practices and Save.

Prerequisites: The following are referenced by the maintenance trigger record:
Note: Thislist does not necessarily represent required fields.

Maintenance Schedule

Template Work Order

Activity Type

Approva Profile

Asset Location

Failure Information (Type, Mode, Repair, Component)

Manually Cycle a Maintenance Trigger

Complete the following procedure to manually cycle a maintenance trigger.

1. Searchfor and select the appropriate Asset record.

Y ou can aso search in the Maintenance Trigger portal for asset locations set up with a particular trigger.

2. Navigate to the Maintenance Trigger zone.

3. Click the Cycle Now button next to the appropriate trigger.
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Chapter 6

Inventory Management Overview

The following sections provide information on concepts related to managing inventory.

About Inventory Management

Inventory istracked, ordered, and received from vendors and allocated in the Inventory system. Asinventory is allocated to
work, the system passes this information back to the Work Management system so that maintenance managers and crews
know that their parts are available.

Asinventory falls and reorder becomes necessary, the Inventory system passes this information to the Purchasing system
so that purchases of new inventory can be carried out. Using reorder review, the system can be configured to automatically
reorder stock items or notify a specified user when the quantities reach predetermined reorder points.

Each time inventory quantity is changed, the system generates a transaction record, and you have access to thisinformation
through related logs and historical information zones.

Managing inventory means balancing the need to order new items against the available supply, maintaining an optimum
inventory stock level, and stocking and ordering items for upcoming work and safety requirements.

This section describes how various processes work together to manage inventory throughout the system.
Please refer to the Maintaining Inventory section for procedural tasks related to these concepts.

Refer to the Designing Inventory Management section in the Administrative User Guides for configuration guidelines.

About Storerooms

Storerooms define the physical location where stock items are stored.
Valid storerooms might include actual storerooms, warehouses or any other location as defined by your organization.

Storerooms can be defined in hierarchies with parent and child locations. The parent can define attributes or identifiers
common to all child locations, however specific location information must be defined on each location individually. A child
location cannot bein active status if the parent location isinactive. It is also not possible to make a location inactive if it has
associated assets or child locations.
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Also refer to the About Stock Items section for more information.

About Stock Items

Stock items are defined as material resources that are held in storerooms and issued to activities that require the materialsto
be completed. The stock item record determines whether or not the type of stock can be purchased, repaired, tracked, and so
on.

The stock item record can also provide alist of vendors and manufacturers who provide the item as well as appropriate
alternative stock, as applicable. Only stock itemsin “active” status can be purchased or entered as a material requirement on
an activity. When they are entered in the system, stock items are categorized in some of the following ways:

» General: Regular stock items are kept in inventory until they are needed.
» Direct Purchase: Direct purchase stock items can only be directly purchased when needed for work.

» Trackable: Trackable stock items merit being individually identified and followed from initial receipt on-site through
complete usage. These are typically large, expensive or specialized assets or materials which are inspected when they are
received into inventory, repaired if they break, can be installed on other assets, and are otherwise carefully dispositioned
in the system.

» Lot Managed: Lot managed items are tracked in a specia way in the system. These types of items are fabricated, sold,
and delivered in “lots’ or “batches’ of theitem. Thisis significant when there are qualities or details about the item that
might vary between lots. If thisitem islot managed, the system tracks alot number with any transaction that changes the
quantity of the item for the storeroom. Since each received lot also has its inventory tracked independently, lot managed
item details al have “child" stock item details for each lot that is received. This means a“master” stock item detail that is
classified as "lot managed" on its stock item detail with many “lot" stock item details (one for every lot that is received).
When an activity references ot managed items as a resource requirement, the master stock item detail is referenced.

Lots only become relevant when material isissued from or received into inventory. This means the material issue for lot
managed stock items reference alot stock item detail, but the planned activity references the master stock item detail.
During receiving of alot managed stock item, the system verifies whether or not the storeroom has alot specific SID for
that lot number and creates one if one does not exist.

When a stock item is maintained in the inventory of a storeroom, a corresponding Stock Item Detail record must
be created. Stock item details define how the stock item is managed in the storeroom and contain storeroom-specific
information for the stock item such as pricing, reorder information, unit of issue, unit of purchase, expense code, and so on.

One stock item might be stored in multiple storerooms. When it is needed, stock transfers can be used to move items
between storerooms. For example, an organization might have a central storeroom from which satellite storerooms request
stock.

About Stock Item Details

Stock Item Detail records define how a stock item is managed in the storeroom and manage and track quantities for stock
items. Each record contains storeroom-specific information for the stock item such as pricing, reorder information, unit of
issue, unit of purchase, expense code, , and so on.

Every stock item that isto be maintained in the inventory of a storeroom must have a corresponding Stock Item Details
record.

The Stock Item Detail (SID) record determines whether or not the type of stock can be purchased, repaired, tracked, and
so on. An SID isaparticular stock item in a particular storeroom. For example, in one storeroom, a particular stock item
might be stored whereas in another storeroom that same stock item might only be direct purchased. The item would have a
different SID in each storeroom. In cases where an item can only be direct purchased for activities, the storeroom only acts
as the receiving dock and courtesy storage location until the workers from the activity come to pick them up.

The Stock Item Inventory section provides a graphical representation of what isin stock with lines representing maximum
guantity and reorder quantity. Use the filters to change the display on the chart. This chart can be changed to show projected
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inventory (taking into account pending purchases and pending activities), or historical inventory (showing actual inventory
use and receipts).

About Material Request and Issue

Material requests, or checkout requests, manage the process of specifying the need to issue stock items from a storeroom.

When an activity needs stock items, amateria request can be created. The request includes alist of all the items that
the activity needs from the storeroom with the stock code, the storeroom and the needed quantity specified. By simply
processing the request, the inventory count is not affected.

The following processing must be compl eted:
» Create the material request

e Addlineitemsfor the stock itemsto be issued
Line items can be added manually or from a material request template.

» Prepare the material request for issue

* Issuethe materials
Materials may beissued fully or partialy

About Material Issue

Material issue, or stock checkout, manages the process of pulling out and releasing stock items from a storeroom.
Material issue processing occurs as follows:

» The person from the issuing storeroom can verify availability within the system then release (issue) the items. The
material issue is processed viathe originating M aterial Request record.

» The system calculates the inventory count to decrease it accordingly.

* Issued items are to be charged to the activity.
It is also possible to issue materials without relationship to an activity. In this case, the user must provide the accounting
information that will be charged for the materials.

About Material Request Templates

A material templateis acollection of stock itemsthat is used to easily populate a material request. For example, atemplate
could exist for “office supplies’ that contains the collection of office supply stock items that the user can add to the request.
Likewise, you might have atemplate to request al of theitems on a bill of materials.

» Each storeroom can have multiple templates. The stock items referenced in the template must exist at the storeroom.

» Only stock itemsin inventory (both Lot Managed and Not-Lot Managed) and tracked assets can be specified on a
template. The stock items must have a stock item detail at the storeroom.

« Direct purchase stock items cannot be referenced on a material request template.

 |f populated, an override expense code is populated on the request / return line. If this value is blank, the expense code
defined on the stock item detail (or stock item) will be populated on the line instead.

» A default count can be included on the template to indicate the default request quantity of the stock item. For example,
your organization might always request the same amount of the stock item. This can be specified on the template.

After amaterial request is created, the line items can be added by referencing the template then selecting items from a
picklist.
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About Material Returns

Materia returns manage the process of returning to the storeroom excess stock items that were previously issued.
Material return processing occurs as follows:

» A material return is created by navigating to the related material request and clicking the Return button for the relevant
lineitem.
This can also be done by creating anew record in the Material Return portal which references the originating material
request

» Warehouse personnel check the quality of the stock item being returned. If it isin good condition, the item is accepted
and returned to the storeroom.

» The system calculates the inventory count to increase it accordingly.
» Returned items are credited back to an account or work order activity.

About Physical Inventory

Physical inventory is an auditing procedure within Inventory Management which your organization can use to ensure that
the physical quantities of items, materials and stock that are housed in your storerooms are actually stocked per what is
recorded within the system. This basically allows your organization to verify the accuracy of your inventory quantities and
values.

If actual counts are found to be out of sync with system inventory counts, they can be reconciled based on pre-defined
tolerance thresholds.

About Inventory Adjustments

Inventory adjustments can be used to adjust inventory counts or price of stock items.

When inventory is adjusted, stock transactions are created to adjust the price and quantity of the items being adjusted.
Trackable assets are adjusted different in that the unit priceis directly adjusted and financial transactions are created if the
total inventory value is changed (based on the relative price/quantity adjustment).

About Stock Transfers

Stock transfers are used to move stock from one storeroom to another; essentially one store room is ordering stock from
another. The ordering storeroom is considered as the receiving storeroom, and the source storeroom is considered as the
issuing storeroom. Only items with the same stock type can be transferred.

About Receiving

The receiving process is used to track inventory that is received as the result of a purchase order by recording basic
information such as the quantity received, receiving location, packing slip details, carrier, and so on.

When items are delivered to your organization, they must be added into the system inventory by creating a receiving record
then accepting the items. The receiving process tracks delivery items through several distinct steps from the time they
arrive until they are placed in a storeroom. The steps in the process allow for the actual receipt, inspection of items and
acceptance. The process steps include:
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» Record the delivery of items— create areceipt record which holds basic delivery information. This step does not include
details about the items.

» Maitch itemsto the purchase order — review items on the purchase order and select, from apick list, the items that were
delivered. Items are counted and compared to what was ordered then placed “in receipt”. Items can a so be received
without a purchase order reference.

» Receive and accept the items — complete the acceptance process to record the items into the appropriate storeroom. The
system adjusts inventory quantities for the items accordingly. Depending on your system configuration and business
practices, the system may also include taxes and other incidental costs for the items at the time of receipt.

» (aternate) Return the items — As needed, return items for replacement or credit. When returns are processed, the
appropriate costing and inventory adjustments are made to account for the credit.

Quick Receive

Y our organization may not require a multi-step processing to receive items into your inventory. In these cases, the system
includes a feature to receive and accept the itemsin one step. Thisfeature is only availableiif it is enabled in your system
implementation. If the stock item has “Accept on Receipt” set as yes, one-step receiving is allowed.

Forced Complete

In some cases, the quantity ordered on the purchase order may never be fulfilled. For example, if your organization ordered
aquantity of 10 of items that were discontinued and the vendor only had 5 to send to fulfill the order. The system provides
the ability to receive the five items then to force the system to consider the order complete. This processing flags the system
that the line item receipt quantity is complete so that the purchase order does not stay open. After receiving partial items,
select the For ce Complete action on the Receipt record. Completing this action marks the purchase order line item as Fully
Received and transitions it to the Closed state.

About Returns

Returns track inventory that must be returned to a vendor. Returns are tracked in relationship to the purchase order for the
original receipt of the items.

Note that this processing is different from a material returnin that the items are being returned to an outside vendor rather
than adjusting quantities in internal storerooms.

About Batch Stock Reorder and Reorder Review

The system can be configured to automatically monitor and respond when inventory levels for stock itemsfall below set
reorder points. Batch stock reorder monitors all storeroom stock items that are set up for reorder processing then processes
any items that have reached the reorder point and creates Reorder Review for further processing. Reorder Review records
cannot be created manually, they must be created by the batch stock reorder process.

When the inventory for a stock item falls below the reorder point, the system creates this Reorder Review record. Reor der
Review records include the quantity that batch processing has determined must be ordered to increase the current inventory
to the maximum level, along with other information from the Stor er oom record. Once the Reor der Review records are
approved by areviewer, batch processing completes the processing by generating the appropriate purchasing document
(Purchase Order or Purchase Requisition). The batch process groups items with the same vendor, buyer, storeroom, type

of purchasing document, and blanket contract before calling the process which creates the purchasing document. Batch
processing helps avoid the possibility of creating multiple purchasing records to the same vendor — an unnecessary cost.
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Reorder Review Mass Approval

The Reorder Review Mass Approval portal is used to approve multiple reorder review items. Authorized approvers
can place acheck in front of one or many items and approve. From the Reorder Review record reviewers can click the
Approve Reorder Itemslink and the mass approval screen opens.

Reorder Review vs. Automatic Reorder

Note that automatic reorder (with reorder review), is different from automatic approval for reorder review. The auto reorder
setting on the Stock 1tem Detail record can be set to monitory inventory quantity and automatically create a reorder review
record when the reorder point is reached. Automatic approval (or, more accurately, Reorder Review Approval Required)
isasetting on the Stor eroom record which indicates whether or not the created reorder review records are automatically
approved. Please refer to the Administrative User Guide for more information on these settings.

Maintaining Inventory

The following sections provide information on tasks associated to working with inventory.

Refer to the About Inventory Management section for a conceptual overview.

Creating a Storeroom
Navigate to the Storer oom portal under I nventory, select Add, complete the required fields according to your business
practices and Save.

Prerequisites: The following are referenced by the storeroom record:
Note: Thislist does not represent required fields.

e Storeroom Type

» Organization (as applicable)

» Contacts (as applicable)

» Addressinformation

 Accounting information — Cost Centers and Expense Codes
« Buyer

Make sure that the L ocation Disposition is set to Active if you want to make the location available for reference on other
records.

Y ou can aso enter a parent location or organization to establish the position this storeroom in the location hierarchy. This
might be defaulted from the out of service location type.

Entering a Vehicle as a Storeroom

Use this procedure to create a vehicle record within the system. Vehicles are mainly considered storeroomsin Oracle
Utilities Operational Device Management, and can be considered as both fleet assets and out of service locationsin Oracle
Utilities Work and Asset Management. Please refer to the Administrative User Guide for information on how vehicles
should be set up.

Prerequisites: The following are referenced by the vehicle record:
Note: Thislist does not represent required fields.

» Out of Service Location Type

Oracle Utilities Work and Asset Management & Operational Device Management Business User Guide ¢ 93



Organization (as applicable)
Contacts (as applicable)

Make sure that the L ocation Disposition is set to Activeif you want to make the vehicle available for reference on other
records.

Entering a Stock Item

Navigate to the Stock Item portal under I nventory, select Add, complete the required fields according to your business
practices and Save.

Prerequisites: The following are referenced by the stock item record:
Note: Thislist does not represent required fields.

Resource UOM

Usage Expense Code

Inventory Expense Code

Purchase Commodity

Commodity Code

Vendor Location — set at least one vendor location to “ Primary”
Manufacturer

The process of creating a stock item is the similar whether you are creating regular stock, a direct purchase item, alot
managed item, atracked item, or a stock item that is expensed at receipt.

Y ou must activate the stock item for it to be made available.
Add the stock item to a storeroom by creating a Stock Item Details record for it.

Adding a Stock Item to a Storeroom (Stock Item Details)

Use this procedure to manually add a stock item to a storeroom.

Prerequisites: The following are referenced by the stock item record:

Note: Thislist does not represent required fields.

Stock Item

Storeroom

Cost Center

Buyer

Vendor

Bin Information
Navigate to the Stock Item Detail portal under Inventory and select Add.
Enter or search for and select the name of the stock item.
Enter or search for and select the record number for the storeroom.
The storeroom where the stock item is stored must have already been defined as a storeroom.
Select the Stock Item Detail Class according to the classification for the item.

Storerooms might be classified as direct purchase, expensed at receipt, inventory, and so on.
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Click OK.
Complete the remaining information according to your business practices.
Note: Use the Reorder Information fields to set up automatic reorder for the stock item, as needed.

Activate the stock item detail record so that the stock item is considered available for work or ordering.

Reviewing Stores

Use this procedure to review the recorded inventory for a stock item.

1.
2.
3.

Navigate to the Stock Item portal under Inventory and select Sear ch.
Search for and select the appropriate stock item.
Review the Stock Item Availability section for inventory quantity, on demand quantity, in receipt quantity, , and so on.

A color code will also indicate whether or not there are sufficient quantities of the item or if the item is under-stocked or
over stocked.

Thisinformation is also available on the Reorder Review record for astock item in the Stock 1tem Availability
section.

Reviewing and Approving Items for Reorder (Reorder Review)

Use this procedure to review and approve items that have been set for automatic reorder.

1.
2.

Navigate to the Reorder Review portal under I nventory.
Search for and select Reorder Review records.

Search by a specific buyer, vendor, stock item, status and so on. Searching for itemsin “ Created” statusyieldsalist of
all pending reorder review records.

Click thelink to the Reorder Review record to view details about the reorder.

The record provides information such as the reorder details, the stock item being reordered, vendor information, as
applicable, , and so on.

Click the Approve button to approve the reorder and initiate the creation of the follow up purchasing record.

Alternately, you can click the Approve Reorder Itemslink under Additional Processes to launch the Mass Approval
tool and approve multiple items at once.

Y ou aso have the option to select the I nitiate Stock Transfer link to create a stock transfer to replenish the items. This
is used when there is more of the item in an aternate storeroom and this stock can be used for replenishment.

Processing a Stock Transfer

Use this procedure to compl ete a stock transfer.

Only items with the same stock type can be transferred.

1.

o > WD

Navigate to the Stock Transfer portal under Inventory and select Add.

Complete the required fields according to your business practices.

Y ou must specify the source and destination storerooms.

Click Save.

Using the Stock Request Quick Add zone, add request lines for each stock item being transferred.
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6. Toinitiate the transfer of each stock item, click the Ready for Issue button.
7. Click the I ssue button next to each item in the Open Request Lines zone.

Y ou have the option to fully or partially issue the items.
Selecting the “issue” options creates “issue lines’ in the I ssued Lines zone.

8. Click the I'ssue button for the overall record to transition all of the issued items to Ready for Receipt.
Asaresult of theissue, “receive’ options are made available for each of the stock item lineitems.

9. Navigateto the Stock Transfer Receipt tab.

10. Receive the stock items (into the receiving storeroom) using the appropriate buttons next to each stock item.
The receipt will automatically be completed once al the stock items are received.

Creating a Material Request (Checkout Request)

Navigate to the Material Request portal under Inventory, select Add, complete the required fields according to your
business practices and Save.

Prerequisites. The following are referenced by the material request record:
Note: Thislist does not represent required fields.

e Storeroom
o Activity
After creating the request, add line items either manually or viaa material request template.

Issuing Stock (Material Issue)

Use this procedure to issue requested material items.

1. Navigatetothe Material IssueLine portal under Inventory and select Search.

2. Search for and select the appropriate material request.
Search for itemsin the Ready for |ssue state.

3. Veify theinformation on the material issue and click the I ssue button next to each individual lineitem.
Items can a so be partialy issued or, where allowed, you can issue substitute items.

Creating a Material Request Template

Navigate to the M aterial Request Template portal under Inventory, select Add, complete the required fields according to
your business practices and Save.

Prerequisites: The following are referenced by the material request template record:
Note: Thislist does not represent required fields.

» Storeroom
* Stock Item Detail
» Expense Code
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Processing a Material Return (Returning Stock Items)

Use this procedure to return unused stock itemsinto inventory.
1. Navigateto the Material Request portal under Inventory and select Sear ch.

In rare cases where items are being returned unrelated to a previous issue transaction, you can navigate directly to the
Material Return portal and create a new record.

2. Search for and select the appropriate material request.

3. Click the Return button next to each individual line item.

A return can be initiated as afollow up to areceipt. Alternately, the return might be initiated without a referenced receipt.

Performing a Physical Inventory
Navigate to the Physical Inventory portal under Inventory, select Add, complete the required fields according to your
business practices and Save.

Prerequisites: The following are referenced by the physical inventory record:
Note: Thislist does not represent required fields.

e Storeroom

e Stock Codes

« Vendor

Processing for performing a physical inventory count includes the following:

1. Createthe physical inventory header according to your business practices and Save.

Enter avalue for Itemsto Create to indicate the number of items to count. For example, you have 100 different stock
itemsin inventory, but you only want to count 20 of them. Thisis not the quantity for each item, but rather, the number
of individual items slated for counting.

The physical inventory isinitiated in Created status.
2. Createthelist of itemsto be counted by clicking the Generate Count List button.

This action generates the physical inventory count “masters’.
If needed, you can regenerate the count at this stage. For example, you might edit the criteria used to originally generate
the count lines. The lines would have to be regenerated after the update.

3. Record the counts.

This step varies depending on if thisis afirst count or a subsequent count and whether or not the physical count is equal
to the system count.

4. Review the count lines and adjust inventory as needed.

Only authorized people can generate the inventory adjustment. If the person doing the count is not authorized, the line
staysin a Review Needed state. An authorized user must then click the Adjust I nventory button for the counts to be
updated and the corresponding financial transaction created. Note that counts for lot-managed items and tracked assets
are handled differently. A dialog opens after the adjust inventory action is selected, and there are options to either save
the count in progress or finish the count.
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Record Receipt/Delivery for a Purchase Order (Processing a
Receipt)

Navigate to the Receiving — Receipt portal under Inventory, select Add, complete the required fields according to your
business practices and Save.

Prerequisites: The following are referenced by the receiving record:
Note: Thislist does not represent required fields.

» Purchase Order
» Receiving Location (Storeroom )
« Vendor

After the Receipt record is created, add line items based on the purchase order pick list, as applicable, enter receiving
guantities, and process the receipt to completion according to your business practices. The system adjusts inventory “in
stores” based on the recorded received quantities.

When receiving lot-managed or tracked assets the system displays dialogues to prompt for additional information such as
thelot ID or asset ID. Purchasing returns can also be processed from this portal.

Processing a Purchasing Return

Navigate to the Receiving — Return portal under I nventory, select Add, complete the required fields according to your
business practices and Save. Processing areturn can also be done from the Receiving — Receipt portal if the item hasn’t
been accepted into inventory yet.

Prerequisites: The following are referenced by the material return record:
Note: Thislist does not represent required fields.

e Purchase Order Line

e Assets

e Stock Item Detail

A return can be initiated as afollow up to areceipt. Alternately, the return might be initiated without a referenced receipt.
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Chapter 7

Purchasing Overview

The following sections provide information on concepts related to managing purchasing.

About Purchasing

Oracle Utilities Work and Asset Management uses Purchasing functions to plan, initiate, and process purchases and
purchasing contracts. It also manages vendors, designated buyers, and stock items.

The system can a so automatically generate requisitions through Work Orders, through review of storeroom stocked items,
or directly through purchase requisitions.

Following atypical procurement life cycle, arequested item or serviceislisted on arequisition. Once reviewed and
approved, if necessary, the requisition is copied into a purchase order. The purchase order is approved and issued to a
vendor, and the requested item is received and inventoried. Throughout the process, different areas within the application
are automatically maintained such as storeroom quantities and values depending on the type of item being purchased.

If changes are required for a purchase order that has already been approved, a change order can be created within the
purchase order. The system also facilitates expediting purchase orders and full or partial receipt of items.

This section describes how various processes work together to manage purchasing throughout the system.
Please refer to the Maintaining Purchasing section for procedural tasks related to these concepts.
Refer to the Designing Purchasing section in the Administrative User Guides for configuration guidelines.

About Manufacturers

Use the Manufacturer portal to define attributes for product manufacturers.

The use of this portal depends heavily upon your business practices, however, in general the manufacturers listed can be
associated to specifications which can then be included on assets or components to provide additional reference information
related to those objects. The manufacturer usually provides specification information for assets and components.

A manufacturer might also be referenced on regular stocked inventory. This does not include tracked assets.
Manufacturer Specifications defines alist of asset specifications that belong to the manufacturer.

Oracle Utilities Work and Asset Management & Operational Device Management Business User Guide ¢ 99



About Vendors

Usethe Vendor portal to maintain information about vendors, including their capabilities payment terms and delivery terms
and various vendor sites. The vendor |ocation distinguishes between multiple sites for one vendor.

Each main Vendor record provides general information about your relationship with the vendor such as active blanket
contracts, open requisitions, purchase order history, and alist of vendor locations.

Vendor Locations

One or many vendor locations are defined for each vendor to distinguish between multiple vendor sites. Each location
provides more detailed information about the vendor site such as address, capabilities, payment details, contacts, and so on.

For example, it may be valuable to understand which location is shipping the goods that you have ordered from the vendor.
Also, some vendors might ship from one site, but your payment terms are set with an alternate site. Capabilities would
provide information such as when one location offers pick up at that ocation whereas another location may not.

When a vendor has multiple locations, alternate |ocations are listed as “related” locations.

About Purchase Requisitions

Purchase requisitions are used to store and track requests for material resources and/or services.
Requests can be created manually or by the system for the following situations

 for work ordersthat require materials or services.

by the batch stock reorder process when the number of items falls below the reorder point.

» manually to replenish stock.

After the purchase requisition is reviewed and approved, it can be transitioned to a purchase order to initiate the actual
purchase with the vendor. Requisitions can aso be used to create blanket contracts.

While purchase orders can be created without a purchase requisition, the requisition can be used according to your business
practices to formalize the purchasing process or create a more stringent chain of approvals for auditing or other purposes.

Purchase requisitions affect pending order quantity for stock.

About Purchase Orders

Purchase orders are contracts placed with vendors for the purchase of materials or services. Purchase Order records contain
general information about the purchase including the requestor, when items are required, the vendor, and more.

Details about each item or service are entered and maintained on purchase order line items. Y our system configuration
determines which stock items, services, and other types of items can be added as line items, how tax rates are handled for
each line item, and so on.

Additional processing on the purchase order allows you to email it to the vendor, print to issue to the vendor, expedite,
complete a change order, submit it for approval, or create a new revision. After the purchase order is approved within your
organization and issued to the vendor, next steps involve waiting for the items to be received, then receiving them into the
system. Refer to the About Receiving section for more information.

When changes are made to the purchase order, the document may or may not need to re-enter the approval process
depending on your business practices and system settings. For example, your system might be configured to allow changes
to the purchase order that affect the total cost up to a certain percentage total value. Y our system may also be set so that
the purchase order will transition directly to the approved or issued state, for instance, if the order was created by batch
stock reorder. Note that only certain fields can be edited on an issued purchased order. If further updates are needed, such
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as changes that affect the pricing or quantity ordered, you have to create a new revision and resubmit to the vendor. Refer to
the configuration guide for more information.

Purchase orders affect the on demand quantity for stock.

Common purchasing terms indicated on purchase order and purchase requisition line itemsinclude:
» Unit of Purchase: The unit of purchase for the item such as “each” or “box”.

 Unit of Issue: The way in which the item isissued in your storerooms.

» Purchaseto Issue Ratio: The difference between how you buy the item and how you issue it. Y ou may, for instance,
issuein individual items but order the items by the box where one box would contain 10 individual items. The Unit of
Purchase would then be BOX, the Unit of Issue would be EA, and the P/I Ratio would be 10. The system uses the Unit of
Purchase, Unit of Issue, and Purchase to I ssue Ratio information to maintain quantities as parts are issued and new parts
arereceived.

» Print Price: Yesor No value to indicate whether or not prices should be printed on the requisition.

About Expedite Purchase Order

The expedite order process helps buyers and other purchasers to ensure that required goods arrive at the appointed date in
the agreed quality at the agreed location.

The Expedite Order portal isused to track purchase order items that have not yet been received. It allows users to modify
select information on an issued purchase order without needing to create and process a change order. It istypically used
when locations and delivery dates need to be altered, not when there are changes that would affect the cost of items or the
total amount for the purchase order.

About Blanket Contracts

A blanket contract is a purchasing agreement that your organization makes with a supplier to pre-plan the purchase of
materials or services. These contracts typically contain multiple delivery dates over a period of time, often negotiated to
take advantage of predetermined pricing or specia discounts.

Blanket contracts are also often used when there is arecurring need for expendable goods or when your organization buys
large quantities from one vendor. Based on the blanket order sales orders (rel ease orders), invoice items can be created as
needed until the contract is fulfilled.

Aslong as the blanket contract isin Active status, it can be referenced by new purchasing documents to order materials or
services. Contracts can be transitioned to a“ suspended” status so that they are temporarily unavailable for new purchases.
This might be used while re-negotiating terms with a vendor, if you are researching new vendors for a particular item or
service, or for other business requirements.

Blanket Contract Access Lists

Y our system can be configured with lists of users who are authorized to issue purchasing documents against a blanket
contract. Settings on the blanket contract determine whether or not the contract is restricted to a particular access list, which
list of users has access or, if no accesslist isindicated, adefault dollar value limit for the contract. When an accesslistisin
use, alimit can be set for each individual user. Refer to About Blanket Contract Access Lists for more information.

Blanket Contract Usage

Spending against each blanket contractsistracked viathe Limit Used indicator and on the Activity and Usage tab. When a
new blanket contract revision is created, these values reset for the new revision and are tracked as new.
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About Blanket Contract Access Lists

Blanket contract access lists identify which users have the authority to create charges against a blanket contract. The list
a so establishes a maximum dollar amount that the user is authorized to charge for a single purchase order.

When a blanket contract is created, it references thislist to provide the reference of authorized users. When a blanket
contract is being applied toward creating a purchase order, the system verifies that the user isvalid based on thislist and that
the person's purchasing limit is not exceeded.

About Invoicing

Invoices are used for entering and processing bills for materials or services. They ensure that the quantities being billed do
not exceed what has been received and that the prices at which they are billed match what is on the originating purchase
order.

Invoices are used for entering and processing bills for materials or services. They ensure that the quantities being billed do
not exceed what has been received and that the prices at which they are billed match what is on the originating purchase
order.

Theinvoice also specifies payment information such as the purchase order number, the vendor, any discounts that have
been applied and so on. Cost allocation information indicates the taxes, freight, and any other additional costs or discounts
applied to the invoice.

Line ltems

Invoices specify anumber of line items which may originate from a number of purchase order line items. Invoice line items
must conform to the following rules:

» Each invoice can only reference one purchase order which is specified on the invoice header. Invoice line items are not
required to reference a purchase order lineitem, if there is no purchase order referenced on the header. For instance, an
“ad hoc” invoice can a'so be created.

« If aninvoice references a purchase order, the total invoiced for a PO line item cannot exceed the receipt quantity. If the
invoice quantity is more than the net received, the invoice goes into “ pending resolution” state.

 If unit priceis not the same as last posted invoice price, if any, invoice will also go into pending resolution.

» Also, when the invoice amount does not match the PO amount within a certain range defined in master configuration, the
user will see awarning or error (also based on setting in master configuration).

Theinvoice amount is calculated as product of quantity and unit price. Unit priceislocked down to latest posted invoice
if there is one, otherwise it comes from the purchase order. If master configuration settingstrigger an error, the invoice
will go into pending resolution stat. The tolerance value indicated in Purchasing Master Configuration regulates this
behavior.

Related Financial Transactions

All invoice line items result in afinancial transaction. Asthe financial transactions are created they zero out the clearing
account and make up differences, if any, if information such as the price or tax amount on the invoiceis different from the
purchase order.

Converted Total and Exchange Rates

Note that if your organization works with foreign currencies, there may be a discrepancy shown in the Invoice Summary
section on the Invoice header between the converted total on the invoice header and the converted total calculated

by totaling the line items. The converted total is derived by multiplying the invoice total by the exchange rate. This
header value might be off by $.01 or more due to the slight offset that results from rounding each individua line item
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then calculating the header converted total. Y ou can see a more accurate converted total by reviewing each lineitem
individually.

Maintaining Purchasing

The following sections provide information on tasks associated to working with purchasing related functions.

Refer to the About Purchasing section for a conceptual overview.

Working with Vendors and Manufacturers

The following sections provide information on tasks associated to working with vendors and manufacturers.

Defining a Manufacturer

Navigate to the Manufacturer portal under Purchasing, select Add, complete the required fields according to your
business practices and Save.

Prerequisites: None.

Creating a Vendor

Navigate to the Vendor portal under Purchasing, select Add, complete the required fields according to your business
practices and Save.

Prerequisites: None.

Adding a Vendor Location

Use this procedure to add locations to a vendor record.

Prerequisites: The Vendor record must already be created.

1. Searchfor and select the appropriate Vendor record.

2. Navigate to the Vendor L ocations section and click the Add link.

3. Complete the required fields according to your business practices, and save.

4. Click the Activate button to make the vendor location available for reference on stock items and purchasing documents.

Y ou can use Duplicate to easily add another location for the same vendor. Any additional vendor locations that are
added are automatically added as Related Vendor L ocations.

Once the vendor location has been defined, you can select the related link on the vendor record and update the information
or enter notes, attach documents, define commaodities, review purchase history, and so on.

Defining a Vendor's Payment Terms

Use this procedure to add define your organization's payment terms with vendor.

Prerequisites: The Vendor record must already be created, and you must have at least one vendor location defined. Y ou
must also have defined payment termsin the Payment Terms portal.
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1. Searchfor and select the appropriate Vendor record.
2. Navigate to the Vendor L ocations section and click the link for the appropriate location.

Payment terms and other vendor details are defined at the location level, rather than on the main vendor record.
3. Click the Edit button and navigate to the Payment Details section.

4. Complete the field according to your business practices, and save.

Adding Capabilities to a Vendor

Use this procedure to add capabilities to a vendor record.

Prerequisites: The Vendor record must already be created. Y ou must also have capability types defined.
1. Searchfor and select the appropriate Vendor record.

2. Navigate to the Vendor L ocations section and select the appropriate location.

3. Click the Edit button.

4. Navigate to the Capabilities section and add capabilities by capability type, as needed and Save.

Viewing Vendor Purchase Order History

Use this procedure to add review a vendor's purchase order history.
1. Searchfor and select the appropriate Vendor record.

2. Navigate to the Vendor Purchase Order History Summary section to review completed transactions with the vendor.

Viewing Open Requisitions with a Vendor
Use this procedure to review your open requisitions with a vendor.
1. Searchfor and select the appropriate Vendor record.

2. Navigate to the Vendor Open Purchase Requisition section to review alist of requisitions that have not yet been
recorded for receipt from the vendor.

Working with Purchase Requisitions and Purchase Orders

The following sections provide information on tasks associated to working with purchase requisitions and purchase orders.

Creating a Purchase Requisition Manually

Navigate to the Pur chase Requisition portal under Purchasing, select Add, complete the required fields according to your
business practices and Save.

Prerequisites: The following are referenced by the purchase requisition record:
Note: Thislist does not necessarily represent required fields.

* Cost Center
» Expense Code
» Vendor
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e Payment Term
* Stock Item and Stock Item Detail

Purchase requisitions might be generated from batch stock reorder, from awork order, from a blanket contract, or created
manually.

Adding Line Items to a Purchase Requisition

Use this procedure to add line items to a purchase requisition.

Prerequisites: The purchase requisition must already be created.

1. Searchfor and select the appropriate Pur chase Requisition record.

2. Navigate to the Purchase Requisition Line Quick Add section.

3. Complete the required fields according to your business practices, and save.

Purchase requisitions affect pending order quantity for stock, so the storeroom isrequired at thislevel if thelineitemis
for stock items.

Depending on your business practices, the requisition will next need to be routed for approval, approved, then
transitioned to a purchase order. A purchase requisition can also be used to create a blanket contract.

Creating a Purchase Order from a Purchase Requisition

Use this procedure to create a purchase order from a purchase requisition. Y ou can also use this process to add to an existing
purchase order.

The requisition must be approved.
1. Searchfor and select the appropriate Pur chase Requisition record.
2. Click the Process Purchase Order button.

Y ou can aso navigate to below the Open Purchase Requisition Lines section, select appropriate items, and click the
Create New PO button. Thisis used in cases where you do not want to add all of the line items from the requisition to
the purchase order.

You can aso add the line items to an existing purchase order by clicking the Add to Existing PO button.

The system transitions the requisition into a purchase order. Y ou can navigate to the new purchase order by clicking the
link in the Related Purchase Order s section on the requisition.

Creating a Blanket Contract from a Purchase Requisition

Use this procedure to create a blanket contract from a purchase requisition.

The requisition must be approved.

1. Searchfor and select the appropriate Pur chase Requisition record.

2. Click the Process Blanket Contract button.

3. Enter the Limit Amount and the Expiration Date, as applicable, and click OK.

The blanket contract is created with the blanket contract number referenced in the Created Blanket Contract field on
the requisition. Click the link to navigate to the blanket contract.

4. Click the Activate button to make the blanket contract available for use.
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Y ou can use the link under the Vendor Information section to navigate to the record for the vendor that the contract
appliesto.

Creating a Purchase Order Manually

Navigate to the Purchase Order portal under Purchasing, select Add, complete the required fields according to your
business practices and Save.

Prerequisites: The following are referenced by the purchase order record:
Note: Thislist does not necessarily represent required fields.

e Vendor

e Payment Terms

» Cost Center

» Stock Item and Stock Item Detail

Purchase orders can be created directly, from a purchase requisition or they can be automatically generated from work
reguirements or stores replenishment reguirements.

Adding Line Items to a Purchase Order

Use this procedure to add line items to a purchase order.

1. Searchfor and select the appropriate Pur chase Order record.

2. Navigate to the Purchase Order Line Quick Add section.

3. Complete the required fields according to your business practices, and save.

Purchase orders affect the on demand quantity for stock, so the storeroom is required at thislevel if the lineitem isfor
stock items.

Updating an Approved Purchase Order

Typically changes that affect the overall cost total of an approved purchase order, must be re-approved. Use this procedure
to update a purchase order after it has already been approved.

Prerequisites. Purchase order isin Approved status.

1. Searchfor and select the appropriate Pur chase Order record.

2. Click the Withdraw Approval button in the Record Actions section.
The purchase order istransitioned back to Created status.

3. Updatethe Purchase Order asneeded.

4. Click the Submit for Approval button.

Issuing a Purchase Order

Use this procedure to issue a purchase order.

The purchase order must be in Approved status.

1. Searchfor and select the appropriate Pur chase Order record.
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2. Click the I ssue button in the Record Actions section.
3. Thesystem transitions the Pur chase Order to | ssued status.

After the purchase order is issued, options become available under Additional Processing to perform actions such as e-
mailing or printing the order, or creating anew revision.

Y ou can now send the purchase order to the vendor based on your business practices. Next you will receive the items
within inventory processing, or you can “force complete”’ the purchase order.

Creating a Change Order

Changes that affect the overall cost total of an issued purchase order should prompt a new revision, re-approval, and re-issue
to the vendor. Use this procedure to create a change order.

Prerequisites: Purchase order isin | ssued status.
1. Searchfor and select the appropriate Pur chase Order record under Purchasing.
2. Select the Create Revision link under the Additional Processing section.

Asrequired by your business practices, the purchase order is transitioned back to Created status, and actions to submit
for approval are made available for selection.

3. Complete the updates, and save.
As necessary, resubmit the purchase order for approval then follow normal processing to issue and complete the order.

Creating an Expedite Order

Use this procedure to create an expedite order. Typically the terms of an expedite order are pre-negotiated with the vendor.
The expedite order is used to record the new shipping date, and the number of items to expedite, as needed.

The purchase order must be in I ssued status. The entire purchase order may be expedited or only certain items on the
purchase order.

Expedite is used to track Purchase Order items that have not been received yet, and to allow users to modify selected
information on an issued purchase order.

1. Searchfor and select the appropriate Pur chase Order record.
2. Navigate to the Expedite tab and click the Add link in the Expedite Activity section.
3. Complete the required fields according to your business practices, and save.
The system creates an expedite order and adds to the list under the Expedite tab on the purchase order for reference.

Creating an Invoice

Navigate to the I nvoice portal under Purchasing, select Add, complete the required fields according to your business
practices and Save.

Prerequisites: The following are referenced by the invoice record:
Note: Thislist does not necessarily represent required fields.

e Stock Item and Stock Item Detail
* Cost Center
e |nvoice Number

* Vendor Location
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» Vendor Date
e Payment Terms

After adding the invoice header, add line items using the I nvoice Line Quick Add zone. Typically the invoice will
reference an Issued purchase order.

Adding Line Items to an Invoice

Use this procedure to add line itemsto an invoice.

1. Searchfor and select the appropriate | nvoice record.

2. Navigate to the Invoice Line Quick Add section.

3. Complete the required fields according to your business practices, and save.

Invoices affect the average unit price for the stock items being invoiced.

Working with Blanket Contracts

The following sections provide information on tasks associated to working with blanket contracts.

Defining a Blanket Contract Access List

Navigate to the Blanket Contract Access List portal, select Add, complete the required fields according to your business
practices and Save.

Prerequisites: The following are referenced by the blanket contract access list record:
Note: Thislist does not represent required fields.

e UserID

Granting User Access to a Blanket Contract

Use this procedure to grant users access to a blanket contract.
1. Navigateto the Blanket Contract AccessList portal in Edit mode.
2. Add users and the dollar limit that each user is allowed to “use” for the blanket contracts where they have authorization.

When ablanket contract with access list restrictions is being applied toward creating a purchase order, the system
verifies that the user isvalid based on thislist and that the limit is not exceeded. Blanket contract access restrictions are
determined by your business practices and configuration settings.

Creating a Blanket Contract

Navigate to the Blanket Contract portal under Purchasing, select Add, complete the required fields according to your
business practices and Save.

Prerequisites: The following are referenced by the blanket contract record:
Note: Thislist does not represent required fields.

« Blanket Contract Access List
* Vendor
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« Payment Terms
» Cost Center

The blanket contract is added in Created status and needs to be activated before it can be used to generate related purchasing
documents.

Adding Line Items to a Blanket Contract

Use this procedure to add line items to a blanket contract.
1. Search for and select the appropriate Blanket Contract record.
2. Navigate to the Blanket Contract Lines Quick Add section.

3. Complete the required fields according to your business practices, and save.

Re-sequencing Line Items on a Blanket Contract

In cases where there are many line items, it can be useful to place frequently used or significant line items at the top of the
list. Use this procedure to re-sequence line items on a blanket contract.

1. Searchfor and select the appropriate Blanket Contract record.

2. Navigate to the Blanket Contract Lines section and click the Resequence link.
A dialog opens alowing you to change the order in which the items are listed.

3. Enter updated line numbers under the Sequence column as needed, and save.
This does not change the actual item number.

Creating a Purchase Requisition from a Blanket Contract

Use this procedure to create a purchase requisition from a blanket contract.

Purchase requisitions can be created directly, or they can be automatically generated from work requirements or stores
replenishment requirements.

1. Searchfor and select the appropriate Blanket Contract.

2. Click the Create a Purchase Requisition link under Additional Processes.
The blanket contract lineitem pick list opens to allow you to choose which line items to include on the purchase
requisition.

3. Choose the appropriate Document Type for the order.
This indicates whether the requisition is for a general purchase, stores replenishment, or for work generated.

4. Choose the appropriate receiving storeroom for the items.

Certain additional fields may be required depending on the selected document type. For example, work order related
requisitions may require an activity 1D. Purchase requisitions affect pending order quantity for stock, so the storeroom is
required at thislevel if thelineitemisfor stock items.

5. Enter the quantity to order and the required by date.
6. Click Create Purchasing Document

The system generates the requisition and navigates to the requisition record. From here you can review the requisition
and/or submit it for approval.
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Creating a Purchase Order from a Blanket Contract

Use this procedure to create a purchase order from a blanket contract.

Purchase orders can be created directly, from a purchase requisition or they can be automatically generated from work
requirements or stores replenishment requirements.

1. Searchfor and select the appropriate Blanket Contract.
2. Click the Create a Purchase Order link under Additional Processes.
The blanket contract line item pick list opensto alow you to choose which line items to include on the purchase order.
3. Choose the appropriate Document Type for the order.
This indicates whether the order is for ageneral purchase, stores replenishment, or for work generated.
4. Choose the appropriate receiving storeroom for the items.

Certain additional fields may be required depending on the selected document type. Purchase orders affect the on
demand quantity for stock, so the storeroom is required at this level if the lineitem isfor stock items.

5. Enter the quantity to order and the required by date.
6. Click Create Purchasing Document

The system generates the order and navigates to the purchase order record. From here you can review the order and/or
submit it for approval.

Reviewing the Activity for a Blanket Contract

Use this procedure to search for and review the purchases and usage against a blanket contract.
1. Searchfor and select the appropriate Blanket Contract record.

2. Navigate to the Activity and Usage tab.

Thistab shows al activity for the blanket contract including tracking of how much has been used against the limit
amount. Y ou can filter the results in this view by purchase order status or blanket contract revision numbers, or view a
full list of results.

Creating a Blanket Contract Revision

Occasionaly it is necessary to revise a blanket contract when vendor terms or prices change. Use this procedure to create a
revision for ablanket contract.

1. Search for and select the appropriate Blanket Contract record.
2. Navigate to the Additional Processes section and select to create arevision.
A new blanket contract revision is created and the system navigates to the new revision.

The Create Revision for a New Time Period option creates a new revision with a new initiation date. The standard
revision does not prompt for any changes when it is created.

3. Click the Edit button to make any needed changes to the revision, and save.
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Chapter 8

Resource Management Overview

The following sections provide information on concepts related to managing resources.

About Resource Management

Resources encompass any object that contributes to the running of your organization. This includes hierarchies, employees,
contacts, documents, standard notes and attachments, managing wage earning types and timesheets, and so on.

This section describes how various processes work together to manage resources throughout the system.
Please refer to the Maintaining Resource Management section for procedural tasks related to these concepts.
Refer to the Designing Resour ce Management section in the Administrative User Guides for configuration guidelines.

About Hierarchies
Organizations, locations, assets and components can be configured as part of a structured group, or hierarchy, to facilitate
reporting, costing, and general organizational structure within the system.

These hierarchies are represented in Tree View tabs where they are applicable. For example, navigating to the
Organization portal and accessing the Tree View reveals the Organization Hierar chy with the current organization
shown with its applicable parent and child organizations, locations, and assetsin the tree. Clicking the broadcast icon next
to any element within the tree displays alist of assets and components related to that element in the hierarchy. Clicking the
actual link for an element navigates to the record for that element.

About Organizations

Organizations are used for categorization and reporting for locations.

For example, your reporting may include a hierarchy that groups locations by a structure of parent and child organizations.
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A basic Organization record shows the organization type, whether the organization is active or inactive, a description and
any parent organization or location if applicable. The main attributes for organizations are managed in the Or ganizations
portal.

About Contacts

Contacts are usually individuals or business entities who should be contacted in reference to a service point, work or any
other issues.

Contacts are referenced on locations to provide an associated person or business. The main attributes for contacts are
managed in the Contact portal. For example, a contact might be referenced as the main person on site for assets or
storerooms.

About Resource Types

Resource types define classes of resources that are used within your organization, usually to complete work. The systemis
delivered with crafts, equipment, and other as base package resource types.

Each activity on awork order is defined with one or more “resource requirements’ which define resources that are needed
to perform the activity. Typically planned work orders specify resource requirements on the related activities, and approvers
can verify the requirements before the work order is approved. Requirements may be categorized as materials, labor,
equipment, or other.

About Documents (Attachments, Standard Notes and URL
Attachments)

The Documents portal is used to track, store and manage electronic documents for use throughout the system. Each
document record contains information such asfile location, file type and a document description.

Documents can be attached to entities such as assets, nodes, service history, and so on.

For example, an installation guide can be attached to a component record, a safety data sheet to a stock item record, or a
CAD drawing to awork order record. One document can be associated with more than one record and the document can be
updated in one place at one time, and the new changes are applied wherever the document is attached.

In the base package, documents are created as attachments, standard notes or asa URL.

Attachments

Attachments can be any file, such as a photo, a document with instructions or specifications, a spreadsheet, or any other
supporting documentation. Depending on the record where they are added, they can be added as Document Attachments or
Owned Attachments:

» Document attachments are created in the Document portal and can be added to various records. If an update is made to
the document in the Document portal, those changes are reflected where the document is attached. These are accessed
and managed in the Documents zone on the record. When you want to add a document attachment to a record, the
system prompts for a Document ID because the attachment should have already been added in the Document portal.

» Owned attachments can be added “on the fly” on arecord (such as on awarranty or specification). These attachments
are directly related to their record. When you add an owned attachment, the system prompts for afile upload and the
attachment is added directly to the record. Users should not expect attachments created in this way to be searchable in the
Attachments portal.

Records such as assets include both an Owned Attachments zone and a Documents zone. These portals support both types
because the attachment that would be added may be specific to the record, or general for multiple records.
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Creating attachments through the Documents portal is the recommended method for adding and referencing any
attachments.

Standard Notes

Standard notes can be added as a type of document within the system and can then be associated to records wherever a note
might be needed to provide additional information. Notes can be modified within the Documents portal and any changes or
updates are reflected wherever the note is associated to arecord.

URL Attachments

A URL can be added as a type of document within the system and can then be associated to records wherever it might be
necessary to provide alink to additional information. The URL can be modified within the Documents portal and any
changes or updates are reflected wherever the URL is associated to arecord.

Editing Documents

After adocument file has been added in the Document portal and it has been added to records throughout the system, it can
be changed or modified by simply modifying the file that is uploaded to the Document record. In this way, the document
can be maintained and kept up to date, and anywhere that it is associated to a record, the updated version will be accessible.

About Employees

Employee records are used to manage human resource level information for the workers within your organization with
details such as name and persona information, work status, the main craft worked by the employee, their business unit,
payroll information, hire date, default timesheet information , and so on. The employee record can aso tie the employeeto a
service areawhere they are allowed to work as well astrack training completed by the employee.

Employee records are not required to reference a corresponding user profile. When there is no associated user profile, the
module can be used to simply store information about employees who do not use the application. Information from the
employee portal can be integrated with your external human resources system.

Employeeis referenced throughout the system on other records such as crews and crew shifts, contacts, direct charges,
timesheets, on leave requests, to indicate which employee is responsible for or in possession of an asset, and so on. Various
records can also be searched by employee.

Employee type determines the kind of employee that is being created on an Employee record.
Refer to Working with Employees for more information.

Leave Requests

Employees can request leave or it can be requested on their behalf through the Employee Unavailability portal. Refer to
About Employee Unavailability for more information.

Employee Calendar

The employee calendar is available on the Employee record when the employee is assigned to at |east one shift or the
employee has scheduled leave.

About Employee Unavailability

Employee unavailability records establish periods of time where an employee has been given leave from his or her regular
job duties. This might be due to circumstances such as vacation, sick leave, attending atraining, jury duty, and so on.
Logging employee unavailability allows the system to know when an employeeis not available to perform work on the
crews that he or sheis associated with.
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Employee unavailahility types define the kids of leave that might be used when creating an Employee Unavailability
record.

Refer to Working with Employees for more information.

Standard approval processing facilitates approval or rejection of employee leave. After the leave is approved, employees
indicated on the attendees list are not available as work resources. This means that during scheduling, the crafts available
to the shift are reduced so that the employee on leave cannot be included. Timesheet generation is completed for the leave
according to your settings and business practices.

About Crews

A crew isagroup of workers that can be assigned to complete work. Crews are used to group workers, schedule work, and
help organize work schedules.

Once acrew is created, shifts can be generated. Work order labor regquirements can be assigned to the crew shift, and to a
particular individual on the crew.

Note that an employee can be assigned to more than one crew.

About Crew Shifts

A crew shift isa planned period of time in which a crew (one or more workers) is scheduled to perform work. For example,
a crew shift might be defined as Crew A, consisting of Jack and his van, working on a specific date from 9 am —5 pm.

Crew shifts are associated with a crew shift type, that defines attributes common to al crew shifts of that type, including
whether the shift is daily or weekly. For example, night shifts would have a different start time and duration than morning
shifts, so they would have different shift types.

About Shift Plan Templates

Shift plan templates are used to automatically generate crew shifts based on a set of pre-defined shift criteria such asthe
shift type, the shift rotation, the defined calendar, and so on.

Templates can be created as basic common templates for multiple crews, basic templates for a specific crew or templates
that crews are subscribed to:

« Common templates: Common templates establish an initial date for rotations to start, number of weeks for rotation,
work calendar and the type of schedule plan. These templates do not specify details such as the specific crew. Since they
do not specify the crew, common templates cannot be directly used to generate shifts. Shifts are actually generated from
the subscription template that references the common template. If acommon template is changed after shifts have been
generated, the changes are not reflected until the next time batch processing runs. Y ou can apply changes to the specific
crew shift manually.

Theinitia rotation date ensures that all generated shifts for crews subscribing to the template are at the same rotation
position regardless of when the crew subscribed to the template. Rotation is calculated based on the common initial
rotation date and not the subscription effective date.

For example, if acommon template has a 2 week rotation where on the first week the crew works on Monday but on the
second week the crew works on Tuesday. If one crew subscribes to this template just prior to the first week and another
subscribes just toward the end of the first week, then for the first crew the first generated shiftsis aMonday whereas the
second crew’ s first generated shift is a Tuesday.

» Subscription templates: Subscription templates are used to subscribe a particular crew to acommon shift plan template.
They define an effective period to which shifts for the crew can be generated based on the details on the common
template.
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» Crew templates: Crew templates establish an effective and expiration date, a number of rotation weeks, work calendar
and the shift plan type for a specific crew.

Daily vs. Weekly Templates

The shift plan type defined on common templates and crew templates, designate whether the template is for daily or weekly
shifts. The type a so defines the details for those shifts such as the daily start and end times for daily shifts, or the schedule
period for weekly shifts. Weekly crew shifts represent a set of daily shifts, typically with one crew shift template per day of
the week. A weekly template can map crew templates for rotating cycles of one or many weeks. Thisis used to account for
shift variations across multiple week cycles.

About Crafts

Crafts define a skill or work specialty for crew members such as mechanic, electrician, plumber, arborist, and so on.

When crafts are defined, a secondary craft can be added as part of the craft definition. Secondary crafts are regarded as
additional or complementary skillsto the primary craft.

Every employee, i.e. crew member, is defined with aprincipal craft. The principal craft is used when scheduling activity
labor requirements to shifts. Secondary crafts are also used during scheduling and appear as less important capacities to
schedule. The secondary crafts are presented as available crafts during scheduling.

Crafts, equipment and miscellaneous resources are referenced on activities as a material resource requirement. The system
tracks usage and reports the costing associated with that usage against the total cost of completing the activity.

About Equipment

Equipment is defined by your organization to be referenced as a resource type available for use to complete work. This
might include machinery, tools or other equipment required to work activities (crane, bulldozer, drill, etc.).

Crafts, equipment and miscellaneous resources are referenced on activities as a material resource requirement. The system
tracks usage and reports the costing associated with that usage against the total cost of completing the activity.

About Miscellaneous Resources

Other resources are defined by your organization to be referenced as a resource type available for use to complete work.

Crafts, equipment and miscellaneous resources are referenced on activities as a material resource requirement. The system
tracks usage and reports the costing associated with that usage against the total cost of completing the activity.

Maintaining Resource Management

The following sections provide information on tasks associated to working with resources.

Refer to the About Resource Management section for a conceptual overview.
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Working with Contacts

The following sections provide information on tasks associated with creating, searching and updating contacts.

Creating a Contact

Navigate to the Contact portal under Resour ce M anagement, select Add, complete the required fields according to your
business practices and Save.

Prerequisites: The following are referenced by the contact record:
Note: Thislist does not represent required fields.

» Contact Type

Linking a Contact to a Storeroom

When anew storeroom is created, a contact can be entered to link the location to the contact.

Thisisused for reporting and to provide a point of contact if needed when referencing the location.

Working with Organizations

The following sections provide information on tasks associated with creating and maintaining organizations.

Creating an Organization

Navigate to the Organization portal under Resour ce M anagement, select Add, complete the required fields according to
your business practices and Save.

Prerequisites: The following are referenced by the organization record:
Note: Thislist does not represent required fields.

» Organization Type
 Parent Organization (as applicable)

Linking an Organization to a Location

When a new asset or storeroom is created, a parent organization can be entered to link the location to the organization.

Thisisused for reporting to establish a hierarchy of locations.
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Working with Documents

The following sections provide information on tasks associated to working with resources.

Creating a Document

Use this procedure to create an attachment, standard note or URL in the Document portal for general access from within the
application.

1. Navigate to the Document portal under Resour ce Management and select Add.
2. Choosethe format by selecting from the Document Business Object field and click Ok.

This allows you to indicate whether the document is an attachment, a standard note, a URL or any other file type
customized by your organization, as applicable.

3. Complete the remaining fields according to your business practices, and save.
The system navigates back to the main portal where you can upload the file as a separate step.
4. Click the Upload button.
5. Browseto thefileand click Upload.
Make sure that you select a file with the same file type that you selected when you initialy created the document.

Adding an Attachment, Note or URL to a Record

Use this procedure to add documents such as attachments or standard notes to general records throughout the system.

The document must already be created in the Documents portal. If it is not already created, you can navigate to the
Document portal from the current record and add it.

1. Open any record that supports documents.

This generally includes any record that may require supplemental information.
2. Navigate to the Documents section and click the Add link.

Optionally, you can select the link to navigate to the Document portal so that you can add the document in the system.
3. Search for and select the appropriate Document 1D and click Ok.

The system adds the document link to the record.

Viewing Documents

Use this procedure to view an attachment that has been added to an individual record or in the Document portal.
1. Navigate to the record where the attachment was added.

This could be the Document portal or an individual record.
2. Click the View button next to the document link.

Clicking the link for the actual document name navigates to the Document portal.

The system opens the attachment, note or URL accordingly.
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Replacing a Document File

Use this procedure to replace any document file.

1.

Navigate to the Document portal in Edit mode.

2. Search for and select the appropriate document record.
3.
4

Click the Upload button.
Browse to and select the new file then click Upload.
The new fileis updated anywhere the document is referenced.

If you want to delete the document from the system and everywhere that it is referenced, remove it in the Document
portal, and it will no long be available on other records.

Deleting Documents from Records
Use this procedure to delete a document that has been added to an individual record.

1.

2
3.
4

Navigate to the record where the attachment was added.
Navigate to the Documents section.

Click the delete icon.

Confirm that you want to delete the attachment.

Working with Common Attachments

The following sections provide information on tasks associated to creating and maintaining attachments. Use Documents if
the attachment needs to apply to many records throughout the system.

Creating a Common Attachment from the Attachment Portal

Use this procedure to create an attachment from the Attachment portal for general access from within the application. Use
Documentsif the attachment needs to apply to many records throughout the system.

1.
2.

Navigate to the Attachments portal in edit mode.
Choose the attachment format by selecting from the Attachment Business Object field and click Ok.

This allows you to indicate whether the attachment is a spreadsheet, an image, video or audio, atext document, or any
other file type available.

Enter the file name and click Save.

The system navigates back to the main portal where you can upload the attachment file as a separate step.

Click the Upload button.

Browse to the attachment file and click Upload.

Make sure that you select a file with the same file type that you selected when you initially created the attachment.
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Viewing Common Attachments

Use this procedure to view an attachment that has been added to an individual record or in the Attachments portal. Use
Documents if the attachment needs to apply to many records throughout the system.

1. Navigate to the record where the attachment was added.

This could be the Attachments portal or an individual record such as an asset, service history, location, specification
etc.

Click the link for the attachment.

3. Click the View button.
A prompt is displayed to open or save the attachment.

Editing Common Attachments

Use this procedure to edit an attachment that has been added to an individual record or in the Attachments portal. When

you edit an attachment you can only change the Attachment File Name. If you need to replace the attachment file select
the Upload button and browse to select a different file. Use Documents if the attachment needs to apply to many records
throughout the system.

1. Navigate to the record where the attachment was added.

This could be the Attachments portal or an individual record such as an asset, service history, location, specification
etc.

2. Click thelink for the attachment.
3. Click the Edit button.
4. Modify the attachment file name as needed.

Replacing a Common Attachment File

Use this procedure to replace an attachment file that has been added to an individual record or in the Attachments portal. If
you need to edit the attachment file name select the Edit button. Use Documentsiif the attachment needs to apply to many
records throughout the system.

1. Navigate to the record where the attachment was added.

This could be the Attachments portal or an individual record such as an asset, service history, location, specification
etc.

2. Click thelink for the attachment.
Click the Upload button.
4. Browseto and select the new file then click Upload.
The new file is updated anywhere the attachment is referenced.
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Deleting Common Attachments

Use this procedure to delete an attachment that has been added to an individual record or in the Attachments portal. Use
Documents if the attachment needs to apply to many records throughout the system.

1. Navigate to the record where the attachment was added.

This could be the Attachments portal or an individual record such as an asset, service history, location, specification
etc.

2. Click the deleteicon.
3. Confirm that you want to delete the attachment.
Y ou can aso delete the attachment by clicking the link and then selecting the Delete button.

Working with Employees

The following sections provide information on tasks associated to working with employees.

Creating an Employee

Navigate to the Employee portal under Resour ce Management, select Add, complete the required fields according to your
business practices and Save.

Prerequisites: The following are referenced by the employee record:
Note: Thislist does not represent required fields.

» Employee Type
e UserlID

o Craft

» Business Unit
e Service Area

In order for the employee to charge timesheets in the system, he or she must have a billable rate added to his or her
Employee record.

Note that “ secondary crafts’ or additional skillsfor a craft are defined on the craft. Any primary craft that is attributed to the
employee will also attribute the secondary crafts for that primary craft.

Enter and Track Employee Training Information

1. Searchfor and select the appropriate Employee record.

2. Click the Edit button.

3. Navigate to the Training I nfor mation section and select the applicable course.
Courses are entered and maintained by your organization during implementation.

4. Click Save.
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Entering Employee Unavailability

Navigate to the Employee Unavailability portal under Resour ce M anagement, select Add, compl ete the required fields
according to your business practices and Save.

Prerequisites: The following are referenced by the employee unavailability record:
Note: Thislist does not represent required fields.

» Employee Unavailability Type

Create an Employee Leave Request

Use this procedure to request for leave. This can typically be completed by the employee, or by a manager or supervisor on
the employee's behalf.

1. Navigateto the Employee Unavailability portal under Resour ce M anagement and select Add.
2. Select the appropriate Employee Unavailability Type.
3. Complete the required fields according to your business practices and Save.

After the leave is approved, employeesindicated on the attendees list are not available as work resources. This means
that during scheduling, the crafts available to the shift are reduced so that the employee on leave cannot be included.
Timesheet generation is completed for the leave according to your settings and business practices.

Working with Work Resources, Crews and Crew Shifts

The following sections provide information on tasks associated to working with crews, crew shifts, crafts, equipment and
other miscellaneous resources.

Entering Equipment

Navigate to the Equipment portal under Resour ce Management, select Add, complete the required fields according to
your business practices and Save.

Prerequisites: The following are referenced by the equipment record:
Note: Thislist does not represent required fields.

e Resource UOM — Non materia class

» Cost Center — Typically should be of the type that does not allow user charges. However this option can be allowed or
disallowed.

» Expense Code

Entering an Miscellaneous Resource

Navigate to the Miscellaneous Resour ces portal under Resour ce M anagement, select Add, complete the required fields
according to your business practices and Save.

Prerequisites: The following are referenced by the miscellaneous resources record:
Note: Thislist does not represent required fields.

e Resource UOM — Non material class
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e Cost Center — Typically should be of the type that does not allow user charges. However this option can be allowed or
disallowed.

» Expense Code

Creating a Crew

Navigate to the Crew portal under Resour ce Management, select Add, complete the required fields according to your
business practices and Save.

Prerequisites: The following are referenced by the crew record:
Note: Thislist does not represent required fields.

» Crew Type — Defines the default planning horizon days for the crew.
« EmployeelID

Adding Workers to a Crew

Use this procedure to add workers to an existing crew.
1. Searchfor and select the appropriate Crew record.
2. Click the Edit button.

3. Navigate to the Default Crew Member s section and enter or search for and select the employee | Ds and role of the
people who belong on the crew.

The employee's principal craft is displayed with their name so that you can easily see the skills of each person added to
the crew.

Thisis aso where you specify the crew supervisor role, as applicable.
It is possible to have a crew with one member.
4. Click Save.

Creating a Craft

Navigate to the Craft portal under Resour ce Management, select Add, complete the required fields according to your
business practices and Save.

Prerequisites: The following are referenced by the craft record:
Note: Thislist does not represent required fields.

* Resource UOM
» Expense Code

Ensure that you Activate the craft after it is created so that it is available to be added to other records. Y ou can also enter
the hourly rate for the craft after it is created.

Adding an Hourly Rate to a Craft

Use this procedure to add an hourly rate to a craft.

1. Searchfor and select the appropriate Craft record.

2. Navigate to the Hourly Rate section and select the Add link.
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3. Enter an Effective Date and the Hourly Rate and Save.

Defining a Secondary Craft

Use this procedure to define a secondary craft.
Prerequisites:

Crafts are considered as “skills” of aworker. You might define a secondary craft that would act as backup or which would
be scheduled in cases where the primary craft is not available.

1. Searchfor and select the appropriate Cr aft record.

2. Click the Edit button.

3. Navigate to the Secondary Crafts section and enter or search for and select the secondary craft I1D.
4. Save.

Creating a Shift Plan Template

Navigate to the Shift Plan Template portal under Resour ce M anagement, select Add, complete the required fields
according to your business practices and Save.

Prerequisites: The following are referenced by the shift plan template record:
Note: Thislist does not represent required fields.

o Crew
» Schedule Plan Type
» Work Calendar

Subscribing a Crew to a Common Shift Weekly Template

Use this procedure to subscribe a crew to a common shift plan template.

Prerequisites: The following are referenced by the shift plan template record:
Note: Thislist does not represent required fields.

» Common Shift Plan Template

Navigate to the Shift Plan Template portal and select Add.
Select Subscription Shift Plan Template and click OK.
Enter a specific Crew and Common Shift Plan Template.
Enter the effective date and expiration date.

Click Save.

o~ W D

Creating a Daily Crew Shift

Navigate to the Crew Shift portal under Resour ce M anagement, select Add, compl ete the required fields according to
your business practices and Save.

Prerequisites: The following are referenced by the crew shift record:
Note: Thislist does not represent required fields.
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e Crew

» Crew Shift Type

» Schedule Plan Template

» Employee — defaults from the crew
» Service Class (as applicable)

» Service Area (as applicable)

Creating a Weekly Crew Shift

Navigate to the Crew Shift portal under Resour ce M anagement, select Add, compl ete the required fields according to
your business practices and Save.

Prerequisites: The following are referenced by the crew shift record:
Note: Thislist does not represent required fields.

e Crew
» Crew Shift Type

Reviewing a Crew Shift Schedule

Use this procedure to review the shift schedule for a crew.
1. Searchfor and select the appropriate Crew record.
2. Navigateto the Crew Calendar section.
The calendar displays days when the crew is scheduled for work aswell as any downtime, training dates or other leave.
3. Click Save.

Reviewing a Crew's Schedule

Use this procedure to review the crew's schedule based on assigned work.
1. Searchfor and select the appropriate Crew record.

2. Navigate to the Crew Calendar section.
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Chapter 9

Work Management Overview

The following sections provide information on concepts related to managing work including work requests, work orders,
activities, and so on.

About Work Management

Work management is the process by which work orders are requested, approved and activated, work is performed and then
work isfinished and closed. While the work is being performed, material's, equipment assets and labor are tracked.

As maintenance efforts create demand for parts, the system uses this information to help with inventory control.

Work management functions are the primary user of information established el sewhere in the system including information
about assets, stock items, employees, crews and financials information. Work management also channels information for
use with inventory and purchasing by placing demand for parts.

Work management allows work to be tracked through all stages of a project; from theinitial observation of a problem and
the resulting work request, through the initiation and approval of the work order and the completion of each activity. It also
allows you to plan preventive maintenance that occurs in cycles, and helps you plan ahead for parts and labor requirements
to so that you can streamline your maintenance operations.

This section describes how various processes work together to manage work throughout the system.
Please refer to the Maintaining Work Management section for procedural tasks related to these concepts.
Refer to the Designing Work Management section in the Administrative User Guides for configuration guidelines.

About Work Requests

Work Requests are used to request work or services to be performed and, when approved, can become work orders. Work
Requests can be created manually, as afollow-up to an activity, or by an external system. Work requests are mainly used to
implement an approval chain for the requested work.

When awork request is created it is reviewed by maintenance planners to determine if the request is valid and can be
turned into aWork Order. If the work request is rejected or canceled the work requestor is notified and work request can be
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resubmitted. If the work request is approved, the planner can either add the request to an existing work order as a new task
or create anew work order specifically for the work being requested.

If necessary, it is possible to enter awork order directly if you have the proper authorization.

Possible Duplicate WRs/WOs/Activities

The system identifies any records which could possibly be duplicate work requests, work orders or activities in this zone.
Any work records that arein “non-final” statuses (such as” created”, pending approval” or “approved”) with the same asset
and location (including address) of the current work request are listed as duplicates. Y ou can choose to include or exclude
work records related to preventive maintenance. If arecord isfound to be a duplicate, it can be canceled under Recor d
Actions.

About Work Orders

Work orders group similar activities and are used to manage activities to perform any kind of work such as inspection,
install, replacement, upgrade, and so on. They are mainly used to facilitate approval processing for work projects.

Work orders might also be created to manage a set of activities where the activities are manually linked to the work order.
Completion events are used on activities to document and process the work that was done and to update data associated to
the activity. Work orders also provide summary information about the various activities and the assets that are being worked
on those activities.

The Asset, Specification, Address and L ocation Information sections serve to select the assets that should be included on
the work order. Asmany or as few of this criteria can be selected to narrow down the assets that are included for the work.

Work Order Lifecycle

In atypical workflow, work orders must be created, approved, activated, worked then completed. Note that the status of
activities on the work order depend upon the work order status. For example, the activity staysin “planning” status until the
work order is approved and activated.

Work Order Templates
It is possible to create templates from most types of work orders so that the general work model can be reused. Work order
templates can also be referenced for scheduled service history.

Refer to the About Work Order Templates section for more information.

Activity Information
The Activity Information zone provides summary information regarding the activities that are included on the work order.

Refer to the About Activities section for more information and field definitions.

Unplanned Work

Since unplanned work simplifies small, uncomplicated, and/or one-time jobs, foregoing planning can be effective when the
task to be completed is straightforward and does not involve many details.

Completing Work Orders

Work orders are automatically completed when every activity linked to the work order arrives at afinal state based on the
completion events for the activities.

Capital Work

Work orders that are worked by outside contractors are considered “ capital work”. This type of work order is created with a
work category of “capital” activities that have an activity type with an external system set to the contractor.
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About Work Order Templates

Work order templates, or benchmark work orders, are work orders that can be re-used to help your organization avoid
repeating planning the same work for similar jobs. They can be used for basic work planning, but are also typically used
with preventive maintenance.

The template work order contains the header work order details. Template activities and template activity resource
requirements are used to plan those aspects of the work plan. Work order templates can only be deleted when they are
Created, Active, or Inactive and are not referenced from any associated work order, maintenance trigger or other records.

Two types of work order templates can be utilized:

» General Template Work Order: used to plan for activities and resources which can be common to assets regardless of
the asset disposition. This type of template can be used in the maintenance schedule configured for asset specifications as
well as on the override maintenance schedule configured for an asset.

» Asset Location Specific Template Work Order: used to plan for activities and resources which are specific to an asset
location (where the asset isinstalled). This type of template cannot be used in the maintenance schedules which are
configured for asset specifications. This type of template can be used in situations where there is an activity dependency.
For example one activity must be performed at one specific location before the activity can be performed at a second
location. This might apply, for instance, if a system needs to be shut down at avalve so that downstream components can
be rebuilt or cleaned.

Preventive Maintenance/Reliability Centered Maintenance

Template work orders are used with preventive maintenance and reliability centered maintenance to create new work orders
when the maintenance is triggered. The appropriate work order template is referenced on the maintenance trigger so that the
appropriate work records are automatically created when the trigger is cycled.

Usually, the work ordersthat are created from the template can be modified to represent the actual execution of work. For
example, modifications may be needed if the requirements from the template don't match the exact requirements for the
actual execution of the work.

Template Activities

Template activities are activities that can be re-used to help your organization avoid repeating planning the same work for
similar jobs. They can be used for basic work planning, but are also typically used with preventive maintenance. Template
activities are part of atemplate work order and cannot be re-used by multiple template work orders.

About Activities

An activity is atask which needs to be completed. Activities manage asset changes, work, inspections maintenance and
other actions that are performed on assets or components.

As examples, activities may be created for maintenance of assets, to create service history, to install or exchange devices.
They can also be used to create other activities. The benefit of using activities to process work isto keep a history of the
work being done. This history can then be used for tracking and auditing.

The system supports the following general types of activities:
» Work Activities: Activities managed locally in the system.
» Field Activities: Activitiesthat are managed as integrated with an external system.

» Asset Generator Activities: (Operational Device Management only) Activities that are used to generate or replicate
asset records within the system.
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Activities can be created "on the fly", but they must be grouped and managed using work orders.

Activity types control the purpose and configuration of activities such as which completion events are required and
seguence to execute completion events.

Completion events are used on activities to document and process the work that was done and to update data associated to
the activity. For example, if a completion even moves an asset to a new disposition state, the state is not reflected until the
completion event is processed.

About Activity Resource Requirements

Each activity on awork order is defined with one or more “resource requirements’ which define resources that are needed
to perform the activity. Typically planned work orders specify resource requirements on the related activities, and approvers
can verify the requirements before the work order is approved. Requirements may be categorized as materials, labor,
equipment or other.

» Materia requirements specify materials or stock items to be used for the activity (pipe, pump, bolt, etc.). Material
requirements might also be fulfilled with a direct purchase.

» Labor requirements, or crafts, specify the type of skills needed for the activity (technician, plumber, electrician, etc.).
This might include premium or regular labor.

 Equipment requirements specify the machinery, tools or other equipment required for the activity (crane, bulldozer, drill,
etc.).

 Other requirements cover miscellaneous requirements for the activity (meals, miles, hotel stay, etc.).

Note the following with respect to activity resource requirements:
» Activity resource requirements can only be added and navigated in the Activity portal under Resour ces.

» Materia requests (issues and returns) can be applied against the resource requirement when the activity is active. When
inventory materials are issued, the state of the resource requirement transitions to “fulfilled”. Thisiswhen the issued
guantity is greater than or equal to the planned quantity.

» |If materials are not in stock and need to be purchased to fulfill the requirement, a purchase order or requisition might
be issued. These materias are typically tracked as direct purchases. When direct purchases are received, the material
requirement state is set to “fulfilled”. Thisiswhen the receipt quantity greater than or equal to the planned quantity.

» Timesheets are used to track labor requirements. The labor requirement establishes an estimated number of work hours
required. As timesheets are created and posted, the actual work hours are tracked.

» Other direct charges are used to track equipment and other requirements.

Resource Estimates

Activity resource requirements determine the original estimates or planned amount for labor, equipment, materials and
other on activities. Even canceled activity resources requirements are calculated as part of the original estimate. The original
estimate is the value of the resource requirement at the time the work order was initially, i.e. the first time, approved.

The original estimate is snapshot into a separate column when the initial approval happened. Keep in mind that approved
work order can be reopened to add new activities/resource requirements and resubmit for approval. Those new resource
requirements won't have initial estimate (it will be zero).

The system calculates a revised estimate to reflect the current value of the resource requirement. For example, aresource
requirement wasinitially planned for 10 pumps at $10.00 each. Upon the initia/first approval, theinitia estimate will be
stamped with $100.00 and the revised estimate is also $100.00. If the planner changes the requirement to 15 pumps instead,
the original estimate will stay at $100.00 and the revised estimate will be $150.00. Canceled requirements are not cal cul ated
as part of the revised estimate.
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Committed Amount

Committed amount is the total of costs applied to the activity due to direct purchase costs that are committed when a
purchase order isissued. This value uses the issued amount, not closed or completed since the costs are considered as
committed once the purchase order isissued to the vendor. This amount reflects the total due to the vendor, as full or partial
invoice amounts are closed. It does not reflect amounts that are completed or closed.

For example, a purchase order line has been issued for 10 pumps at $10 each. Assume 4 pumps were received and a partial
invoice line of $40 was issued for the 4 items. This partial invoice for $40 reduces the committed amount — $100 minus
$40 = $60. Once the other 6 items are received, the purchase order line moves to closed status and it does not have an
impact on the committed amount.

Unplanned Resources

Unplanned resources are defined as issued or returned materials or timesheet entries that were not part of the original
resource requirements or estimates. Activities include a zone which lists any unplanned activity resources.

Fulfilling Requirements
Materia requirements can be fulfilled in the following ways:

» Forinventory, if theissued quantity is greater than or equal to the planned quantity the system automatically changes the
resource requirement to Fulfilled. This happens in cases where the crew has checked out all the planned quantity from
the storeroom.

» For direct purchased material, if the received quantity is greater than or equal to the planned quantity, the system updates
the resource requirement to Fulfilled. This method of automatic fulfillment is only applicable to material.

» For inventory material, when the resource regquirement is approved (as part of the WO approval), the system puts the
guantity is‘Pending Demand’ on the storeroom, once the activity material requirement becomes Active, that quantity
becomes *On Demand’ (and Pending Demand is closed out, or becomes zero).

» Materials can also be “reserved”. If the storeroom has enough quantity then that quantity becomes reserved for the given
amount. The reserved quantity provides storeroom manages with visibility into what is to come so that they can order
materials accordingly.

Note that, although it may not be part of work, when material isissued from storeroom, material issue will reduce
demand by the issued quantity or the original planned quantity, whichever isless. Thisisto prevent anegative on
demand quantity, (if the issue quantity is more than the planned quantity.)

All resource requirements can become fulfilled in one of the following ways:
» Usearsclick the Fulfill button.
»  When the activity is completed, the system automatically changes all resource requirements to Fulfilled status.

When a material requirement becomes fulfilled, the system closes out the On Demand/Reserved quantity left (planned
quantity — issued quantity). For Labor, Equipment and Other, fulfilled is only an informational status with no related
processing.

About Scheduling

The scheduling process assigns tasks to crew shifts, matching work requirements to crew capabilities. The goal of the
scheduling processis to produce the most effective schedule based on the requirements of the work.

Planners can access the Scheduling portal to search and review new activity labor requirements and/or unfinished back log
work and make allocations to available crew shifts. Users can aso use this portal to view the capacity of shifts based on
crafts. First search for the appropriate crew shift, then use the zones to search for activities, review the crew members, or
access a graphical representation of craft capacities.
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Daily and Weekly Shifts

A weekly shift, or schedule plan, is a collection of daily shifts. A daily shift isthe plan for a single shift on a specific day.
Please note the following with respect to shifts:

»  Weekly shifts are referred to as “ schedule plans’ in the system since the plan can come in any multiple of weeks.
» A weekly shift specifies atype, as does adaily shift

» A weekly shift specifies a crew name, as does adaily shift

» A weekly shift can be scheduled, as does a daily shift

» A weekly shift does not specify employees, as daily shift does (instead, it has a collection of daily shifts)

» A weekly shift does not specify atemplate, asadaily shift does

» A weekly shift can have many daily shifts attached to it - just like a week has many weekdays

» A daily shift can only specify one weekly shift - just like a specific day belongs to just one week

Shift Plan Templates

Shift plan templates are used to automatically generate crew shifts based on a set of pre-defined shift criteria such as the
shift type, the shift rotation, the defined calendar, and so on. Refer to About Shift Plan Templates for more information.

Scheduling Work
Work is scheduled according to the following:

Once an activity is created with labor requirements Planners or other authorized users can schedule work by navigating to
either the Schedule tab on the crew shift or to the Scheduling portal. In either case, once the crew shift isidentified, search
for the activity to be scheduled, check the appropriate shifts and click Apply. A dialogue prompts for the scheduled hours
for each labor requirement on the activity.

Planners can review the shift assignment in the Scheduling Details section on the activity. There are also multiple other
ways to search for labor active work such as by activity, by work order, by location, by crew, and so on.

in the Schedule portal planners can pull already scheduled work from another shift. For example, the search can be used to
transfer assigned work from aweekly shift to a daily shift. Furthermore, the Previously Scheduled Unfinished Work zone
isdisplays work aready assigned to the crew shift being scheduled.

Each of these various details and views can be used according to your business practice to create the most efficient
scheduling process for your organization.

In addition, when a shift is completed, all unfinished activities assigned to the shift are copied to the next open shift for the
crew. A dialog prompts the user for details on expected duration left to complete the work.

Finding Backlog Work and Assigning

Use the Scheduling portal or Crew Shift portal Scheduling tab to search for all unfinished and active labor requirements
for the selected crew. Unfinished labor requirements are those which are still active but linked to completed or canceled
crew shifts. When there are active labor requirements pending for the crew shift, the system provides a prompt where

you can allocate the labor to the next available shift. Follow the prompts to complete the process of allocating the labor
reguirements either to the next available shift, or to a different crew shift.
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About Projects

Projects provide away to group work so that it can be planned and charged against large efforts. Typically, a project will be
atask that isout of the ordinary, or that requires extra planning and resources. Examples would be adding new facilities or
conducting amgjor overhaul of an assembly line.

When a project isinitiated and funds are approved, the project can be broken down into a hierarchical arrangement of
smaller sub-projects, or the work breakdown structure. Each sub-project represents a controllable unit of work within the
project. The ability to enter information about units of work, scheduling information, cost estimates and target dates for each
project and sub-project forms the basis for planning the project and monitoring its progress to completion. Work orders and
activities can be associated to the project and are automatically included in the cost of the project.

Projects can also be divided into subprojects — facilities construction, wiring, installation of equipment, testing of automated
systems, shakedown, , and so on. Y ou can then plan, budget, and individually authorize each subproject.

Projects can be configured to go through regular approval processing, so that after the project is created it must be submitted
for approval then approved.

Allow Charge

When the Allow Charge indicator is set to “yes’ other records can charge against the project. The project must bein
Approved, Started or Complete state for charges to be applied against it. For example, a resource such as a craft or
equipment might reference the Project ID under the accounting information.

Note that if subprojects are planned, the project itself should have Allow Char ge set to No. Charges should be tracked by
subproject.

Project Categories

Y our organization can define project categories to create classifications for projects such as maintenance, capital,
construction, and so on.

About Timesheets

Timesheets are used to record the amount of time that workers (labor resources) spend on activities or work orders. Once
charges are entered, processing allows employees to receive proper compensation for their work and labor charges are
applied to the appropriate cost buckets.

Generally only each individual and the person designated as the supervisor on that individual's crew can access timesheet
information for that person.

Shift Types

When workers book time, they also specify the shift type they worked. Different shift types have different multipliers and
adders which impact the labor costs. Timesheets can only specify daily shift types (as opposed to weekly shifts).

About Other Direct Charges

Other direct charges are defined by your organization to be referenced as a charge type to charge work against. This might
include miscellaneous charges for activities such as meals, miles, hotel stay, car or truck rentals, and so on.

Other direct charges are incurred on activities as a material resource requirement from “miscellaneous resources’. The
system tracks usage and reports the costing associated with that usage against the total cost of completing the activity.
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About Material Disposition

Material disposition is a process designed to track repairable assets/stock items. The process tracks the asset or component
from when it is removed from service to where it is either retired, scrapped or repaired and returned to availability for re-
use. The portal is accessed under the Work M anagement menu.

Material disposition processing involves creating awork order to remove then replace a broken asset or component. The
asset must be flagged as repairable.

In creating the work order and related activities, the resource requirements must indicate that a replacement asset must be
checked out from a storeroom to replace the broken one. In order to fulfill these requirements, users must create a material
request and material issue for the asset. A Material Disposition record is created as aresult of these material requirements
being fulfilled, and the replacement asset and the broken asset are added on the material disposition as lineitems. Note
that new records are not created directly in the Material Disposition portal. They must be generated automatically by this
processing.

The person responsible for materia disposition should navigate to the M aterial Disposition portal to complete the steps
within the system to remove the broken asset and move it to a pending disposition status while moving the replacement
asset to an installed status. Thisis done using the Complete Exchange option. When compl eting the complete exchange
process, the system prompts for information such as the actions to perform on the assets, status reason, new storeroom as
applicable, and dispositioning dates and times.

The actual assets should also be swapped as applicable toward completing the initial work order and activity.

Y our business process may then require that you create a follow up work order to repair the broken asset using the Create
Work Order action from within the M aterial Disposition portal.

Once a‘repairable’ asset has been pulled from the field and repaired through Material Disposition, it can be returned to a
storeroom with a new valuation. The stock item detail for the asset will show arepaired price, as applicable.

Y ou can review the costs and other statistics related to the replacement and repair of assets by reviewing the actual Asset
record in the Cost Infor mation section.

About Completion Events

Completion events are used to execute business events within the application. For example, completion events may be
configured for several types of asset processing such as asset update, state transition, replication, service history and activity
creation.

All activities have a set of required and optional completion events that can be executed to see the activity to completion.

The Relationship I nformation section shows any other system objects that are associated to the completed object. For
example, if you are looking at the completion event for an activity, the relationship information shows the asset, any
components, the location, service history, etc.

Completion Event Common Attachments

Attachments added here are used as part of the completion event processing. For example, a completion event may be used
to update a picture or other supporting file about an asset.
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About Inbound Communications

The Inbound Communication portal provides details related to the information received from an external system such
as Oracle Utilities Mobile Workforce Management. Use inbound communication to create a completion event using
information defined within the raw message coming from an external system.

Inbound communication events receive completion event information from the external system and then process the
necessary transactions to see the activity or other event to completion.

Inbound Communication Configuration Notes

An inbound communication business object must be created for each type of message to be received from an external
system. For most external systems, thisis based on the types of messages the system is designed to send.

Y ou must also create an XAl Inbound Service for each type of message to be received from an external system. XAl
inbound services define the detail s of how messages are received from an external system, including the inbound
communication business object (or business service or service script) to be invoked when the response message is received.
As in the case of inbound communication business objects, the set of XAl inbound services you need to create is based on
the types of messages the system is designed to send.

Maintaining Work Management

The following sections provide information on tasks associated to working with work management.

Refer to the About Work Management section for a conceptual overview.

Working with Work Requests

The following sections provide information on tasks associated with creating and maintaining work requests.

Creating a Work Request Manually

Navigate to the Work Request portal under Work Management, select Add, complete the required fields according to
your business practices and Save.

Prerequisites: The following are referenced by the work request record:
Note: Thislist does not represent required fields.

e AssetID

Work requests can be created manually or they can be sent from an external system as part of your integrated work creation
processing.

As applicable, after the work request is created, the system displays alist of possible duplicate requests. Thisis based on
whether or not there are requests that are not in “ canceled” or “work order created” status with the same asset or location
(including address) of the current work request. If it appears that the request you just created is a duplicate, you can cancel it
under Record Actions.

Depending on your business practices, the next step is to submit the work request for approval.
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Creating a Work Order or Activity from a Work Request

Use this procedure to create awork order or activity from awork request.
1. Searchfor and select the appropriate Wor k Request record.
2. Click the Create Work button.
The system creates the work order based on the details in the work request.

Alternately, you can create an activity directly from the work request.

Finding Duplicate Work Requests

Use this procedure to verify that a newly created work request is not a duplicate.

Reviewing for duplicate requestsis usually done before submitting the work request for approval, or it is the responsibility
of the approver to search for duplicates before responding with an approval decision.

1. Searchfor and select the appropriate Work Request record.
2. Navigate to the Possible Duplicate WRYWOgActivities

As applicable, after the work request is created, the system displays alist of possible duplicate requests. Thisis based on
whether or not there are any work requests, work orders or activitiesin “non-final” statuses (such as” created”, pending
approval” or “approved”) with the same asset and location (including address) of the current work request are listed as
duplicates. Y ou can choose to include or exclude work records related to preventive maintenance. If it appears that the
request you just created is a duplicate, you can cancel it under Record Actions.

3. Click thelink to any of the listed records to review further information as needed.

Working with Work Orders and Activities

The following sections provide information on tasks associated to working with work orders, activities and completion
events.

Creating a Work Order

Navigate to the Work Order portal under Work Management, select Add, complete the required fields according to your
business practices and Save.

Prerequisites: Fields referenced by the work order record depend on the type of work order being created.
Refer to Creating a Work Order or Activity from a Work Request for more information.

The work order must have at |east one activity added before it is submitted for approval.

Creating a Template Work Order

Navigate to the Template Work Order portal under Work Management, select Add, complete the required fields
according to your business practices and Save.

Prerequisites: The following are referenced by the equipment record:
Note: Thislist does not represent required fields.

e Planner
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e Approva Profile

Creating a Template Work Order from an Existing Work Order

Create templates from work orders so that the general work model can be reused.

The work order must be in an appropriate status. Y ou cannot create a template from a basic work order.

NOTE: If awork order already has activities associated to it, a template cannot be created from that work order.

1. Navigatetothe Work Order portal under Work Management and search for and select the appropriate work order.
2. Click the M ake Template button.

The system creates the work order as atemplate. Templates are generally referenced on preventive maintenance
schedules or to otherwise manage service history on assets. The work order information, activity information, and
activity resource requirements are copied, as applicable.

Creating a Purchase Requisition from a Work Order

Use this procedure to create a purchase requisition from awork order.

When awork order is created with requirements for direct purchase stock items, the action of seeing the work order through
the approval process and setting it to Active status will prompt the system to generate a purchase requisition with line items
for approved resources grouped by stock item detail, vendor location and blanket contract.

Creating an Activity

Use this procedure to create an activity from the Activity portal.
1. Navigate to the Activity portal under Work Management and select Add.
2. Select the appropriate activity type and click Ok.

Activity type determines the business information reguired to create the activity. Typically your organization will have
configured types for specific tasks such as replicating assets, installations, performing maintenance, or completing
inspections.

3. Enter fields as required by your business process, and save.
Processing and completing activities is completed as a separate task.

Generating Activities from a Work Order

Use this procedure to generate activities from awork order.

Prerequisites: The work order must be in a status where activities can be generated, such as “approved” or “active’. Also,
activities cannot be generated from basic work orders.

1. Searchfor and select the appropriate work order.
2. Click the Generate Activities button.

The dialog to generate activities from the work order opens providing information on the number of activities that will
be created and allowing you to verify whether you want to generate the activities immediately, or generate themin
batch processing.

3. Click the Ok button.
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The work order remainsin Open status and the activities are created. The work order log is updated to reflect that the
activities were created and the Activity information zone on the work order is also updated. Navigate to the individual
activities to view details or continue processing.

If the system encounters any errors while generating activities, ToDo entries are created as designated by your system
configuration.

NOTE: Service schedule type work orders do not have the button to generate in batch since they are automatically
set to be generated by batch processing.

Y ou can a'so generate activities from a closed work order by first reopening the work order using the Open button
in the actions area.

Also see Creating a Work Order or Activity from a Work Request.

Generating Activities in Batch Processing

Use this procedure to generate activities from awork order using batch processing.
A work order of any kind except service schedule typeis created and in Open status.
1. Searchfor and select the appropriate work order.

2. Click the Generate Activities button.

The dialog to generate activities from the work order opens providing information on the number of activities that will
be created and allowing you to verify whether you want to generate the activities immediately, or generate themin
batch processing.

3. Click the Generate in Batch button.
The work order remainsin Open status and the activities are scheduled to be created when batch processing runs.

If the system encounters any errors while generating activities, ToDo entries are created as designated by your system
configuration.

NOTE: Service schedule type work orders do not have the button to generate in batch since they are automatically
set to be generated by batch processing.

Adding an Activity to a Work Order on the Work Order

There are many ways to manage activities and work orders, and your specific business practices will determine how you
create activities. This section describes a basic procedure for adding an activity to awork order from within the work order
record.

1. NavigatetotheWork Order portal under Work M anagement and search for and select the appropriate work order.
2. Click the Add Activity link in the Activity I nfo section.
3. Select an Activity Typeand click Ok.
4. Complete the required fields according to your business practices and Save.
The system inserts the work order number as a default.
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Adding Resource Requirements to an Activity

Use this procedure to add resource requirements to an activity. Resource requirements are indicated at the activity level, not
on the work order.

1. Navigateto the Work Order portal under Work Management and search for and select the appropriate work order.
Alternately, you can search for and select the activity directly in the Activity portal under Work Management .
2. Navigate to the Activity Info zone and click the link for the appropriate activity.
The activity opens displaying al of the relevant details.
3. Navigate to the Resour ces tab.
Use the Quick Add zone to add resources.
4. Select the Resour ce Class from the drop-down.
Typically thiswill add a craft, equipment, material, or other resources.
After selecting a class, fields are displayed to compl ete the needed details.
5. Complete the required fields according to your business practices and Save.

As needed, you have the ability to add materials to activities from the asset’ s Bill of Materials. Selecting the add from
BOM action opens adialog where you can choose items from the BOM pick list.

The system adds the requirements to alist under the activity on the work order aswell asin the Activity Resour ce
Action zone in the Resour ces tab on the activity. Click the link for any resource to navigate to the record for that
resource.

Asthe requirements are “fulfilled” they are moved to the Activity Resour ce Detail section where you can review the
follow up items that have been created to fulfill the request. For example, this section will show the material request
and issue transactions needed for a material/stock requirement. Likewise it shows the purchasing documents created to
fulfill direct purchase requirements, and so on.

Fulfilling Resource Requirements for an Activity

Use this procedure to add resource requirements to an activity. Resource requirements are indicated at the activity level, not
on the work order.

1. Navigatetothe Work Order portal under Work Management and search for and select the appropriate work order.
Alternately, you can search for and select the activity directly in the Activity portal under Work Management .

2. Navigate to the Activity Info zone and click the link for the appropriate activity.

The activity opens displaying al of the relevant details.

Navigate to the Resour ces tab.

Click thelink for the resource in the Activity Resour ce Class section.

The Resource Requirement screen opens for the selected resource. This displays al relevant details about the resource.

Click the Fulfill button under Record Actions.

The system transitions the status to fulfilled.

Navigate back to the activity by clicking the Activity link.

© © N o g >~ w

Navigate to the Resour ces tab.
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Notice that the resource has been moved to the Activity Resour ce Detail section. As applicable, information about
the follow up record that has been created has been added under the resource. For example, this section will show
the material request and issue transactions needed for a material/stock requirement. Likewise it shows the purchasing
documents created to fulfill direct purchase requirements, and so on.

10. Click the link for the follow-up record and process according to your business processing.

For example, if a purchase requisition was created as aresult of fulfilling amaterial requirement, click thelink for the
purchase request and process it as hormal.

Continue to refer back to the Resour ce tab on the activity to review the resource requirements and the progress of
processing for the related follow-up records.

Processing and Completing Activities

Use this procedure to process and complete an activity.

For ad hoc and local activities, or activities that are not worked from an external system, it is necessary to process and
complete the activity within the system after the activity has been physically completed. Activities should have already been
generated from their respective work orders, as applicable.

1. Navigatetothe Work Order porta in Search mode.

2. Search for and select the appropriate activity.

3. Locatethe Completion Event Tree.

4. Click the Add icon next to the completion event type for the completion event that needs to be processed.

Some of the listed completion event types might be for completion events that are required or optional. Y ou must
process each of the required types. Y our business processes determine whether or not you need to process the optional
ones.

The completion event screen opens.
5. Fill inthe completion event information as appropriate to your business processes, and save.

The way that you fill in the fields depends upon the type of activity and the type of completion event.
6. Return to the activity record.

Depending on the type of completion event you may not automatically navigate back to the activity. For example, if
the activity isto create service history, you might navigate to the service history screen, or you might navigate to the
completion event record itself if the activity isfor asset creation. Complete actions from the screen that the system
opens, or select the hyperlink to the activity to return to the activity.

7. Click Completein the Record Actions section.

The system processes the completion event and transits the activity as appropriate to the requirements established by the
activity type. If there are any errorsin processing these are noted on the activity and To Do Entries are created and sent as
needed.

Manually Creating Completion Events

Use this procedure to create a completion event manually.

Completion events are most often created upon successful receipt of inbound communications related to an activity or
command, and are used to create or update data to reflect the effect of activity. However, completion events might be
created manually to process ad hoc or local activities. Users can create completion events using the following procedure:

1. Navigatetothe Completion Event portal under Work Management and select Add.
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Search for or enter an Activity ID.
Select the Completion Event Type.
Click Ok.

o M WD

Enter required information as needed, and save.

Manually Creating an Inbound Communication

Use this procedure to create an inbound communication manually.

Inbound communications are most often created upon successful receipt of completed activities from an external system
such as Oracle Utilities Meter Data Management. They are used to create or update data to reflect the effect of activity.
Inbound communications might be created manually, however, to process ad hoc or local activities. Users can create
inbound communications using the following procedure;

1. Navigatetothe Inbound Communication portal under Work Management and select Add.
2. Select the appropriate communication type.
Communication type determines the required fields that need to be entered to create the inbound communication.

3. Enter required information as needed and click Save.

Processing and Completing Activities

Use this procedure to process and complete an activity.

For ad hoc and local activities, or activities that are not worked from an external system, it is necessary to process and
complete the activity within the system after the activity has been physically completed. Activities should have already been
generated from their respective work orders, as applicable.

1. Navigatetothe Work Order porta in Search mode.

2. Search for and select the appropriate activity.

3. Locatethe Completion Event Tree.

4. Click the Add icon next to the completion event type for the completion event that needs to be processed.

Some of the listed completion event types might be for completion events that are required or optional. Y ou must
process each of the required types. Y our business processes determine whether or not you need to process the optional
ones.

The completion event screen opens.
5. Fill inthe completion event information as appropriate to your business processes, and save.

The way that you fill in the fields depends upon the type of activity and the type of completion event.
6. Return to the activity record.

Depending on the type of completion event you may not automatically navigate back to the activity. For example, if
the activity isto create service history, you might navigate to the service history screen, or you might navigate to the
completion event record itself if the activity isfor asset creation. Complete actions from the screen that the system
opens, or select the hyperlink to the activity to return to the activity.

7. Click Completein the Record Actions section.

The system processes the completion event and transits the activity as appropriate to the requirements established by the
activity type. If there are any errorsin processing these are noted on the activity and To Do Entries are created and sent as
needed.
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Manually Creating Completion Events

Use this procedure to create a completion event manualy.

Completion events are most often created upon successful receipt of inbound communications related to an activity or
command, and are used to create or update data to reflect the effect of activity. However, completion events might be
created manually to process ad hoc or local activities. Users can create completion events using the following procedure;

1. Navigatetothe Completion Event portal under Work Management and select Add.
Search for or enter an Activity ID.

Select the Completion Event Type.

Click Ok.
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Enter required information as needed, and save.

Creating a Project

Navigate to the Project portal under Work Management, select Add, complete the required fields according to your
business practices and Save.

Prerequisites: The following are referenced by the project record:
Note: Thislist does not represent required fields.

» Project Category
» Cost Center

To create a subproject, create a new project record then reference a Parent Project. After at least one sub-project is created
you can select the Add Sub-Project link from the Project Detail I nfo section to create additional sub-projects.

Viewing Subproject Information

1. Navigate to the Project portal under Work Management and select Sear ch.
2. Search for and select the appropriate Project record.
3. Navigate to the Project Detail I nfo section.
Here you can review the subproject details, navigate to subprojects, and add more sub-projects as necessary.

Entering a Time Charge

Navigate to the Timesheet portal under Work M anagement, select Add, complete the required fields according to your
business practices and Save.

Typically you will need to add:

e Charge Type

e Hours

e Crew Shift Type

 Labor Earning Type

» Work Start and Stop Date/Time
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Travel Time
and so on

Entering an Other Direct Charge

Navigate to the Other Direct Charges portal under Work M anagement, select Add, complete the required fields
according to your business practices and Save.

Typically you will need to add:

Charge Type
Equipment
Asset ID
Quantity
Unit Price
Readings
and soon
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Chapter 10

Financial Transactions Overview

The following sections provide information about the portals and objects related to financial transactions.

About Financial Transactions

Financial transactions are created in the system whenever an object generates a cost transaction. For example, the posting of
atimesheet or other direct charges causes the creation of afinancial transaction. Authorized users can access this accounting
log at any time to review transactions.

Y ou can search for financial transactions according to the corresponding work order, activity, creation date, status, and so
on. They can be viewed in the Financial Transaction portal.

Financial transactions are automatically frozen immediately after they are created and the transactions that created them,
sibling transactions, are finalized. For example, amaterial issue or atimesheet detail are considered the siblings to the
financial transactions that they created. Once frozen, afinancial transaction and its details are ready to be interfaced to the
general issues. The system does not depend on batch processing to transition financial transactions between states. Instead, a
batch GL interface program extracts frozen financial transactions and creates aflat file.

If there happen to be any accounting setup issues or other issues, afinancial transaction will enter an error state until an
authorized user adjusts the configuration or other source of the issue. Refer to the Administrative User Guide for more
information. The error state allows any sibling transactions to continue and complete without being affected by the related
transaction whichisin error.

The system uses double entry accounting. For example, when time is booked against an activity, the system debits the cost
centers on the activity and credits an offset account. In this case the offset account would be the payroll cost center defined
on the crew member/employee's business unit.

This section describes how various processes work together to manage financial transactions and related objects throughout
the system.

Refer to the Designing Financials section in the Administrative User Guides for configuration guidelines.
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Reviewing a Financial Transaction

Review financial transactions by navigating to the Financial Transactions portal and searching by specific criteria.
Prerequisites: Transactions have posted to the accounting calendar.
1. Navigateto the Financial Transaction porta in Edit mode.

2. Search for and select the appropriate transaction.
Y ou can search by activity or work order ID, create dates, accounting date, status, or the financial transaction ID.

3. Click thelink to the specific transaction to review more information such as the transaction log, related records such as
work order or activity, and the general ledger details, as applicable.
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Chapter 11

To Do Processing

There are numerous events that trigger the creation of email-like messages describing work that requires human attention.
For example, if abill segment has an error, amessage is created to highlight such. We refer to each messageasa To Do
Entry. In this section, we describe how to view, manage and work To Do entries.

FASTPATH: We recommend familiarizing yourself with the topics described in The Big Picture of To Do Liststo fully
appreciate how To Do entries are managed by the system.

The Big Picture of To Do Processing

The topicsin this section provide background information on To Do processing functionality.

To Do Role

Each To Do entry is assigned a specific To Do Role. The role defines the users who may work on the entry. The permissible
roles that may be assigned to a To Do entry are defined on the entry's To Do type. Refer to To Do Entries Reference A Role
to learn more about initial role assignment.

After an entry is created, its role may be changed to any role defined as valid for the entry's To Do type. Manual changes of
aTo Do entry'srole are recorded on the To Do entry log.

To Do Priority

A To Do entry is associated with a priority level representing its processing order compared to other entries. Refer to The
Priority Of A To Do Entry for more information on how an entry's priority isinitially assigned.

A user may manually override a To Do entry's priority at any time. Once overridden, automatic recal culation of the priority
isno longer performed so as not to override the value explicitly set by the user. Manual overrides of a To Do entry's priority
are recorded on the To Do entry log.
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Work Distribution

To Do entries may be manually assigned to users either by their supervisors or picked up by the users themselves. The
system can also be configured to dynamically assign the highest priority work to users on demand whenever they are
available for fixing errors.

NOTE: Assignment on demand isin a plug-in. Y ou can customize the next assignment plug-in on the installation
options to follow your organization's work distribution rules. For example, when a user asks for the next assignment,
business rules may be used to only consider To Do entries the user has the proper skills to resolve, prioritizing them
based age, impacted dollar amount, etc.

One of the main benefits of the assignment on demand approach is that work is allocated real-time based on most current
information such as skills, priority, user availability, etc. This also means that work remains unassigned until a user is
actually going to work on it making it available to any qualified user.

Manual assignments of To Do entries are possible as follows:
 Supervisors may use the supervisor function pages to review and assign To Dos to users.

» A user may usethe To Do list pagesto review and assign To Dos to themselves or forward any of their To Dos to
someone else.

» All of the above assignment functions may also be performed using the To Do Search page.

Assignment "on demand" is possible from the Current To Do zone on the Dashboard portal. Refer to this zone to learn
about all the functions it provides.

A User's Current To Do
Users have the option of drilling down on an entry from various list queriesin the system. Refer to Working On A To Do
Entry for more information on drilling into an entry.

Drilling down on an entry from the following To Do list queries (using the entry's message description only) also sets the
entry asthe user's Current To Do entry:

e ToDolList
e ToDo Search

|
Additionally, users may have the option to click on the Current To Do icon, ” \/ , on the Current To Do dashboard zone
to request their next task. The returned To Do entry automatically becomes the user's Current To Do.

Regardless of how a To Do entry became current its information is displayed on the Current To Do zone.

FASTPATH: Refer to Current To Do zoneto learn about al the functionsit providesto efficiently resolve the current
To Do and other entries that may potentially be related to it.

If aTo Do entry becomes current as aresult of drilling down from alist query, the system supports the ability to drill down
to the Next and Previous entries respective to the Current To Do entry in that list.

NOTE: The Previous To Do button (Alt+Y) and Next To Do button (Alt+2Z) in the Current To Do zone alow you
to scroll through additional To Do itemsin your current work list without returning to the list query transaction.
These buttons set the respective To Do entry to now being current and take you to its related transaction or to a script
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associated with the To Do Entry's message (not to the To Do entry itself). Thisis yet another way of drilling down on an
entry.

If aTo Do entry becomes current using the Current To Do zone' s next assignment functionality, that entry is not associated
with any work list to scroll through. The Next and Previous To Do buttons are therefore disabled in this case.

NOTE: Current Work List. Current work list refersto the list from which the current To Do entry was selected. Each
new election of a current To Do overrides the previous work list with the new list the entry was selected from. If not
selected from alist then the current work list is considered empty.

Related To Do Entries

A user working on a To Do may want to know of other To Dos that may be related to the same problem. If can be worked
by the same user they may get resolved faster. It seems almost impossible to programmatically determine whether two To
Dosredly stem from the same problem. The user should therefore be presented with alist of potentially related To Dos
from which he/she can select the truly relevant ones.

A To Do entry is considered potentialy related to agiven To Do if they reference acommon entity. For example, if agiven
To Do references a certain account then any To Do referencing that same account is considered related to it.

NOTE: The system considers any To Do characteristic of Foreign Key type to represent areference to an "entity".
In other words, if a To Do has at least one common Foreign Key characteristic type/ valuewith agiventodoitis
considered related to it.

The To Do Search page supportsaRelated To Do filter that lists all related To Dos for a given entry. Various pages
showing To Do information often provide an indication as to how many non-compl ete entries may be related to agiven To
Do entry. Clicking on the indication's hyperlink transfers the user to the To Do Search query pre-populating it to list the
related entries for the specific To Do entry.

FASTPATH: Refer to the To Do Search page for more information on al the functionsit supports.

Complete A To Do

After you finish working on an entry, you can mark it as Complete. At this point, you may want to review potentially
related To Do entries and compl ete those that have been addressed by resolving the problem associated with the current
entry.

If you cannot resolve the problem, you can forward the To Do to another user, thus assigning the To Do to another user.

FASTPATH: Refer to How To Complete To Dos for more information.

NOTE: Itispossiblefor the system to automatically mark an entry as Complete. Refer to The Lifecycle Of A To Do
Entry for more information.

Managing To Do Entries

This section describes the various pages available to view and work on To Do entries.

Oracle Utilities Work and Asset Management & Operational Device Management Business User Guide « 146



To Do Supervisor Functions

This section describes To Do transactions that aid supervisors in the monitoring and assignment of To Do entries.

Supervisor To Do Summary

This Supervisor To Do Summary page summarizes To Do entries by To Do Type. Only entries that are Open (i.e., hot
assigned to a specific user) or Being Worked On are summarized.

NOTE: Only To Do entriesthat are assigned to a role to which you belong are summarized on this page. Refer to To
Do Entries Reference A Role for more information.

UseMenu > To Do > Supervisor To Do Summary to open this page.
Description of Page

This page summarizes all To Do entries that are Open or Being Worked On.
» To Do Type contains the description of the To Do type.

» Priority providesatotal count of To Do entries of agiven type by priority. For each distinct priority the description
includes the priority value followed by the corresponding number of entries. If all entries are of the same priority no
additional count is displayed.

+ Total containsthe total of Open and Being Worked On entries. The hyperlink navigates to the Supervisor To Do
Assignment transaction, setting it to display all Open and Being Worked On entries for the given To Do Type.

» Open contains the number of To Do Entries whose status is Open. The hyperlink navigates to the Supervisor To Do
Assignment transaction, setting it to display all Open entries for the given To Do Type.

» Being Worked On contains the number of To Do entries whose status is Being Worked On. The hyperlink navigates
to the Supervisor To Do Assignment transaction, setting it to display all Being Worked On entries for the given To Do
Type.

The "age bars' that appear to the right of the totals highlight the age of the To Do entries. The colorsred, yellow and green

are used to highlight the relative number of old, middle-aged and new To Do entries. The age associated with each of these

colorsis user-configurable.

Supervisor User Summary

The Supervisor User Summary page summarizes To Do entries by the user who is assigned to work on the entries. Only
entries that are Being Worked On are summarized.

NOTE: Only To Do entriesthat are assigned to a role to which you belong are summarized on this page. Refer to To Do
Entries Reference A Role for more information.

Use Menu > To Do > Supervisor User Summary to open this page.
Description of Page

This page contains a grid that displays all assigned To Do entries by User ID and To Do type. It indicates how many To
Do entries of the displayed Type are assigned to the user (Assigned this Type) and how many To Do entriesin total are
assigned to the user (Assigned Total).

Clicking the hyperlinks transfer you to the Supervisor To Do Assignment transaction. On this transaction, you can assign /
reassign To Do entries to a specific user. The differenceisthat clicking the To Do Type hyperlink causes only Open entries
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to be displayed on the Assignment transaction. Clicking the count in the Assigned this Type column causes Being Wor ked
On entries assigned to the displayed user to be shown.

Supervisor To Do Assignment

This page lists To Do entries of agiven type and allows a supervisor to assign / reassign them to a designated user. Use
Menu > To Do > Supervisor To Do Assignment to open this page.

Description of Page

This page contains Open or Being Worked On To Do entries of a given type. These entries can be assigned to a specified
user one-by-one or several at atime. The following points describe this functionality:

» You can select adifferent To Do Type by typing in avalue or pressing the search button in the upper right corner. An
I nfo description of the To Do type appears on the | eft.

» You can change thelist of entries displayed according to their status. Select the Filter by statusto be All (blank), Open,
or Being Worked On.

» For Being Worked On entries, you may also Filter by User to limit the search to a specific user assigned to the To Do
entries.

 If you want to re-sort the entries by a different value, click the search button adjacent to Extra I nfor mation. Each row's
respective sort value is displayed in the Extra I nformation column.

NOTE: Extralnformation. Each To Do list's default Extra I nformation is defined on the list's To Do Type. Also note
that each To Do list's available Extra Information differs.

» Click the Select All button to select all entries displayed in the grid. Click the Clear All to remove the selectionsin the
grid.

» Usethe checkbox if you want to assign specific entries.
» Entriesare further sorted by their Priority. Highest in priority are listed first.

» Create Date/Time contains the date and time the To Do entry was created by the system. Click the Create Date/Time
hyperlink to:

» View more detailed information about the entry.

» Add commentsto the To Do entry.

» Addalog entry of type User Detailsto record information about the To Do entry.
» Forward the To Do entry to another user.

» Send Back aTo Do entry that was forwarded to you by another user.

» Click the number of Related entries hyperlink to navigate to the To Do Search query to list potentially related entries to
the current entry.

» Worked By shows the user currently assigned to the To Do entry.
» ToDo Entry Statusisthe current status of the To Do entry.

» Message contains a description of the To Do entry. Use the message description hyperlink to drill into the page on which
the entry's respective object is displayed. If the To Do type has been configured to associate a script with this To Do
entry's message number, then instead of being taken to the respective page, the associated script is launched. Refer to
Working On A To Do Entry for more information.

» You can assign entriesto a user:

» Enter auser ID or search for auser using the Assign To User field. You can only select a user that is associated with
arolethat is associated with this To Do Type. Note that the current number of assignmentsis displayed adjacent.
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» Select one or more entriesto assign to this user and click the Assign button. The entries status becomes Being
Worked On.

To Do List Functions

This section describes To Do pages that aid users in the assignment and working of entriesin To Do lists.

To Do Summary

This page summarizes To Do entries that meet the following qualifications:

» Theentry isOpen and you belong to the entry's To Do role. Refer to To Do Entries Reference A Role for more
information about roles.

e Theentry isBeing Worked On and you are the user to which it is assigned.
UseMenu > ToDo> ToDo Summary or press Al t +X to open this page.

FASTPATH: Werecommend familiarizing yourself with the topics described in The Big Picture of To Do Liststo fully
appreciate how To Do entries are managed by the system.

Description of Page

This page is dedicated to a grid that summarizes the To Do entries on which you can work. The following information is
displayed:

» To Do Type contains the description of the To Do type.

» Priority providesatotal count of To Do entries of agiven type by priority. For each distinct priority the description

includes the priority value followed by the corresponding number of entries. If all entries are of the same priority no
additional count is displayed.

» Total containsthe total of Open and Assigned to Y ou entries. The hyperlink navigates to the To Do List transaction,
setting it to display all Open and Being Worked On entries assigned to you for the given To Do Type.

» Open contains the number of To Do Entries whose status is Open. The hyperlink navigates to the To Do List transaction,
setting it to display all Open entries for the given To Do Type.

» Assigned to You contains the number of To Do entries that are assigned to you whose status is Being Worked On. The
hyperlink navigates to the Supervisor To Do Assignment transaction, setting it to display all Being Worked On entries
for the given To Do Type.

The "age bars’ that appear to the right of the totals highlight the age of the To Do entries. The colors red, yellow and green
are used to highlight the relative number of old, middle-aged and new To Do entries. The age associated with each of these
colorsis user-configurable.

To Do List

This page lists To Do entries of a given typethat are either Open (e.g., not assigned to a specific user) or are assigned to
you.

NOTE: Restricted by role. Only those entries assigned to a role to which you belong may be seen on this page. Refer to
To Do Entries Reference A Role for more information.
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FASTPATH: We recommend familiarizing yourself with the topics described in The Big Picture of To Do Liststo fully
appreciate how To Do entries are managed by the system.

UseMenu > ToDo> To Do List to open this page.

Description of Page

This page contains a grid that summarizes the To Do entries of a given type on which you can work.
The I nfo section contains a concatenation of the To Do Type's description and the user's name.

The area beneath | nfo provides you with options that control which To Do entries appear and the order in which they are
displayed. The following points describe the various options:

» Use Sort By to define how you want the To Do entries sorted. The following options are available:

» Assigned Date - On or After. Thisoption sortsthe To Do entriesin chronological order (based on the date the entry
was assigned to you) starting from the input Date. If you choose this option, the system assumes you want to start
from the earliest To Do entry. If you want to start from a date other than the earliest To Do entry, enter the desired
Date and click the adjacent search button.

» Assigned Date - On or Before. This option sorts the To Do entriesin reverse chronological order (based on the date
the entry was assigned to you) starting from the input Date. If you choose this option, the system assumes you want to
start from the today's date. If you want to start from a date other than today's date, enter the desired Date and click the
adjacent search button.

» CreateDate- On or After. Thisoption sortsthe To Do entriesin chronological order (based on the date the entry
was created) starting from the input Date. If you choose this option, the system assumes you want to start from the
earliest To Do entry. If you want to start from a date other than the earliest To Do entry, enter the desired Date and
click the adjacent search button.

» CreateDate- On or Before. This option sortsthe To Do entriesin reverse chronological order (based on the date the
entry was created) starting from the input Date. If you choose this option, the system assumes you want to start from
the today's date. If you want to start from a date other than today's date, enter the desired Date and click the adjacent
search button.

» Extralnformation. Thisoption sorts the To Do entries by the value of the Extra I nfo.
» UseExtralnfo to choose datarelated to the To Do Entry that should be used to sort the To Do entries. Thisinformation
isdisplayed in each entry's Extra I nformation column.

NOTE: Extralnfo. Each To Do list'savailable Extra Info is defined on thelist's To Do Type Sort Keys. Also note that
each To Do list's available Extra Info differs based on the configuration of the To Do Type.

» UseFilter by to restrict the To Do entries based on their status. The following options are available;
» All. This option shows all entriesthat are Open or Being Worked On.
» Being Worked On. This option shows al entries that are Being Worked On (and assigned to you).
» Open. Thisoption shows all entries that are Open.
The grid that follows contains the To Do entries that match your criteria. The following information appears:

 Click the Select All button to select all entries displayed in the grid. Click the Clear All button to remove the selections
inthe grid.

» Usethe checkbox if you want to mark specific entries as Completed or Being Worked On using the Complete or
Assign buttons at the bottom.

A Commentsicon == appearsif there are comments on the To Do item and aLog Entry icon & appearsif thereisalog
entry of type Forwarded, Sent Back or User Details on the To Do item. This column appearsiif at least one To Do has
either comments or a special log entry.
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» Entriesare further sorted by their Priority. Highest in priority are listed first.
» Create Date/Time contains the date and time the To Do entry was created by the system.
» Click the Create Date/Time hyperlink or either of the special icons to navigate to the To Do entry page.

» Click the number of Related entries hyperlink to navigate to the To Do Search query to list potentially related entries to
the current entry.

» Assigned Date/Time contains the date and time the To Do entry was assigned to a user. Thisfield is only populated on
entries that are Being Worked On. If auser assigned the To Do entry, the user ID and name of the user who assigned the
To Do entry are displayed beneath the Date/Time.

» Message contains a description of the To Do entry. Use the message description hyperlink to drill into the page on which
the entry's respective object is displayed. If the To Do type has been configured to associate a script with this To Do
entry's message number, then instead of being taken to the respective page, the associated script is launched. Refer to
Working On A To Do Entry for more information.

NOTE: Current To Do. Drilling into an entry from this page setsit to be the user's current To Do. Refer to A User's
Current To Do for more information on how to efficiently scroll through additional entriesin your current work list.

CAUTION: Automatic Assignment! When you drill into an entry using the message description hyperlink from this
page, the system changes the status of the entry to Being Worked On and assigns it to you.

» ToDo Entry Statusisthe current status of the To Do entry.
» Extralnformation contains the data for the entry that corresponds to the Extra Info chosen in the sort options above.
e To Do D contains the unique identifier of the To Do entry.

 |f you want to mark one or more entries as Being Worked On, check the desired entries and then click the Assign
button.

 If you want to mark one or more entries as Completed, check the desired entries and then click the Complete button.
Completed entries do not appear on the To Do list (but they are retained on the database for audit purposes).

To Do Entry

The topicsin this section describe the pages on which a To Do entry and its associated To Do log are maintained.

To Do Entry - Add Dialog

The To Do Entry transaction features a dialog that can add new To Dos (if the system is configured with manual To Do
types). Thisdialog appearsif you openthe Menu > ToDo > To Do Entry > Add (it also appearsif you click the clear
button when on the To Do Entry page).

Description of Page

The To Do Typeisthetype of To Do entry that you want to create. Only To Do types that are set up for manual usage
appear inthelist.

The default To Do Type Priority is displayed adjacent. Use Override Priority to override the default priority assigned by
the system.

Type a Subject for your To Do entry. Depending on how the To Do type is set up, the subject may appear as the message in
the To Do entry and To Do lists.

Enter aComment to provide alonger description of and more details about the To Do entry.
Send To indicates whether the new To Do will be assigned to a Role (the default) or User.
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The Role indicates the role to which this To Do entry will be assigned. Only users of the specified role will be able to view
and work on the To Do entry. The role is defaulted from the To Do type. If you want to assign the To Do to a different role,
change the specified role. Y ou can only assign the To Do entry to one of the roles specified on the To Do type.

User appearsif Send Toisset to User. Usethisoption if you want to assign the To Do to a specific user. The user must be
amember of the selected role.

If the To Do type defines valid characteristic types, the Characteristics collectionisvisible. If any of the characteristic
types are flagged as Default on the To Do type, the characteristic type with its default value (if applicable) are displayed. If
applicable use the characteristics to define other information related to this new To Do entry. In Oracle Utilities Customer
Care and Billing, for example, you can link the account and premise that you are attempting to start service for.

Click OK to add the To Do Entry.

To Do Entry - Main

Y ou use this page to perform various actions or modify details about a To Do entry. Use Menu > To Do > To Do Entry >
Sear ch to open this page.

NOTE: Restricted by role. You may only change To Do entries that are assigned to you or ones that are Open and
assigned to arole to which you belong. Refer to To Do Entries Reference A Role for more information about roles.

Description of Page

To Do contains a concatenation of important information about the To Do entry. To Do I D is the system-assigned unique
identifier of the entry. These values only appear after the case is added to the database.

NOTE: Formatting may be performed by a plug-in. Refer to To Do Info May Be Formatted By An Algorithm for
more information.

To Do Typedisplaysthe entry's To Do Type and its description. Refer to To Do Entries Reference A To Do Type for more
information about To Do types.

Role displays the role of the users who may be assigned to the entry along with a description of the role. Refer to To Do
Entries Reference A Role for more information about roles.

Message is adisplay-only field that describes why the entry exists. If the To Do entry isin the status of Open or Being

Worked On, the message description alows you to drill into the page on which the entry's respective object is displayed.
If the To Do type has been configured to associate a script with this To Do entry's message number, then instead of being
taken to the respective page, the associated script is launched. Refer to Working On A To Do Entry for more information.

Statusindicatesif the entry is Open, Being Worked On, or Complete. Refer to The Lifecycle Of A To Do Entry for more
information status.

Use Priority to manually override the To Do entry's current priority. Any manual changeto the priority is recorded on the
To Do entry log.

Assigned To displays the user who isworking the entry.
Sent By displays the user who assigned this To Do to the current user.

Created By only appears if a background process that uses To Do entries to report object-specific errors created the To Do
entry. The field displays the background process description and batch run number in which the entry was created. Refer to
To Dos Created for Object-Specific Error Conditions for more information.

Extract Info only appearsif the To Do is being sent out of the system. Extract Info describes the status of the extract
(for example whether it has been processed or not). Refer to To Do Entries May Be Routed Out Of The System for more
information.

Use Commentsto describe anything interesting or unusual about the To Do entry. The Commentsfield is disabled if the
To Do entry is complete.
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If the To Do entry has non-complete related entries a summary description appears below the commentsline. The
description states the total number of related entries, how many are till Open, how many are assigned to you and how
many assigned to others. Use this hyperlink to navigate to the To Do Search query to list these entries.

The Actions buttons allow you to Complete the To Do, Forward the To Do to another user or Role, or Send Back aTo
Do that has been forwarded to you by another user. All buttons are disabled once a To Do is complete. Refer to To Do Entry
Actions and the How To section for more information on using these actions.

The Characteristics collection is visible for manual To Do entries or for automatic To Do entries that have characteristics.
Characteristic Typeindicates the type of characteristic. Specify avalid Char acteristic Value for the characteristic type.

NOTE: Only characteristic types defined as permissible on aTo Do entry may be linked to a To Do. Refer to Setting
Up Characteristic Types & Their Values for more information about characteristic types. In addition, for manual To Do
types, the characteristic type must also be defined as valid for the To Do entry's To Do type.

The Log grid displays log entries (in reverse chronological order) that audit the progress of a To Do entry. Y ou cannot
modify or delete log entries that have been created by the system. Y ou can manually add alog entry of type User Details
and you may remove alog entry beforeit is saved. Once a User Detailslog entry is saved, you cannot modify or delete it.

The Log grid displays the following information:
L og Date/Time displays the date and time when the log entry was created.

Log Typeindicates the To Do entry event for which the log entry was created. For example, when the To Do entry is
created, the Log Type indicates Created. For more information refer to the Log Entry Events table below.

The Details column contains user-specified or system-generated information about the log entry. Thisfield is blank for
some types of log entries.

L og User displays the user who caused the log entry to be created.
Assigned To displays the user to whom the To Do entry was assigned (if any).

To Do Entry - Keys/Values

The Keys/ Vaues page contains detailed information about the sort keys and drill keys associated with a To Do entry. This
information may not be modified. It is shown to assist support personnel.

UseMenu > ToDo> To Do Entry > Search to search for the desired To Do entry, then navigate to the Keys/Values
page.
Description of Page

The Sort Keys grid contains an entry's sort keys and values. This information is display-only.

FASTPATH: Refer to To Do Type - Sort Keys for more information.

The Drill Keysgrid contains an entry's drill keys and values. Thisinformation is display-only.

FASTPATH: Refer to To Do Type - Drill Keys for more information.

To Do Entry Actions

Y ou can perform the following actions on a To Do Entry.
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Complete

Clicking Complete causes the To Do entry's status to be Completed. When you complete aTo Do, alog entry is created
that indicates when the To Do was completed and by whom. This button is enabled for To Do entries with a status of Open
or Being Worked On.

FASTPATH: Refer to The Lifecycle Of A To Do Entry for more information.

Forward

Clicking Forward causes the Forward To Do Entry dialog to appear, allowing you to forward the To Do to another user or
role. This button is enabled for Open To Do entries assigned to arole to which you belong or Being Worked On To Do
entries assigned to you.

Send To indicates whether the To Do will be forwarded to a Role or User (the default).

User appearsif Send Toisset to User. The User indicates the user to which this To Do entry will be forwarded. The user
must be a member of one of the roles specified for the To Do type.

Roleisenabled if Send Toisset to Roleor if set to User and a User is specified. It indicates the role to which this To

Do entry will be forwarded. Only users of the specified role will be able to view and work on the To Do entry. Theroleis
defaulted from the To Do type. Y ou can only forward the To Do entry to one of the roles specified on the To Do type. If
forwarding to a user the role must also be valid for the specified user.

The Detailsfield provides an explanation of why a user isforwarding the To Do. This information appearsin the To Do
log.
Click OK to forward the To Do entry.

Send Back

Clicking Send Back causesthe Send Back To Do Entry dialog to appear, allowing you to send back the To Do to the user
who forwarded it to you. This button is enabled if the To Do entry's statusis Being Worked On and it was forwarded to
you by another user.

User isadisplay only field that indicates the user who assigned you the To Do.

Role may be used to also change the entry's To Do Role. The role must be a permissible role specified on the To Do type
that isalso valid for the user this entry is sent back to. By default, if the sent to user is not a member of the entry's current
role, the system automatically defaults the role to the first permissible role that is also valid for the user.

The Detailsfield provides an explanation of awhy the user is sending back the To Do or any other desired information.
Thisinformation appearsin the To Do log.

Click OK to send the To Do back to the assigning user.

Log Entry Events
The following table contains the events that cause alog entry to be created by the system.
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Event Log Type To Do Entry Content of Content of Log User ID Contents of Sent
Status Details Assigned To (on By (on To Do
To Do entry and entry)
To Do Log)
AToDois Created Open ID of user who
created (by the created the To
system or by a Do
user)
AToDois Created Being Worked User ID of ID of user who Creating user's
created (by the On user who was created the To ID
system or by a assigned this To Do
user) in Being Do
Worked On
status
AToDois Completed Complete ID of user who
completed (by completed the To
the system or by Do
a user)
A user takes an Assigned Being Worked Selected by user Assigned To Assigned To ID of user who
open To Do On User ID User ID assigned the To
Do
A supervisor Assigned Being Worked Assigned to user Assigned To ID of user who ID of user who
assigns a To Do On User ID assigned the To assigned the To
to a user (also Do Do
happens if they
reassign)
A user forwards Forwarded Being Worked Log details Forwarded To ID of user who ID of user who
an entry to a user On entered by user User ID forwarded the To forwarded the To
Do Do
A user forwards Forwarded Open Forwarded to role ID of user who ID of user who
an entry to a role Role Description forwarded the To forwarded the To
(Role ID) + Log Do Do
details entered by
user
A user sends Sent back Being Worked Log details Sent Back To ID of user who ID of user who
back a To Do On entered by user User ID sent back the To sent back the To
Do Do
Auseraddsalog User Details Status remains Log details ID of user who
entry the same entered by user added the entry
A user manually Override Priority ~ Status remains Priority changed Assigned To ID of user who
overrides priority the same from < old value> User ID made the change

to < new value>

To Do Search

This page alows you to search for To Do entries using various search criteria, and perform various actions on selected ones.

NOTE: Norestriction by role. This page returnsall To Do entries that meet the search criteria, regardless of the To Do
entry's role. Using the search, a user may drill into the details of a To Do entry even if the To Do is hot assigned to the
user. Refer to To Do Entries Reference A Role for more information about roles.

FASTPATH: We recommend familiarizing yourself with the topics described in The Big Picture of To Do Liststo fully
appreciate how To Do entries are managed by the system.

To Do Search - Main
UseMenu > ToDo > To Do Search to open this page.
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The top half of the page is where you enter the criteria used to search for To Do entries.

NOTE: Multiple search criteria may be specified. Y ou can search for To Do entries using a combination of search
criteria. For example, if you enter both aTo Do Type of TD-NOMR and a Status of Being Worked On, only those To
Do entriesfor To Do type TD-NOMR that are currently Being Worked On are displayed.

CAUTION: Try to be as specific as possible when entering search criteria. Why? Because entering open-ended search
criteriamay have a severe impact on response times.

The following table describes each of the different search filters.

Search Filter Description

Related To Do If you're searching for potentially related entries for a given To Do
entry, choose Specific To Do for the Related To Do Filter. Enter the
To Do ID.

A filter value of Not Applicable defaults.

To Do Type If you're searching for a To Do entry and you know the value of a To
Do Type linked to the To Do entry, choose Specific To Do Type for
the To Do Type Filter. Enter the To Do Type.

A filter value of All defaults.

Char Type If you're searching for a To Do entry and you know the value of
a characteristic linked to the To Do entry, choose Specific Char
Type for the Char Type Filter. Enter the Characteristic Type and
Characteristic Value.

A filter value of Not Applicable defaults.

Only characteristic types that include a characteristic entity of To Do
Entry and that have been marked to allow searching by characteristic
value are available.

User Use this search method if you know the Created By User, Assigned
To User or Completed By User for the To Do entry. Enter the
appropriate User Id.

A filter value of Not Applicable defaults.

Date Range Use this field if you're searching for a To Do entry and know the Date
Created or Date Completed.

A filter value of Date Created defaults. The Start Date/Time defaults
to the current date, 12:00AM and the End Date/Time defaults to the
current date, 11:59PM.

If you enter a Date Range Filter of All, the system ignores this search
method.

Status Use this search method to restrict the search to To Do entries with a
specific status value. You may search for To Do entries in the status
of Open, Being Worked On or Completed. You may also perform a
combination search for To Do entries that have a status value of either
Open or Being Worked On.

A filter value of All defaults.

NOTE: Thesystem allows any combination of values. The system does not try to validate your search combinations,
even if they do not make sense. For example, if you enter aUser Filter value of Completed By User and a Status
Filter value of Open, you will not get an error. In this case, the system will find no records that match your criteria
(because To Do entries that are Open do not have a Completed By User).

The system shows the total number of To Do entries that satisfy your search results immediately below the grid.
Thefirst group of To Do entriesis displayed in the grid at the bottom of the page.

» Click the Select All button to select all entries displayed in the grid. Click the Clear All to remove the selectionsin the
grid.
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Use the checkbox if you want to assign, reopen or complete specific entries. Only Open or Being Worked On entries
may be selected.

FASTPATH: Refer to To Do Search Actions and the How To section for more information on using these actions.

A Comment icon == appearsif there are comments on the To Do item and aLog Entry icon = appearsif thereisalog
entry of type Forwarded, Sent Back or User Details on the To Do item. This column appearsif at least one To Do item
has either comments or a special log entry. Use either icon to navigate to the To Do entry page.

Entries are sorted by their Priority. Highest in priority are listed first.

Create Date/Time contains the date and time the To Do entry was created by the system. Use the hyperlink to navigate
to the To Do entry page.

Click the number of Related entries hyperlink to redisplay this page listing potentially related entries to the current entry.

Last Assigned Date/Time contains the date and time the To Do entry was most recently assigned to a user, if applicable,
along with the Assigned To user.

M essage contains a description of the To Do entry. If the To Do entry isin the status of Open or Being Worked On,
the message description allows you to drill into the page on which the entry's respective object is displayed. If the To Do
type has been configured to associate a script with this To Do entry's message number, then instead of being taken to the
respective page, the associated script is launched. Refer to Working On A To Do Entry for more information.

NOTE: Current To Do. Drilling into the page by clicking the Message hyperlink does not automatically assign
Open To Do entriesto the user (asthe To Do List page does when clicking on the Message). But it does treat this as
the user's current to do, enabling To Do related toolbar icons. Refer to A User's Current To Do for more information.

Status contains the current status of the To Do entry.

« Completion Date/Time contains the date and time the To Do entry was completed and the user who completed the
entry, if applicable.

» To Do Type contains adescription of the To Do type for the To Do entry.

To Do Search Actions

Y ou can perform the following actions on selected To Do Entries.

Assign Selected Entries

Use the Assign button to assign or reassign the selected entries to a user. Enter auser 1D or search for auser using the
Assign To User field. By default thisfield is populated with the current user's ID. Note that the user's current number of
assignments is displayed adjacent.

Upon successful processing, the selected entries are assigned to the specified user and the status of Open entries becomes
Being Worked On. Additionally, a corresponding log entry is added to each To Do.

NOTE: Only userswith Supervisor Assignment access rights may reassign entries that are not currently assigned to
them.

Reopen Selected Entries

Use the Reopen button to unassign the selected entries from their users forwarding them back to their role.
Upon successful processing, the selected entries become Open and a corresponding log entry is added to each To Do.
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Complete Selected Entries

Use the Complete button to compl ete the selected entries.
Upon successful processing, the selected entries become Completed and a corresponding log entry is added to each To Do.

FASTPATH: Referto The Lifecycle Of A To Do Entry for more information.

How To

The following sections describe how to perform common tasks for To Dos.

How To Assign a To Do to a User

There are several waysto assign a To Do entry to a user:
» A supervisor can usethe Supervisor Functions pagesto review, assign and reassign To Dos to users.

» The Supervisor To Do Summary page summarizes by type the total, Open (unassigned) and Being Worked On
(assigned) entries for rolesto which you belong.

» TheTotal, Open or Being Worked On column hyperlinks transfers you to the Supervisor To Do Assignment page
where you can assign / reassign one or more of the corresponding entries to a specific user.

» Usethe To Do List Functions pages to review and assign To Dos to yourself.

» The To Do Summary page summarizes by type the total, Open (unassigned) and Being Worked On (assigned to you)
entries for roles to which you belong.

» The Open column hyperlink transfers you to the To Do List page where you can assign one or more of the Open
entries to yourself.

* You may aso usethe To Do Search pageto find certain To Do entries based on various criteria and assign selected
entriesto a user.

» Forwarding an entry to auser using the To Do Entry page is yet another way of assigning an entry to a user.

» The Current To Do zone next assignment functionality can be configured to dynamically assign an Open To Do to the
requesting user based on your organization's work assignment rules. Refer to this zone for more information.

How To Work on To Do Entries

Depending on your organization's work distribution practice, there are several ways to work on To Do entries.

When work is manually assigned, atypical approach may be to review the entriesin alist and work them one entry at a
time.

» You can usethe To Do List page to review and work on To Do entries by list type.

» You may aso usethe To Do Search page to find certain To Do entries based on various criteria and work on selected
entries. For example, you may want to review and work on entries related to agiven To Do.

Regardless of the above methods to define your work list, when ready to work on a specific entry, drill into its respective
page using the message description hyperlink. Drilling into an entry from the above work lists makes it your current To Do
entry. Thisentry's key information is displayed on the Current To Do dashboard zone and you may use special action bar
buttons to scroll through your work list to the next and previous entries respective to your current To Do.
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FASTPATH: Refer to Working On A To Do Entry for more information.

|
When work is assigned "on demand", click the Current To Do icon, - \/ , on the Current To Do dashboard zone to
reguest your next task. The returned To Do entry automatically becomes your current To Do. The entry's key information
is displayed on the zone but since the entry was no selected from awork list the next and previous action bar buttons are
disabled.

FASTPATH: Refer to Current To Do zoneto learn about all the functionsit provides to efficiently resolve the current
To Do and potentially other To Do entries that may be related to it.

Resolve the current To Do by fixing the problem indicated in the message and mark the entry as Complete.

FASTPATH: Refer to How To Complete To Dos for more information.

How To Add a New To Do

If your system is configured with manual To Do types, you can add a To Do entry online. Online To Do entries may

be used like electronic help tickets in the system. In Oracle Utilities Customer Care and Billing, for example, if you are
having a problem starting service, you can create a To Do that describes the problem. The To Do can be assigned to a help
resolution group that could either resolve the problem or send the To Do back to you with information describing how to
resolve the problem.

FASTPATH: Refer to To Do Entry - Add Dialog for more information.

How To Complete To Dos

When you complete aTo Do, alog entry is added that indicates when the To Do was completed and by whom.

There are multiple ways in which you can complete a To Do.

« TheTo Do List page allows you to complete one or more selected entries of a specific To Do Type.

» The To Do Search page allows you to search for To Do entries using various search criteria and compl ete selected ones.
» Usethe To Do Entry page to complete asingle To Do Entry.

» You may aso usethe Current To Do zone to complete the current entry you are working on and/or all related entries
assigned to you.

» The system automatically completes some To Do entries. For To Do entries that are logically associated with the state of
some object, the system automatically marks the entry Complete when the object is no longer in the respective state. In
Oracle Utilities Customer Care and Billing for example, an entry that's created when an account doesn't have a hill cycle
is completed when the account has a bill cycle.

NOTE: The automatic completion of To Do entries occurs when the To Do entry process responsible for creating entries
of agiven typeis executed. Therefore, if these processes run only once per day, these entries remain Being Worked On
even if the object is no longer in the respective state.
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How To Forward a To Do

If you have been assigned a To Do that you are unable to resolve, you can forward it to another user or role for help or
additional instructions. When aTo Do is forwarded, alog entry indicates who forwarded the To Do, to whom it was
forwarded, and the specified reason.

» Usethe Forward button on the To Do Entry page to forward a To Do entry to arole or auser.
» You may aso use the Reopen button on the To Do Search page to forward selected entries back to their current role.

How To Send Back a To Do

If you have been forwarded a To Do by another user, you may send back the To Do with instructions to the forwarding user.
When aTo Do is sent back, alog entry is created that indicates when the To Do was sent back and by whom.

Use the Send Back button on the To Do Entry page to send back a To Do entry.

How To Add a Log Entry to a To Do
Y ou can use the Comments section of a To Do entry to add a comment to the To Do aslong asthe To Do is Open or Being
Worked On. However, the Comments field is disabled if the To Do entry is complete.

Alternatively, you can add a User Detailslog entry to a To Do at any time (even after it's completed). Refer to To Do Entry
page for more information.
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Chapter 12

Reports

The following section describes the functionality provided for submitting reports on-line and for viewing reports submitted
through a scheduler.

FASTPATH: For information about this functionality, see The Big Picture of Reports.

On-line Report Submission

The on-line report submission page enables you to request a specific report to be run. Thisisonly availableif your systemis
able to integrate with your third party reporting system on-line. The system comes configured to integrate with Bl Publisher
and Business Objects Enterprise.

Report Submission - Main

This page alows you to submit areport on-line. Navigate to this page using Menu > Batch > Report Submission..
Description of Page

To submit areport, choose the Report Code for the process you wish to submit. Refer to Defining Report Definitions for
information about defining reports in the system.

A description of the report is displayed.
The parameters defined for the report on the report definition page are displayed in the grid. To see adescription of a
parameter, use the search button adjacent to the parameter label.

NOTE: Default note. The default values displayed for the parameters are defined on the report definition page.

When you have entered the appropriate parameter values, click the Submit button to submit the report. Refer to How To
Request Reports for more information.
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NOTE: Reports submitted viathe on-line report submission page are NOT logged in the report history repository and
are therefore not visible from the report history page. Only reports submitted through your third party reporting tool's
batch scheduler are logged in the report history.

Viewing Historic Reports

If your third party reporting tool stores historic copies of reportsin arepository, you may configure the system to allow a
user to view these historic reports on-line.

NOTE: The system comes with the ability to display reports stored in the Business Objects Enterprise report repository.
Only reports scheduled through Business Objects Enterprise's batch schedule are stored in the repository.

Report History - Main

This page alows you to view areport stored in your third party reporting tool's report repository. Navigate to this page
using Menu > Batch > Report History.

Description of Page

The top part of the page shows the Report Code, Description and L ong Description for the selected report.

To select areport, search by either Report Code or Description and click the adjacent search button. The reports matching
your search criteria are displayed. Choose the desired report from the selection list.

NOTE: Displaying Report History. When you choose areport, the system interfaces with your reporting software
to display alist of historical occurrences of thisreport. Refer to Interface with Business Objects Enterprise's Batch
Scheduler for more information.
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