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Editing Customer Contact Phone Information
To edit customer contact phone information, complete these steps:

1. Search for an account that has customer contacts associated with it.

2. Click on one of the existing contacts in the Customer Contacts table. The Edit button 
becomes enabled.

3. Click the Edit button. The Add/Edit Customer Contact Phone dialog box opens. 

4. Modify the phone type and call time from the Type and Call Time drop-down lists, 
respectively. 

5. Edit a phone number in the Number field. Edit the phone extension in the text field to 
the right of the Number field. 

6. Edit value in the Sequence field.

7. Click OK to save the customer contact phone information to the database, or Cancel to 
avoid saving the phone information.

Removing Customer Contact Phone Information
To remove customer contact phone information, complete these steps:

1. Search for an account that has customer contacts associated with it. 

2. Click on one of the existing contacts in the Customer Contacts table.

3. Click on one of the contact phone entries in the Customer Contact Phones table. The 
Remove button becomes enabled.

4. Click the Remove button. The Remove Phone dialog box opens.

5. Click Yes to remove the contact's selected phone entry, or No to avoid removing the 
entry.

Attribute Manager
The Attributes Manager tab is used to add, edit, or remove attribute information associated 
with specific assets. Attribute Information can be displayed on notifications trigger by the 
associated asset. An attribute consists of an Asset ID, Attribute ID, a name and a value. 
Inactive attributes cannot be violated, and therefore will never trigger a notification. 

The Attributes Manager tab allows you to perform the following tasks:

• Adding Attributes

• Editing a Attribute

• Removing a Attribute

For a description of the fields and buttons on this tab, see the following topic.

Attributes Manager Tab
The Attributes Manager tab displays the following fields and buttons:

• The Attributes panel lists all attributes known to Service Alert. Note that the table row 
colors correspond to whether a attribute is active (white) or inactive (bluish gray). For 
convenience, the rows in the table can be sorted in ascending or descending order by 
clicking on any column header.

The columns displayed are user selectable by right-clicking the table heading area and 
selecting or deselecting the list of available columns in the Select Columns to Display 
dialog box. Once the columns have been chosen, you may save the choices for your 
subsequent sessions by selecting Save Preferences from the Preferences menu; if not 
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saved, the default columns will be displayed when you log in again. See Preferences 
Menu on page 7-2 for details on saving and restoring column selections.

The default product configuration displays the following columns:

• The Asset ID column contains the asset to which the attribute applies.

• The Attribute Name column contains a descriptive name given to the attribute.

• The Attribute Value column contains a value given to the attribute.

• The Add button displays the Asset Search dialog box, allowing you to search for an 
asset to associate with the attribute.

• The Edit button allows you to edit the currently selected attribute.

• Remove button removes the currently selected attribute from the Service Alert.

The Attribute Information panel is where the details for an attribute are entered and/or 
edited.

• The Asset ID field displays the alias of the asset to which the attribute applies.

• The Attribute ID field displays the system assigned internal id for the attribute.

• The Attribute Name field displays the descriptive name given to the attribute. This 
value can be modified be when in add/edit mode.

• The Attribute Value field displays the value given to the attribute. This value can be 
modified be when in add/edit mode.

• The Active check box allows you to enable/disable the attribute.

• The Save button saves the attribute information.

• The Cancel button cancels an add/edit attribute operation.

Adding Attributes
An attribute consists of a name and a value associated to an asset or customer. The 
attribute information can be displayed on notifications trigger by the associated asset.

1. Click the Attribute Manager tab on the Service Alert Administration Tool.

2. Click the Add button to bring up the Asset Search dialog box.

3. Enter into the Search Text field your search criteria.

4. Click the Search button. The search results are displayed in the table.

5. Select the desired asset from the table, and then click the OK button. The Asset Search 
dialog box disappears, and the Asset ID field is populated with the name of the selected 
asset.

6. Enter a descriptive name for the attribute into the Attribute Name field.

7. Enter a value for the attribute into the Attribute Value field.

8. Select/deselect the Active check box as desired. 

9. Click the Save button to save the attribute.
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Editing a Attribute
To edit an attribute, complete these steps:

1. Click the Attribute Manager tab on the Service Alert Administration Tool.

2. Click on one of the existing attributes in the Attributes table. The Edit button becomes 
enabled.

3. Click on the Edit button. The appropriate fields will become enabled.

4. Edit each field as desired. 

5. Click Save to save the edited information, or click Cancel to avoid saving the edited 
information.

Removing a Attribute
To remove an attribute, complete these steps:

1. Click the Attribute Manager tab on the Service Alert Administration Tool.

2. Click on one of the existing attributes in the Attributes table. The Remove button 
becomes enabled.

3. Click the Remove button. The Remove Attribute dialog box opens.

4. Click Yes to remove the attribute or No to avoid removing the attribute.
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Chapter 8
SCADA Extensions

This chapter covers Oracle Utilities Network Management System (NMS) – SCADA 
Extensions, including the following topics:

• Overview

• Understanding SCADA Measurements

• Accessing and Using SCADA Features

• Using the SCADA Summary

• Understanding SCADA Information in the Viewer 

• Remote SCADA Operation Warnings

• Using SCADA Control Tool Features 

• Switching Management SCADA Integration

Overview
SCADA Extensions offers extended functions that enhance the capabilities of the Work 
Agenda, Viewer, Control Tool, and Web Switching Management applications. It also 
provides SCADA Summary, a window to display information about mapped SCADA 
measurements. These extended functions incorporate real-time data from a Supervisory 
Control and Data Acquisition (SCADA) system.

SCADA Extensions is required in order to display any SCADA data in NMS, whether it is 
through the Oracle Utilities Network Management System – SCADA ICCP Block 1, 2, and 5 
Adapter interface or a custom interface. The interface itself is a separate component from 
the NMS and SCADA Extensions. 

There are two basic types of SCADA interfaces employed. A one-way interface provides 
NMS with real time values for SCADA digital and analog measurements as well as quality 
codes, tags, and alarms. A two-way interface also allows the remote control of SCADA 
assets from within NMS.

Understanding SCADA Measurements
There are three possible types of SCADA measurements that SCADA Extensions can display:

• Analog - Numeric measurements of the distribution system operating conditions at 
SCADA assets.
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• Status - Binary values, such as OPEN/CLOSE and ON/OFF. Status values related to 
valves are mapped into the topological status of operable assets that affect the flow in 
the distribution model. Other status values are displayed as text pairs of symbols.

• Digital - Whole-integer value measurements indicating the state of the valve. The NMS 
SCADA ICCP Block 1, 2, and 5 Adapter does not currently support digital whole-integer 
measurements. However, these values can be available if converted through a custom 
adapter into values.

Understanding Measurement Quality Codes
Quality codes provide information about the quality of the measurement coming from the 
SCADA system. Examples may include held, suspect, not valid, telemetered, calculated, 
entered, estimated, abnormal, off scan, SCADA error, and tag on. Additionally there are 
quality codes that may be applied to a SCADA measurement from the NMS applications. 
These include alarm inhibited and manually overridden.

The following quality codes are internal codes created and maintained by the NMS:

The following additional quality codes may be configured and modified to be supplied by 
the Oracle Utilities NMS SCADA ICCP Block 1, 2, and 5 Adapter:

Accessing and Using SCADA Features
There are six primary locations where SCADA information can be accessed in NMS:

• SCADA operations that result in customers out appear as real outage events on the 
trouble related views of the Work Agenda in the same manner as outages that were 
generated by call information except that they are automatically confirmed and 
appear immediately as real outages. These operations are also included on the Asset 
Operations List on the Work Agenda. 

• The SCADA Summary provides the current values and qualities of all mapped SCADA 
measurements in NMS, including both analog and digital measurements. You can 
filter, sort, modify, and comment on the measurements in the SCADA Summary. 

• The Viewer displays dynamically updated SCADA information at or near the 
corresponding asset on the distribution network map. The data may be displayed via 

• A: Alarm

• D: Alarm Disabled

• F: Comms Fail (Stale)

• H: High Limit

• I: Device Inhibited

• L: Low Limit

• M: Manual Entry

• O: Off-nominal

• R: Out of Range

• S: Suspect

• U: Unacknowledged Alarm

• ?: Suspect

• h: Held

• a: Abnormal

• b: Between

• c: Calculated

• e: Estimated

• f: Rtu Comms Fail

• m: Manual Entered

• x: Invalid

• X: Not Valid



Using the SCADA Summary

SCADA Extensions 8-3

text annotation or, in the case of status and digital values, symbol changes. SCADA 
information that may be displayed on the Viewer includes valve status and other status 
values, digital values, and analog values, all with quality codes.

• The Viewer also shows all SCADA analog and digital values in the balloon dialog box.

• The SCADA Alarms list is an extension of the Work Agenda window and may display 
various alarm messages that are sent from the SCADA system. You can modify, 
acknowledge, and comment on measurements on the SCADA Alarms list.

• Any SCADA status values that result in a valve being in its off-nominal state will cause 
the asset to appear in the Abnormal Asset Summary.

• Systems with a two-way interface let you perform remote operations (for example, 
open/close and tagging) on SCADA asset through an enhanced version of the Control 
Tool.

Using the SCADA Summary
The SCADA Summary provides the current values and qualities of all mapped SCADA 
measurements in Oracle Utilities Network Management System. Each row of this summary 
represents one measurement. There may be multiple unique measurements on one SCADA 
asset. SCADA information includes digital and analog measurements, along with the quality 
codes and any user comments for each measurement. You can use the summary to view 
measurement information, manually replace current SCADA values, and inhibit updates.

This section includes the following topics:

• Understanding the SCADA Summary Window

• Preventing Measurement Updates

• Manual Entry and Override of SCADA Measurement Values

Understanding the SCADA Summary Window
The SCADA Summary may be opened to view all SCADA measurements or for 
measurements related to an asset or pressure zone selected in the Viewer. The SCADA 
Summary displays the following fields and buttons:

• The Pressure Zone column contains the name of the pressure zone reporting the 
SCADA measurements.

• The Lift Station column contains the lift station name.

• The Asset column contains the name of the asset reporting the SCADA measurements.

• The Value column contains the last reported measurement value. The value can be 
status, digital, or analog. For status measurements, the values are displayed as a test 
pair, such as open/close, on/off, and so on. Analog and digital values are shown as 
floating point and integer values.

• The Quality column contains the Quality codes for the measurement that indicates the 
quality of the SCADA measurement (for example, out of scan, inhibited, manual 
override). Several quality codes can be listed.

• The Point Name column displays the name of the SCADA measurement, as used in the 
SCADA system.

• The Attribute column contains a description of the measurement type, as configured 
in the ATTRIBUTES.description column in the Oracle Utilities Network Management 
System database for the matching attribute.
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• Depending on your system's configuration, you may have the ability to enter 
comments when manually changing SCADA status (for example, Inhibitor Manual 
Override). See Adding and Modifying Comments for SCADA Status Changes on page 
8-8 for more information.

If this feature is configured, you will see the following columns:

• The Comments column contains the text of a comment entered when changing 
asset status.

• The User column displays the name of the user who entered/modified comments 
when changing the asset status.

• The Date column displays the date and time when the comment was entered or 
modified.

Toolbar and Menu Options

File Menu

Actions Menu

Menu Option Description Toolbar 
Icon

Print... Displays the Print Preview window, from which you can 
view and print the summary. 

Toggle Dockable Window Changes a standalone window to a pane that may be 
moved or docked in another window or frame. See 
Understanding Dock Panels and Standalone Windows on 
page 2-10 for more information on dockable and 
standalone windows.

Exit Closes the SCADA Summary window. --

Menu Option Description Toolbar 
Icon

Inhibit Inhibit sets the inhibit quality code for the selected 
SCADA measurement. This suppresses any new updates 
from SCADA.

Cancel Inhibit Cancel Inhibit removes the inhibit quality code from 
the selected SCADA measurement. This allows any new 
updates from SCADA to be displayed.

Manual Entry... Manual Entry allows you to enter a new value for the 
selected SCADA measurement. When a changed SCADA 
value is received by the system, it replaces the manually 
entered value.

Disable Alarm Disables alarm on selected SCADA point.

Cancel Alarm Disable Cancels the alarm disable on the selected SCADA point.

Manual Override... Manual Override allows you to enter a new value for 
the selected SCADA measurement. When a new SCADA 
value is received by the system, the measurement is 
blocked and the manually entered value remains.
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Help Menu

Understanding the SCADA Summary Filter Panel
The SCADA Summary provides the following standard Global filters:

Cancel Override Cancel Override cancels the manual override for the 
selected measurement and reverts the selected 
measurement to the last received value from the SCADA 
system.

Control Tool Brings up the control tool for the selected 
measurement's asset.

View... View focuses the Viewer on the asset.

Load Pressure Zone Loads additional data for all SCADA measurements on a 
pressure zone when the SCADA Summary is displaying 
asset data. 
Note: This option is only available when the SCADA 
Summary is launched from the Control Tool.

Load Lift Station Loads additional data for all lift station measurements 
when the SCADA Summary is displaying asset or pressure 
zone data. 
Note: This option is only available when the SCADA 
Summary is launched from the Control Tool.

Load Adjacent Lift Loads additional data for adjacent lift stations. 
Note: This option is only available when the SCADA 
Summary is launched from the Control Tool.

Load All Repopulates the SCADA Summary with all 
measurements. This clears any asset, pressure zone, or 
lift station filters; see Viewing SCADA Data for a Selected 
Asset on page 8-7.

Menu Option Description Toolbar 
Icon

Menu Option Description Toolbar 
Icon

SCADA Summary Help Opens the online help system to the SCADA Summary 
help content.

--

Filter Name Description

All Measurements Displays all rows in the SCADA Summary table. All is the 
default view.

AMI Bellwether Displays bellwether AMI rows.

Analogs Displays rows with analog values.

Digitals Displays rows with digital values.

Equipment Displays rows with equipment values.
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Statuses Displays rows with status value.

Filter Name Description
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Viewing Data in the SCADA Summary

Viewing All SCADA Data
To open the SCADA Summary for all measurements, select SCADA Summary... from the 
Web Workspace Tools menu.

Viewing SCADA Data for a Selected Asset
To open the SCADA Summary for a specific asset, select the asset or pressure zone in the 
Viewer and launch the Control Tool. Click SCADA Summary... and select one of the 
options:

• Asset...: loads the SCADA Summary with the SCADA measurement data for the 
selected asset.

• Pressure Zone...: loads the SCADA Summary with SCADA measurement data for the 
selected asset's pressure zone.

• Lift Station...: loads the SCADA Summary with SCADA measurement data for the 
selected asset's lift station.

When the SCADA Summary is launched from the Control Tool, the data source is shown in a 
bar above the table. 

Note: If you select Load All from the SCADA Summary Actions menu or 
click the X button ( ) on the bar above the table, the table will be 
repopulated with all measurements and the bar will be removed. 

Loading SCADA Summary Data for a Different Asset
Once the SCADA Summary has been opened (from the Control Tool), you can view data for 
a different asset by selecting it in the Viewer, and then clicking the Load button in the bar 
above the data table.

Preventing Measurement Updates
To prevent a SCADA measurement from accepting updates from SCADA, complete the 
following steps:

1. Select SCADA Summary... from the Web Workspace Tools menu. The SCADA Summary 
window opens.

2. Select a row in the SCADA Summary table corresponding to the asset measurement 
that you want to prevent from updating.

3. Click the Inhibit button.

Manual Entry and Override of SCADA Measurement Values
Occasionally, you may need to manually enter a status, digital value, or analog value for a 
SCADA measurement.

If the value for the selected measurement is a valve status measurement (that is, open/
close), you must choose Show Control Tool... from the context menu to manually operate 
the switch. Otherwise, use the following procedure to enter a value manually:

1. Select SCADA Summary... from the Web Workspace Tools menu. The SCADA Summary 
window opens.

2. Select the SCADA measurement row in the SCADA Summary list.

3. Click either the Manual Entry or Manual Override button. 
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Note: Manual Entry allows future SCADA value changes to replace the 
manually entered value. Manual Override prevents SCADA measurements 
received by the system from changing the manually entered value. 
Manual Override can be useful when testing specific assets or RTU 
communications offline, since the test operations can be prevented from 
creating outages in Oracle Utilities Network Management System by 
putting manual overrides on the appropriate status measurements.

If the value for the measurement is a multi-state digital, analog, or any type of 
measurement other than a valve status measurement (open/close), a dialog box 
opens, allowing you to enter a value. 

Note: Multi-state digitals are not available through the Oracle Utilities 
Network Management System SCADA ICCP Block 1, 2, and 5 Adapter.

4. Select or enter the value you want to change the measurement to.

5. Click OK.

Note: Clicking Manual Override blocks any new values coming from the 
SCADA measurement. It does not affect the physical SCADA asset, it only 
blocks the value reported by the SCADA asset to Oracle Utilities Network 
Management System.

Adding and Modifying Comments for SCADA Status Changes
When you change the SCADA state to Inhibit, Manual Override, or Disabled in Power Flow, 
you can enter comments to record why the state was changed. When you initiate an Inhibit 
action, a dialog box will open allowing you to enter a comment; for Manual Override, a 
Comment field is available below the Value field. The comment text, user, and date and 
time the comment was entered will be added to the selected asset's SCADA Summary row.

Existing comments may be edited by selecting the SCADA Summary row and selecting Edit 
Comment... from the Actions menu.

Choosing the Analog Measurements to Display in the Viewer
An Administration user type may choose which measurement types (for example,  water 
level, pressure, etc.) to display in the Viewer for a particular asset.

Note: Users must have Measurements selected in the Viewer Hide/
Display dialog box to see any measurements.

To add or remove a measurement type for an asset, first load the Viewer map containing 
the device, then select the SCADA summary row for the asset measurement type, right-
click, and choose one of the following options:

• Show Measurement in Viewer: Shows the selected measurement in the Viewer.

• Hide Measurement in Viewer: Hides a measurement in the Viewer.

Understanding SCADA Information in the Viewer 
Oracle Utilities Network Management System SCADA Extensions provides SCADA 
information in the Viewer in several different ways. The following table describes how 
SCADA information may appear in the Viewer (depending on your system's configuration).

Data Description
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Enabling/Disabling SCADA Measurements in the Viewer
You can enable or disable SCADA measurements in the Viewer using the Hide / Display 
dialog box. 

Note: To access the Hide/Display dialog box in the Viewer, see Hiding and 
Displaying Viewer Objects on page 2-53.

The system displays a flag ( ) to indicate that an asset has available SCADA 
measurements.

Choosing the SCADA Information Display
It is possible to change the how the SCADA measurements are displayed for a selected 
device. Any changes will affect the display for any user that has measures turned on.

To change the position of the measures for an asset device, right click the measures, which 
will display a popup with the following choices:

• device alias: Focuses the Viewer on the asset associated with the measurements.

• Move: Allows you to move the measurements and digital measurement symbols to a 
new location. Choose Move, then drag the rectangle box surrounding the 
measurements to your desired location. Administrators can move the location for all 
users. Non-administrators only affect the location in the current loaded map for the 
user, and do not affect other users.

• Show Leader Line: This displays a leader line from the device to the measurement. 
(Administration users only.)

• Hide Leader Line: This hides the leader line. (Administration users only.)

• Rotate Clockwise: Rotates the measures clockwise. (Administration users only.)

• Rotate Counterclockwise: Rotates the measure counterclockwise. (Administration 
users only.)

Valve Status Valve status information (that is, open or closed) received from SCADA is 
dynamically updated in the Viewer. Status symbology is no different than that 
for typical assets, except that it is based on data received automatically from a 
SCADA measurement rather than user input.

Digital
Measurements

Digital measurements received from SCADA are dynamically updated. These 
measurements are displayed as a letter code or symbol next to the SCADA 
asset. Several digital measurement indicators may be listed.

Analog
Measurements

Analog measurements received from SCADA are dynamically updated. These 
measurements are displayed in the Viewer next to the associated SCADA asset. 
Several unique measurements can be listed. When a new measurement is 
received, it replaces the current measurement.

Quality Codes Quality codes provide additional information about the quality of the 
measurement coming from the SCADA asset (for example, out of scan, 
inhibited, manual override). A quality code is displayed as a letter code 
following a symbol or measurement.

Quality Code Values:
• I: inhibited

• M: manually entered/overridden value

• H: high limit violation

L: low limit violation 
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• Resize Bigger: Increases the size of the measurements. (Administration users only.)

Resize Smaller: Decreases the size of the measurements. (Administration users only.)Displaying SCADA 
Measurements with Asset Details

If you select a SCADA asset in the Viewer, the Asset Details balloon displays a SCADA tab 
that lists the SCADA measurements for the selected asset.

• The Attribute column contains a description of the measurement type, as configured 
in the ATTRIBUTES.description column in the Oracle Utilities Network Management 
System database for the matching attribute.

• The Value column contains the last reported measurement value. The value can be 
status, digital, or analog. For status measurements, the values are displayed as a test 
pair, such as open/close, on/off, and so on. Analog and digital values are shown as 
floating point and integer values.

• The Quality column contains the Quality codes for the measurement that indicates the 
quality of the SCADA measurement (for example, out of scan, inhibited, manual 
override). Several quality codes can be listed.

• The Source column contains the source for the measurement, as configured in the 
ANALOG_MEASUREMENTS.source or DIGITAL_MEASUREMENTS.source column in the 
Oracle Utilities Network Management System database.

Remote SCADA Operation Warnings
When you perform a remote SCADA asset operation in a two-way system, Oracle Utilities 
Network Management System SCADA Extensions will run certain checks. There are three 
warnings that you might receive as a result of these checks.

Note: The Oracle Utilities Network Management System SCADA ICCP 
Block 1, 2, and 5 Adapter controls are limited to valve status direct 
operate request.

The following table describes the possible remote SCADA operations warnings.

Warning Description

SCADA Confirmation When you open or close a SCADA-controlled asset, the Look Ahead 
window opens providing information about the potential results of 
the operation (see Using the Look Ahead Dialog Box on page 2-74).
After you view all the required information and choose to proceed, 
another message box opens, reminding you that a remote operation 
will take place and asking you to confirm the SCADA-controlled 
operation.

SCADA Control Action 
Time-Out

Once you have confirmed that you want to perform a SCADA-
controlled asset operation, Oracle Utilities Network Management 
System SCADA Extensions starts a timer. This timer monitors the 
response to the operation, expecting a "change-of-state" of the asset 
(for example, open to close). If a change-of-state is not detected from 
the asset before a time-out occurs, Oracle Utilities Network 
Management System SCADA Extensions generates an alarm displayed 
in the SCADA Alarms List.
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Note: If you click Cancel in the Look Ahead window, Oracle Utilities 
Network Management System SCADA Extensions will not initiate the 
remote SCADA operation.

Using SCADA Control Tool Features 
If your system has a one-way SCADA interface, you can only receive information about 
SCADA measurements. If it has a two-way SCADA interface, however, not only can you 
receive information, but you can also remotely control SCADA assets. The Oracle Utilities 
Network Management System SCADA ICCP Block 1, 2, and 5 Adapter remote control is 
limited to direct operate request of valve status.

Use the Control Tool to perform operations on SCADA assets in the same manner as you 
would on non-SCADA assets (see Operating Assets on page 2-71). When you accept the 
operation in the Look Ahead tool, the system will open the SCADA Manual Entry Request 
dialog box that allows you to submit a manual entry, submit the manual entry and inhibit 
further SCADA updates, or cancel the action. If the measurement is already inhibited, the 
dialog box will offer a Manual and Un-Inhibit option.

Note: If the inhibit state is configured for comments, then the Manual and 
Inhibit option will display a dialog box asking you to enter a comment 
before you may perform the inhibit action. The comment will be 
displayed in the SCADA Summary window. For more information, see 
Adding and Modifying Comments for SCADA Status Changes on page 8-8.

Switching Management SCADA Integration
If you have a two-way SCADA system, you can operate assets as a step when completing a 
switching plan. Just like a typical switching plan, you can open or close assets by selecting 
the switching step and clicking the Complete button. (See Issuing a Switching Sheet on 
page 9-48.) With a two-way SCADA system, however, the actual assets will be remotely 
operated. The Oracle Utilities Network Management System SCADA ICCP Block 1, 2, and 5 
Adapter controls are limited to valve status.

For two-way SCADA, any instructed SCADA action will produce the SCADA Control Request 
dialog box asking if you would like to submit the request to SCADA or not. Clicking Yes will 
submit the request to SCADA while selecting No will not submit the request. Both options 
will cause a switching step to be placed into the SCADA Pending state. This is true whether 
the instruct action is initiated from the Control Tool or from Web Switching. The asset will 

SCADA Error If errors are detected between Oracle Utilities Network Management 
System and the SCADA interface, a message box opens informing you 
of the failed operation. You should report these errors to the system 
administrator or support personnel.
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also receive an Instruct condition. NMS will listen for SCADA telemetry and mark the action 
(step) as Completed once the action has been reported as being completed by SCADA. If 
SCADA does not report back a successful completion of the action, then the step will 
remain in the SCADA Pending state.

At any time, you may also choose to manually operate the SCADA asset locally without 
sending the action to SCADA. This is accomplished by selecting the non-instructed version 
of the action from the Control Tool or by clicking the Complete button for a step selected in 
Web Switching. When these non-instructed actions are initiated, a Manual Entry Request 
dialog box will ask you to select the Manual, Manual and Inhibit, or Cancel button options. 
Both the Manual and Manual and Inhibit options result in the recording or setting of a 
switching sheet step to the Completed state. The asset is also updated in the viewer.

If a SCADA action related step is in the SCADA Pending state, you can force the completion 
of the action prior to receiving any updates from SCADA by completing the instructed 
action from the Control Tool or from Web Switching. In this case, you will again get the 
Manual Entry Request dialog box with options for Manual, Manual and Inhibit, or Cancel. 
Selecting either of the Manual options will force the step to the Completed state and will 
update the asset within NMS. This does not send a cancel request or any other type of 
message to SCADA. The Instruct condition will also be removed from the asset.

If any errors occur, Oracle Utilities Network Management System SCADA Extensions 
generates an alarm displayed in the SCADA Alarms List.
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Chapter 9
Web Switching Management

This chapter describes Oracle Utilities Network Management System Web Switching 
Management. It includes the following topics:

• Overview

• Understanding Web Switching Management Windows

• Planned Switching

• Emergency Switching

• Understanding the Switching Sheet List

• Event Associations

• Crew Assignments

• Working with Safety Documents

• Outage Correction

• Using the Miscellaneous Log

• Viewing Global Overlaps

• Web Safety

Overview
Web Switching Management allows you to create and implement switching sheets and 
safety documents. Switching Sheets allow you to track proposed switching actions, analyze 
the results, and implement the plan. Safety Documents provide an electronic 
representation of paper safety documents, which are used for switching operations to 
record the issuance and release of tags on assets.

Web Switching Management's full feature set is available through the Web Workspace 
environment for a Full Operations plus Web Switching user type (see Understanding User 
Types). Web Switching Request provides the Switching Request user type with a subset of 
the Web Switching Management tools related to creating and editing switching requests.



Overview

9-2 Oracle Utilities Network Management System User’s Guide

Operating Modes
Web Workspace supports two operating modes:

• Real-Time Mode - Allows you to make real-time changes to the state of assets in the 
system. When you create an emergency switching sheet, the system automatically 
enables real-time mode. For planned sheets, you can switch to this mode when the 
sheet is ready to be worked.

• Study Mode - Allows you to make changes without affecting real-time data. You can 
apply the actions to the steps, but the actions are not applied to the real-time data. 
This mode is valid for all types of sheets. Study mode is the only valid mode for 
template and outage correction switching sheets.

Asset Associations with Nominal and Current Network Components
In switching plans and safety documents, as switching operations proceed, assets may 
become associated with pressure zones or lift stations other than the ones defined in the 
as-built model. These associations will be called out in fields defined as Current Pressure 
Zone/Current Lift Station and there will be corresponding Nominal Pressure Zone/
Nominal Lift Station fields that will list the pressure zone or lift station that the asset is 
normally associated with.

In Switching Sheets, these fields will dynamically update when the following actions 
occur:

• When a user loads the sheet and it is in the Approved, Scheduled, Issued, In Progress, 
In Progress (Instructed) states.

• When the sheet is loaded and a change is made to the current network that results in 
any asset on the Request tab or the Steps list getting a new current pressure zone or 
lift station value. The sheet has to be loaded within a client environment for this to 
work. Again, this is only when the sheet is in the previously mentioned states.

• When a user has permissions to manually save the switching sheet. If the Save button 
is enabled, then the Current Pressure Zone and Current Lift Station values will be 
updated when the sheet is saved.

Note: The sheet states and actions are described later in this guide.

In Web Safety documents, these fields will dynamically update when the following actions 
occur:

• When a user loads the parent sheet and the safety document is in the New, Issued, 
Released, or Unissued state.

• When the parent sheet is loaded and a change is made to the current network that 
results in any asset on the safety document getting a new current pressure zone or lift 
station value. The sheet has to be loaded within a client environment for this to work. 
Again, this is only when the safety document is in the previously mentioned states.

• When a user has permissions to manually save the safety document. If the Save button 
is enabled, then the Current Pressure Zone and Current Lift Station values will be 
updated when the sheet is saved.

Note: The safety document states and actions are described later in this 
guide.
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Understanding Web Switching Management Windows

Overview
This section provides an overview of Switching Sheet windows. The standard configuration 
opens a switching sheet in the lower right quadrant of the workspace, but it may be moved 
anywhere within the workspace or maximized to the full workspace dimensions. 

Each open switching sheet has its own tabbed window, which is labeled with a 
combination of the switching sheet type, number, and pressure zone ID, if the pressure 
zone field is populated. Multiple switching sheets are typically docked together and 
displayed as a tab group. 

Note: Double-click any tab (or the empty area to the right of the tabs) to 
maximize the tab group; double-click again to restore the size.

Right-click the switching sheet tabs to access the context menu, which provides the 
following options:

• Maximize: maximizes the sheet window. 

• Restore: restores the maximized window to its original size and position.

• New Tab Group: displays the sheet separately.

• Collapse Tab Groups: regroups separate windows into tab groups.

• Windows...: opens a dialog box that lists all open sheets, which you can then:

• Activate (that is, bring to front in a tab group) a single sheet.

• Close selected sheets.

• Close: closes the sheet. 

• Close All: closes all open sheets.

• Close Others: closes all open sheets except the sheet that was right-clicked.
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Web Switching Sheets

Switching Sheet Types
Web Switching Management supports the following types of switching sheets. 

• Planned - Used for switching sequences that are prepared ahead of time. In scheduled 
or planned switching, you can create, study, and approve switching steps in a Viewer in 
study mode prior to completing them in real-time. Planned switching sheets require 
information that is not needed for emergency switching sheets, such as a start and end 
date. 

Note: When creating a switching sheet from an event in the Work Agenda 
or Event Details, the Planned switching sheet type is not available.

• Emergency - Used for switching sequences that are prepared and implemented in 
real-time when overloads or unplanned outages occur.

Notes: 

• Emergency Switching Sheets cannot be created from Web Switching Request.

• Template - Used to record and store frequently performed switching step sequences 
that can be copied into a switching plan. A template is not used to perform actions, but 
rather to create and save "pre-built" sheets with step sequences. You can create a 
template from scratch or by copying an existing template, planned, or emergency 
switching sheet.

Note: When creating a switching sheet from an event in the Work Agenda 
or Event Details, the Template switching sheet type is not available.

• ANMS Template - Used to create ANMS scheme templates.

• Outage Correction - Used to correct outage information. Outage events are associated 
to this switching sheet type and then steps are recorded to reflect the actual events 
leading up to the outage. An option on the sheet then allows you to update the 
associated event, including customer counts associated to the outage.

Note: Outage Correction switching sheets cannot be created from Web 
Switching Request.

Additional or alternative sheet types can be configured for your project; see the Oracle 
Utilities Network Management System Configuration Guide for details on creating custom 
sheet types. 
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Switching Sheet States
A switching sheet passes through different phases during the creation and completion of 
the sheet. These phases are represented by "states" that follow a logical sequence and 
determine what you can do with a switching sheet at any time. Each sheet type has a 
unique set of state transitions. For example, planned switching sheets have more state 
transitions than emergency sheets. 

See Changing the Switching Sheet State on page 9-19 for a complete description of each 
possible state and instructions for changing the sheet state.

Note: The state of the switching sheet should not be confused with the state of individual 
switching steps within the switching plan, which may also progress through a series of 
states. See Switching Sheet Step States on page 9-33.

Switching Sheet Window Components
• Menu and Toolbar Features

• Switching Sheet Tabs

• Status Bar

Menu and Toolbar Features

File Menu
The table below describes the options available on the File menu.

Normal Progression of 
Planned Sheet

Normal Progression of 
Emergency Sheet

1. New
2. Requested
3. Prepared 
4. Checked
5. Approved (optional)
6. Scheduled
7. Issued 
8. In Progress
9. Completed

1. New 
2. In Progress
3. Completed

Menu Option Description Toolbar 
Icon

Save Sheet Saves the switching sheet.

Copy As... Opens the Copy Switching Sheet As dialog box that 
allows you to copy the current sheet into a newly 
created sheet. The new sheet can be one of the 
following types: Planned, Emergency, Template, or 
Outage Correction. See Copying a Switching Sheet on 
page 9-70 for details.

--

Print Preview... Opens the Switching Report Content Selection dialog 
box that allows you to choose the criteria for 
previewing a switching report.



Understanding Web Switching Management Windows

9-6 Oracle Utilities Network Management System User’s Guide

Actions Menu
The options available in the Actions menu are dependent on the sheet type. Actions 
available will typically also be available through the right-click context menu and/or 
toolbar. The following are always in the Actions menu

Print... Opens the Switching Report Content Selection dialog 
box that allows you to choose the criteria for printing a 
switching report.

Email... Opens the Switching Report Content Selection dialog 
box that allows you to choose the criteria for emailing 
a switching report.

Toggle Dockable 
Window

Dock or undock the window into the NMS environment 
window. The tool will be docked where it was last 
docked. See Understanding Dock Panels and 
Standalone Windows on page 2-10 for information.

Exit Closes the active switching sheet. --

Option Description Tab Toolbar 
Button

Check In/
Create New 
Version

The Check In button allows you to check in and 
save a copy of the switching sheet. This is used for 
auditing purposes to determine differences 
between steps in two versions of a switching 
sheet. 

When you check in a sheet, this button changes to 
Create New Version, which manually increments 
the sheet's version number and sets the sheet to 
Editing mode. See Working with Switching Sheet 
Versions on page 9-52 for more information.

All

Edit Mode/
View-Only 
Mode

Edit and View-Only Modes
When the sheet is in Edit mode, you are the 
only user who can edit it. When it is in View-
Only mode, you cannot edit the sheet and it 
is available for editing by other users. The 
Edit/View-Only Indicator button toggles 
the sheet between Edit and View-Only 
modes.

When you open a sheet for editing, the sheet 
is automatically placed into Edit mode and 
blocks other users from editing it. If you 
open a sheet that is currently being edited 
by another user, you are not allowed to 
make any changes.

All

Refresh Refreshes the data in a view-only sheet. The 
Refresh option is available when another user has 
locked and edited the sheet.

All

Menu Option Description Toolbar 
Icon
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Update 
Asset-Related 
Fields

 Updates the Lift Stations and Pressure Zone 
fields with values related to the switching sheet's 
asset and step asset values. The Location and 
Diameter values will be updated with values 
related to the sheet's asset value. If the sheet's 
asset value is invalid or empty and the steps have 
no asset related operations, then the fields will be 
cleared when this option is selected.

Request

Insert Blank 
Step

Inserts a blank step below the current step row. Steps

Place Step 
Insertion 
Indicator

Adds a step insertion indicator icon to the row. Steps

Remove Step 
Insertion 
Indicator

Removes the step insertion icon. Steps

Link to Safety 
Document

Links the selected safety document to the 
currently selected step in switching sheet. This 
option is only visible when the switching sheet 
has active safety documents linked to it.

Steps

Remove Links 
to Safety 
Documents

Disassociates the safety document that is linked 
to the step and updates the step.

Steps

Add New Block 
Header

Isolate
Fault Location
Maintenance
Restore
Construction
Custom...

Steps

Rename Block 
Header

Isolate
Fault Location
Maintenance
Restore
Construction
Custom...

Steps

Load Safety 
Documents...

Display the safety documents linked to the 
highlighted steps.

Steps

Clear Planned 
Time

Clear the Planned Date values for the highlighted 
steps. This option is only visible when at least one 
of the highlighted steps has an Planned Date 
value.

Steps

Update Step 
Control Zone 
Data

Iterate through the selected steps and update 
their control zone related data. This may be 
required if the step's device has been recently 
moved to a new control zone.

Steps

Update 
Operation Step 
Details

 Recalculate all step details based on the current 
step order and the current study model. This is 
available when in study mode only.

Steps

Option Description Tab Toolbar 
Button
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Clear Crews Clear the Instructed To values for the highlighted 
steps. This option is only visible when at least one 
of the highlighted steps has an Instructed To 
value.

Steps

Model Verify This action is available if model changes have 
occurred that impact one or more assets in the 
switching sheet. 

The Web Switching service checks all the opened 
switching sheet steps after a model edit has 
occurred. If a step has an asset that matches an 
asset that was directly impacted by a model 
change, that step will be marked as needing 
verification. When the sheet is displayed, these 
steps will be highlighted in yellow. You can either 
check off each step in the sheet as they are 
verified or check off the entire sheet. 

Notes: 

• Outage Correction sheets are 
not included in this processing. 
Outage Correction validates the 
assets when the correction is 
made.

• While the sheet has 
verifications pending, step 
executions cannot be 
performed within the sheet.

• Switching sheets in the 
Completed or Rework states 
are not included in this 
processing.

Steps

Move Crew Move a crew to the asset associated with the 
selected step. This option is enabled when a 
single highlighted step is instructed to an en-
route crew.

Steps

Clear 
Condition 
Indexes

Removes the condition class and index 
associated to the selected step. An error dialog 
box will be displayed if the selected steps' 
condition handles cannot be cleared. The action 
is only available for steps that are not in a 
terminal state and that are not associated to 
safety documents. 

Steps

Update 
Instructed 
Dates...

Opens the Update Instructed Date dialog box, 
which allows you to enter a new Instructed Date 
for selected steps. Steps that have not been 
instructed will not be updated.

Steps

Option Description Tab Toolbar 
Button
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Help Menu

Move Steps to 
Misc Log

This action moves Real Time Completed, Aborted, 
Failed or Instructed steps to the Miscellaneous 
Log. SCADA Pending steps cannot be moved until 
they have transitioned to one of the states 
already stated. Steps associated to safety 
documents are also not allowed to be moved. Any 
step in a New or Uninstructed state will not be 
moved as the Miscellaneous Log only displays 
Real Time steps that are in a terminal or 
Instructed state. Any attempt to move an 
immovable step will result in an error dialog box 
and the steps will not be moved from the 
switching sheet's steps list.
To move steps to the Miscellaneous Log, select 
one or more steps and select Move Steps to 
Misc Log from the Actions menu or from the 
right-click context menu.

Steps

Group Steps Groups two or more contiguously selected steps. Steps

Ungroup Steps Ungroups steps that have been grouped. Steps

Reset 
Operation 
Text...

Resets the text in the Operation field to its 
calculated value following a manual edit. This 
option is only visible once the step's Operation 
field has been manually edited. This is not 
possible for all types of steps and with Product 
configuration this is limited to non-operational 
steps. In other words, any step that does not 
actually impact the model, manipulate a 
condition, or interact with any other tools in the 
environment.

Steps

Clear 
Clipboard

Clears copied steps from your computer 
clipboard. Alternatively, press the Escape (Esc) 
key.

Steps

Option Description Toolbar 
Button

Web Switching 
Management 
Help

Opens online help content for the switching sheet's active tab. 
For example, if the Request tab is active, the "Completing the 
Request Tab" will be returned.

--

About Web 
Switching 
Management

Opens a window with environment and software information. --

Option Description Tab Toolbar 
Button
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Switching Sheet Tabs
Each switching sheet tab displays a row of tabs that you can use to view and edit all of the 
information associated with the sheet. Some tabs, like the Steps tab, have their own 
toolbar with shortcuts for supported actions.

The following table describes the tabs displayed for each switching sheet.

Status Bar
The switching sheet status bar provides several indicators about the switching sheet and 
related system status. 

Tab Description

Request Use this to view and enter information about the user who requested 
the switching sheet, including phone number and contact, the 
sheet's owner, charge number, start and finish dates, pressure zone 
and diameter information. See Completing the Request Tab on page 
9-17.

Steps Use this to view, add, and edit switching steps. See Adding and 
Editing Steps on page 9-22.

Impacted Customers Use this to view, print, email, and maintain the list of impacted 
customers. See Viewing Impacted Customers on page 9-54.

Overlaps Use this view to identify overlaps that the sheet may have with other 
sheets in the system. The search criteria can include date/time, 
control zone, and affected assets. See Checking for Overlaps on page 
9-59.

External Documents Use this to attach external documents to the switching sheet. See 
Adding External Documents to a Switching Sheet on page 9-65.

View Areas Use this to save and reload viewing areas from a Viewer window. See 
Saving and Loading View Areas on page 9-62.

Safety Documents Use this to view, load, and delete safety documents that have been 
defined for this sheet. See Working with Safety Documents on page 
9-79.

Tracking/Audit Log Use this to view audit log entries associated with this sheet. See 
Viewing the Audit Log on page 9-63. You can also use this to view the 
current sheet state or transition to another state. See Changing the 
Switching Sheet State on page 9-19.

Status Bar Indicator Description

1 Mode Indicator Indicates the current operating mode: 
• Study Mode: Allows you to complete 

switching operations without affecting the 
real-time data model. You can apply the 
actions to the steps, but the actions are not 
applied to the real-time data. 

• Real-Time Mode: Allows you to apply real-
time changes to the state of assets in the 
data model. 
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2 Overlap Indicator Indicates whether the switching sheet will result in 
overlap of affected assets or control zones during the 
same time period. This icon will only be displayed 
when overlaps exist. 

Overlaps are determined when you click Update 
Overlaps on the Overlaps tab. See Checking for 
Overlaps on page 9-59 for more information.

3  Impacted Customer Indicator Indicates whether the switching operations will 
impact customers. This icon will only be displayed 
when customers are impacted by the switching sheet.

Impacted Customers are determined when you select 
the Rebuild button on the Impacted Customers tab. 
See Viewing Impacted Customers on page 9-54 for 
more information.

4 Recording Indicator Indicates whether recording is turned on, paused, or 
turned off. 
• When recording is on, you can add steps by taking 

actions in the Viewer with the Control Tool.
• Recording Currently Paused is displayed if 

recording is on for the sheet, but another sheet or 
step recording tool has focus and is actively 
recording. For example, you are recording steps in a 
planned switching sheet, but you open Event 
Details for another event and record some actions 
on the Event Details Steps tab; while recording is 
on for Event Details, the planned switching sheet 
will display Recording Currently Paused.

5 Version Indicator 
(Text)

Indicates the switching sheet version and 
whether or not your latest changes have been 
checked in. See Working with Switching Sheet 
Versions on page 9-52 for more information.

7 Version Menu Indicates the version currently displayed and 
allows you to select a previous version to 
compare against the current version. See 
Working with Switching Sheet Versions on page 
9-52 for more information.

Status Bar Indicator Description
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8 Edit/View-Only Indicator

: Edit mode

: View-Only mode

Edit and View-Only Modes
When the sheet is in Edit mode, you are the only 
user who can edit it. When it is in View-Only 
mode, you cannot edit the sheet and it is 
available for editing by other users. The Edit/
View-Only Indicator button toggles the sheet 
between Edit and View-Only modes.

When you open a sheet for editing, the sheet is 
automatically placed into Edit mode and blocks 
other users from editing it. If you open a sheet 
that is currently being edited by another user, 
you are not allowed to make any changes. You 
can override the lockout by stealing the other 
user's lock over the switching sheet. See Opening 
Locked Documents on page 9-76 for more 
details.

Status Bar Indicator Description
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Planned Switching
The sections that follow describe how to create and manage planned switching sheets. 
Planned switching sheets are used for switching sequences that are prepared ahead of 
time. In scheduled or planned switching, you can create, study, and approve switching 
steps in a Viewer in study mode prior to completing them in real-time mode. 

This section contains the following topics:

• Creating a Planned Switching Sheet

• Switching Sheet Requests

• Changing the Switching Sheet State

• Adding and Editing Steps

• Reviewing a Switching Sheet in Study Mode

• Replaying Steps

• Implementing a Planned Switching Sheet

• Scheduling a Planned Master Event

• Issuing a Switching Sheet (includes associating a crew and printing the sheet)

• Instructing and Completing Switching Sheet Steps 

• Moving a Crew

• Working with Switching Sheet Versions

• Viewing Impacted Customers

• Checking for Overlaps

• Saving and Loading View Areas

• Emailing Switching Sheet Data

• Adding External Documents to a Switching Sheet

• Viewing the Audit Log

• Opening an Existing Switching Sheet

• Copying a Switching Sheet

• Deleting a Switching Sheet

For information about emergency switching sheets, see Emergency Switching on page 
9-71.
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Creating a Planned Switching Sheet
You can create a new planned switching sheet by doing one of the following:

• Select New and then Switching Sheet... from the Web Workspace File menu.

• Click the new switching sheet button ( ) on the Web Workspace toolbar. 

• From the Switching Sheet List, select New... from the File menu.

The New Switching Sheet window is displayed.

Using the New Switching Sheet Window
Use the New Switching Sheet window to create switching sheets. This window contains the 
following fields and buttons:

• The Type column displays the types of switching sheets you can create. Planned, 
Emergency, and Template are the base types.

• The Description column displays a description of the sheet type.

The Pre-Created Switching Sheets section displays a list of all existing switching sheets. It 
displays the following columns:

• Status displays the switching sheet state, such as New or Requested. 

• Type displays the sheet type, such as Planned, Emergency, or Template.

• Sheet # is the number of the switching sheet. This number is automatically assigned by 
the system when the sheet is created.

• User is the ID of the user who created the sheet.

• Pressure Zones are the pressure zones associated with the sheet (as displayed on the 
Request tab).

• Asset is the asset associated with the sheet (as displayed on the Request tab).

• Lift Station are the lift stations associated with the sheet (as displayed on the Request 
tab).

• Completed Date is the completion date for the sheet. 

• Description is the description of the sheet (as displayed on the Request tab).

• The Create button creates a new switching sheet of the selected type.

• The Create a Copy button creates a copy of the switching sheet selected in the Pre-
Created Switching Sheets list. This button is not enabled unless a switching sheet and 
a sheet type are selected.

See Also:

• Creating a Planned Switching Sheet from the New Switch Sheet Window

• Filtering the Switching Sheet List

• Sorting the Switching Sheet List

• Creating a Switching Sheet Template

• Creating a Switching Sheet from a Template
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Creating a Planned Switching Sheet from the New Switch Sheet Window
Follow these steps to create a planned switching sheet from the New Switching Sheet 
window:

• To create a new switching sheet from scratch, select Planned from the Switching Sheet 
Types section, and then click Create.

• To create a copy of an existing sheet, do the following:

1. Select the sheet you want to copy from the Pre-Created Switching Sheets list.

2. Select Planned from the Switching Sheet Types list.

3. Click Create a Copy. (To search for a particular sheet, see Filtering the Switching 
Sheet List on page 9-15.)

Notes: 
You can create a new sheet based on a sheet of a different type. For 
example, you can create a planned sheet based on an emergency sheet or 
create a template based on a planned sheet. 

Although most fields are copied to the new sheet, some fields (such as 
Audit Log entries and step completion information) are cleared in the new 
sheet. If you copy a switching sheet that has one or more safety 
documents, copies of the safety documents are included with the new 
sheet.

Filtering the Switching Sheet List
Use the filter boxes at the top of each column to filter the list. Type all or part of the text you 
want to filter by. For example, to see only Planned sheets, type "Plan" in the Type filter box. 
The list is filtered to display only sheets where the Type column contains the characters 
"Plan." You can combine filter criteria by typing values in more than one column. As you 
type in each filter box, the list is filtered immediately based on entries in all boxes. 

Sorting the Switching Sheet List

You can sort the list by clicking on a column header. A  or  icon indicates the column is 
being sorted in ascending or descending order, respectively.

Creating a Switching Sheet Template
Switching templates look like standard switching sheets, but they are used for creating and 
saving sheets that contain common information that is used repeatedly. The information 
may include:

• File attachments, which may be templates of other forms such as Excel Spreadsheets. 

• Safety Documents

• View Areas. 

• Pre-filled Request Tab Information. 

Once you save the template, you can create a copy of it, and then edit the copy as needed. 
You can also copy individual steps from a template and paste them into another switching 
sheet. Templates can save you considerable time and effort when you are working with 
frequently performed switching sequences. 

To create a template: 

1. From the File menu, select New, and then select Switching Sheet... The New 
Switching Sheet window is displayed.

2. From the Switching Sheet Types section at the top of the window, select Template.
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3. Do one of the following:

• To create a new, blank template, click Create. 

• To create a template based on an existing sheet, select the sheet you want to copy 
from the Pre-Created Switching Sheets list, and then click Create a Copy. To 
search for a particular sheet, see Filtering the Switching Sheet List on page 9-15.

Note: Although most fields are copied to the new sheet, some fields (such 
as Audit Log entries and step completion information) are cleared in the 
new sheet.

Creating a Switching Sheet from a Template
After a switching template has been created and saved, you can use the template as the 
basis for another switching sheet. 

To create a new planned sheet from a template:

1. From the File menu, select New, and then select Switching Sheet... The New 
Switching Sheet window is displayed. 

2. From the Switching Sheet Types section at the top of the window, select Planned.

3. From the Pre-Created Switching Sheets list, select the template to use.

4. Click Create a Copy.

5. Edit the sheet as needed (see the instructions in the remainder of this guide) and save 
when you are done.

Switching Sheet Requests
Someone other than the person who prepares the switching sheet usually initiates 
switching sheet requests. The requester may be someone in the construction/maintenance 
department, while the preparer is typically an operations user assigned to look for and 
prepare new requests. Typically, the requester is a Switching Request user type.

Capabilities of the Switching Request User Type
Switching Request users do not have full access to all switching sheet information and 
operations. Specifically, Switching Request users are limited to the following capabilities:

• Creating and viewing Planned switching sheets only. All other types of switching sheets 
are not available to Switching Request users. 

• Creating copies of existing switching sheets.

• Loading, printing, and emailing existing sheets. Only the information contained in the 
Request, Steps, Tracking/Audit Log, and External Documents tabs can be viewed, 
printed, or emailed. 

• Performing the following operations on switching sheets that are in the New or 
Request Rejected state only: 

• Completing the fields on the Request tab. 

• Adding, removing, modifying, cutting, copying and pasting steps within the 
current sheet's Steps list. Steps can be added by using the Manual Step Addition 
panel (See Adding Steps Manually on page 9-35) or by adding Comment steps. 
Note that cut, copy and paste operations are only supported for sheets that are in 
the New or Request Rejected states.

• Adding, removing, and viewing attachments on the External Documents tab.

• Adding comment entries to the audit log on the Tracking/Audit Log tab.
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• Incrementing and checking in versions of a switching sheet. This is done by 
selecting the Check-in button on the switching sheet toolbar.

Once a sheet has transitioned to (or beyond) the Prepared state, Switching Request users 
are limited to view-only mode.

Completing the Request Tab
Follow the steps in the previous sections to start a new planned switching sheet. Then use 
the Request tab to enter basic information about the switching sheet before you begin 
adding steps. When a new sheet is created, the user ID of the person who created it is 
automatically displayed in the Requested By field. You should complete as much of the 
information on this tab as possible.

When you have completed the information on the Request tab (fields described below), 
update the sheet state to Requested on the Tracking/Audit Log tab. See Changing the 
Switching Sheet State on page 9-19 more information.

Note: The switching sheet is automatically saved after a state change, and 
an entry is added to the audit log. 

The Request tab contains the following fields:

• Owner displays the current owner of the switching sheet. See Taking Ownership on 
page 9-19 for more information. 

• Requested By displays the person who requested the switching order. This field is 
initially populated with the ID of the user who created the switching sheet and can be 
updated. A value is required prior to submitting the request.

• Phone Number displays the phone number of the person requesting the switching 
order.

• Email Address displays the email address of the requester. 

• Customer Name displays the name of the customer requesting the interruption.

• Phone Number displays the phone number of the customer requesting the 
interruption.

• Email Address displays the email address of the customer requesting the interruption. 

• Charge Number allows you to enter charge numbers that can then be executed and/or 
used by the switching sheet preparer.

• Office displays the office responsible for the switching sheet. 

• Location displays the street address or specific location for the switching operation.

• Nominal Lift Stations displays the lift stations where the switching operation takes 
place. The Update button ( ) is used to update the Nominal Lift Stations field 
based on a distinct list of lift stations as identified by the asset populated in the Asset 
field and assets listed in steps. The lift stations listed will be the nominal lift stations for 
the assets.

• Current Lift Station displays the current lift stations for the switching sheet and step 
asset associated to the switching sheet. When the switching sheet is loaded, this field 
will dynamically update as status changes occur in the system. 

Note. See Asset Associations with Nominal and Current Network 
Components on page 9-2 for information.

• Asset displays the asset being worked on (not necessarily the asset being switched). 
This asset is given to the master event associated to the switching sheet after the 
switching sheet has been scheduled. The following buttons are displayed to the right of 
the Asset field:
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• The Asset Lookup button ( ) is used to search for and select an asset.

• The Link Asset button ( ) to link an asset selected from the Viewer to this 
switching sheet. First, select the asset in the Viewer, then click this button. The 
Asset field is populated with the selected asset name. If the Link Asset button is 
selected when the Location, Lift Station, Pressure Zones, and/or Diameter fields 
are already populated, then a confirmation dialog box will be displayed asking if 
the user wishes to replace those values. This is similar to selecting the Update 
Asset-Related Fields option from the Actions menu.

• The Unlink Asset button ( ) is used to clear the asset field.

• The Focus button ( ) is used to locate this asset in the Viewer. 

• Description of Work displays a general description about what the switching sheet 
should try to accomplish.

• Start Date displays the date and time the switching work is scheduled to begin. This is 
required when scheduling a switching sheet. This is the Start Date given to the master 
event associated to the switching sheet after it has been scheduled. This is also used to 
generate the Impacted Customers list if no Planned Date is specified for a step. Enter 
the time in military time format (for example, 13:00 = 1 P.M.).

• Alt. Start Date displays the alternate date and time the switching work could begin. 
Enter the time in military time format (for example, 13:00 = 1 P.M.). The alternate start 
date must be later than the start date.

• Finish Date displays the date and time the switching work is scheduled to end. This 
field is required when scheduling a switching sheet. This date is the Estimated Restore 
Time (ERT) given to the master event associated to the switching sheet after it has been 
scheduled. The finish date must be later than the start date, and you must enter the 
finish time for the date to be valid. Enter the time in military time format (for example, 
13:00 = 1 P.M.). 

• Use the  Update ERT button to update the ERT for the master event associated 
to the switching sheet. This option is only available after the sheet has been 
scheduled. This button is displayed next to both the Finish Date and Alt. Finish 
Date fields. The button is grayed if no date has been entered yet for the field.

• Alt. Finish Date displays the alternate date and time the switching work could end. 
The alternate finish date must be later than the alternate start date. Enter the time in 
military time format (for example, 13:00 = 1 P.M.).

• Nominal Pressure Zones displays nominal pressure zones that are relevant to the 
switching sheet. This is a text entry field and is not auto-populated. The Update button 
( ) is used to update the Nominal Pressure Zones field based on a distinct list of 
pressure zones as identified by the assets populated in the Asset field and assets listed 
in steps.

• Current Pressure Zones displays the current pressure zones for the switching sheet 
and step devices associated to the switching sheet. When the switching sheet is 
loaded, this field will dynamically update as status changes occur in the system.

• Diameter displays the asset diameter.

• The Crew Will Switch check box allows you to indicate whether the requesting crew 
will perform the switching activities.

• The Crew Will Restore check box allows you to indicate whether the requesting crew 
will restore the outage associated with the switching activities.
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Taking Ownership
You can take ownership of a switching sheet to indicate that you are currently working the 
sheet. Once you take ownership, no other user is allowed to execute steps for the sheet or 
edit restricted fields. Other users can still view, lock, and edit certain fields on the sheet. 

To take ownership of a plan, click the  Take Ownership button next to the Owner field 
on the Request tab. Your user ID is displayed in the Owner field. You can also use this button 
to take over ownership of a switching sheet that is currently owned by another user. This is 
useful if there is a shift change and the original user does not relinquish ownership before 
logging off. 

To relinquish ownership, click the  Relinquish Ownership button. 

An entry is recorded in the audit log whenever ownership of a sheet changes. 

Changing the Switching Sheet State
A switching sheet passes through different phases during the creation and completion of 
the plan. These phases are represented by "states" that follow a logical sequence and 
determine what you can do with a switching sheet. 

Note: The state of the switching sheet should not be confused with the 
status of individual switching steps within the switching sheet.

A switching sheet's current state is displayed on the Tracking/Audit Log tab. This tab also 
displays a button ( ) for each valid state to which the sheet can transition and allows you 
to enter a comment associated with the state transition.

To change the state of a switching sheet, click the appropriate state change button on the 
Tracking/Audit Log tab. It is helpful to provide comments or a reason for the state change. 

The Audit Log table on the Tracking/Audit Log tab shows a history of all state transitions for 
the sheet, including the ID of the user who updated the state and the timestamp of the 
change. See Viewing the Audit Log on page 9-63 for details.

Rework
The rework state is used to make updates to a previously completed switching sheet. The 
rework state allows numerous changes to be made to the switching sheet including, but 
not limited to:

• Adding, removing, and updating switching sheet steps. Any modifications made to the 
steps while in the Rework state will force the sheet to increment its version number by 
one.

• Updating the Request with further details.

• Updating the Impacted Customers list.

• Altering External Documents

• Manipulating associated safety documents.

While in the Rework state, special processing functions allow real-time completed steps to 
be deleted. The steps will remain linked to the switching sheet, but will be marked as 
deleted. If you change your view of the steps to view differences between another state 
where the step was present, then that step will show up in the Completed state, but will be 
marked with a red background and strike-through text. You will not be allowed to delete 
real-time completed steps that are linked to events or safety documents (an error dialog 
box will open if you attempt to do this).
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The Rework state also allows the switching sheet's linked events to be corrected using 
Outage Correction. All of the rules that apply to standard Outage Correction switching 
sheets also apply to a switching sheet when it is in the Rework state.   Any date related 
updates should be applied to the step's Completed Date column.   See Outage Correction 
on page 9-98 for more details.

Switching sheets in the Rework state will not be flagged for model verification if any step 
asset has been altered by a model change. This is true for the Completed state as well.

When transitioning out of the Rework state and back into the Completed state, any step 
that is in the New or Uninstructed step will be automatically completed if you approve the 
change from the confirmation dialog box. If you do not approve the change, then the state 
transition will be canceled and it will be left to you to transition the incomplete steps to a 
terminal state.

Switching Sheet States
The following table describes the switching sheet states. 

State Description

New Indicates that the switching sheet is in the process of being created 
but has not yet been requested. When you create a switching sheet, 
its initial state is New. 

Requested Indicates that the sheet has been requested. A sheet transitions to 
this state when a user clicks the Submit Request button on the 
Tracking/Audit Log tab. This state is valid for planned switching 
sheets only.
From this state, a sheet can progress to either the Rejected or 
Prepared state. 

Rejected Indicates that the request was rejected. A sheet transitions to this 
state when a user clicks the Reject button on the Tracking/Audit Log 
tab. The Reject button is grayed until you select a Reason. This state 
is valid for planned switching sheets only. From this state, a sheet can 
be requested again by clicking the Submit Request button on the 
Tracking/Audit Log tab.

Prepared Indicates that the sheet has been prepared. A sheet transitions to this 
state when a user clicks the Prepare button on the Tracking/Audit 
Log tab. Although not required, all information for the switching 
sheet should be entered before you transition to this state. This state 
is valid for planned switching sheets only.
From this state, a sheet can transition to the Checked state.

Checked Indicates that the sheet has been checked. A sheet transitions to this 
state when a user clicks the Check button on the Tracking/Audit Log 
tab. All information for the switching sheet should be entered before 
you check the sheet. This state is valid for planned switching sheets 
only. From this state, a sheet can be approved, rejected, or 
scheduled.

Approved Indicates that the sheet has been approved. A sheet transitions to 
this state when a user clicks the Approve button on the Tracking/
Audit Log tab. All information for the switching sheet should be 
entered before you approve the sheet. This state is valid for planned 
switching sheets only. From this state, a sheet can be scheduled.
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Check Rejected Indicates that the sheet was rejected after being checked. A sheet 
transitions to this state when a user clicks the Reject button on the 
Tracking/Audit Log tab. The Reject button is grayed until you select a 
Reason. This state is valid for planned switching sheets only. From 
this state, the sheet can be prepared again.

Scheduled Indicates that the sheet has been scheduled. A sheet transitions to 
this state when a user clicks the Schedule button on the Tracking/
Audit Log tab. All information for the switching sheet should be 
entered prior to scheduling the sheet. This state is valid for planned 
switching sheets only. From this state, a sheet can be canceled or 
issued.

Canceled Indicates that the sheet was canceled. A sheet transitions to this state 
when a user clicks the Cancel button on the Tracking/Audit Log tab. 
The Cancel button is grayed until you select a Reason.   This state is 
valid for planned switching sheets only. From this state, a sheet can 
be scheduled again.

Issued Indicates that the sheet has been issued. A sheet transitions to this 
state when a user clicks the Issue button on the Tracking/Audit Log 
tab. All information for the switching sheet should be entered before 
issuing a sheet. This state is valid for planned switching sheets only. 
From this state, a sheet can transition to the Hold/Pending, In 
Progress (automatically), or Completed state.

In Progress Indicates that at least one switching step in a planned or emergency 
switching sheet has been instructed or completed in real-time mode. 
From this state, a sheet can transition to the Hold/Pending or 
Complete state.

Hold/Pending Indicates that the sheet is on hold. A sheet transitions to this state 
when a user clicks the Hold/Pending button on the Tracking/Audit 
Log tab. From this state, a sheet can progress to the In Progress 
(automatically) or Complete state. 

Completed Indicates that the sheet has been completed in real-time mode. A 
sheet transitions to this state when a user clicks the Complete 
button on the Tracking/Audit Log tab. A terminal action (Complete, 
Delete, Abort or Fail) must have been taken for each of the switching 
steps before a sheet can be completed. (See Switching Sheet Step 
States on page 9-33 for information about step states.) While the 
sheet is in the Completed state, it cannot be edited. This state applies 
to both planned and emergency switching sheets.

Rework Indicates that the sheet has been previously completed and later 
placed into a rework state allowing further updates to be applied to 
the switching sheet. The Rework state is also used to enable Outage 
Correction for the events linked to the switching sheet. From this 
state, the sheet can again be transitioned to the Completed state. 
See Rework on page 9-19 for further details.

Deleted Indicates that the sheet was deleted using the Delete button on the 
Tracking/Audit Log tab. The Delete button is grayed until you select a 
Reason. 

State Description
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Adding and Editing Steps
This section describes how to add and edit steps in a switching sheet. It includes the 
following topics:

• Steps Tab

• Switching Sheet Step States

• Adding Recorded Steps to a Switching Sheet

• Adding Comment Steps

• Copying and Pasting Steps

• Creating Go-Back Steps

• Working with Blocks

• Grouping and Ungrouping Steps

• Editing Existing Steps

• Finding and Replacing an Asset in the Steps

• Finding and Replacing Text in the Steps

• Focusing on an Asset in a Step

• Moving a Crew

Steps Tab
Use the Steps tab to add, edit, record, instruct, and execute steps in a switching sheet. 

Steps tab topics include:

• Steps Tab Fields

• Steps Tab Toolbar and Context Menus

• Steps Tab Events and Crews Pane

Steps Tab Fields
The steps table on the Steps tab displays the following fields:

• Step # displays the number of the step. 

• For a block header row, this column displays the block name. 

• For a step row, this column displays the step number (1 through n).

• For a sub-step within an aggregate step, such as Open & Tag, this column displays 
the sub-step number (a-z). Blocks and aggregate steps can be expanded or 
collapsed by clicking the + or - sign. 

• If you are viewing the differences between this version and another version, this 
column uses outline numbering (1.1, 1.2, and so on) to identify steps that were 
added since the previous version. See Working with Switching Sheet Versions on 
page 9-52 for more information.

• Version displays the version number of the switching sheet when the step was added. 
See Working with Switching Sheet Versions on page 9-52 for more information.

• Operation displays the description of the switching action. When the switching action 
is associated to a safety document, then the safety document type and number will be 
displayed in this field after the switching description. This field is editable, but only if 
the step action is a non-operational action. In other words, if the action for this step 
does not impact the NMS model in any way and is not tied to another NMS tool or 
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feature, then the text can be edited in this column. Edited text will show up with a 
yellow background color. To reset the value, see Resetting Operation Text on page 
9-36.

• Asset displays the asset alias referenced in the step.

• Details displays information about the outcome of the switching step, such as:

• Isolate a section.

• Restore a section.

• Make a loop.

• Break a loop.

• Make a parallel. (The pressure zones involved in the parallel will be listed.)

• Break a parallel. (The pressure zones involved in the parallel will be listed.)

This information is recorded into the step when the step is initially added to the 
switching sheet, but is not dynamically updated as changes are made to the sheet. You 
can enter text into this field to replace the text that is automatically inserted.

• Status displays the state of the switching sheet step. See Switching Sheet Step States 
on page 9-33 for information.

• Crew Ready displays whether the field crew is ready to be instructed or not.

• Ready Date displays the date and time when Crew Ready is populated. Double click to 
override this value.

• Planned Date displays the proposed date/time when this step will be performed. The 
Planned Date is used to generate more accurate and detailed Impacted Customer lists 
and to specify the ERT for the generated Planned Events. This date must be within the 
Start and Finish Dates specified on the Request tab. This date is automatically updated 
when the switching sheet's Start and Finish Dates are updated. Thus, if the work is 
rescheduled, the planned date values do not have to be manually updated as well.

• Executed By displays the user ID of the person who completed the step in real-time 
mode. This field is automatically populated by the system.

• Completed Date displays the date the step was completed. If this field is blank when a 
step is completed, failed, or aborted in real-time mode, then the system populates this 
field automatically. If you enter a date in this field before executing a step, that date is 
used instead. This allows you to specify when an action actually occurred. (This field is 
similar to the date field on the Control Tool.) If you attempt to edit this date after the 
step has been completed in real-time, the system checks to see if the step affects any 
events. If it does, the system prompts you to confirm that you want to change the 
affected start date or restoration date, as applicable, based on the event association.

• Instructed By displays the user ID of the person who instructed the step in real-time 
mode. This field is automatically populated by the system. 

• Instructed To displays the IDs of the crews to which the step was instructed. This field 
is automatically populated if crews are selected in the Crew List on the Steps tab 
header when you instruct a step. This field cannot be edited manually. 

• Instructed Date displays the date and time the step was instructed. If this field is blank 
when the step is instructed, then the system populates this field automatically. If you 
enter a date in this field before instructing a step, that date is used instead.

• Address displays the address of the asset referenced in this step. This field is 
automatically populated if you record the step by initiating an action within the 
Viewer. This field is editable and can be used to update address values of future 
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recorded steps. For more information, see Save all asset addresses to the database on 
page 9-24.

• Comments displays any additional information associated with this step. You can 
enter free-form text in this field. 

• Hidden Columns: The following columns are hidden by default from view.

• Cond Cls displays the step's associated condition handle class.

• Cond Idx displays the step's associated condition handle index.

The Cond Cls and Cond Idx columns display the class and unique condition 
identifier, respectively, associated to the step. A condition handle is associated to 
a step when the step manipulates a condition, such as an Apply Condition step. 

To display the Cond Cls and Cond Idx step columns, right-click the Steps table 
header row and select Select Columns... to open the Select Columns to Display 
dialog box. Select Cond Cls and Cond Idx and click OK.

Steps Tab Toolbar and Context Menus
The Steps tab toolbar displays buttons for actions that you can perform. If a button is 
grayed, then that action is not currently permitted. For example, if you are currently in 
Study Mode, then the Start Study Session button is grayed. Some toolbar buttons, such as 
the Cut and Paste options, are also available through a context menu that is displayed 
when you right-click a step row. The context menu contains some options that do not 
appear on the toolbar. 

The following table describes all actions that can be performed on the Steps tab with 
toolbar buttons, keyboard shortcuts, and/or context menu items.

To perform this action: Comments

Turn record mode on
Click 

Record mode must be on in order to record operations in the 
Viewer using the Control tool.

Before you click Record, the status bar displays Recording 
Currently Off.

Note: If you shift focus to another event while recording is on and 
then record steps for that other event (either in the Miscellaneous 
Log or in the Event Details Steps tab), the recording mode status 
on the switching sheet will change to Recording Currently 
Paused (with a yellow background).

Turn record mode off
Click 

Before you click Stop, the status bar displays Recording Currently 
On. 

Save all asset addresses to 
the database

 Click If you change one or more asset addresses in a switching sheet, 
this action updates the assets' addresses throughout the switching 
sheet and also updates the asset attribute table so that any new 
switching sheets referencing these assets will use the new 
addresses. 
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Focus the Viewer on the 
objects referenced in the 
currently selected list of 
steps

 Click 
The toolbar button, when used with single step selections, will 
focus on a single asset and set the environment's selected asset to 
the step's associated asset. When multiple steps are selected, the 
Focus button will force the viewer to display all of the step assets 
in one view.

Note: If you have assets across many pressure zoness, then many 
maps may need to be loaded to accommodate your request. This 
multi-asset option is similar to the Dynamic View area each 
switching sheet automatically has associated to it on the View 
Areas tab.

Mark the selected step as 
crew ready for instruct. Click 

This action is only permitted in real-time mode when the plan 
reaches the Issued state. This button is enabled only when the step 
state is New or uninstructed. When you click this button, the Crew 
Ready and Ready Date columns will be populated.

Instruct the selected steps
 Click 

This action is only permitted in real-time mode when the plan 
reaches Issued state. Note that step order execution rules apply 
when enabling this button (see Step Order Execution Rules on 
page 9-41 for details). When you select this button, the Instructed 
By and Instructed Date columns are populated. 

Complete the selected 
steps

Click Once the action is complete, the status of the step changes to 
Completed (see Switching Sheet Step States on page 9-33). If you 
are in real-time mode, the Completed Date column is also updated 
with the current date. Note that step order execution rules apply 
when enabling this button (see Step Order Execution Rules on 
page 9-41 for details). The Complete button is enabled in real-time 
mode when the plan reaches the Issued state. 

Note: To complete a step in real-time mode, you must have 
authority over the asset. 

Abort the selected steps Click Use this action if a step was never attempted. When you click this 
button, the status of the step changes to Aborted (see Switching 
Sheet Step States on page 9-33). If you are in real-time mode, the 
Completed Date column is updated with the current date. 
However, the switching action is not actually performed.

Mark the selected steps 
as failed

Click Use this if a step was attempted but failed. When you click this 
button, the status of the step changes to Action Failed (see 
Switching Sheet Step States on page 9-33) and the Completed 
Date column is updated with the current date. However, the action 
is not actually performed against the real-time data model.

Clear the Crew Ready 
status

Use this action to clear the Crew Ready and Ready Date columns. 
This button is enabled only when the step state is in new or 
uninstructed state.

To perform this action: Comments
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Uninstruct an instructed 
step

Click Use this action to change the state of an instructed step to 
Uninstructed (see Switching Sheet Step States on page 9-33). If 
the step has an asset and an instruct condition on the asset, then 
the condition will be removed prior to the step transitioning to the 
Uninstructed state. Steps that are in the Uninstructed state can be 
instructed again or aborted, failed or completed.
Notes:
• The uninstruct action is not available for SCADA instructed 

actions. This option is not available for steps in the SCADA 
Pending state.

• Uninstructed steps may be deleted. 
• If you are using version controls, uninstructed and deleted steps 

may be red-lined and not deleted from the database. See 
Working with Switching Sheet Versions on page 9-52 for more 
information. 

Verify steps after model 
changes

Click This action is available if model changes have occurred that 
impact one or more assets in the switching sheet. 
The Web Switching service checks all the opened switching sheet 
steps after a model edit has occurred. If a step has an asset that 
matches an asset that was directly impacted by a model change, 
that step will be marked as needing verification. When the sheet is 
displayed, these steps will be highlighted in
yellow. You can either check off each step in the sheet as they are 
verified or check off the entire sheet. 

Notes: 
• Outage Correction sheets are not included in this processing. 

Outage Correction validates the assets when the correction 
is made.

• While the sheet has verifications pending, step executions 
cannot be performed within the sheet.

• Switching sheets in the Completed or Rework states are not 
included in this processing.

Individual Verification
• To check off each step individually, right-click the highlighted 

step and select Model Verify. 

Whole Sheet Verification
• To check off all of the steps in a sheet, click  to Confirm all 

model changes. All highlighted steps will be marked as verified.

Once the steps have been verified, step execution can continue for 
the sheet.

To perform this action: Comments
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Reset study session and 
clear the status of the steps

 Click This action is only available in Study Mode. When you click this 
button, you are prompted to select either Real-Time, Nominal, or 
the Save Case Management tool. 
• Choose Real Time to replicate the real-time asset states.
• Choose Nominal to reset all assets to their predefined normal 

state. 
Note: The Real Time and Nominal options will immediately clear 
the status of the steps in the current sheet. They will also clear the 
study step statuses in any other open sheets.

• Choose Save Case Management... to display the Save Case 
Management tool, which allows you to reset to a save case. See 
Using the Save Case Management Tool on page 2-62 for more 
information.

Switch to current Real-
Time Mode

Click This action is only available when you are in Study Mode. When 
you click this button, the status bar displays real-time mode in red 
and Viewer changes to real-time mode.

Switch to Study Mode Click This action is only available when you are in real-time mode. When 
you click this button, the status bar displays study mode in gray 
and Viewer changes to study mode.

Find and replace text  Click Use this to find and replace all occurrences of an asset (see Finding 
and Replacing an Asset in the Steps on page 9-43) or text (see 
Finding and Replacing Text in the Steps on page 9-43) in the 
switching steps. 

Cut steps to the clipboard Click Select one or more steps. The selected steps are marked as being 
cut and are placed on the clipboard. The steps will only be moved 
after they have been pasted to their new location. Use the Paste 
option to paste the steps. This option is disabled if the sheet is in 
view only mode or the sheet state is Completed.

Alternatively, right-click and choose Cut from the context menu or 
press Control+X.

Move Steps to the 
Miscellaneous Log

-- This action moves Real Time Completed, Aborted, Failed or 
Instructed steps to the Miscellaneous Log. SCADA Pending steps 
cannot be moved until they have transitioned to one of the states 
already stated. Steps associated to safety documents are also not 
allowed to be moved. Any step in a New or Uninstructed state will 
not be moved as the Miscellaneous Log only displays Real Time 
steps that are in a terminal or Instructed state. Any attempt to 
move an immovable step will result in an error dialog box and the 
steps will not be moved from the switching sheet's steps list.
To move steps to the Miscellaneous Log, select one or more steps 
and select Move Steps to Misc Log from the Actions menu or from 
the right-click context menu.

Copy steps to the clipboard Click You can select one or more steps. The selected steps are copied to 
the clipboard. Use the Paste option to paste the steps.

Alternatively, right-click and choose Copy from the context menu 
or press Control+C.

To perform this action: Comments
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Copy steps as go-back 
steps

Click You can select one or more steps. Reverse steps are created for 
each selected step and copied to the clipboard. Use the Paste 
option to paste the steps.

Alternatively, right-click and choose Copy as Go-Backs from the 
context menu or press Control+G. 

Paste steps from clipboard Click Steps are pasted after the currently selected step. The operation 
pastes the steps that were placed in the clipboard during the last 
Cut, Copy, or Copy as Go-Backs operation. Once the steps have 
been pasted, the Paste button is no longer available and the 
contents of the clipboard are cleared. This option is disabled if the 
sheet is in view only mode or the sheet state is Completed. 

Alternatively, right-click and choose Paste from the context menu 
or press Control+V.

Delete steps Click Deletes the selected steps from the plan. This button is disabled if 
the sheet is in view only mode or if the step has transitioned 
beyond its initial state (No State).

Alternatively, right-click and choose Delete from the context menu 
or press Control+D.

Undo the last action Click Allows you to undo the last action (Cut/Paste, Copy/Paste, Delete, 
Add Step). The Undo function returns an error (Undo is not 
supported across multiple sheets.) when:
• attempting to undo pasting steps cut from another 

switching sheet 

• the last action was not on the currently active sheet; for 
example, if you insert a step on Sheet A and then switch 
to Sheet B and click Undo.

Alternatively, right-click and choose Undo from the context menu 
or press Control+Z.

Return to Nominal Click The Return to Nominal function generates a block of switching 
sheet steps that contain all the steps needed to switch the affected 
assets back to nominal. They will be presented in a logic order, will 
not outage any customers, and are logically grouped.

Note: The generated block of steps are not go-back steps.

Add a Safety Document for 
a step

Click The Create Safety Document for Selected Step button creates a 
safety document for a selected step. If the system cannot 
determine the type of safety document to create for the step, the 
Select Safety Type dialog box will open so you may choose the 
type. If the step selected is not valid for safety documents, an error 
dialog box will be displayed. An error dialog box will also be 
displayed if any of the selected steps are already linked to a safety 
document.
Once a safety document type has been determined or selected, the 
safety document dialog box opens. This option is disabled if the 
sheet is in view only mode or the sheet state is Completed. See 
Working with Safety Documents on page 9-79 for more detail.

Create a Safety Document Click The Create Safety Document button opens a context menu that 
allows you to choose a safety document type or open the Select 
Safety Type dialog box. See Working with Safety Documents on 
page 9-79 for more detail.

To perform this action: Comments
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Remove Links to Safety 
Documents

Click Unlinks (removes the association to) a step's asset from a safety 
document's asset list. First, select the step with the asset 
operation you want removed from the safety document, then click 
the button. See Linking and Unlinking a Step to Safety Document 
on page 9-40 for details. Alternatively, right-click and select 
Remove Links to Safety Documents from the context menu.

Complete all steps up to 
the selected step in 'silent' 
mode

Click  Use this action to complete all steps up to and includingfile:///C:/
Users/JMEIER/AppData/Local/slack/app-4.10.0/resources/
app.asar/dist/notifications.html# the selected step in ‘silent' 
mode, which means that the system will auto-complete the 
operations without displaying the Look Ahead window. This 
option is only available in Study mode if you select a single row 
that has not already been completed. This is useful if you need to 
get a study session back to a point where you previously left off. 

Alternatively, right-click and choose Complete to Here from the 
context menu.

Show or hide events and 
crews

Click  to show or  

to hide the header

Shows or hides the Events and Crews pane, which displays crew 
and event associations. See Steps Tab Events and Crews Pane on 
page 9-31. 

Show Manual Step 
Addition Form

Click Shows the Manual Step Addition pane, which allows you to add 
steps without using the Control Tool. See Adding Steps Manually 
on page 9-35.

Add a new block header Right-click and choose 
Add New Block Header 
from the context menu, 
then select the block type

Inserts a new block header of the selected type: Isolate, Fault 
Location, Maintenance, Restore, Construction, or Custom. If you 
choose Custom, you are prompted to enter the block header 
name. See Adding a New Block Header for more information. This 
option is disabled if the sheet is in view only mode or the sheet 
state is Completed.

Rename an existing block 
header

Right-click and choose 
Rename Block Header from 
the context menu, then 
select the block type

Rename an existing block header to one of the following types: 
Isolate, Fault Location, Maintenance, Restore, Construction, or 
Custom. If you choose Custom, you are prompted to enter the new 
block header name. See Renaming a Block Header on page 9-38 for 
more information. This option is disabled if the sheet is in view 
only mode or the sheet state is Completed.

Change an instructed date Right-click and choose 
Update Instructed Dates... 
from the context menu.

This option is used to update multiple Instructed Date step fields in 
one operation. When selected, this option will display the Update 
Instructed Date dialog box. From this dialog box you can enter in a 
new Instructed Date for the steps that are currently highlighted in 
the steps list. Any steps that have not been instructed will not be 
updated.

Clear the Planned Date 
field for this step

Right-click and choose 
Clear Planned Date 
from the context menu.

This action is only available if the step has a value in the Planned 
Date column. Click this button to remove the date and leave the 
Planned Date column blank. This option is disabled if the sheet is 
in view only mode or the sheet state is Completed.

Clear the Instructed To 
field for this step

Right-click and choose 
Clear Crews from the 
context menu.

This action is only available if the step has a value in the Instructed 
To column. Click this button to remove the crew and leaves the 
Instructed To column blank. This option is disabled if the sheet is 
in view only mode or the sheet state is Completed.

To perform this action: Comments
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Clear the step's Condition 
Class and Index fields for 
this step.

Right-click and choose 
Clear Condition 
Indexes from the context 
menu.

The action will only happen for steps that are not in a terminal 
state and steps that are not associated to safety documents. Click 
this button to remove the condition class and index associated to 
the step. An error dialog box will be displayed if any of the selected 
steps' condition handles could not be cleared.

Group steps Right-click and choose 
Group Steps from the 
context menu.

Groups the selected steps and draws a bracket around them in the 
Steps list. This allows steps to be completed in or out of order 
within the grouping depending on the switching sheet type. See 
Grouping Steps on page 9-39. This option is disabled if the sheet is 
in view only mode or the sheet state is Completed.

Ungroup steps Right-click and choose 
Ungroup Steps from the 
context menu.

Ungroups the selected steps and revises or removes the group 
bracket. (If you ungroup the third of three steps, the first 2 remain 
grouped.) See Ungrouping Steps on page 9-40. This option is 
disabled if the sheet is in view only mode or the sheet state is 
Completed.

Insert a blank step Right-click and choose 
Insert Blank Step from 
the context menu.

Inserts a new blank step after the currently selected step. This is 
useful for adding comment steps. See Adding Comment Steps on 
page 9-36 for more information. This option is disabled if the sheet 
is in view only mode or the sheet state is Completed.

Mark the location where 
steps should be inserted

Right-click and choose 
Place Step Insertion 
Indicator from the 
context menu.

Designates where newly recorded steps should be added. When 
you choose this option, a visible marker appears. The next 
recorded step is inserted after the marker. Each time you add a 
recorded step, the marker moves down to the newly recorded 
step, so that steps are added in the order in which they were 
recorded. This option is disabled if the sheet is in view only mode 
or the sheet state is Completed. 

Remove step insertion 
indicator

Right-click and choose 
Remove Step Insertion 
Indicator from the context 
menu.

When you click this option, the indicator is removed and any newly 
recorded steps will be added to the end of the steps list. This 
action is only available when the step insertion indicator is 
showing. 

Link to Safety Document Right-click and choose 
Link to Safety 
Document from the 
context menu.

When you click this option, all safety documents associated with 
the switching sheet will be displayed. On selecting any of the safety 
documents in the submenu, the selected safety document will be 
associated to the currently selected step. See Linking and 
Unlinking a Step to Safety Document on page 9-40 for details.

Load the associated safety 
documents

Right-click and choose 
Load Safety 
Documents… from the 
context menu.

If any of the selected steps are associated to a safety document, 
then that document will be loaded for each step. The document 
type and number appear in the Operation column of the step when 
there is an association.

Move the crew symbol to a 
new asset in the Viewer

Right-click and choose 
Move Crew from the 
context menu.

When this option is selected for a step with a crew instruction, the 
crew symbol within the Viewer is moved to the asset specified in 
that step. This feature is only used to move the crew symbol within 
the viewer.

Move a column in the Steps 
list

Click the column heading 
and drag it to the desired 
position.

This allows you to rearrange the order in which columns are 
displayed. For example, if you want each step's status to display in 
the first column, click the Status column header and drag it to the 
left of the Step # column.

To perform this action: Comments
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Steps Tab Events and Crews Pane
The Events and Crews pane provides information on the events and crews associated with 
the sheet. Use the Show Event and Crews ( ) and Hide Events and Crews ( ) buttons 
on the Steps tab toolbar to expand and minimize the pane.

Events List
The Events List lists all events associated with the switching sheet. If you created a 
switching sheet from the Work Agenda Event List, the associated event is automatically 
displayed in the Events list. Use this list to view, add, and remove event associations and to 
view more information about the events. (For more information about associating events 
to switching sheets, see Event Associations on page 9-77.)

The Events List displays the following fields and buttons:

• The Event column displays the number of the associated event. 

• The Association column displays the type of association. The list can have the 
following types of associations and will be listed in the order of Master, Planned, 
Forced, Manual and Canceled. Manual event associations are event associations that 
are added using the Add Event Association button on this window. 

• The # Out column displays the number of customers outaged by this event.

• The Status column displays the status of the event, such as NEW, P-NEW (New Planned 
Event), or W-ASN (Master Switching Event).

• The Asset column displays the name of the asset.

• The Add Event Association button ( ) opens a dialog box that allows you to enter an 
event number to associate with the switching plan. The event number can also be 
populated by selecting an event in the Work Agenda Event List. These events will show 
up as "Manual" associated events within the Events list. See Event Associations on 
page 9-77 for more information.

• The Remove Event Association button ( ) removes the selected event association 
from the switching plan. When an event is linked to a switching sheet step, an error 
dialog box will open indicating this and the removal will be canceled. To remove events 
that have linked steps, the steps have to be moved in order for the event to be 
removed. This option is disabled if the sheet is in view only mode or the sheet state is 
Completed.

• The Event Details... button ( ) displays the Event Details window for the selected 
event.

• The Call... button ( ) displays the Event Details Trouble Info tab for the selected 
event.

• The Highlight in Work Agenda button ( ) selects the event within the Work Agenda 
Event List. 

• The Show in Viewer 1 button ( ) focuses Viewer 1 on the associated asset.

Crews List
The Crews List displays crews that are associated to the switching sheet; they may be 
directly associated using Crews List Select Crew... function or by virtue of being assigned 
or en route to an associated event. If you created a switching sheet from the Work Agenda 
Event List, any crew associations are automatically displayed in the Crews list on the Steps 
tab header. 

The Crews List displays the following information:
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• The Crew ID column contains the crew ID of the crew. 

• The Event column contains the event number the crew is assigned or en route to.

• The Contact column contains the contact name for the crew.

• The Mobile # column contains the contact's mobile phone number.

• The Mobile Carrier field displays the wireless company providing service to the mobile 
phone or radio.

• The Alternate Number field displays an alternate number for the crew.

• The Alternate Number Type field displays the crew's alternate number type (for 
example, home, personal mobile, and so on).

• The Pager # column contains the contact's pager number.

• The Status Date column contains the date and time when the crew was assigned, 
placed en route, or placed onsite to the event. This column is cleared when a crew is 
released from all of its events.The Status column indicates whether the crew is 
assigned or en route to the event shown in the Event # column.

• The Type column contains the crews' type (for example, Trouble).

• The Crew Info button ( ) displays the Crew Info window for the selected crew. This 
button is enabled only if a crew is selected from the list. For more information, see 
Associating Crews on page 9-48.

• The Update ‘Instructed To' in Steps button ( ) updates the Instructed To column 
for the selected steps with this crew's ID. This option is disabled if the sheet is in view 
only mode or the sheet state is Completed. This action will only be applied to steps in 
the Instructed or Completed states. Any selected step in any other state will be 
ignored.

• The Move Crew button ( ) allows you to move a crew to the asset associated with 
the selected step. This button is enabled only when the selected crew is en route or on-
site to the associated event.

• The Select Crew... button ( ) opens the Select Crew dialog box from which you may 
select crews or create contractor (foreign) crews to associate to the switch plan. For 
more information see Assigning Crews to a Switching Sheet on page 9-32.

• The Remove Crew button ( ) removes the selected crew from the table if they were 
added with the Select Crew... ( ) action and are not assigned, en route, or onsite. 

Assigning Crews to a Switching Sheet
The Select Crew dialog box allows you to assign crews to the switching sheet. You may also 
create contractor crews on the Contractors tab. 

Selecting Crews from the System Crews List
To assign a standard (system) crew to the switch sheet

1. Click the Select Crew... button ( ) to open the Select Crew dialog box 

2. On the System Crews tab, select one or more crew rows in the table.

3. Click OK to assign the crews and close the dialog box. 

Note: Click Apply to assign the selected crews without closing the dialog 
box.
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Creating and Assigning Contractor Crews from the Contractor Entry Form
You may add a new contractor crew using the Contractor Entry Form. The created crews are 
assigned to the current sheet and added to the Contractor Crew List from which they may 
be assigned to other switching sheets or safety documents. 

The form contains the following fields:

• Crew ID: the crew name or identifier.

• Contact: the name of the crew contact person.

• Mobile #: the crew's mobile number.

• Mobile Carrier: the wireless company providing service to the mobile phone or radio.

• Alternate #: an alternate number for the crew.

• Alternate Type: the crew's alternate number type (for example, home, personal 
mobile, and so on).

• Pager #: the crew's pager number.

• Type: crew option menu that allows you to choose the crew type.

• Comments: text field for comments. 

Actions

• Create and Assign Crew ( ): assigns the new crew entry to the switching sheet and 
adds them to the contractor crew list; the Select Crew dialog box closes when this 
button is clicked.

• Clear Crew Fields ( ): clears the entry form.

Using the Contractor Crew List
The Contractor Crew List allows you to assign existing contractor crews to the switch sheet 
or populate the Contractor Entry Form to reuse crew data when creating additional 
contractor crews.

Assigning an Existing Contractor Crew
1. Select the crew rows in the Contractor Crew List.

2. Click the Create and Assign Crew button ( ) to assign the crews to the sheet.

Assigning a New Contractor Crew Using Existing Crew Data
To create an additional contractor crew using data from an existing crew, do the following 

1. In the Contractor Crew List, select the row with the desired crew data.

2. Click the Transfer Crew Data button ( ) to copy the data to the Contractor Entry 
Form.

3. Edit the data for the new crew.

4. Click the Create and Assign Crew button ( ) to assign the new crew to the safety 
document and add them to the Contractor Crew List.

Switching Sheet Step States
Switching sheet steps go through stages or states, just like switching sheets. Step states are 
described below:

Note: The status of steps that are executed in Study mode is prefixed with 
a two-character text string. (The default prefix is "ST," but this is 
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configurable during system implementation.) Thus, a step that was 
completed in real-time mode would display the status "Completed," 
while a step completed in Study mode would display "ST Completed."

• No state - No action is associated with the step.

• Instructed - The step was instructed.

• Uninstructed - The instructed step was uninstructed.

• Completed - The step was successfully completed.

• Partially Completed - This state applies only to parent aggregate steps and indicates 
that some but not all child steps were completed. 

• Previously Completed - This state occurs when a step is completed, but the asset was 
already in the desired state. 

• SCADA Pending - This state applies only to actions that the system identifies as SCADA 
actions (that is, actions on telemetry-controlled assets). It indicates that a SCADA 
action was instructed. 

Note: If the system detects that the asset was operated as instructed, the 
step state is then changed from SCADA Pending to Completed. If an error 
or timeout occurs, the step remains in SCADA Pending state. 

• Deleted - The step was deleted from the sheet.

• Aborted - The step was marked as aborted by the user. (A step transitions to this state 
when the user selects the Abort option on the Steps toolbar.)

• Failed - The step was marked as failed by the user. (A step transitions to this state 
when the user selects the Fail option on the Steps toolbar.)Optimization

Note that a terminal action (Complete, Delete, Abort or Fail) must have been taken for each 
of the switching steps before a sheet can be completed.

Adding Recorded Steps to a Switching Sheet
Follow these steps to add recorded steps to a switching sheet using the Viewer and the 
Control Tool.

Notes:

For information about adding steps to an emergency switching sheet, see 
Emergency Switching on page 9-71.

To record safety state transition steps (that is, steps that are associated to 
safety documents), see Adding a Safety State Transition Step on page 
9-88. 

1. Create or open a switching sheet (as described earlier) and display the Steps tab. 

2. Select the step after which you want the recorded steps inserted. Right-click this step, 
then choose Place Step Insertion Indicator from the context menu. By default, steps 
are added to the end of the list.

3. If the Viewer is not displayed, open a Viewer by clicking the Viewer 1 button on the Web 
Workspace toolbar or selecting Viewer 1 from the Tools menu.

4. Verify that Web Switching Management is in Study Mode. 

• To enable Study Mode, click the Switch to Study Mode button on the Steps tab 
toolbar. The status bar should display "Study Mode."

5. Verify that Viewer is in Study Mode. 

• To enable Study Mode, select Study from the Viewer's Options menu.
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6. Verify that recording is enabled. 

• To turn recording on, click the Record button on the toolbar. When recording is 
enabled, the toolbar displays Stop.

7. In the Viewer, search for the asset on which you want to perform an operation.

8. Double-click the asset. The Control Tool opens.

9. Select the action you want to perform. For example, to open an asset, click Operate 
and then select Open from the list of operations. To place a tag on an asset, click Tag 
and then select Place Tag. 

10. If the step involves an asset operation, the Look Ahead window opens. Click Open or 
Close in the Look Ahead window to continue. 

Note: The Look Ahead window informs you of the results of the operation, 
including the creation of parallels and loops, the number of critical 
customers affected, and related abnormal assets and conditions. You may 
be required to view additional tabs, such as View Conditions, before you 
can close the Look Ahead window.

11. Click Exit on the Control Tool dialog box. The asset is updated in the Viewer and a step 
is added to the steps list. The new step is automatically selected.

Adding Steps Manually
The Manual Step Addition form allows you to add steps to a switching sheet without using 
the Control Tool. To add a step manually, complete the following steps:

1. Click the Manual Step Addition button ( ) to display the Manual Step Addition form.

2. Add asset information to the Asset field using one of these methods:

• Select the asset in the Viewer and click the Set Asset ( ) button. The asset field 
will be populated with the asset alias of the selected asset. 

Note: This method is not available to the Switching Request user type.

• Enter a partial asset alias and search for it by clicking the Search ( ) button to 
open the Select Asset dialog box. Select the asset and click OK.

• Enter an asset alias directly. When you tab out of the field, the system will validate 
that the asset; if the asset is not valid, the field will be highlighted to indicate that it 
should be corrected.

Click the Show in Viewer button ( ) to focus the Viewer on the selected asset.

3. Add the Operation. The operation is made up of two fields: a short operation code and 
an operation description. Click in either field and click the Search button ( ) to open 
the Select Operation dialog box, which is filtered to only display operations (and the 
corresponding operation code) valid for the asset type. Select an operation and click 
OK to add the operation or click Cancel to close the dialog box without a selection.

Note: If you know the operation code, you may enter it directly. If the 
operation code is invalid, the background of both fields will be red and 
the second text field will be blank. If the operation code is valid, the 
background of both fields will be white and the second field will display 
the operation description corresponding to the typed in operation code.

4. Click the Add Step button ( ) to add the manual step to the switching steps.
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Adding Comment Steps
You can add comment steps that are not related to a specific asset or operation. To add a 
comment step, select the step after which you want the comment step inserted. Right-click 
this step, then choose Insert Blank Step from the context menu. With the row selected, 
click in the Operation column to enable adding a description of this step; the Details 
column is also available for descriptive text.

Note: You may enter text in the Operation, Details, Address, and/or 
Comments fields. You can also specify Date fields for the step. The other 
fields are populated automatically when you instruct and complete the 
step.

Resetting Operation Text
Operation text that has been manually entered may be reset to its original value by 
following the following steps:

• Right-click to select the row and open the option menu.

• Select Reset Operation Text. The Reset Operation Text dialog box will open to 
confirm that you want to change the Operation text back to its original value.

• Click Yes to reset the value. 

Note: Click No to close the dialog box and leave the Operation text 
unchanged.

Copying and Pasting Steps
You can copy or cut steps and then paste them to another location within the step list or 
into another switching sheet. When you cut steps, they are marked as ‘cut' in the steps list 
and are copied into the clipboard. When you copy steps, they are copied to the clipboard, 
but the original steps are not marked or removed from the list. 

The in-order step execution rules are not enforced when cutting and pasting steps. 
Switching steps that were previously completed can later be cut and pasted into any 
location within the step list. This also pertains to cutting and pasting steps from one sheet 
to another. 

If you cut and paste steps from one sheet to another, the system determines which events 
have associations with these steps and automatically moves the corresponding event/
sheet associations from the old sheet to the new sheet. If you attempt to move some but 
not all of the steps for an event, the system displays a confirmation dialog box indicating 
the affected events. If you confirm the action, then both the old sheet and the new sheet 
will have an association to the affected events. Any step moves that affect event 
associations are recorded in the audit log for tracking purposes.

Follow these steps to use the cut, copy, and paste functions:

1. Select the steps you want to cut or copy. 

2. Click the Copy Steps or Cut Steps button (or right-click the selected steps and choose 
Copy or Cut from the context menu).

3. Select the step after which you want the steps inserted and click the Paste Steps 
button (or right-click the step and choose Paste from the context menu). Any cut steps 
are moved, and copied steps are duplicated.

Note: Once the step has been pasted, the Paste button is no longer 
available and the contents of the clipboard are cleared. 
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Creating Go-Back Steps
When you are creating a switching sheet in Study Mode, you can automatically generate a 
sequence of switching steps to "go-back" to the original state. The Go-Back feature creates 
a new sequence of steps that reverses the existing sequence. For example, assume that 
Step 1 involves opening an asset. If you select this step and choose Copy as Go-Backs, the 
system creates a step to close that asset and copies the step to the clipboard. You can then 
paste the step in the appropriate location in the step list.

To create go-back steps for one or more steps, do the following:

1. Select the step or the range of steps you want to create reverse actions for. 

2. Click the Copy As Go-Backs button (or choose Copy as Go-Backs from the context 
menu). Go-Back versions of the selected steps are copied to the clipboard.

Note: If you selected one or more steps that are part of an aggregate step, 
all steps within the aggregate are automatically selected and copied as 
go-back steps. (An aggregate step is an operation, such as Open and Tag, 
that comprises two or more sub-steps, numbered a through z.)

3. Select the step after which you want the go-back steps inserted and click the Paste 
Steps toolbar button (or choose Paste from the context menu). The steps are pasted 
after the selected step.

Working with Blocks
Blocks are used to organize steps based on stages of execution. A block is a series of 
contiguous steps that can include both single (ungrouped) steps and groups of steps. Note 
the following when working with blocks:

• When you create a new sheet, the system creates an empty block named "Default." 
When you add steps, they are added to this block by default. You can delete this block 
and create a new top-level block if you wish. 

• The system provides several pre-configured block headers (Isolate, Maintenance, 
Restore, and Construction); or you can create a custom header. The header is simply 
the block name that is displayed in the Steps list.

• To expand a block and display its steps, click the + symbol to the left of the block name. 
To collapse a block and hide its steps, click the - symbol.

• All steps within a block must be completed before a step within another block can be 
completed, unless the block names are the same and the blocks are adjacent (not 
separated by any blocks of different names). See the Parallel Step Execution on page 
9-38 for more information about parallel execution of block steps.

Adding a New Block Header
To add a new block header to the steps list:

1. From the Steps tab, right-click the step after which you want to insert a block. An 
option menu appears.

2. Select Add New Block Header, then select a block header type: Isolate, Fault Location, 
Maintenance, Restore, Construction, or Custom. 

Notes: 

• If you choose Custom, you are prompted to enter the block header name. 

• If the only step row in the steps list is the Default block header row and you 
add a new block header, then the Default block header row will be replaced 
with the newly added block header row. This is only the case if there are no 
other steps in the switching sheet.
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A new block header row is added to the steps list. 

Renaming a Block Header
To rename a block header in the steps list:

1. From the Steps tab, right-click the block step that you want to rename. An option menu 
appears.

2. Select Rename Block Header, then select a block header type: Isolate, Fault Location, 
Maintenance, Restore, Construction, or Custom. 

Note: If you choose Custom, you are prompted to enter a new block 
header name. 

The selected block header row is renamed. 

Understanding Alerts When Interdependent Blocks are Modified
Switching sheets can be configured to have different block types that are interdependent 
with one block type being defined as primary and another block type defined as secondary. 
For example, in the product configuration, Isolate is defined as a primary block type and 
Restore is its secondary block type. When a sheet is being transitioned to a new state (for 
example, going from New to Prepared), the system checks to see if the primary block was 
modified after its secondary block was modified.

Note: Modifications could include actions such as adding, deleting, 
editing (by changing field data), or moving steps. The fields that are 
checked for modifications can be configured.

If a primary block was modified after a secondary block, the system will warn you that the 
primary block was edited after the last saved edit to the secondary block. If you click OK, 
the sheet will transition states; if you click Cancel, the state transition will not occur and 
you can review and edit the secondary block steps, as necessary.

Example
You have a new sheet with an Isolate primary block and its corresponding Restore 
secondary block. You have created steps to isolate and restore (using Copy as Go-Backs). 
You save the sheet. You add a tag in the isolate block, save the sheet, select the Tracking/
Audit Log tab, and click Prepared. The dialog box will tell you that you modified the isolate 
block after saving the restore block. Click Cancel and add the corresponding remove tag in 
the restore block. Save the sheet. You can now transition the sheet to Prepared without 
being warned.

Parallel Step Execution
Parallel execution allows an operator to direct one crew through a set of steps in one block 
and another crew through a set of steps in another block. This provides the operator more 
flexibility when executing switching steps and more closely correlates with their actual 
business process.

Blocks of steps with the same block names can be executed in parallel when in order step 
execution rules are enabled (see Step Order Execution Rules on page 9-41 for details). The 
blocks must be sequentially listed and cannot be separated by different blocks of steps. For 
example, parallel execution is allowed when blocks are ordered (for example, Isolate, 
Isolate, Restore, Restore); parallel execution is not allowed if blocks are separated by 
different block names, such as Isolate, Restore, Isolate, Restore. 

When executing switching steps, the system checks to see if the previous block step has the 
same name as the current block step. If it does, the system ignores any incomplete steps 
within these blocks, but requires that you complete the steps within each block in order. If 
steps are grouped within a block, normal grouping rules apply (see Grouping and 
Ungrouping Steps on page 9-39). 
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The example that follows describes how you might create and execute a plan using parallel 
step execution:

1. Create a Planned switching sheet. 

2. From the Steps list, right-click on the Default block step. Select Add New Block Header 
and then select the Isolate option. 

3. Record one or more steps into the Isolate block for a single pressure zone.

4. Add another Isolate block at the end of the first block. 

5. Record one or more steps into the second Isolate block for a different pressure zone.

6. Create two Restore blocks after the second Isolate block.

7. Create go-back steps for the first of the Isolate blocks. Paste the go-back steps into the 
first Restore block.

8. Repeat the previous steps to create and paste go-back steps into the second Restore 
block. 

9. In Study mode, complete the first step in the first Isolate block. The step is completed.

10. Complete the first step in the second Isolate block. The step is completed.

11. Continue executing steps in parallel for both Isolate blocks and then both Restore 
blocks. 

Note: Parallel execution is not required in this situation; it is simply 
available as an option.

Grouping and Ungrouping Steps
Step grouping allows a sheet type to enforce in or out of order step execution rules for the 
steps that are grouped. For Product configured switching sheets, grouped steps exhibit the 
opposite execution rules that non-grouped steps have. If non-grouped steps can be 
executed out of order, then the grouped steps have to be executed in order; the opposite is 
true as well. For more information on how these rules are configured for each sheet type, 
see Step Order Execution Rules on page 9-41.

The following rules apply when grouping and ungrouping steps:

• Step groupings cannot cross over Block boundaries. 

• Step groupings can be removed and altered (ungrouping and regrouping) at any time. 
Note that this may impact which steps can be completed next based on step 
completion rules.

This section includes the following topics:

• Grouping Steps

• Ungrouping Steps

• Adding Steps to an Existing Group

• Grouping Aggregate Steps

Grouping Steps
To group steps:

1. Select two or more contiguous steps. Remember that the grouping cannot cross Block 
boundaries.

2. Right-click and select Group Steps from the context menu. A blue bracket appears in 
the step number column to visually indicate the newly formed grouping, as shown in 
the following figure:
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Note: Groups cannot span more than one block. If you attempt to group 
steps that span two or more blocks, the system will create separate 
groups within each block. 

Ungrouping Steps
You can ungroup some or all steps in a group. To ungroup steps:

1. Select one or more steps that are currently part of a group.

2. Click the right mouse button and select Ungroup Steps from the context menu. 

The bracket is removed (if all steps were ungrouped) or redrawn to indicate the steps 
that remain grouped. If the selected steps were in the middle of a grouping, then two 
new groups are created, and the middle steps are no longer grouped. 

Adding Steps to an Existing Group
You can add one or more steps to an existing group as follows: 

1. Select the steps you want to add and include at least one step from the existing group. 

2. Click the right mouse button and select Group Steps. 

The selected steps that were previously ungrouped are added to the existing group. 

Grouping Aggregate Steps
An aggregate step is an operation, such as Open and Tag, that comprises two or more sub-
steps (numbered a through z). An aggregate step is treated as a single step when grouping 
and ungrouping steps:

• If you add any sub-step of an aggregate step to a group, then all sub-steps are added to 
the group.

• If you ungroup any sub-step, then all sub-steps are removed from the group. 

Linking and Unlinking a Step to Safety Document

Linking Step(s) to a Safety Document
To link a step to safety document:

1. From the Steps tab, right-click to select the step that you want to associate with a 
safety document.

2. From the context menu, select Link to Safety Document and then select a safety 
document type from the list.

3. The step will be updated to indicate that it is linked to the selected safety 
document. The associated asset will be displayed in the Tag Points list of the 
selected safety document if the step action is part of the safety document's asset 
list filter. For instance, with the Product configuration, it is possible to link an Open 
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step to a safety document. This linking will not cause the associated asset to show 
up in the safety document's Tag Points list. This linking has no functional purpose 
and is just there to allow the actions to be grouped with a particular safety 
document.

Note: 

• If the selected step is already associated to a safety document, an error dialog 
box will be displayed that indicates which safety document the step is 
associated to.

• If the selected step type is not configured for the safety document type, then 
an error dialog box will be displayed indicating the highlighted step number is 
not valid for linking to the safety document type.

For a list of step types to valid safety document types, see Mapping Step Types 
to Safety Document Types on page 9-80.

• To link a safety document to multiple steps, select the steps from the steps list 
and follow the procedure above.

Removing Links Between Switching Sheet Steps and Safety Documents
1. From the Steps tab, right-click to select the step(s) that you want to remove a link 

to a safety document.

2. From the context menu, select Remove Links to Safety Documents. The step(s) 
will be updated to indicate that they are no longer linked to the safety document 
and the assets will also be removed from the safety document's Tag Points list.

Note: For safety documents that have been issued in real-time, the asset 
will be marked for removal, but the reference to the document will not be 
removed from the step. If the step was linked to the safety document 
when it was issued in real-time, then that linking cannot be broken from 
the step.

Step Order Execution Rules
Each of the switching sheet types have step execution rules that either require all the steps 
to be executed in order or executed out of order. Step grouping has been setup in each of 
the sheet types, except Outage Correction, to allow step executions to work in the opposite 
way of non-grouped steps (see Grouping and Ungrouping Steps on page 9-39). Outage 
Correction requires that the steps be validated in order, so out of order execution is not 
available for that sheet type.

When in-order execution rules are turned on, then the steps have to be instructed, 
executed, aborted or failed in the order that they are listed in the switching steps list. You 
cannot complete step 2 before step 1 has been completed, aborted, or failed. When out of 
order execution rules are turned on, then any step in a non-terminal state can be 
completed, aborted or failed at any time.

Each switching sheet type is configured with different rules for whether steps can be 
executed in or out of order normally and then also whether steps can be executed in or out 
of order when the steps are part of a grouping. The table below describes how each sheet 
type is configured.

Sheet Type Execution Rule Group Execution Rule

Planned Steps have to be executed in order. Grouped steps can be executed out 
of order.
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Editing Existing Steps
You can rearrange, add, and delete switching steps using options found on the Steps 
toolbar or from the Steps context menu. 

Notes on editing steps:

• You cannot edit steps while the switching sheet is in the Completed state. You 
will need to transition the switching sheet to the Rework state to edit the steps 
after the sheet has been completed. 

• Some fields on the switching sheet are not editable after a plan has 
transitioned to a certain set of states. For example, the Instructed Date and 
Completed Date fields cannot be updated after the step has reached a 
terminal state (completed, aborted, or failed). Exceptions to this rule apply 
when the switching sheet is in the Rework state.

• Tabbing out of a cell can only be accomplished if the cell is not set up for word 
wrapping. 

• The Operation, Details, and Comments columns are configured for word 
wrapping. Word wrapping means the cell height will grow if the text in the field 
is too long to be displayed within the confines of the cell width.

To edit switching steps, complete these steps:

1. Open the switching sheet and check the status bar to make sure that the switching 
sheet is in edit mode.

2. Click on the Steps tab. 

3. Edit steps as follows:

• To edit the fields in a step, select the row and click in the Operation (for comment 
or non-operational steps only), Details, Planned Date, Instructed Date, Completed 
Date, Comments or Address field and change the text. 

• To insert a blank step, place your cursor in the row after which you want to insert 
the step and select the right-click Insert Blank Step option.

• To insert a recorded step, select the right-click Place Step Insertion Indicator 
option and then perform the action in the Viewer. Steps are inserted after the step 
that currently has the indicator. To record steps at the end of the steps list, remove 
the step insertion indicator first.

• To delete a step, select the row for the step you want to delete and click the Delete 
button. Attempting to delete a step that is in a terminal state will produce an error 
dialog indicating that the step cannot be deleted.

• To rearrange steps, cut and paste the steps to the desired location. 

• You can cut, copy and paste steps from one plan to another. The ability to cut, 
copy or paste is governed by the sensitivity of the edit options. (The options are 
disabled if the edit operation is not allowed.)

Emergency Steps can be executed out of order. Grouped steps have to be executed 
in order.

Template Steps have to be executed in order. Grouped steps can be executed out 
of order.

Outage Correction Steps have to be executed in order. Grouping of steps is not available.

Sheet Type Execution Rule Group Execution Rule
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4. Save the switching sheet by selecting Save Sheet from the File menu. 

Finding and Replacing an Asset in the Steps
The Asset tab of the Find and Replace dialog box allows you to find and replace 
occurrences of an asset in the switching steps. This is helpful for finding an asset in a 
switching sheet that has many steps. You can also use this function if you are reviewing a 
switching sheet and find that the wrong asset was entered in a number of places. 

To find occurrences of an asset within the Steps list, complete these steps:

1. Open the switching sheet. 

2. Click on the Steps tab. 

3. (Optional) Select a step with a valid asset name within the Steps list.

4. Click the Find and Replace... button on the Steps tab toolbar. The Find and Replace 
dialog box opens. 

5. Click the Asset tab, if not already selected. The Find field displays the selected step's 
asset alias, if an optional step selection was made before displaying the Find and 
Replace dialog box. Otherwise, enter an asset ID in the Find field. 

6. Click the Find Next button to navigate through the list of steps, highlighting each 
occurrence of that asset.

To replace an asset, complete these steps:

1. Open the switching sheet.

2. Click on the Steps tab.

3. (Optional) Select a step with an asset that you wish to replace. 

4. Click the Find and Replace... button on the Steps tab toolbar. The Find and Replace 
dialog box opens. If an asset ID was not preselected above, enter an asset ID in the Find 
field.

5. Select an asset from the Viewer. The Replace With field is populated with the asset 
alias. 

6. Click Replace. 

Notes: 

• If you attempt to replace an asset for a step when the step action is not valid 
for the newly selected asset, then you will receive a Step Edit Failed error 
message indicating that the action is not valid for the asset type selected. You 
either need to select an asset that is valid for the current step action or use a 
delete and insert operation to get the step replaced.

• If you are replacing an asset association on a step that has had its Operation 
text modified, a Reset Operation Text dialog box will open asking you if you 
want to reset the operation text. You will have three options:

• Click Reset to reset the text; 

• Click Continue to keep the manually entered Operation text.

• Click Cancel to cancel the asset replace.

For more information, see Resetting Operation Text on page 9-36. 

Finding and Replacing Text in the Steps
The Text tab of the Find and Replace dialog box allows you to find and replace occurrences 
of text in editable fields within the switching steps. 
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Note: Not all editable fields allow Find and Replace; the project 
configuration determines what fields are editable. Base Product 
configuration allows you to find text in the step fields Operation, Asset, 
Details, Executed By, Instructed by, Instructed To, Address and 
Comments. However, you can only replace text in the editable fields 
Details, Address and Comments. 

To find occurrences of an asset within the Steps list, complete these steps:

1. Open the switching sheet. 

2. Click on the Steps tab. 

3. Click the Find and Replace... button on the Steps tab toolbar. The Find and Replace 
dialog box opens.

4. Click the Text tab, if not already selected. 

5. Enter the search term in the Find field. 

6. Click the Find Next button to navigate through the list of steps, highlighting each 
occurrence of the entered search term.

7. To replace an instance of the search term, enter the replacement text in the Replace 
with field and click Replace. Repeat as necessary.

Note: If you attempt to replace text in a non-editable field, a message will 
notify you that it cannot be replaced.

Changing Start Date
The Change Start Date? dialog box appears when you edit the Completed Date of a step 
that is part of a partial restoration. The outage start times for the related events are not 
updated. The system does not have enough information to decide which steps should be 
updated without input.

The dialog box allows to select related steps that should also have their outage start time 
modified. Click OK to change execution time or click Cancel to abort the change.

Focusing on an Asset in a Step
When reviewing a switching sheet, you can focus on an asset in the Viewer window to better 
understand the conditions present in the area of the asset. To focus the Viewer window on 
the asset in a switching step, select a step on the Steps tab and then select the Focus 
button ( ) on the Steps tab toolbar. The Viewer loads the appropriate map and focuses 
on the asset. The Focus button can also be used to focus the viewer on a group of assets. To 
focus the Viewer window on multiple assets, highlight multiple steps with different assets 
and click the Focus button. The Viewer will load the appropriate maps and highlights each 
asset in the viewer.
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Example Return to Nominal Scenarios
The following scenarios shows using Return to 
Nominal for switching actions on the diagram to the 
right..

Example 1
Simple load balance planned switching action.

1. The user creates a Planned Switching sheet to 
move load from one pressure zone to another:

• Open B -- make a parallel

• Close A -- break a parallel

• Open D -- make a parallel

• Close C -- break a parallel

2. The user switches to Real Time mode and 
executes the steps.

3. The user clicks the  button to generate Return to Nominal steps.

4. The switching plan will add the following new steps to the bottom of the plan, in a new 
Return To Nominal block:

• Open C -- make a parallel

• Close D -- break a parallel

• Open A -- make a parallel

• Close B -- break a parallel

Reviewing a Switching Sheet in Study Mode
You can review the actions of a switching sheet in a Viewer window. With the Viewer and the 
switching sheet in Study Mode, you can complete steps by selecting a step and clicking the 
Complete button on the Steps tab toolbar. 

As the steps are completed, each one takes effect in the Viewer window and the words "ST 
Completed" appear in the Status column in the steps section. Steps are completed starting 
with the first step and continuing sequentially; however, it is possible to complete steps out 
of order based on the type of switching sheet and whether the step is in a step grouping or 
not. (See Step Order Execution Rules on page 9-41 for more information.)

The Look Ahead window informs you of the results of the operation, including the creation 
of parallels and loops, the number of critical customers affected, and related abnormal 
assets and conditions.

Replaying Steps
You can replay steps in the Viewer window, allowing you to experiment with and make 
changes to a switching sheet. You can then add and delete switching steps and then select 
one of the three Reset Study Session options (see Reset study session and clear the 
status of the steps on page 9-27 for more information). After resetting your study session, 
you will be able to go through the steps again using the Complete button. 

Implementing a Planned Switching Sheet
Once you have created, studied, and approved a switching sheet, you can implement the 
plan. Implementing involves the following steps:
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• Scheduling a Planned Master Event

• Issuing a Switching Sheet (includes associating a crew and printing the sheet)

• Instructing and Completing Switching Sheet Steps 

Scheduling a Planned Master Event
In order to schedule planned switching, you must have entries within the Start Date and 
Finish Date (ERT) fields on the Request tab. Note that if a Planned Event is partially 
restored, then the ERT is determined by taking the latest date from the restoration steps 
Planned Date values (see Planned Date on page 9-23). If only one of the restoration steps 
has a Planned Date value, then that value is used even if it is the first step to restore 
customers. The ERT of the Master event is only used when none of the restoration steps 
have Planned Date values.

Note: The calculated ERT is determined by using the Impacted Customer 
list, which must be generated for the functionality to work. If the list is not 
generated, then the ERT of the Master Event is used. 

An optional asset alias can also be specified within the Asset field on the Request tab. 
Specifying an asset will cause the planned Master Event to conform to the regular zone 
authority rules. If you do not have authority over the zone that the asset resides in, then you 
will not see the planned Master Event that will be created when the switching sheet is 
scheduled. 

To schedule a planned Master Event, complete these steps:

1. On the Request tab, fill in future dates and times within the Start Date and Finish Date 
entry fields.

2. To associate a particular asset and control zone, select the asset within the Viewer and 
click the Link Asset button on the Request tab. If an asset is not specified, then the 
Master Event will fall into the FUZZY control zone.

3. On the Tracking/Audit Log tab, click the button for the Schedule state. (If the Schedule 
button is not displayed, click through the available sheet state buttons until the 
Schedule button appears.) You can add a comment to each state transition if you wish.

At this point, a new planned Master Event has been created and associated to the 
switching sheet. This new event appears in the Events list as a Master Event. You can 
display the Event Details for the event from either the Work Agenda Events List or the 
Step tab's Events list. 

Note 

• The Event Details display is different for planned and Master events than for 
spontaneous outage events. For instance, you cannot update the ERT for a 
Master event from Event Details. That has to be done from the associated 
switching sheet's Request tab. For Planned events, the Event Details Event 
Began and Event Restored dates are populated through the Completed Date 
of the associated step in the Planned switching sheet. The Open step's 
Completed Date will be used for the Event Began time and the Close step's 
Completed Date will be used for the Event Restored date.

Updating the ERT in Event Details
You can update the ERT for an event to match the date and time specified in the Finish 
Date field on the Request tab. The new date will be visible in Event Details the next time 
you load the event. To update the ERT, complete these steps:

1. Select Switching… from the Actions menu in the Event Details window. The 
associated switching sheet is loaded and the steps are displayed. 

2. Select the Request tab and enter in a new Finish Date (ERT) date and time.
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3. Select the Update ERT button, which is displayed next to the Finish date and time 
entry fields. The Estimated Restoration Time (ERT) is changed for the associated 
Master Event within the Work Agenda Events List. The new date is displayed in the 
Event Details the next time it is loaded for that event.

Note: This option is only available after the sheet has been scheduled. 
This button is displayed next to both the Finish Date and Alt. Finish Date 
fields. The button is grayed if no date has been entered yet for the field.
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Issuing a Switching Sheet
Once you have scheduled the plan, you should associate crews to the planned Master Event 
and then issue the switching sheet to the crew. 

Associating Crews
1. On the Tracking/Audit Log tab, verify that the switching sheet is in Scheduled state.

2. Find the Master Event for a planned switching sheet. (Right-click on the Master Event 
within the Steps tab Events list and click the Highlight in Work Agenda toolbar 
button.)

3. From the Work Agenda Events List, select the event. (Even though the event is 
highlighted, you must click on the event in the Work Agenda Events List in order to 
assign and dispatch crews to events.)

4. From the Crew Actions list, select the crew and then click the appropriate option on 
the Actions menu: Assign or En Route. The Crew is listed in the Crew List on the Steps 
tab header, and the selected status is shown. 

Releasing Crews from an Event
To release one or more crews from an event, select the master event in the Work Agenda 
and select Release Crews... from the Actions menu. The Release Crews window opens 
with a list of all crews assigned to the selected event. One or more crews may be selected:

• Click on a crew name to select one crew.

• Click, hold, and drag to select multiple adjacent crews.

• Control-click to select multiple non-adjacent crews.

Once the crews have been selected, click Release to release the crews from the event. The 
Release Crews window will close, the crew will no longer be associated with the event, and 
the crew symbology will disappear from the Viewer.

Pre-Assigning Steps to Crews (Optional)
You can pre-assign steps to crews before issuing the switching sheet. With pre-assigned 
switching steps, the crew is automatically highlighted in the Crew List as the steps are 
instructed and/or completed. To pre-assign steps to a crew, select the appropriate steps 
and then select the crew from the Crew List found on the Steps tab. (To select all the steps, 
select a single step and then press Control-A.) The Instructed To field for the selected steps 
is updated with the crew''s ID. 

Note: To clear (deselect) crew step assignments, select all the steps 
again, then press the Control key and click the crew in the Crew List. The 
Instructed To column is cleared for all steps that have not been 
instructed, aborted, failed or completed. Alternatively, right-click the 
selected steps and choose Clear Crews from the context menu or select 
the option from the Actions menu.

The plan is now ready for the crews to work the steps. 

Note: To pre-assign each step to multiple crews, simply select more than 
one crew in the Crew List before selecting your steps.

Changing the Sheet State to Issued
When the plan is issued to the crew, change the sheet state to Issued on the Tracking/
Audit Log tab. The sheet can now be printed (see the following section) and handed to the 
crew or sent via email, depending on how your crew assignments are handled.
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Adding and Removing Event Associations
Click the Add Event Association button ( ) in the Steps tab header to associate an event 
with the switching plan. You can enter the event number or select an event in the Work 
Agenda Event List. The event will show up as a "Manual" associated event within the Events 
list. 

Click the Remove Event Association button ( ) to remove an event association from the 
switching plan. 

See Event Associations on page 9-77 for more information. 

Printing the Switching Sheet
To print the switching sheet:

1. Select Print... from the File menu (or click the Print ( ) button on the main toolbar). 

2. Select each section of the switching sheet you want to print:

• Request

• Events and Crews

• Switching Steps

• Impacted Customer List

• External Documents

• Safety Documents

• Audit Log

3. Select the format for the print-out:

• PDF

• HTML

• RTF

• XML

4. Verify that your printer is selected and click Print.

Instructing and Completing Switching Sheet Steps
Once you have scheduled and issued a switching sheet, you are ready to instruct and 
complete the switching sheet steps. Instructing a step indicates that you have provided the 
step information to the individual performing the switching actions in the field. 

Overview
Note the following key information about instructing and completing steps:

• Instructing steps is only permitted in real-time mode. 

• In order to begin instructing switching sheet steps, the sheet has to be Issued first. The 
Instruct and Complete buttons become enabled in real-time mode when the plan 
reaches the Issued state. 

• The order that steps can be instructed depends on the type of sheet the steps are 
found in and whether the steps are part of a step grouping or not. (See Step Order 
Execution Rules on page 9-41.)

• Steps are not required to be instructed before being completed. It is up to you to 
decide if the step should be instructed first. 
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• To complete a switching step, the switching sheet must be in real-time mode. (You can 
complete steps in Study Mode, but these actions do not affect the real-time data 
model.) 

• Although a Viewer window does not need to be open to complete switching steps, it is 
helpful to view the step actions in a Viewer window. The Viewer must be in real-time 
mode as well.

• For steps involving asset operations, you must have authority over the zone where 
switching operations will take place, or the system will not allow you to complete the 
switching steps.

• If you attempt to operate an asset to its current state, such as closing an asset that is 
already closed, a dialog box informs you that the asset is already in its desired state. 
You can continue or cancel the operation. If you continue, the system marks the step as 
completed or instructed (depending on your action). If you cancel, no action is taken.

Instructing and Completing Steps
To instruct and complete steps:

1. Verify that the switching sheet and the Viewer are in real-time mode. 

2. On the Tracking/Audit Log tab, verify that the status of the sheet is Issued, In Progress, 
or Hold/Pending. 

Instructing the Step
3. Select the step you want to instruct. 

4. If a crew was assigned to the switching plan and was not pre-assigned to any steps, 
then select the crew from the Crews List in the Steps tab header. (See the previous 
sections for instructions on associating crews to switching sheets and pre-assigning 
steps.)

Note: Automatic crew list selection is based on the crew specified in the 
Instructed To field of the selected step. If the step does not display a crew 
in this field, then no crew will be selected in the Crews List.

5. When you give the instruction to the crew, click the Instruct button on the Steps tab 
toolbar. 

6. If the step involves an asset operation, the Look Ahead window opens. Click Open or 
Close in the Look Ahead window to continue with the step. (You may be required to 
view conditions associated with the operation before you can perform the operation.)

The status of the step changes to Instructed. The Instructed To column is populated 
with the assigned crew''s ID, and the Instructed Date column is populated with the 
current date/time. An Instructed symbol appears on the asset in the Viewer. 

If the step involves issuing a safety document to one or more crews, then the list of 
crews in the step''s Instructed To field will be used to populate the Assigned Crews 
list within the safety document when the step is completed.

Notes on SCADA Actions

• If the step involves actions on a SCADA control, a confirmation dialog box 
displays the following text: "Do you wish to send this request to SCADA?" If 
you click Yes, the step is instructed to SCADA, the request is sent to SCADA, 
and the status of the step is set to SCADA Pending. If you click No, the request 
is not sent to SCADA and the step is set to SCADA Pending (it will wait for 
telemetry in order to complete the step). This may be the case if a crew were 
instructed to perform the operation instead of a SCADA system. If you click 
Cancel Action, the operation is canceled.
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• If the SCADA interface reports that the asset was indeed opened, the step 
status is then updated to Completed. The switch opens in the Viewer and the 
instruct condition disappears. 

• If you select the Complete button before receiving information from SCADA, a 
confirmation dialog box displays the following text: "SCADA telemetry only for 
selected asset. Submit a manual entry?" If you click Yes, the status of the step 
is set to Completed, and the switch opens with status of M (for MANUAL entry) 
in the Viewer. If the SCADA interface reports that the asset was indeed opened, 
the MANUAL indicator disappears. If you click No, the action is canceled.

For more information about SCADA, see SCADA Extensions on page 8-1.

Notes on the Look Ahead and its Errors and Warnings

When instructing a step, the Look Ahead and its associated errors and 
warnings display data as if the other instructed steps in the sheet were 
already completed. This allows you to instruct multiple steps, including 
go-backs of previous steps, without receiving errors about missing tags, 
incorrect statuses, and so on. This will also give you the correct customer 
count as if the other instructed steps were already executed.

This considers all instructed steps in the current sheet only and applies 
them to the model in the order that they were instructed (using the 
Instructed Date field.)

Completing the Step
7. After the crew reports that the step is complete, select the step and click Complete. 

The Status is updated to Completed. The Completed Date column is populated and the 
asset status is updated in the Viewer window. If customers are impacted, then a new 
planned outage event is placed upon the asset as well. This event will also appear in 
the Events list on the Steps tab header.

8. If the step is a safety state transition step, then selecting Complete will cause the 
safety document dialog box to be displayed. Verify that the information on the safety 
document is correct and click the Execute button at the bottom of the display to 
complete the action. (For more information, see Executing Safety State Transition 
Steps. 

Note: All safety documents must be completed before you can complete 
the switching sheet. Also, in order to complete an Issue Safety State 
transition step, a crew must be specified in the Assigned Crews list. You 
can specify a crew by doing one of the following:

• Select one or more crews within the Crew List on the Steps tab. Use these 
selections to populate the Instructed To field of the safety state transition 
step. Upon completing the step, the crews listed in the Instruct To field will 
also be listed in the safety document''s Assigned Crews list.

• Click the Select Crews... button ( ) found above the Assigned Crews list on 
the safety document and use the Select Safety Crew dialog box to populate 
the Assigned Crews list.

9. Repeat steps 3-8 for each switching step you want to instruct and complete.

Recording Additional Steps in Real Time
10. Additional steps may be added to the switching sheet in real time when it is in the 

‘Issued'' state. Click the record button and proceed to record the actions as issued.
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Completing the Switching Sheet
11. When all steps have been completed, click the Tracking/Audit Log tab and set the 

sheet state to Completed by clicking Complete. The Confirm State Transition dialog 
box will open; click Yes to confirm the completion or click No to close the dialog box 
without completing the sheet. The Finish Date may be updated, if necessary.

• Optional: add a comment in the text field to the right of the Complete button.

If any associated event has not been restored or if any safety document has not been 
completed, an error message is displayed indicating that the sheet cannot be 
completed.

Once the sheet is in the Completed state, any planned outage events are completed 
along with the planned master event. Any crews assigned or en route to the events are 
released as well.

Note: Once all the steps in a switching sheet are complete, the plan itself 
is considered complete. Setting the sheet state to Completed "locks" the 
switching sheet so that no further modifications may take place while it is 
in this state.

Moving a Crew
Crews are automatically relocated as steps are instructed to them. As steps are completed, 
crews are moved to the appropriate asset based on the remaining instructed and non-
complete switching steps. If all steps have been completed, the crew is moved back to the 
master asset or the previously operated asset, depending on the configuration. (If 
configured to go back to the master asset and one is not given, then the crew disappears 
from the Viewer.)

You can manually move a crew to the asset associated to the selected switching step. This 
option is available only if the step is instructed and has been instructed to a crew. This 
option allows you to move a crew to a different asset when multiple steps have been 
instructed to a crew.

To move a crew to an asset, follow these steps:

1. Associate the crew to the planned switching sheet as described in Associating Crews. 

2. Transition the sheet to the Issued state, if it is not already.

3. Select the crew within the Crew List on the Steps tab header. 

4. Instruct all steps in the sheet. Note that within the viewer, the crew initially moves from 
master asset to the first instructed asset and then to the next.

5. From the Steps tab, select an instructed step, right-click, and select Move Crew from 
the context menu. The crew moves to the asset associated to the selected step.

Working with Switching Sheet Versions
Switching sheets use a version control mechanism in order to keep operators and crews 
consistent with regards to which switching sheet they are viewing. The switching sheet as a 
whole has a version number, and steps can also have version numbers. 

Each switching sheet version will go through a set of states.

• Editing: The current version of the sheet is being edited.

• Checked In: The current version of the sheet has been checked in. Any updates to the 
sheet other than instructing and completing steps will cause a new version to be 
created and that version will be in the Editing state.
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The following describes how sheet version control works and presents examples of how the 
version and editing mode change as actions are taken on a switching sheet.

• When you first start a sheet, the sheet version is 1. The sheet's version number and 
editing state are displayed in the Status Bar at the bottom of the switching sheet. The 
new sheet's version is considered to be in an Editing state until it is checked in. 

• When the sheet transitions to Issued state or whenever a switching step is instructed or 
completed in real-time mode, the system automatically checks in the current version 
of the switching sheet, but the version number is not incremented until you make 
changes, which will create a new version.

• If you make switching step changes after the sheet has been checked in or change any 
field in the sheet, the system automatically creates a new version and increments the 
sheet's version number. 

Note: Your system's configuration determines which fields trigger a 
version change when edited. By default, a new version is created when 
any field is changed.

• You can manually check in changes at any time. This creates a saved version of the 
sheet that you can refer back to later. It also makes the checked-in version available to 
other users who view the sheet. The Check In button is displayed in the sheet's toolbar; 
when you click the button, the current version is checked in, and the Check In button 
changes to Create New Version. 

Action Resulting Version and Editing Mode

Initial sheet is created Version: 1 (Editing)

Action Resulting Version and Editing Mode

Sheet transitions to Issued State, 
triggering automatic check-in

Version: 1 (Checked In)

Action Resulting Version and Editing Mode

Steps are added, triggering version 
update

Version: 2 (Editing)

Action Resulting Version and Editing Mode

User manually checks in version, 
using Check In Version option

Version: 2 (Checked In)
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• You can manually increment a sheet's version after the sheet has been checked in 
using the Create New Version button. When you manually increment the version, the 
system creates a new version of the sheet and places that version into an Editing state. 

• You cannot make changes to a switching sheet while it is in the Completed state. Once 
a sheet is completed, it will be placed into view-only mode. Further corrections can be 
applied to the Completed switching sheet by transitioning it to the Rework state. See 
Rework on page 9-19 for more details. 

Step Versioning
Steps also have version numbers. The step version number is the version number of the 
sheet when the step was added. A step's version number is displayed on the Steps tab to 
the right of the step number. 

• If you add steps to a checked-in switching sheet, the sheet version is automatically 
incremented and the newly added steps are associated to this new sheet version 
number. This allows you to easily distinguish between steps that were previously 
issued to a crew and newly added steps.

• To see the differences between the current version and a previous version, open the 
version drop-down list on the status bar, then select the version to compare against.

When you select a version, the Step # column uses outline numbering (1.1, 1.2) to 
identify steps that were added since the previous version. 

If you delete a step when the switching sheet version is checked-in or when an earlier 
version of the step exists, then the step is removed from the current version. If you view 
a previous version in which the step existed, the deleted step is indicated with 
strikethrough text and is shaded red. 

Viewing Impacted Customers
The Impacted Customers tab displays a list of all customers affected by the switching step 
operations. It also shows the total number of customers in the interrupted, isolated, and 
restored states:

• Interrupted: customer had supply at the start of the switching operation, lost supply 
(at some point) during the operation, and had supply again at the end of the operation.

• Isolated: customer had supply at the beginning of the operation and had no supply at 
the end of the operation.

Action Resulting Version and Editing Mode

User manually increments version 
using the Create New Version option

Version: 3 (Editing)
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• Restored: customers who were without supply during the operation and had supply at 
the end of the operation.

Important Note:
Service Alerts for planned 
events are triggered by the 
Impacted Customers List. Alerts 
will not be sent if the Impacted 
Customers List is not generated.

Note: Customers marked as Deleted will not be included in the 
Interrupted, Isolated, or Restored total number counts.

The following rules apply to the Impacted Customer list:

• Whenever the system determines that a plan will impact customers, the Impacted 
Customers indicator is displayed on the status bar. If the sheet is later changed and 
customers are no longer impacted, then the indicator is removed.

• If a customer will be impacted multiple times during a sheet's execution, the customer 
is listed multiple times in the list. 

• If no Planned Dates are specified for the asset operations relating to an item in the list, 
then the dates will come from the sheet's Start and Finish Dates, which are required to 
generate the impacted customer list. The only exception to this rule is when working 
with Outage Correction sheets, which require step control times.

• The list can only be regenerated in study mode, since it displays the list of customers 
that will be impacted when the plan is executed and it uses your study session to 
calculate that list. See Generating the List on page 9-57 for more details.

• The list is not affected by the Real-Time execution status of the steps. The Work 
Agenda, Event Details, and Event Log are the source for Real-Time outage data.

Using the Impacted Customers Tab
The Impacted Customers tab displays a list of impacted customers in a hierarchical, or tree, 
format -- just like Windows Explorer. The top level of the hierarchy is date/time the 
customer is impacted. Within date/time, the list displays each supply node along with the 
restore date/time. Within each supply node is a list of customers. You can expand or 
collapse any level of the hierarchy by clicking the + or - icon. 

The Impacted Customer list displays the following fields and buttons:

• # Interrupted displays the number of customers who will be interrupted (Isolated and 
Restored) by the operations performed in this switching sheet.

• # Isolated displays the number of customers who will be isolated by the operations 
performed in this switching sheet. 

• # Restored displays number of customers who will be restored by the operations 
performed in this switching sheet.

• Name displays different values depending on the type of row being displayed. There 
are three levels of information in the list:

• Impact Date (level 1) displays the date the customers will be impacted. If the 
customers are not impacted by the switching steps in this switching sheet, but are 
being restored, then this date will be the start date of the switching sheet.

• Supply Node and Restore Date (level 2) displays the supply point alias the 
customer is found on within the model, followed by the Restore Date. The Restore 
Date is based on the Planned Date for the asset or, if no Planned Date was 
specified, the Finish Date of the switching sheet. Isolated supply points display "No 
Restore Date".

• Customer Name (level 3) displays the customer's name.
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• Account Number displays the customer's account number.

• Meter Number displays the customer's meter number.

• Critical displays whether the customer is a critical customer or not.

• Address displays the customer's street address.

• City displays the customer's city.

• Zip displays the customer's zip code.

• Phone displays the customer's phone number.

• Result displays the result of the impact, such as Restored or Interrupted. If a delete 
operation is initiated against a customer in the list, then the Result field will have a 
value of Deleted.

Buttons
• The Rebuild the Impacted Customer List button ( ) regenerates the list based on 

the most current information in the switching sheet. Each time you rebuild the list, it is 
saved to the database. The application uses your Study mode to apply the step actions 
and to determine the Impacted Customers. Your study model should be set up or reset 
appropriately before generating the list. This button is only enabled when the 
switching sheet is in Study mode.

• The Move Customers to a Different Asset button ( ) initiates the Move Customers 
dialog box for selected customers. See Moving Customers on page 9-58 for 
information.

• Mark Customers as Deleted button ( ) marks the customers selected in the table as 
deleted.

• The Reset all Deleted Impacted Customers button ( ) resets all impacted 
customers that were previously marked as deleted in the list.

• The Export Impacted Customers List button ( ) opens the Report Format dialog 
box, which allows you to select an output format. Options include CSV (comma 
separated values) and XML. Once the report is generated you will be asked where to 
save the file; select a location on your local PC and click the Save button.

• The Print Preview button ( ) opens the Report Format dialog box, from which the 
output format can be selected. The output will include the switching sheet header 
information and the Impacted Customer list.

• The Print button ( ) opens the Report Format dialog box, from which the output 
format can be selected. A hard copy of the switching sheet header information and the 
Impacted Customer list will be generated on the printer you select.

• The Email button ( ) opens the Report Format dialog box, from which the output 
format can be selected. An email composition window is generated with attached 
impacted customers list file named sheet-type_sheet-
#_ImpactedCustomers.format and subject Switching Sheet: <sheet-type> 
<sheet-#> (Impacted Customers). 

For example: 

Subject: Switching Sheet: Planned 1079 (Impacted Customers).

• The Focus button ( ) focuses the primary Viewer on the selected asset.
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• The Show Critical Customers button ( ) filters the list to show only critical impacted 
customers; when toggled off, all impacted customers will again be shown.

Color Coding
Rows (customers) on the list are color-coded to show the status: 

• Green - Restored

• Orange - Isolated

• Red - Deleted 

• No background - Interrupted

Generating the List
To generate the Impacted Customer list, follow these steps:

Important Note:
Service Alerts for planned 
events are triggered by the 
Impacted Customers List. Alerts 
will not be sent if the Impacted 
Customers List is not generated.

1. On the Request tab, verify that a Start Date and Finish Date have been entered for the 
sheet. The system uses these fields to generate the Impacted Customer list and the 
estimated restoration time for each customer. The start of outage is the Start Date of 
the switching sheet, and the restoration time is the Finish Date.

Note: If a Planned Date is specified for a particular operation on the Steps 
tab, then the Planned Date, rather than the sheet's Start and Finish Date, 
is used to generate the impacted customer list for that operation. 

2. Make sure that you have added all necessary steps to the switching sheet, and that the 
sheet is ready to be worked. The steps do not need to be completed to produce the list.

3. On the Steps tab, click the Reset Study Session button on the toolbar, then select 
Real-Time or Nominal. At this point, you can update your study session within the 
Study Viewer to depict what the model will be like when the work is carried out.

4. On the Impacted Customers tab, click the Rebuild Impacted Customer List button on 
the toolbar. The list is generated and displayed.

Notes: 

• When the steps do not impact any customers, clicking this button will bring up 
an information dialog box stating that no customers will be impacted as a 
result of the operations in the current switching sheet.

• If you do not reset your study session as described in step 3, then the impacted 
customers list may end up with no results. This is due to the fact that the steps 
in the sheet, when traced through, will not actually impact any customers in 
your study session. This is why it is vital that you prepare your study session 
before attempting to generate the impacted customers list.

Sorting Impacted Customers List
The Impacted Customers list can sort by clicking on a column header. By default they are 
sorted by impacted date and customer name in ascending order. Click once to sort them in 
descending order. An icon on column header indicates the current sort column and sort 
direction; the up arrow ( ) indicates ascending order; the down arrow  indicates 
descending order. Printed output, through print-preview and print options, use the default 
sort order.

Deleting and Restoring Customers from the List
To remove a customer from the list, right-click the customer and select Delete from the 
context menu. The row is highlighted in red.
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Note: Removing the customer from the list does not remove the customer 
from the model; it simply marks the customer as deleted from the list. If 
you regenerate the list, the customer will still be marked as deleted. If the 
customer is impacted multiple times, then that customer will be marked 
as deleted in each of the lists.

To restore (un-delete) a customer, right-click the customer and select Undelete from the 
context menu.

To restore all previously deleted customers, click the Reset all Deleted Impacted 
Customers button. All red highlighting is removed.

Moving Customers
If you realize that customers have been incorrectly associated with an asset, you may need 
to move them from an asset that will be impacted to an asset that will not be impacted. To 
move customers from their current asset to another asset, complete these steps:

1. On the Impacted Customers tab, select the rows for the customers you want to move.

Note: The expandable folder nodes are not selectable; you must select 
customer names.

2. Right-click and select Move Customers... from the context menu. The Move Customers 
dialog box opens, displaying the customer names, addresses, and their original asset 
as defined by CIS.

Note: If you click the Move Customers... button without first selecting 
customer rows, you will receive an "Invalid Customer Selection" error 
with the message: Only customer rows selected are considered by the 
Move Customer feature. Any selected expandable folder nodes are 
ignored. Select at least one customer row to continue.

3. Click on the new asset in the Viewer. The New Asset field on the Move Customers dialog 
box is populated with the selected asset.

4. Click OK. The system determines whether or not the new asset is also an impacted 
asset. 

If the new asset is not an impacted asset, the customers are moved to the new asset 
and are removed from the impacted customer list.

If the new asset is an impacted asset, a confirmation dialog box is displayed. Do one of 
the following:

• Click Yes to continue with the move. The customers are moved to the new asset 
within the Impacted Customers list. If the selected customers were previously 
moved to a new asset, another confirmation dialog box is displayed. Do one of the 
following:

• Click Yes to continue with the move. The existing customers move record 
is overwritten. 

• Click Cancel to return to the Move Customers dialog box so you can select 
a different asset. 

• Click No to cancel the move and close both the confirmation dialog box 
and the Move Customers dialog box. 

• Click No to return to the Move Customers dialog box so you can select a different 
asset.

• Click Cancel to cancel the move and close both the confirmation dialog box and 
the Move Customers dialog box. 



Understanding Web Switching Management Windows

Web Switching Management 9-59

Checking for Overlaps
Once you have created steps for a planned event, generated the Impacted Customers list, 
and saved the switching sheet, you can cross-check the switching sheet with other 
switching sheets for overlaps of time, control zone, or affected assets.

This allows planners to create a single planned event instead of two separate events and 
avoid visiting the same location twice or impacting the same customers twice within a 
short time frame. Planners can identify whether to change the current switching sheet in 
order to avoid affecting the same customers or same area multiple times in a certain time 
period.

Note: When an overlap occurs, the system does not prevent you from 
completing planned switching operations, but it does provide a warning 
indicating the overlap.

If the current plan has a time, control zone, or asset overlap with another plan, the Overlap 
indicator is displayed on the switching sheet Status Bar. Use the Overlaps tab to view 
details about the overlaps.

Using the Overlaps Tab
The Overlaps tab displays the following fields and buttons:

• The Update Overlaps button ( ) updates the Overlaps list based on the current 
settings. 

• The Range drop-down list allows you to specify how to use the From and To dates. 
Options are:

• Sheet Start and Finish Dates

• +/- 1 day

• +/- 1 week

• +/- 1 month

• +/- 1 year

For example, if you select Sheet Start and Finish Dates, the system updates the From 
and To dates to match the sheet's Start and Finish dates entered on the Request tab. If 
you select +/-1 week, the system displays overlaps that are one week before and after 
the sheet's Start and Finish dates. In other words, overlaps for a two week period plus 
the switching sheet's scheduled duration will be used to search for overlaps.

• The From and To fields specify the range of dates for which you want to view overlaps. 
These fields are automatically populated based on your selections in the Range field. If 
you manually enter values in the From and To fields, those values will override what 
was auto-populated by the Range selection.

• The Filter By drop-down list allows you to specify the type of overlaps you want to 
view: Asset, Control Zones, or Time. See Updating the Overlaps List on page 9-61 for 
details.

• The Open Selected Switching Sheet button ( ) will open the switching sheet 
selected in the overlaps list. Alternatively, you can right-click on the switching sheet 
and select Open Switching Sheet from the option menu.

• The Export Table button ( ) is used to export a comma separated value list of the 
table contents to a file.

• The Overlaps table displays a row for each switching sheet that has an overlap with 
the active switching sheet (and meets the criteria specified above). The blank filter 
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boxes at the top of each column allow you to filter the Overlaps list. See Viewing an 
Overlapping Switching Sheet on page 9-61 for details. 

• The Overlap Type column displays the type of overlap the sheets have with the 
switching sheet the list is being generated from. Values include Asset, Control 
Zone, Time. When looking for overlaps in the past, it is possible to also display 
sheets with overlap types of Past Asset, Past Control Zone, and Past Time. These 
"Past" types indicate switching sheets that have Finish dates that are in the past, 
but are still active.

• The Status column displays the status of the switching sheet listed on that row.

• The Sheet # displays the switching sheet number that contains the overlaps.

• The Type column displays the type of switching sheet.

• The # Steps column displays the total number of steps included in the switching 
sheet. This number basically matches up with the last step number in the sheet's 
Steps list and does not include child aggregate or Block steps.

• The # Assets column displays the number of asset overlaps. 

• The # Zones column displays the number of overlapping control zones.

• The # Hours column displays the number of hours the sheet overlaps with the 
current sheet. This value is based on the dates specified in the Start and Finish 
date fields on each of the switching sheets.

• The # Supply Nodes column displays the number of impacted nodes shared by the 
two switching sheets. For this column to display a value, the impacted customers 
list will have had to have been generated for the current switching sheet and the 
one listed in the Overlaps list.

• The User column displays the user ID of the requester of the switching sheet.

• The Start Date column displays the start date of the switching sheet.

• The Finish Date column displays the finish date of the switching sheet.

• The Pressure Zones column is the Pressure Zone value as displayed on the 
Request tab of the switching sheet.

• The Description column is the Description value as displayed on the Request tab 
of the switching sheet.

The list on the Overlaps tab supports Quick Sorting and Dynamic Filtering.

Color Coding
Rows on the Overlaps tab are color coded to indicate the type of overlap. The Overlap Type 
column also describes the overlap type:

• Dark Gray (Past): the switching sheets have an overlap, but the overlapping times on 
the sheets are in the past. To distinguish between the types of past overlaps, the 
foreground coloring will be set to Red, Orange, or White based on the type of past 
overlap it is. These colors have the same meaning as the background colors used to 
define the type of overlap for future overlaps. See the following color definitions for 
more details.

• Red (Asset): The switching sheets have asset overlaps.

• Orange (Control Zone): The switching sheets have control zone overlaps.

• White (Time): The switching sheets overlap in time only.
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Updating the Overlaps List
Use the fields at the top of the Overlaps tab to re-generate the Overlaps list for a different 
time period or to show different types of overlaps.

To update the Overlaps List:

1. Use the Range and From/To dates (for asset and control zone overlaps) to specify the 
time period for which to display overlaps.

2. From the Filter By drop-down list, select the type of overlaps you want to list. For 
example, if you want to show only switching sheets that have asset overlaps within a 
specified date range, select Assets from the drop-down list.

3. Click the Update Overlaps button ( ) to refresh the list based on your selections.

4. Standard filtering and sorting options are available for the results list. 

Viewing an Overlapping Switching Sheet
To view an overlapping switching sheet, double-click on the entry within the Overlaps List. 
The switching sheet opens in a new tab. Alternatively, you can right-click on the entry and 
select Open Switching Sheets... from the context menu.
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Saving and Loading View Areas
While working with a switching sheet, you may often want to return to the same area of the 
map. Web Workspace allows you to save an area of the map, called a view area, so that it 
can be loaded again later. This allows you to quickly focus the Viewer on a particular 
section of the model. 

You can save multiple view areas for each Viewer. You can assign a description to each view 
area that identifies its contents and purpose. You can also select a saved view area to be 
loaded automatically into a Viewer when the switching sheet is opened. 

Using the View Areas Tab
Use the View Areas tab to save and load view areas. The first row in the View Areas table 
contains a special Dynamic View (All Assets) that contains all assets associated with the 
switching sheet; as assets are added in steps, the dynamic view is automatically updated to 
include those assets.

The View Areas tab displays the following fields and buttons:

• The Auto-Load in Viewer drop-down list allows you to assign a view area to a Viewer, 
which will then load that view whenever the sheet has focus. Note that the auto-load 
function does not open the Viewer so you must start the Viewer to see the view areas.

• Description is the description of the saved viewing area. The default description is 
"View Area #," where "#" is a uniquely generated ID number. You can change this 
description up until the associated switching sheet has reached the Completed state. 
The All Assets (Dynamic View) description is not editable.

• The  1 toolbar button allows you to save the map area that is currently displayed in 
Viewer 1.

• The  2 toolbar button allows you to save the map area that is currently displayed in 
Viewer 2.

• The  1 toolbar button allows you to load the selected viewing area to Viewer 1.

• The  2 toolbar button allows you to load the selected viewing area to Viewer 2.

• The  toolbar button allows you to delete the selected viewing area.

• The  toolbar button allows you to reload all viewing areas marked for auto-loading.

Saving a Viewing Area
To save a viewing area, complete these steps:

1. In the Viewer window, navigate to the area of the map that you want to save as a 
viewing area. 

2. On the View Areas tab in the Web Switching Management window, click one of the 
Save Map buttons on the toolbar.

• Click  1 to save the map area that is currently displayed in Viewer 1. 

• Click  2 to save the map area that is currently displayed in Viewer 2. 

The new view area is added to the bottom of the list of saved views on the View Areas 
tab. 

3. In the Description field, enter a meaningful name that describes the viewing area.
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4. If you would like this viewing area to be loaded automatically the next time this 
switching sheet is opened, select the Viewer from the Auto Load in Viewer drop-down 
list.

Note: The application will only allow you to select one saved viewing area 
to be auto-loaded for each Viewer. 

Loading a Saved Viewing Area
After a viewing area has been saved for a switching sheet, you can quickly load the viewing 
area into the Viewer window. 

To load a saved viewing area, complete these steps:

1. On the View Areas tab, select the viewing area you want to load.

2. Click the appropriate button to load the viewing area into the desired Viewer (or use 
the right-click context menu options):

• Click  1 to load the selected viewing area to Viewer 1. 

• Click  2 to load the selected viewing area to Viewer 2. 

The selected viewing area is displayed. 

Note: If the Viewer you selected is not running, a message is displayed.     

Reloading all Auto-Load Viewing Areas
Click the Reload All Viewers button ( ) to reload all viewing areas marked for auto-
loading. (The Auto Load in Viewer column indicates which viewing areas are specified for 
auto-loading in each Viewer.) 

Note: If no Viewers are running, a message is displayed.     

Deleting a Saved Viewing Area
To delete a saved viewing area that you no longer need, complete these steps:

1. On the View Areas tab, select the viewing area you want to delete.

2. Click the Delete button (or right-click and select Delete View Area from the context 
menu). The viewing area is removed from the list. The All Assets dynamic view area 
cannot be deleted from the list.

Viewing the Audit Log
The Tracking/Audit Log tab displays the current state of the switching sheet and allows you 
to transition to a different state. You can provide comments to explain the reason or 
circumstances around the transition in the Sheet State Tracking panel. See Changing the 
Switching Sheet State on page 9-19 for more information, including valid switching states.

The Audit Log table contains a list of status changes the sheet has gone through since it was 
created. An entry is added to the log whenever changes occur to the sheet state, including 
(but not limited to) status changes, sheet ownership changes, generation of the impacted 
customer list, and sheet version check-ins. 

The Audit Log table contains the following fields and buttons:

• Entry Date displays the Date and Time when the change was made.

• Sheet Version displays the version of the sheet when the change was made.

• Sheet State displays the state of the sheet when the change was made. (See Switching 
Sheet States on page 9-20 for state descriptions.)
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• Entry By displays the user who initiated the change.

• Details displays a brief description of the audit entry.

Note: You cannot change any information for existing entries in the audit 
log table. 

As with other list displays, you can click and drag column headers to rearrange the order of 
columns. You can also re-sort the list by clicking on the Entry Date column header. By 
default, log entries are displayed in ascending chronological order. 

Adding a Comment to the Audit Log
The Comment section of the Audit Log panel allows you to add a comment to the log. 

1. Click in the Comment field and enter a comment. The Add button ( ) will be enabled.

2. Click  to add the comment to the log.

Emailing Switching Sheet Data
At any time during the process of editing or viewing a switching sheet, you can email the 
switching sheet data to one or more recipients. The switching sheet data will be sent as an 
email attachment in a chosen file format.

Note: Your email client will be used for sending the email. Depending on 
your email client, some attachment behavior may be different than 
described. If you do not have an email client installed and set up on the PC 
from which you are running Web Workspace, you will not be able to email 
switching sheet data.

1. Click the Email... button ( ). 

2. From the Switching Report - Content Selection dialog box, check the box for each 
section you want included in the email data:

• Request

• Events and Crews

• Switching Steps

• Impacted Customer List

• External Documents

• Safety Documents

• Audit Log

3. Choose the email format: PDF, RTF, HTML, or XML. 

4. Click Email.... 

• The Subject field is automatically populated; you can edit this field if you wish.

• The selected data is attached to the email.

Note: Depending on your configuration, you may be given the option to 
name the switching sheet data attachment prior to the file's attachment; 
the standard configuration will always name the file according to the 
sheet type and number (for example, Planned_1003.pdf).

5. (Optional) Enter any text you want to include with the message.

6. Send the message according to your email client's functionality.
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Automatic Emails
Based on your system's configuration, emails can be automatically sent to an individual 
recipient or group and to the requesting user. Automatic emails are normally initiated after 
a switching sheet state change. For example, if a plan is rejected, the requesting user will be 
sent an email message indicating that the request was rejected and the reason for the 
rejection. Product configuration does not have this functionality enabled by default. 
Projects will be required to enable this feature in order to use it.

Adding External Documents to a Switching Sheet
Use the External Documents tab to attach supplemental documentation to the switching 
sheet. External Documents are stored in the database, so shared file systems are not 
needed. 

Note: External Document files may be images (for example, jpg, png, 
bmp), documents (for example, doc, docx, odt), spreadsheets (for 
example, xls, xlsx, ods), and so on.

Using the External Documents Tab
The External Documents tab displays the following fields and buttons:

• Name is the name of the external file. This field cannot be changed.

• Length is the number of bytes in the file. This field cannot be changed.

• Modified Date is the date the file was last modified or saved. This field cannot be 
changed.

• Status is the status of the document. When you initially add an external document, its 
status is New; when you save the sheet, its status is cleared. If you delete an external 
document, its status is set to Deleted until you save the sheet. If you load and modify 
the document from this tab, then its status is set to Modified.

• Description is a user-defined description. You can enter up to 4000 characters in this 
field. 

• The Attach button ( ) allows you to attach an external document to the switching 
sheet. See Adding an External Document on page 9-65. 

• The Delete button ( ) deletes the selected external documents from the switching 
sheet. See Removing an External Document on page 9-66.

• The Open button ( ) allows you to open the selected document. See Opening and 
Editing an External Document on page 9-67.

• The Save As button ( ) allows you to rename and save a selected document to the 
directory of your choice. See Saving an External Document to Another Location on 
page 9-66.

Adding an External Document
To add an external document to the active switching sheet:

1. Click the External Documents tab.

2. From the toolbar, click .

3. From the Attach Files window, select the files you want to add to the sheet and click 
Attach Files. The External Documents tab displays the selected files in green. This 
indicates that the files have been selected, but have not yet been saved.



Understanding Web Switching Management Windows

9-66 Oracle Utilities Network Management System User’s Guide

4. In the Description field, type a description of each file that will convey its contents and 
purpose.

5. Click the Save Sheet button to save the selected documents to the database. The 
documents are no longer displayed in green, indicating that the documents have been 
saved to the database, and their New status value is cleared.

Removing an External Document
To remove an external document from a switching sheet, do one of the following:

1. Click the External Documents tab.

2. Select the document in the table.

3. Click .

Note: Alternatively, right-click the document and choose Delete from the 
context menu. 

The status of the selected document is set to Deleted, and the file is displayed in red.

4. Click the Save Sheet button to save your changes. The document list is updated and 
the file is removed from the database.

Note: The file is deleted from the database, but the local copy of the file 
on your PC is not removed.

Saving an External Document to Another Location
When you add a document to the external documents list, the system saves the document 
to the database. If you want to save a copy of the current version of the document on your 
PC, follow these steps:

1. From the External Documents tab, select the document and click the Save As button 
( ) or right-click and select Save As.... The Save File As dialog box is displayed.

2. Browse to the directory where you wish to save the copy.

3. To change the file name, enter in a new name in the File Name field.

Note: There is no rule against changing the file type. If you alter the file 
extension in the File Name field, then be aware that the file name will be 
saved exactly as you have typed it.

4. Click Save. A copy of the current database version of the document is saved to the 
directory with the specified name.

Saving a Selection of External Documents to Another Location
When you add a document to the external documents list, the system saves the document 
to the database. If you want to save a copy of more than one document at once to your PC, 
follow these steps:

1. From the External Documents tab, select multiple document entries and click the Save 
Files to Directory... button ( ) or right-click and select Save Files to Directory.... 
The Save Files To Directory dialog box is displayed.

Note: The Save Files to Directory... button is only visible when more 
than one entry is selected in the External Documents list.

2. Browse to the directory where you wish to save the copy. Another option is to enter the 
directory path in the Directory text field.

3. Click Save Files To Directory. Copies of the current database versions of the 
documents are saved to the specified directory.
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Opening and Editing an External Document
External Documents may be opened for inspection or to edit depending on the state of the 
switching plan. If the plan is in View-Only mode ( ), the document will be opened in read 
only mode; if the plan is in Edit mode ( ), the document will be opened with write 
permissions. See “Edit and View-Only Modes” on page 12.

Opening an External Document
To open an external document:

1. Click the External Documents tab.

2. Select the document you want to open and click the Open button ( ; or right-click 
the document and select Open...). The file is extracted to a local temporary directory 
and opened in the application associated with the file extension.

Notes: If the file extension, or type, is unknown or the application is not 
available, a message will be displayed indicating that the application is 
unknown.

Editing an External Document
External Documents opened from a sheet in Edit mode are available to edit.

1. Make changes to the document as necessary.

2. Save and close the document; the database will be updated with the changes made in 
the extracted (temporary) document the next time the switching sheet is saved. 

Troubleshooting Issues with External Documents
It is best to close the document after it has been edited and saved due to conflicts that can 
occur if the local file is saved outside of the control of Switching Management.

When the an external document is opened from a switching sheet, the application attempts 
to extract the external document to the temporary folder and compares the date stamp of 
its version to the local copy. If the file in the temp directory is newer than the database 
version, it gives a warning that changes to the local file will not be saved (because the plan 
was switched to View-Only mode). Once you click OK, the application will overwrite the 
local changes with the saved version of the external document in the database.

If the extracted document is still open when the application attempts to restore the saved 
version, a file lock conflict will result in another warning to inform you that the system 
cannot extract the database version of the document to the temporary folder. If this 
conflict occurs, you will be requested to take action to remove the conflict.

To remove the conflict, perform the following steps:

• On the warning dialog box, click OK. 

• Close the external document.
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Opening an Existing Switching Sheet
Depending on how a switching sheet is being worked, there are a number of ways for you to 
load an existing switching sheet. 

Note: Web Switching is configured to limit you from having more than 15 
switching sheets loaded at one time. Attempts to surpass the limit will 
result in an error.

• Open a Switching Sheet Window from Switching Sheet List

• From the Work Agenda

• From the Event Details

• From Crew Actions

• From the Control Tool

Note: If a step was highlighted when the sheet was closed, it will open 
with that step highlighted and centered in the steps list. 

Open a Switching Sheet Window from Switching Sheet List
To open a switching sheet from the Switching Sheet List: 

1. From the File menu, select Switching Sheet... from the Open option. The Switching 
Sheet List opens. Existing switching sheets are listed in the tabular view; the rows are 
color-coded to reflect switching sheet status:

• Green: In Progress

• Red: New

• Bright Yellow: Scheduled, Checked, or Approved

• Pale Yellow: Prepared

• Orange: Requested

• Gray: Completed or Rework

• White: Hold/Pending

2. Select one or more sheets to open. To open multiple sheets, do one of the following:

• Click, hold, and drag to select multiple adjacent rows.

• Control-click to select multiple non-adjacent rows.

• Use Dynamic Filtering to select sheets in the table and select all results by pressing 
Control+A. 

This window also supports standard filtering and sorting. The Switching 
Sheet List will be filtered based on your subscribed control zones. To 
determine the control zone that a sheet is associated with, the sheet's 
Asset, as entered on switching sheet's Request tab, will be used. If no 
asset has been entered, then the sheet will fall within the FUZZY zone. 

Notes: 

• For Switching Request users, the list will be filtered to display only Planned 
sheets. The Switching Request user is not limited to any particular control 
zone since they do not take authority over control zones.

• The sheet will be loaded with the last highlighted step, if any were highlighted 
when the sheet was last closed, centered in the middle of the steps list. 
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Open Switching Sheet using Switching Sheet Search
To search for an existing Switching Sheet:

1. From the File menu, select Switching Sheet Search... from the Open option.

2. In the Search Switching Sheet dialog box, enter the desired text to search and press 
Enter or click the Search ( ) button.

Notes: 

• For Product configuration only the switching sheet number and the 
sheet's Description field value will be used to match search criteria.

• The search results will be filtered based on the sheet's master asset NCG 
and your subscribed zones of authority. The filtering of the results, based 
on NCG, will not apply to Administration and Switching Request user 
types.

From the Work Agenda
1. Select an event from one of the Events Lists that has a switching sheet associated to it. 

This can be determined by checking to see whether a switching sheet number is 
displayed within the Plan # column for the selected event.

2. Select the Switching… option from the Tools menu. The Open or Create New 
Switching Sheet dialog box is displayed. 

3. Select the sheet you want to load from the Pre-Created Switching Sheets list and click 
Open. (You can start a new sheet by selecting a sheet type and clicking Create.)

From the Event Details 
1. Select Switching… from the Actions menu. The Open or Create New Switching Sheet 

dialog box is displayed. 

2. Select the sheet you want to load from the Pre-Created Switching Sheets list and click 
Open. (You can start a new sheet by selecting a sheet type and clicking Create.)

From Crew Actions
1. If a crew has been placed en route to a Master switching sheet event, then select the 

crew in the crew list.

2. Select Switching… from the Actions menu. If only one sheet is associated with the 
crew, it is displayed in the Web Switching Management window. If multiple sheets are 
associated with the crew, the Crew to Sheet Selection List displays all associated 
sheets. If no sheets are associated with the crew, an error message appears.

3. Select a sheet and click Open. 

From the Control Tool
1. From a Viewer, double-click an asset that is involved in a switching sheet to open the 

Control Tool.

2. Click the Switching Plans… button.

• If the asset is associated to one switching sheet (that is, it is listed in the Asset field 
on the switching sheet's Request tab) or if it is included in one switching sheet 
step, that sheet will be opened in the Web Switching Management window. 

• If the asset is associated with multiple switching sheets and/or included in 
multiple switching sheet steps, the Asset to Sheet Operation List window will 
open. Each associated sheet and/or operation will be listed in a separate row. 
Select a row and click Open.



Understanding Web Switching Management Windows

9-70 Oracle Utilities Network Management System User’s Guide

Note: The Asset to Sheet Operation List displays steps for active switching 
sheets and switching sheets that have been completed within the last 30 
days. The switching sheet will be opened in the same mode that the 
Control Tool is in.

Copying a Switching Sheet
You can create a new switch plan that includes all of the steps in the open switching sheet 
by using the Copy As function. To copy an open switching sheet, do the following:

1. Select Copy As... from the Switching Sheet's File menu to open the Copy Switching 
Sheet As dialog box.

2. Select the new switching sheet's type:

• Planned

• Emergency

• Template

• Outage Correction

3. Click Create a Copy to create the new switching sheet.

Note: The switching sheet type will determine how the new sheet opens 
(for example, recording on or off, which tab is visible, and so on).

Deleting a Switching Sheet
You can mark a switching sheet as deleted if it is no longer being used. Deleted sheets are 
retained by the system and can be loaded in View-Only mode when hard-associated to a 
canceled event. Web Switching Management does not support full deletions of switching 
sheets from the database. A record of all activity for a switching sheet is always retained in 
the database.

Note the following rules regarding deleted switching sheets:

• The Delete option is only available for planned, template, outage correction, and 
emergency sheets that do not contain any real-time instructed or completed steps or 
any event associations other than canceled and manual events. 

• You cannot delete a switching sheet once it has been scheduled. If you need to delete 
the sheet, you must Cancel it first.

• You cannot delete an outage correction sheet that has an event association.

• Deleted sheets do not appear in the Asset to Sheet Operation List. (This list is displayed 
from the Control Tool.)

• Safety documents associated with a deleted sheet do not appear in the Asset to Safety 
Document List. (This list is displayed from the Control Tool.)

• The Impacted Customer lists and External Document lists are cleared for deleted 
sheets.

• Deleted sheets are ignored by the Model Verify functionality.

To delete a switching sheet, follow these steps:

1. Click the Tracking/Audit Log tab.

2. Enter the reasons for the deletion in the Reason field to the right of the grayed Delete 
button. (The Delete button is not enabled until you enter text in the Reason field.)

3. Click the Delete button. 
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Emergency Switching
Emergency Switching includes any unplanned switching operations that occur due to 
events during storms, equipment failures, or even planned switching actions that fail or are 
incorrect. Unlike planned switching where the switching sheet is created and studied 
before it is issued, in emergency switching the switching sheet is created as the operations 
take place in real-time. Essentially, a switching sheet is created and implemented 
simultaneously. Steps are recorded on the Steps tab as the Control Tool actions are being 
performed, and each step is considered complete as it is being recorded. 

Emergency switching operates just like planned switching, except that the Web Switching 
Management window and Viewer must both be in real-time mode. Whenever switching 
steps are recorded in a switching sheet using the real-time Control Tool, the operation is 
considered emergency switching. The switching sheet provides a record of the switching 
operation.

This section includes the following topics:

• Creating an Emergency Switching Sheet

• Recording Emergency Operations

Creating an Emergency Switching Sheet
Emergency switching sheets are typically created from the Work Agenda, Create Event, or 
Event Details window. When you create an emergency sheet from either of these 
applications, the sheet is automatically associated to the event and saved to the database. 
The associated actions pertaining to the event, including the Open and Close step 
operations, will be included in the new sheet. The sheet cannot be deleted and will always 
remain associated to the originating event.

To create an emergency switching sheet, do one of the following: 

• With an event selected in the Work Agenda, select Switching... from the Tools menu.

• From the Event Details Window, select Switching... from the Actions menu. 

• From the Create Event window, select the Restored Real Outage event type and 
complete the required fields. Select the Create Switching Sheet check box and then 
click OK.

Open or Create New Switching Sheet
The Open or Create New Switching Sheet dialog box will open with the options of 
creating a new Emergency or Outage Correction switching sheet (from the Switching Sheet 
Types pane) or opening an existing switching sheet that is associated to the event from the 
Pre-Created Switching Sheets pane.

Create New Sheet
1. Select the Emergency sheet type from the Switching Sheet Types pane. The Create 

button is enabled.

2. Click the Create button.

3. The Web Switching Management window displays the new emergency sheet.

Open an Existing Sheet
1. Select an existing sheet from the Pre-Created Switching Sheets list. The Open button is 

enabled.

2. Click the Open button.

3. The Web Switching Management window will load the selected switching sheet.
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Alternative Method of Creating an Emergency Switching Sheet
• From the File menu, select New and then select Switching Sheet... to display the New 

Switching Sheet window. Select Emergency as the sheet type and click Create. 

Note: An emergency switching sheet created this way will not be 
associated with an event.

Recording Emergency Operations
The new emergency sheet is automatically populated with Start and Finish dates. The Start 
date is the current date/time; the Finish date is defined as the Start date plus a predefined 
standard event duration.

Note: The duration is set to four hours in the product environment. 

The sheet opens with the Steps tab active, real-time mode enabled, and recording on. If the 
Viewer is open, it transitions to real-time mode also. You can begin recording steps as 
described in the next section.

To record emergency switching operations, complete these steps:

1. Start a new emergency sheet as described in the previous section. 

2. Create the steps by selecting assets in the Viewer window and selecting operations 
from the Control Tool. The process of adding recorded steps for emergency sheets is 
the same as for planned sheets in real-time mode. See Adding Recorded Steps to a 
Switching Sheet on page 9-34 for details. 

Once an action is completed in the Control Tool, the following occurs:

• The status of the recorded step is set to Completed. 

• The Executed By field is populated with your user ID. 

• The Completed Date field is populated with the date and time shown on the 
Control Tool or the current time if a Control Tool date/time value is not specified.

• Instructed actions use the date/time specified from the Control Tool to populate 
the Instructed Date field. If no Control Tool date/time value is specified, then the 
current time is used to populate the Instructed Date field.

• Any outages created by completing steps in Real Time that are associated to an 
Emergency switching sheet will be classified as Real Outages and not Planned 
Outages. These Real Time step completions can occur from the Control Tool or 
from Web Switching Management.

3. When you have completed all emergency steps, click the Tracking/Audit Log tab and 
set the sheet state to Completed by clicking the Complete button. The Confirm State 
Transition dialog box will open; click Yes to confirm the completion or click No to 
close the dialog box without completing the sheet. The Finish Date may be updated, if 
necessary.

• Optional: Add a comment in the text field to the right of the Complete button.

Note: Changes can no longer be made to the switching sheet while it is in 
the Completed state.
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Understanding the Switching Sheet List
The Switching Sheet List is a tool used to manage active switching sheets and any switching 
sheet completed in the last 30 days. To load switching sheets older than 30 days, use the 
Search Switching Sheet window. The Switching Sheet List will load the full list when it is 
first displayed. After the initial load of data, the list will dynamically update with changes 
from all the users on the system. Dynamic updates happen periodically at 15 second 
intervals. A switching sheet's updates will only be broadcast out to the other users once it 
has been saved to the database.

The full list of switching sheets will be queried from the database when you alter your 
subscribed zones via the Authority tool. The full list will also be queried if you select the 
Refresh button from the Actions menu. Once the full list has been loaded, the list will go 
back to being dynamically updated.

The Switching Sheet List serves as the primary mechanism for loading switching sheets. 
You can either double click a single entry or highlight multiple entries and click the Open... 
( ) toolbar option. A right-click Open... menu option is also available. When loading 
multiple switching sheets, a progress bar will be displayed at the bottom of the window. 
Once an open request has been initiated, it cannot be canceled, but the system does 
restrict you from having more than 15 switching sheets open at any one time.

Menu and Toolbar Features
This section lists and describes the menu options and toolbar icons available in the 
Switching Sheet List. 

File Menu
The table below describes the options available on the File menu.

Menu Option Description Toolbar 
Icon

New... Opens the New Switching Sheet tool that allows you to create a 
new switching sheet based on the switching type (for example, 
planned or emergency).

Open... Opens the selected switching sheets. If the window is not pinned 
or docked, the window will be closed once the sheets are loaded.

Note: If the sheet is locked by another user, the Failed to 
Establish User Lock dialog box will be displayed; see Opening 
Locked Documents on page 9-76 for information.

Copy Steps Copies the selected switching sheet's steps without opening it. 
The copied steps may then be pasted into another switching 
sheet. 

Export 
Table...

Opens a dialog box to allow you to save the current table view 
data to a comma separated value (csv) file.

Print List... Displays the Print Preview dialog box so you can view or print the 
list.

Print 
Preview 
Selected 
Sheets... 

Displays the Content Selection dialog box so that you can choose 
which sections of each highlighted sheet to include in the 
generated documents. By default, PDF documents will be created 
for each of the highlighted switching sheets. 
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Sort Menu
The table below describes the options available on the Sort menu. 

Note: The Today and Tomorrow Switching Sheets List filters are based on 
the Start and Finish dates of the switching sheets. If tomorrow's or today's 
date falls within that time period, then the sheet will be included in the 
list. If the sheet has a Start date that is before today's date and has no 
Finish date, then the sheet will be included in the list.

Actions Menu
The table below describes the options available on the Actions menu. 

Print 
Selected 
Sheets...

Displays the Content Selection dialog box so that you can choose 
which sections of each highlighted sheet to include in the 
generated documents. By default, PDF generated documents will 
be printed for each of the highlighted switching sheets. The 
Content Selection dialog box also includes the target print service. 
Your default printer will be the default option selected in the 
combo box list.

Email 
Selected 
Sheets...

Displays the Content Selection dialog box so that you can choose 
which sections of each highlighted sheet to include in the 
generated documents. By default, PDF documents will be created 
for each of the highlighted switching sheets. 

Toggle 
Dockable 
Window

Changes a standalone window to a pane that may be moved or 
docked in another window or frame. See Understanding Dock 
Panels and Standalone Windows on page 2-10 for more 
information on dockable and standalone windows.

Exit Closes the Switching List window. --

Menu Option Description Toolbar 
Icon

Menu Option Description Toolbar 
Icon

Sort Dialog... Opens the Sort Dialog, allowing you to create, modify, apply, 
and save user-defined sorts. See Using the Sort Dialog on page 
1-7.

--

Sheet # Applies the default sort, which is the sheet # in descending 
order.

--

Menu Option Description Toolbar 
Icon

Refresh Refresh the switching sheet list with the latest data from 
the database.

• Unpin

• Pin

• Unpin the window so that it will close after an open 
safety document request.

• Pin the window so that it will not close after an open 
safety document request.

Note: The icon shows the current state (that is, unpinned).
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Help Menu
The table below describes the options available on the Help menu. 

Switching Sheet List Data Fields
The Switching Sheet List provides a tabular view of the switching sheets. 

• The Status column displays the status of the switching sheet. See Switching Sheet 
States on page 9-20 for a complete list of switching sheet states.

• The Type column displays the switching sheet's type.

• The Sheet # column displays the switching sheet's number.

• The Nominal Pressure Zone, Current Pressure Zone, Asset, Nominal Lift Station, 
Current Lift Station, Description, Owner, Charge Number, Start Date, Finish Date 
columns display the values from the sheet's Request tab.

• The #Steps column displays the number of steps in the switching sheet.

• The User column displays the user that created the switching sheet.

• The Owner column displays the current owner of the switching sheet as shown in the 
Owner field of the switching sheet's Request tab.

• The Charge Number column displays the Charge Number as shown in the first Charge 
Number field of the switching sheet on the sheet's Request tab.

• The Start and Finish Date fields display the switching sheet's Start and Finish Date 
values as shown on the switching sheet's Request tab.

• The Completed Date is the date the switching sheet was completed.

• The Verify column displays Yes when the switching sheet involved any model changes 
and require verification.

Menu Option Description Toolbar 
Icon

Switching Sheet 
List Help

Opens the online help system to the Switching Sheet List 
help content.

--
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Understanding the Switching Switch List Filter Panel
The Switching Sheet List provides the following Global filters. 

Opening Locked Documents
The Failed to Establish User Lock dialog box appears when opening switching sheets or 
safety documents locked by another user. The Previously Established Lock List pane 
displays the details of the locked sheet or safety document:

• Fields

• Object Type: the sheet/safety document type; for example, a planned switching 
sheet or a HOLD safety document.

• Object #: the number of the sheet/safety document.

• User: the user who has the sheet/safety document locked.

• Date: the date when the sheet/safety document was locked.

• Buttons

• OK: closes the dialog box.

• Steal Locks...: opens the Steal Locks dialog box, which allows you to steal the lock 
to enable editing the sheet or safety document.

Click OK to dismiss the dialog box or select one or more rows and click Steal Locks... to 
take the locks from the current owner.

Global Filter Description

Active Displays all the active switching sheets (switching sheets 
NOT in the Status New, Completed, Deleted, Canceled, or 
Training-Completed).

All Displays all non-complete switching sheets and completed 
switching sheets from the last 30 days. - No Icon
 Completed - Displays switching sheets that have been 
completed in the last 30 days.

Completed Displays switching sheets that have been completed in the 
last 30 days.

In Progress Displays all switching sheets in the In Progress state.

My Sheets This displays all sheets that were created or are owned by 
the current user.

New Displays all switching sheets in the New state.

Require Verification Displays the switching sheets that require verification after 
model change.

Today Display switching sheets that are scheduled or are being 
worked on Today.

Tomorrow Display switching sheets that are scheduled for Tomorrow.
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Stealing Locks
When you click the Steal Locks... button on the Failed to Establish Locks dialog box, the 
Steal Locks confirmation dialog box appears. Enter a reason for stealing the lock and click 
OK to take ownership of the selected objects from the current user. The user who had the 
lock will then be presented with a Stolen Object Locks dialog box that lists the object type, 
object number, user who stole the lock, and the date when the lock was stolen.

Notes:

• If you attempt to steal locks on a sheet controlled by the system, you will get a 
Steal Locks Exemption dialog box and will not receive control of the sheet. 
Click OK to dismiss the dialog box.

• These actions are also added to the Audit Log of the sheet or safety document.

Event Associations
Event associations are used to associate events to switching sheets. Associated events are 
displayed in the Events List on the Steps tab header. (See Events List on page 9-31.)

Events can be associated to switching sheets in two ways:

• Hard Associations are automatic associations that are normally made as you perform 
actions within Web Switching Management or perform actions from the Control Tool 
that are recorded into the switching sheet. An event can only have one hard 
association to a switching sheet. Hard associations cannot be broken once the 
association has been established; however, the association can be moved to a new 
switching sheet if the steps that created the event are moved.

• Soft Associations are associations that are normally added manually from the Events 
List in Web Switching Management. An event can be softly associated to an unlimited 
number of switching sheets. This type of association can be manually removed up until 
the associated switching sheet has reached the Completed state. 

Note: Event associations do not occur when the event causing action is 
recorded into the Miscellaneous Log. 

Hard Associations
Hard associations can also be further classified by type. There are four types of hard 
association relation types:

• Master is the relationship type made between a Planned switching sheet and its active 
master switching event. There can only be one Master Event associated to any single 
switching sheet.

• Canceled is the relationship type made between a Planned switching sheet and a 
canceled master switching event. There can be any number of Canceled event 
associations to a single switching sheet. These Canceled events were originally 
classified as Master Events for the plan.

• Planned is the relationship type made between a Planned switching sheet and a 
planned outage. A planned outage is an outage that was generated from a planned 
switching sheet after the completion of an action recorded in the Steps section of the 
plan.

• Forced is the relationship type made between an Emergency switching sheet and an 
unplanned outage or non-outage event. A Forced relationship will be made when 
recording real-time actions into an Emergency switching sheet. The relationship can 
also be made when creating an Emergency plan for an event from the Work Agenda 
Events List or the event's Event Details display.
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Soft Associations
Soft associations only have one classification type:

• Manual is the relationship type made between a switching sheet and a manually 
associated event. Manual associations are also made between plans if an outage is 
hard associated to one plan and the outage is restored with another switching sheet. 
The plan that recorded the restoration step will have the event automatically 
associated to it with a classification type of Manual. Grouped events can also cause 
switching sheets to be manually associated. Partially restoring an outage or adding 
customers to an outage will create a manual association between the switching sheet 
and the event, if no association (hard or soft) already exists.

Rules for Grouping Event Associations
When resolving outages in the network, it is common for events to be grouped together. 
When events are grouped, the associations will adhere to the following set of rules:

• If an event with no hard association consumes another event with no hard association, 
then the resulting event will have no hard association, and its manual associations will 
be a combined list of both events' manual associations.

• If an event with a hard association consumes an event with no hard association, then 
the resulting event will have the surviving event's hard association and a combined list 
of both events' manual associations.

• If an event with no hard association consumes an event with a hard association, then 
the resulting event will have the consumed event's hard association and a combined 
list of both events' manual associations.

• If an event with a hard association consumes another event with a hard association, 
then the resulting event will have the surviving event's hard association. The 
consumed event's hard association will be listed as a manual association along with 
the combined list of both events' manual associations.

• If an event consumes another event with an association to the same switching sheet, 
then the above rules will apply, but the plan will only be listed once in the event's 
association list. An event can only have one association to a specific switching sheet.

Crew Assignments
Normally when working a switching sheet, the crews are automatically associated to the 
sheet when the event the crew is assigned to is associated to the sheet. These crews show 
up in the Crews list just above the steps on the Steps tab. When crews need to be added to 
the list that will not be assigned or cannot be assigned to events, then the Select Crew 
dialog box must be used. The Select Crew dialog box is initiated from the Crews list Select 
Crews... toolbar button ( ). The dialog box has two tabs for selecting the type of crew you 
wish to associate to the switching sheet.

System Crews
System crews are the same crews that are available to you from the Crew Actions list. Only 
available crews will show up in this list. The System Crews list shows the crew's ID, Type, 
Contact, Shift Status and Job Status. Table column filter fields are available to filter the list 
down to a specific crew entry. Once an entry is found, the OK or Apply buttons can be used 
to assign crews to the switching sheet. Selecting the OK button will assign the crews and 
close the Select Crew dialog box. The Cancel button will cancel any existing selections and 
close the Select Crew dialog box.
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Contractors
The Contractors tab gives you the capability to create contractor crews on the fly. 
Contractors are crews that are not system crews and do not exist in the NMS proper crew 
list. The crews available from the Contractor Crew List are only available for selection from 
Web Switching sheets and Web Safety documents. These crews will not be generally 
available throughout the NMS environment.

Working with Safety Documents
Oracle Utilities Network Management System Safety Documents, which are an electronic 
representation of paper safety documents used for switching operations, provide 
information about a particular operation and record the issuance and release of tags on 
assets. For switching operations, safety tags are first physically placed on assets, and then 
the safety document is issued; note that the safety tag must match the safety document 
type (for example, Hold tags are used with Hold safety documents). Issuing the safety 
document effectively gives the crew permission to begin work. When the work is 
completed, the safety document is released, warning the crew that they must stay clear. 
Once the safety document is released, safety tags may be removed from the assets and the 
switches may then be closed.

This section includes the following topics:

• Understanding Safety Document Types

• Mapping Step Types to Safety Document Types

• Using Safety Documents in Switching Plans

• Opening Existing Safety Documents

• Completing Safety Documents

• Aborting Safety Documents

Understanding Safety Document Types
Oracle Utilities Network Management System Web Switching Management includes a 
group of safety documents that represent common utility safety document types. These 
standard forms may be used to represent established safety documents in your 
organization.

• Clearance - indicates that clearance for work on an asset or in an area has been 
obtained from the proper authority. The proper authority might be a control center 
supervisor or a regional dispatcher. Clearance documents imply that the assets or area 
that requires work has been made safe to work on or in.

• Delegated Control - safety document (DCZ) allows users to identify a section of the 
network that has been turned over to the field for operation. The operator is no longer 
in control of the section of the network. It is the responsibility of the crew to operate in 
a safe and secure manner and document actions taken. See Delegating Control of a 
Network Area on page 9-93 for more information.

• Hold - indicates that the tagged assets should not be operated (for example, if the 
assets is open, it should remain open). Hold safety documents are used when the asset 
is to be held open or closed in order to complete work in an area of the distribution 
system. The purpose of the Hold safety document is to protect crew members and 
prevent injury to human life. Hold safety documents are placed and removed by 
individuals who have authority over a specific area or operation and serve to restrict 
the operation of an asset. 
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• Information Note - provides some pertinent information about the assets. 
Information Note safety documents are for informational purposes only. These safety 
documents do not restrict operation of the asset, but provide information that a crew 
member or utility employee should be aware of when working on the assets.

• Warning Tag - provides warning information about the tagged assets. Like Information 
Note safety documents, Warning Tags are for informational purposes only. These 
safety documents do not restrict operation of the assets, but provide information that 
a crew member or utility employee should be aware of when working on the tagged 
assets.

While safety document names and features may vary, understanding these types will help 
you understand the general use of most safety documents. Crews typically "own" safety 
documents and must authorize their release when they are finished working in an area or 
on an asset.

Mapping Step Types to Safety Document Types
Safety document types are associated with certain types of steps. These step-to-safety 
document mappings are configurable. The following list shows what types of steps each 
safety document type is pre-configured to accept. 

• Clearance:

• Place Clearance Tag

• Remove Clearance Tag

•

• Delegated Control (DCZ)

• Place DCZ Tag

• Remove DCZ Tag

• Hold:

• Place Hold Tag

• Remove Hold Tag

• Informational Note:

• Place INFO Tag

• Remove INFO Tag

• Warning Tag:

• Place WARN Tag

• Remove WARN Tag

Using Safety Documents in Switching Plans

Understanding the Safety Documents Tab 
The Switching Sheet Safety Documents tab displays a list of all safety documents 
associated with a switching sheet. The Safety Documents tab displays the following fields 
and menu bar buttons:

Fields
• Type displays the type of safety document. (See Understanding Safety Document 

Types on page 9-79.)
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• Doc # displays the safety document number.

• Status displays the status of the safety document. Valid statuses are: New, Issued, 
Released, Unissued, Aborted, Deleted, and Completed.

• Crews displays the crews assigned to this safety document.

• Description displays a description of the safety document.

Menu Bar Buttons
• The Refresh button( ) refreshes the safety document list.

• The Create a Safety Document button ( ) opens an context menu that allows you to 
choose a safety document type or open the Select Safety Type dialog box. 

• The Open button ( ) opens the selected safety document. (Alternatively, you can 
double-click the document in the list.)

• The Associate button ( ) displays the Switching Sheet Association dialog box. From 
the dialog box you can associate the safety document to a different switching sheet. 
See Switching Sheet Associations on page 9-98 for more details. 

• The Disassociate button ( ), when pressed, displays a confirmation dialog box 
pertaining to the disassociation of the safety document. Confirming the action will 
cause the safety document to be disassociated from the switching sheet. Once 
disassociated, the document is converted into a stand alone safety document.

• The Delete button ( ) deletes the selected safety document. Safety documents can 
only be deleted if there are no steps associated to the document. Deleted safety 
documents are not removed from the database. 
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Safety Document Dialog Overview
The Safety Documents associated to switching sheets are displayed as detached windows. 
When working with Web Safety, when there is no originating switching sheet, the document 
takes on a slightly different behavior and look. For more information on Stand Alone Safety 
Documents see Web Safety on page 9-102.

Toolbar Icons
• The Save button ( ) saves your changes to the safety document.

• The Print Preview button ( ) allows you to select a report format and then preview 
the safety document in the selected format.

• The Print button ( ) allows you to select a printer and then print a hard copy of the 
safety document to the selected printer.

• The Email button ( ) allows you to email a version of safety document. You will be 
prompted to select a report format (PDF, HTML, RTF, or XML); click Email... to generate 
the file, which will be attached to a new message launched from your default email 
application.

• The Validate button ( ), which is available on the DCZ safety documents, is used to 
determine whether the listed assets potentially isolate an area of the network. If the list 
of assets is not sufficient, a dialog will suggest the first missing asset needed, provide 
an option to add it, and re-validate the new list.

• The Issue button ( ) adds a step for issuing the selected safety document. The step is 
added to the end of the steps list or after the step insertion indicator (if one has been 
placed). This button is enabled when a document is in the New and Released states so 
the document may be issued and released multiple times. If any of the assets in the Tag 
Points list are not associated to steps, then the appropriate conditions will be placed 
on those assets when the document is transitioned to the Issued state.

• The Unissue button ( ) is used to place an Issued safety document or a Released 
safety document into an Unissued (edit) state where the asset lists can be altered. 
While in the Unissued state, you can add assets to the lists and mark assets already in 
the list for removal. Only when the safety document transitions back to the Issued state 
will the changes be applied.

• The Release button ( ) adds a step for releasing the selected safety document. The 
step is added to the end of the steps list or after the step insertion indicator (if one has 
been placed). This button is only enabled if the safety document has been issued. 
Selecting this button will cause the Complete button to be enabled. 

• The Complete button ( ) adds a step for completing the selected safety document. 
The step is added to the end of the steps list or after the step insertion indicator (if one 
has been placed). If any of the assets in the Tag Points list are not associated to steps, 
then the appropriate conditions will be removed from those assets when the 
document is transitioned to the Completed state.

• The Abort button ( ) allows you to set the status of the safety document to Aborted. 
The system prompts you to confirm the action before aborting. This button is only 
available in real-time mode and only for safety documents that are in the New state. 

• The Associate button ( ) displays the Switching Sheet Association dialog box. From 
the dialog box you can associate the safety document to a different switching sheet. 
See Switching Sheet Associations on page 9-98 for more details. 
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• The Disassociate button ( ), when pressed, displays a confirmation dialog box 
pertaining to the disassociation of the safety document. Confirming the action will 
cause the safety document to be disassociated from the switching sheet. Once 
disassociated, the document is converted into a stand alone safety document.

Safety Document Panes
The safety document dialog box displays the following panes:

• Tag Points display the assets that the safety document is associated with. 

Table Columns
• Edit State (untitled): an iconic representation of the edited state of the asset in 

the Unissued state. The edits will be applied when the document is issued. When 
working in Study mode, the edit state indicators will remain visible until the 
document is issued in real time.

• : The asset has been marked for removal.

• : The asset has been added to the asset list and will be used as a boundary 
point the next time the document is issued.

• Asset: the asset used to define the area or point of coverage of the safety 
document.

Toolbar Buttons

•  / : Toggles recording of assets off or on. The Tag Points list allows 
users to record assets via selections from the Viewer. To enable this feature, simply 
turn on recording and select assets in the Viewer.

• The Add Asset... button ( ) allows you to manually add an asset to the list.

• The Undo Asset Edit button ( ) allows you to undo an addition or removal of an 
asset from the list. This option is only available when making asset modifications 
in the Unissued state.

• The Remove Asset button ( ) allows you to remove a selected asset from the 
Tag Points asset list.

• The Object Focus button ( ) focuses the Viewer 1 window on the selected asset. 

 / 

• Nominal Pressure Zone displays the pressure zones for the assets listed in the Tag 
Points assets list.

• The Update button ( ) is used to populate the Nominal Pressure Zones field 
with the list of Pressure Zones associated to the linked switching sheet step assets 
and the assets listed on the safety document.

• The Reset Pressure Zone Value button ( ) is used to replace the safety 
document's current pressure zone value with the associated switching sheet 
Nominal Pressure Zones field value when the safety document was created. The 
switching sheet's Nominal Pressure Zones field is found on the Request tab.

• Nominal Lift Station displays the nominal lift station for the assets listed in the Tag 
Points list. To alter this value, enter your new value into the field.
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• The Update button ( ) is used to populate the Nominal Lift Station field with 
the list of lift station associated to the linked switching sheet step assets and the 
assets listed on the safety document.

• The Reset Lift Station Value button ( ) is used to replace the safety document's 
current lift station value with the associated switching sheet Nominal Lift Station 
field value. The switching sheet's Nominal Lift Station field is found on the 
Request tab.

• Current Pressure Zone displays the current pressure zones for the assets listed in the 
Tag Points list. This value is read-only and will dynamically update as long as the 
safety document is loaded.

• Current Lift Station displays the current lift station for the assets listed in the Tag 
Points list. This value is read-only and will dynamically update as long as the safety 
document is loaded.

Note. See Asset Associations with Nominal and Current Network 
Components on page 9-2 for information.

• Assigned Crews displays a table list of the Crew IDs of the crews that the safety 
document has been issued to, as well as each crew's mobile number, mobile carrier, 
alternate number, alternate number type, pager number, and crew type. The crew IDs 
are auto-populated with the value from the Instructed To field in the safety state 
transition switching step. A crew is required in this list before an Issue safety state 
transition step can be completed in real-time. 

• To select a crew to assign to this safety document, click the Select Crew... ( ) 
button to open the Select Safety Crew dialog box. See Assigning Crews to a Safety 
Document on page 9-86.

• To display the selected crew information, click the Crew Info... ( ) button.

• To indicate whether the crew is issued or clear of the zone defined by the safety 
document, click the Crew Issued/Clear ( ) button and select either Issued or 
Clear. The Position column will be updated with the status.

• To delete crews from this list, click the crews and then click the Remove Crews 
button ( ). At least one crew must remain assigned while the document is in the 
Issued state.

• Description is a text field that allows you to enter notes for the safety document.

• Audit Log contains the following information: 

• Table Fields:

• Date: the date and time of each entry.

• Description: a description of the state change or asset operation.

• Asset: the asset associated with the step.

• User: the name of the user who recorded the action.

• Crews: the crew identifiers pertaining to the audit log entry.

• The Comment section of the Audit Log panel allows you to add a comment to the 
log.

• Edit Log tracks the changes made to the entry fields of the document. It contains the 
following information:

• Date: the date and time of each entry.
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• User: the name of the user who recorded the action.

• State: the state of the safety document when the entry was added.

• Field: The name of the field that was updated.

• Previous Value: The previous value of the field before the update.
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Creating a Safety Document from a Switching Sheet
Assets may be added automatically to a Safety Document by creating a safety document 
from step selections within the Steps list of the originating switching sheet. You may create 
a safety document in two ways:

1. Create a Safety Document for a Selected Step:

• On the Steps tab, select the steps to which you want the safety document 
associated. For instance, select Hold Tag steps to create Hold safety documents. 
These steps then define the isolation points for the safety document. 

• Click the Create Safety Document for Selected Step toolbar button ( ). 

• If the selected step maps to multiple types of safety documents, the Select 
Safety Type dialog box prompts you to select the document type. 

Your selected step must conform or map to at least one safety document type. 
If a selected step does not map to a safety document type, the system will 
return an error message in the Invalid Step Selection dialog box. Click OK to 
close the dialog box.

• Select the safety document type and click OK. 

Note: For a list of step types to safety document types, see Mapping Step 
Types to Safety Document Types on page 9-80. The steps in the sheet will 
also be updated with an additional entry in the Operation text indicating 
which safety document the step is associated to.

2. Create a Safety Document Without Selecting a Step:

• To create a safety document without selecting a step, click the Create Safety 
Document ( ) button, which provides an context menu allowing you to select a 
specific safety document type or open the Select Safety Document Type dialog 
box. 

• If you select a safety document type, the new safety document will be created. 
If you select Select Safety Type Dialog..., the Select Safety Type dialog box 
will open allowing you to choose the document type. Select the safety 
document type, and click OK. 

Assigning Crews to a Safety Document
The Select Safety Crew dialog box allows you to assign crews to the safety document. You 
may also create contractor crews from the Contractors tab. By default, the dialog box will 
open showing the crews listed on the parent switching sheet's Crews list. The Switching 
Sheet Crews tab will only be visible for safety documents associated to switching sheets.

Populating Crews from the Switching Sheet
Crews are automatically assigned to safety documents when the safety document is 
created from a switching sheet where the switching sheet has crews listed in the Crews list. 
If a subset of the switching sheet's crews should be used to populate the safety document's 
Crews list, then simply select the crews prior to creating the safety document from the 
switching sheet.

1. Add a list of crews to the switching sheet's Crews list.

2. Click the switching sheet's Create Safety Document button and select the desired 
safety document type. 

The safety document will be created with a list of assigned crews matching the crews 
listed in the parent switching sheet. If none or all of the crews were highlighted in the 
switching sheet, then all of these crews will be assigned to the safety document. If a 
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subset of the crews were highlighted in the switching sheet, then only those crews will 
be assigned to the safety document when it is created.

Selecting Crews from the System Crews List
To assign a standard (system) crew to the safety document:

1. Click the Select Crew... button ( ) to open the Select Safety Crew dialog box 

2. On the System Crews tab, select one or more crew rows in the table.

Note: You may Shift+Click to select multiple adjacent rows or 
Control+Click to select non-adjacent rows.

3. Click OK to assign the crews and close the dialog box. 

Note: Click Apply to assign the selected crews without closing the dialog 
box. Crews will appear in the "Unknown" position.

Creating and Assigning Contractor Crews from the Contractor Entry Form
You may add a new contractor crew using the Contractor Entry Form. The created crews are 
assigned to the current safety document and added to the Contractor Crew List from which 
they may be assigned to other safety documents or switching sheets. 

The form contains the following fields:

• Crew ID: the crew name or identifier.

• Contact: the name of the crew contact person.

• Mobile #: the crew's mobile number.

• Mobile Carrier: the wireless company providing service to the mobile phone or radio.

• Alternate #: an alternate number for the crew.

• Alternate Type: the crew's alternate number type (for example, home, personal 
mobile, and so on).

• Pager #: the crew's pager number.

• Type: crew option menu that allows you to choose the crew type.

• Comments: text field for comments. 

Actions

• Create and Assign Crew ( ): assigns the new crew entry to the safety document and 
adds them to the contractor crew list. 

Note: The Select Safety Crew dialog box closes once the add button ( ) 
is clicked.

• Clear Crew Fields ( ): clears the entry form.

Using the Contractor Crew List
The Contractor Crew List allows you to assign existing contractor crews to the safety 
document or populate the Contractor Entry Form to reuse crew data when creating 
additional contractor crews.

The form contains the following toolbar buttons:

• Refresh Crew List ( ): refreshes the contractor crew list with the full list of active 
contractors found in the database.

• Assign Crew ( ): assigns crews to the safety document.
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• Transfer Crew Data ( ): transfers the selected crew's data up to the Contractor 
Entry Form fields. This allows contractors to be copied with minimal effort.

• Obsolete Crew ( ): obsoletes a crew so that it no longer shows up in the Contractor 
Crew List. If the crew is still part of an active safety document or switching sheet, an 
error will be generated. The crew is not deleted from the system as it is still needed for 
auditing purposes in completed switching sheets and safety documents.

Assigning an Existing Contractor Crew
1. Select the crew rows in the Contractor Crew List.

2. Click the Assign Crew button ( ) to assign the crews to the sheet.

Assigning a New Contractor Crew Using Existing Crew Data
To create an additional contractor crew using data from an existing crew, do the following 

1. In the Contractor Crew List, select the row with the desired crew data.

2. Click the Transfer Crew Data button ( ) to copy the data to the Contractor Entry 
Form.

3. Edit the data for the new crew.

4. Click the Create and Assign Crew button ( ) to assign the new crew to the safety 
document and add them to the Contractor Crew List.

Adding a Safety State Transition Step
Each safety state transition step performs a single action, such as issuing or releasing a 
safety document. To add safety state transition steps, do the following:

1. From a switching, create a new safety document. See Creating a Safety Document from 
a Switching Sheet on page 9-86 for more information.

2. Validate that step recording is still turned on in the Steps tab.

3. Click the Issue button ( ) on the safety document. A new safety state transition step 
is recorded into the switching sheet steps list. The Operation column of the step 
indicates the type of operation being performed.

Notes: 

Conditions associated to the assets in the Tag Points list has to be on the assets for 
the document to be issued. If the conditions are not on the assets, an error dialog 
box will be displayed with the list of conditions that could not be found. The 
switching steps associated to those conditions will be highlighted in the switching 
sheet. This is mode specific, so when in study mode, the conditions have to be on 
the assets in your study session. Conditions are not required when only the Other 
Assets field is filled out. 

When recording the safety state transition steps in Real-Time, the safety document 
must have an assigned crew before it can be issued. This is not a requirement 
when in Study mode.

4. Select the Release and Complete buttons on the safety document. New safety state 
transition steps are recorded into the Steps list for the Release and Complete 
operations.

5. Close the safety document.
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Note: If you changed the Other Assets or Description field, you will be 
asked to save the changes. All other fields are automatically saved within 
the associated switching steps.

For instructions on executing safety state transition steps, see Executing Safety State 
Transition Steps on page 9-91.

Safety State Transition Failed Dialog Box
When a safety document is issued the conditions (tags) associated with it are locked. If 
some of the expected conditions are missing or fail to lock, the Safety Transition Failed 
dialog box is displayed. The Failed Safety Actions table contains the list of switching steps 
associated with the safety document, that caused the failure.

The switching steps placing those conditions will be highlighted on the Steps tab. Affected 
rows in the Tag Points list in the safety document will also be highlighted.

Editing the Asset List
The Tag Points lists on the Hold, Clearance, Delegated Control, Information, and Warning 
safety documents may only be altered when in the New or Unissued states.

Adding Assets to a Non-Execute Safety Document
You can add additional assets to a safety document through one of three ways. 

• The first method involves associated steps with assets to the safety document. The 
second method allows you to added assets directly to the safety document through 
asset selections in the Viewer. The third method uses the Add Asset dialog box, from 
which you can enter or search for an asset to be added to the list.

Step Association Method
The step association method is accomplished by doing the following:

1. Open a non-execute version of a safety document. (A non-execute version is loaded 
from the Safety Lists and the Control Tool. It displays a toolbar at the top of the dialog 
box and no Execute button at the bottom.)

From the associated switching sheet steps list, select the step with the asset operation 
you want added to the safety document. For example, if you select an Add or Remove 
Tag step, the assets is added to the Tag Points list on the safety document dialog box.

2. Click the Link Switching Step Asset button ( ) on the safety document dialog box. 
The new asset is added to the appropriate asset list.

Notes:

• If the selected step is already associated to a safety document, then an error 
dialog box indicates which safety document the step is already associated to.

•  If the select step type is not configured for the safety document type, then an 
error will be displayed indicating the step that does not conform to the 
configured step to safety document type rules. For a list of step types to safety 
document types, see Mapping Step Types to Safety Document Types on page 
9-80. 

Asset Recording Method
The asset recording method is accomplished by doing the following:

1. Open a non-execute version of a safety document. (A non-execute version is loaded 
from the Safety Lists and the Control Tool. It displays a toolbar at the top of the dialog 
box without an Execute button.)
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2. Click the Record button on the Tag Points toolbar to turn recording on for that asset 
list.

3. In the Viewer, select assets that should be added to the Tag Points asset list.

Safety Document Add Asset Dialog Method
Using the Safety Document Add Asset dialog box, assets can be added to the Tag Points list 
by doing the following:

1. Open a non-execute version of a safety document. (A non-execute version is loaded 
from the Safety Lists and the Control Tool. It displays a toolbar at the top of the dialog 
box without an Execute button.)

2. Click the Add Asset… button ( ) found on the Tag Points toolbar. The Safety 
Document Add Asset dialog box is displayed.

3. From the dialog box, enter part or all of an asset alias. The search button ( ) can be 
used to find an asset from a partial asset id.

4. Click Add Asset ( ). The asset will be added to the Tag Points list.

5. Continue to add assets and when completed, click Close.

Removing Assets
You can remove assets from an asset list in two ways.

Option 1
1. Open a non-execute version of a safety document. (A non-execute version is loaded 

from the Safety Lists and the Control Tool. It displays a toolbar at the top of the dialog 
box without an Execute button.)

2. Select the asset you would like to remove from the Tag Points list.

3. Click the Remove Asset button ( ) from the appropriate asset list toolbar. The asset 
is removed from the list if the document is in the New state or is marked for removal if 
the document is in the Unissued state

Option 2
1. From the associated switching sheet steps list, select the step with the asset operation 

that you want removed from the safety document. For instance, if you select an Add or 
Remove tag step, the asset will be removed from the Tag Points list.

2. Click the Unlink From a Safety Document button ( ) on the Steps tab toolbar. The 
asset is removed from the safety document's asset list if the document is in the New 
state or is marked for removal if the document is in the Unissued state. 

Note: The Unlink From a Safety Document button can only be used for 
assets in the safety document that are associated to steps. Assets added 
without step associations will have to be removed using Option 1 
described above.

Adding a Comment to the Audit Log
The Comment section of the Audit Log panel allows you to add a comment to the log. 
Select the Comment field and enter a comment; click the Add button ( ) to add the 
comment to the Audit Log.
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Executing Safety State Transition Steps
Once a safety state transition step has been recorded, executing (completing) the step 
causes the Execute Safety Step dialog box to be displayed. This dialog box looks just like 
the original safety document dialog box except that it has no toolbar and it displays two 
buttons: Execute and Cancel. Use this dialog box to verify that the safety document 
information is correct, and then click Execute to execute the step. 

When a tag step with an associated safety document is executed, the Control Tool executes 
placement of the appropriate tag (Hold, Clearance, and so on) on the asset. The symbol on 
the asset indicates that a condition exists on the asset, that the area has not been issued to 
the crew, and is not yet isolated. After the safety document has been issued, the symbol on 
the asset changes to indicate that the tag is under the control of the safety document. For 
example, if configured in your project, a Hold tag may change to indicate Hold with a small 
lock symbol next to it. When a tag changes to a locked state, the safety document must be 
released before the tags can be removed using the Control Tool. Likewise, when the safety 
document is transitioned to the Unissued state, the tag symbols on the assets will change 
to indicate that they are still part of an active safety document, but are in a state to where 
they can be removed; they are allowed to be removed so that the zone of coverage for the 
safety document can be altered while in the Unissued state.

For more information, see one of the following topics:

• Issuing Safety Documents While Executing Steps

• Releasing Safety Documents While Executing Steps

Issuing Safety Documents
Safety documents are issued when an Issue safety document switching step is completed 
and the Execute button is clicked on the safety document. 

Note: The appropriate tag type must be placed on the asset prior to the 
safety document being issued. For example, to issue a Hold document, 
you must place a Hold tag on the asset before the safety document can be 
issued. This only pertains to assets associated to switching steps. Assets 
not associated to steps will automatically have conditions placed on the 
them when the document is issued.

When a safety document is transitioned from the Unissued state to the Issued state, all of 
the pending asset list changes will be applied. If the transition is initiated in real-time 
mode, then any assets marked for removal will be removed from the list and related audit 
log entries will be created for each asset change.

Once a safety document is issued:

• Crews are transitioned to the "Issued" position.

• You cannot complete, delete, or reissue the safety document. The asset lists cannot be 
altered while in the Issued state.

• The only state related button options available on the safety document dialog box are 
Unissue and Release. 

• The Viewer displays a symbol on all assets that are specified in the safety document to 
indicate that the safety document has been issued. 

Issuing Safety Documents Manually
To issue a safety document manually:

1. Open the safety document (if it is not already open) by selecting the document on the 
Safety Documents tab and clicking the Open button.
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2. Click Issue on the open safety document. A symbol appears on all assets that are 
specified in the safety document to indicate that the safety document has been issued. 

Note: If you manually Issue a safety document in real-time mode, a safety 
state transition step is automatically recorded to the Steps list, regardless 
of whether step recording is turned on. This is the audit of the safety 
documents transitions.

Issuing Safety Documents While Executing Steps
To issue a safety document through step execution:

1. From the Steps List, select the Issue safety state transition step and click the Complete 
button. The Execute Safety Step dialog box opens, and the Execute and Cancel 
buttons are enabled.

Note: When instructing safety state transition steps in real-time mode, 
the safety document dialog box is not displayed. It is only displayed when 
the step is completed.

2. Click the Execute button. A symbol appears on all assets in the Viewer that are 
specified in the safety document to indicate that the safety document has been issued. 
The safety state transition step is also marked as Completed.

If any of the assets in the Tag Points list were not associated to switching steps, then 
conditions will be applied to the assets first. After all the conditions are on the assets, then 
the conditions will be changed to indicate that they are under the control of the safety 
document.

Releasing Safety Documents
Safety documents are released when switching steps associated to a releasing safety 
document are completed and the safety document's Execute button is clicked. The symbol 
for the safety document is removed from the asset in the Viewer and the original tag 
symbols are placed back onto the asset. At this point the Safety Document can either be 
reissued to a different crew or completed.

Note: Safety Documents cannot be released if any crews are still in the 
"Issued" position. Crews need to be "Clear" to proceed.

Releasing Safety Documents Manually
To release a safety document manually:

Note: The document must already be issued before it can be released. 

1. Open the safety document (if it is not already open) by selecting the document on the 
Safety Documents tab and click Open. 

2. In the safety document, click Release. The symbol for the safety document is removed 
from the asset and the original tag symbols are placed on the asset. 

Note: If you manually release a safety document in real-time mode, a 
safety state transition step is automatically recorded to the Steps list, 
regardless of whether step recording is turned on. This is the audit of the 
safety documents transitions.

Releasing Safety Documents While Executing Steps
To release a safety document through step execution:

1. From the Steps List, select the Release safety state transition step and click Complete. 
The Execute Safety Step dialog box opens, and the Execute and Cancel buttons are 
enabled.
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Note: When instructing safety state transition steps in real-time mode, 
the safety document dialog box is not displayed. It is only displayed when 
the step is completed.

2. Click Execute. The symbol for the safety document is removed from the assets and the 
original tag symbols are placed on the assets. The safety state transition step is also 
marked as Completed.

Deleting a Safety Document
Safety documents can be marked as Deleted from the associated switching sheets Safety 
Documents tab. Safety documents can only transition to the Deleted state when they do 
not have safety state transition steps linked to them in the switching sheet's Steps list. 
Attempting to mark a safety document as Deleted with linked safety state transition steps 
will result in an error dialog box. You will need to delete the safety state transition steps 
before the safety document can be marked as Deleted.

To mark a safety document as Deleted:

1. Navigate to the associated switching sheets Safety Documents tab.

2. From the safety documents list, select the document entry, and click Delete. The 
document will be marked as Deleted. Safety documents can only be marked as Deleted 
when in the New state.

Delegating Control of a Network Area
When you issue a DCZ Safety document, the system delegates the segment of the network 
bounded by the listed assets. No operations are allowed on any assets in the segment until 
the document is released.

 

Your assets must completely bound an area to be considered adequate for Delegated 
Control. That is, there should be no alternate way to supply any of the assets in the area.

Safety Document List
The Safety Document List is a tool used to manage active safety documents and any safety 
documents associated to switching sheets that have been completed in the last 30 days. To 
load safety documents no longer available in the Safety Document List, use the Search 
Safety Document window.

The Safety Document List will load the full list from the database when it is first displayed. 
After the initial load of the data, the list will dynamically update with changes from all users 
on the system. Dynamic updates happen periodically at 15 second intervals. A safety 
document's updates will only be broadcast out to the other users once it has been saved to 
the database.

The full list of safety documents will be queried from the database when you alter your 
subscribed zones via the Authority tool. The full list will also be queried if you select the 
Refresh button from the Actions menu. Once the full list has been loaded, the list will go 
back to being dynamically updated.

The Safety Document List serves as the primary mechanism from which to load safety 
documents outside or not associated to switching sheets. You can either double click on a 
single entry or highlight multiple entries and click the Open... toolbar option. 

Note: When loading multiple safety documents, a progress bar will be 
displayed at the bottom of the window.

Once an open request has been initiated, it cannot be canceled, but the system does 
restrict you from having more than 15 switching sheets open at any one time. Each safety 
document is linked to a switching sheet.
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The Safety Document List will be filtered based on the control zones you are subscribed to. 
The asset listed on the parent sheet's Request tab determines the control zone that a 
safety document is associated with; however, if no asset is entered, then the safety 
document will fall within the FUZZY zone. 

Menu and Toolbar Features
This section lists and describes the menu options and toolbar icons available in the Safety 
Document List. 

File Menu
The table below describes the options available on the File menu.

Sort Menu
The table below describes the options available on the Sort menu. 

Menu Option Description Icon

Open... Opens the selected safety documents and their associated 
switching sheets. If the window is not pinned or docked, the 
window will be closed once the safety documents are loaded.

Note: If the safety is locked by another user, the Failed to 
Establish User Lock dialog box will be displayed; see Opening 
Locked Documents on page 9-76 for information.

Export 
Table...

Opens a dialog box to allow you to save the current table view 
data to a comma separated value (csv) file.

Print Displays the Print Preview dialog box so you can view or print the 
list.

Toggle 
Dockable 
Window

Changes a standalone window to a pane that may be moved or 
docked in another window or frame. See Understanding Dock 
Panels and Standalone Windows on page 2-10 for more 
information on dockable and standalone windows.

Exit Closes the Safety Document List window. --

Menu Option Description Icon

Sort Dialog... Opens the Sort dialog, allowing you to create, modify, apply, 
and save user-defined sorts. See Using the Sort Dialog on page 
1-7.

--

Doc # Applies the default sort, which is the doc # in descending order. --
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Actions Menu
The table below describes the options available on the Actions menu. 

Help Menu
The table below describes the options available on the Help menu. 

Safety Document List Data Fields
The Safety Document List provides a tabular view of the safety document. The sort and 
filter criteria are displayed above the table.

• The Status column displays the status of the safety document. 

• The Type column displays the safety document type.

• The Doc # column displays the safety document number.

• The Sheet # column displays the switching sheet the document is associated to.

• The Nominal Pressure Zone, Current Pressure Zone, Nominal Lift Station, and 
Current Lift Station columns display values as displayed on the safety document.

• The Issued Date column displays the date the document was last issued.

• The Crews column displays the crews the document was issued to.

• The Description is the description of the safety document as entered on the 
document.

• The Released Date displays the date the document was last released.

• The Completed Date displays the date the document was completed.

Menu Option Description Toolbar 
Icon

Refresh Refresh the safety document list with the latest data from 
the database.

• Unpin

• Pin

• Unpin the window so that it will close after an open 
safety document request.

• Pin the window so that it will not close after an open 
safety document request.

Note: The icon shows the current state (that is, unpinned).

Menu Option Description Toolbar 
Icon

Safety Document 
List Help

Opens the online help system to the Safety Document List 
help content.

--
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Understanding the Safety Document List Filter Panel
The Safety Document List provides the following Global filters.

Opening Existing Safety Documents
Note: If the sheet is locked by another user, the Failed to Establish User 
Lock dialog box will be displayed; see Opening Locked Documents on 
page 9-76 for information.

From the Web Workspace File Menu
1. Select Open and then Safety Documents… The Safety Documents List appears.

2. Select the safety document you want to open and click the Open button or double-
click on the document in the list. The safety document is opened. If the safety 
document is associated with a switching sheet, the switching sheet will also open.

From the Web Workspace Search Safety Document Dialog
To search for an existing safety document:

1. From the Web Workspace File menu, select Safety Document Search... from the Open 
option.

2. In the Search Safety Document dialog box, enter the desired text to search and press 
Enter or click the Search ( ) button.

Note: The search results will be filtered based on the parent sheet's 
master asset NCG and your subscribed zones of authority. The NCG for 
stand alone safety documents will be determined by the asset populated 
in the safety document's Asset field. The filtering of the results, based on 
NCG, will not apply to the Administration user type.

Open a Safety Document from an Open Switching Sheet
1. Click the Safety Documents tab.

2. Select the safety document you want to open and click the Open button or double-
click the document in the list. The safety document dialog box is displayed. 

Global Filter Description

Active Displays all the active safety documents (safety documents 
with statuses of Issued, Unissued, and Released).

All Displays all safety documents and safety documents 
associated to completed switching sheets from the last 30 
days.

Completed Displays safety documents that are in the Completed state 
that are not associated to a switching sheet that has been 
completed longer than 30 days.

Issued Displays all safety documents in the Issued state.

New Displays all safety documents in the New state.
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Open a Safety Document from a Switching Step on the Steps Tab
1. Right-click on one or more steps that have safety document associations, then select 

Load Safety Documents… from the context menu. The safety document dialog boxes 
are displayed.

Note: Steps with associated safety documents display the document type 
and number displayed in the Operation step column.

Open a Safety Document from the Control Tool
1. For active safety documents, double-click an asset in the Viewer.

2. From the Control Tool, click Safety Documents… and then select Open Safety 
Documents... from the submenu.

• If only one safety document is currently active on this asset, then the safety 
document dialog box is displayed. 

• If multiple safety documents are active, the Asset to Safety Document List displays 
a list of safety documents for the asset. The list includes only safety documents 
that are part of an active sheet and documents that were completed in the last 30 
days. Select the safety document you want to load from this list. 

The safety document and the associated switching sheet are opened. The safety 
document will be opened in the same mode that the Control Tool is in.

Completing Safety Documents 
When you have completed all steps in a switching sheet, you should complete all safety 
documents associated with the sheet. 

To complete a safety document, use either of the following methods.

Option 1

1. Follow the steps described above to open the safety document.

2. Click the Complete button on the safety document dialog box. 

Note: Once completed, the document is locked from further editing. 
When manually completing a safety document in real-time mode, the 
action is automatically recorded in the associated switching sheet's Steps 
list. 

Any assets in the Tag Points list, that were not associated to steps, will have their 
conditions removed.

3. Repeat these steps for all safety documents associated with the switching sheet.

Option 2

1. Record a Complete safety state transition step (as described in the previous sections) 
and use that step to complete the safety document. Repeat for all safety documents 
associated with the switching sheet.

Aborting Safety Documents
If a switching sheet is aborted, you will need to abort any associated safety documents 
before you can complete the switching sheet. 

Note: The Abort option is only available in real-time mode when the 
safety document is in the New state. 

To abort a safety document, follow these steps:
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1. Click the Safety Documents tab.

2. Double-click the safety document you want to abort. 

3. Click the Abort button on the toolbar.

4. When prompted, confirm you action.

Switching Sheet Associations
Safety documents can be associated to different switching sheets and even disassociated 
and converted into a stand alone safety document. Safety documents can only be 
associated to different sheets or disassociated if the safety document does not have any 
switching sheet step links. An error will be issued to you if you attempt to disassociate or 
move a safety document that has linked switching sheet steps. A safety document's type 
and number will be displayed in the step's Operation column if a link exists.

When disassociating a safety document from a switching sheet, a confirmation dialog box 
will be displayed to you. You must confirm the operation before the disassociation will 
proceed. When the document is disassociated, it will be converted into a stand alone safety 
document. The audit log of the switching sheet and the safety document will indicate when 
and who initiated the operation.

Safety document associations originate from the Switching Sheet Association dialog box. 
This dialog box allows you to select a sheet from a list of switching sheets you already have 
loaded or you can search for a particular switching sheet in the system. Completed 
switching sheets and switching sheets that cannot accept safety document associations 
will be filtered out of the list. Safety document association changes will result in audit log 
entries in the original switching sheet along with the target switching sheet and the safety 
document.

Outage Correction
Web Switching Management can be used for outage correction. After an outage is 
completed, you can either correct the associated outages by transitioning the plan to the 
Rework state and clicking the Correct Outage button, or you can create a new Outage 
Correction sheet and re-record steps to replace a single selected outage.

Correcting Outages in a Rework Sheet
When you transition your sheet to the Rework state, a Correct Outage button ( ) will 
appear on the Steps tab. Change step times or use the Find/Replace dialog box to change 
assets, then click the Correct Outage button to update the event with the new customer 
counts. 

Due to the complicated nature of the grouping algorithm, the steps and event relationships 
need to remain unchanged. That is, if step 6 originally restored the outage created in step 2, 
then step 6 needs to continue to restore the outage created in step 2. The Events column 
appears when the sheet is in Rework mode to help clarify this situation.

Using Outage Correction Sheets
After you create a new Outage Correction sheet, you will re-record the outage restoration 
sequence in study mode. Although the scenario is recorded in study mode, the corrections 
will be made to the real-time outage. Study mode is used so that the model can be altered 
to resemble the real conditions when the outage was created. 
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Note: In order to use Outage Correction, you will need to have access to 
an available study session.

Re-Recording the Outage Restoration Sequence in Study Mode
To re-record the correct outage restoration sequence, follow these steps:

1. In your study mode Viewer, manipulate the model to represent what the conditions 
were when the outage was created. This will be used as your template to record a new 
scenario into the Outage Correction sheet.

2. Open Event Details for the completed event, click the Switching… button. The Open 
Or Create New Switch Sheet dialog box is displayed. Select the Outage Correction 
sheet type and then click the Create button. An Outage Correction switching sheet is 
created for the event.

3. In the Outage Correction switching sheet, turn recording on.

4. Record the entire set of corrected outage and restoration steps in the Viewer, using the 
Control Tool's date/time selector to set the correct operation times.

5. Manipulate the model back to the baseline, as in step 1. This is important because the 
algorithm plays the steps against the current study network to determine the 
customers affected. Use the Impacted Customers tab to verify that the correct number 
of customers will be impacted by the new set of steps.

6. Click the Correct Outage button on the Steps tab toolbar. A confirmation dialog box 
appears.

7. Click OK. The system validates the plan and, if successful, replaces all affected 
customer data for the related outage and updates the new outage time, customer 
count, and outage asset. The Event Details, when re-loaded, will reflect any partial 
restoration changes as well. 

Note: If you are replacing an outage that was involved in a partial 
restoration scenario, you will need to either update the other related 
outages or mark them so that they are not reported and calculated in your 
indices.

Outage Correction Error Codes
The Correct Outage button performs a number of validation actions that can result in 
errors and warnings. 

• Outage Correction sheets must be associated with an event.

• The chosen event must be in the completed state.

• The outage time but be at least one second before the restore time .

• All customers outaged by the new steps must also be restored.

• Original customer calls must be affected by the new steps and must fit within their 
outage and restoration times.

• Customers who called in the original event are no longer in the model.

• Devices used in the new steps were not valid at the time of the original event.
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Using the Miscellaneous Log
The Miscellaneous Log automatically records all real-time switching actions that are not 
recorded in any switching sheet. The miscellaneous log does not need to be open for steps 
to be recorded; the system automatically detects steps performed in real-time that are not 
being recorded in a switching sheet. You can use the miscellaneous log rather than creating 
emergency switching sheets. 

This section includes the following topics:

• Displaying the Miscellaneous Log

• Filtering the Log

• Editing the Miscellaneous Log Steps

Displaying the Miscellaneous Log
To view the Miscellaneous Log, select Miscellaneous Log... from the Tools menu. The 
Miscellaneous Log displays the same columns as a switching sheet Steps tab with the 
addition of an Events column. The steps list does not have a Version column as 
miscellaneous logs do not have versioning capabilities. See Steps Tab on page 9-22 for 
column descriptions.

The following fields and buttons are displayed at the top of the Miscellaneous Log tab.

• The From date picker, Range drop-down list, and the All Users check box set the log's 
filter criteria. Note that the From date picker only includes dates, but not specific 
times.

• The Fetch button ( ) is used to get records from the database.

• The Previous ( ) and Next ( ) buttons allow you to view the log entries for the 
previous or following period. For example, if the number of days drop-down list is set 
to 1 week, then clicking the Previous button displays the previous week's log entries.

• The Complete button ( ) completes the selected instructed steps. The status of the 
step changes to Completed.

• The Abort button ( ) sets the status of an instructed step to Aborted. Use this if the 
step was never attempted.

• The Fail button ( ) sets the status of an instructed step to Failed. Use this if the step 
was attempted but failed.

• The Uninstruct button ( ) will remove the instruct condition from the asset and 
delete the instructed step that was recorded into the Miscellaneous Log.

• The Focus button ( ) focuses the Viewer on the selected asset.

• The Cut button ( ) allows you to cut one or more steps from the miscellaneous log. 
You can then paste the steps into another switching sheet.

• The Print Preview button ( ) allows you to generate and view the Miscellaneous Log 
report based on any applied filters. The output will include the date range for the steps 
included in the log, the user, and finally the list of steps. You will be prompted to select 
a report format (PDF, HTML, RTF, or XML); click Preview... to generate the file, which 
will open in an application that is associated with that file type (for example, Adobe 
Reader for PDFs or your default web browser for HTML). You may save the generated 
file.



Viewing Global Overlaps

Web Switching Management 9-101

Note: The filters will be refreshed when the report is generated so they 
will always contain current data regardless of what steps are displayed at 
the time the button was clicked.

• The Print button ( ) allows you to print the Miscellaneous Log report based on any 
applied filters (see Note for Print Preview, above). You will be prompted to select a 
report format (PDF, HTML, RTF, or XML) and your printer; click Print.

• The Email button ( ) allows you to email the Miscellaneous Log report based on any 
applied filters (see Note for Print Preview, above). You will be prompted to select a 
report format (PDF, HTML, RTF, or XML); click Email... to generate the file, which will be 
attached to a new message launched from your default email application.

• The Help button ( ) displays help for the Miscellaneous Log tab.

Filtering the Log
Use the fields at the top of the Miscellaneous Log tab to filter the list as follows:

1. Select a starting date from the From date picker.

2. From the drop-down list, select the number of days from that starting date for which 
you want to see log entries.

3. Check or uncheck the All Users check box. (When All Users is checked, the log shows 
steps that were executed by all users; when unchecked, the log shows only steps that 
were executed by you. 

4. Use the fields at the top of the tab to filter the log.

5. Click the Fetch button to refresh the list based on your entries.

Editing the Miscellaneous Log Steps
The Operation, Details, and Comments step columns are the only columns in the 
Miscellaneous Log that can be edited. The edits are automatically submitted to the 
database when cell focus is lost. Cell focus occurs when you press Enter or when you tab 
out of the field. The cell edit will also be submitted to the database if you navigate to 
another tab within the Oracle Utilities Network Management System environment. Step 
field edits within the Miscellaneous Log cannot be undone. If you wish to cancel what you 
are doing in the Comments field, then press the Esc key. Note that editing the Operation 
step column can only occur for No-Op steps just as it is in switching sheet steps. Once 
edited, the background color for the step will turn yellow to indicate that the default 
Operation text has been altered.

Viewing Global Overlaps
The Global Overlaps list allows you to identify overlaps of date/time, control zone and 
affected assets within a specific time period for all active switching sheets.

To display the Global Overlaps list, choose Switching Overlaps... from the Tools menu.

The fields, buttons, and options on this tab are nearly identical to the Overlaps tab that is 
displayed for individual switching sheets. See Using the Overlaps Tab on page 9-59 for more 
information. The global overlaps Range options will only include options that will add to 
the specified From date. Switching sheet overlaps include Range options that are before 
and after the sheet's start and finish dates. The table column labels will be followed by a 1 
or 2 depending on which switching sheet the value is for. 
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The Global Overlaps list will initially display overlaps for the next day and any overlaps that 
occur over time. Use the Overlap Type column in the list to determine overlaps that have 
been scheduled for the same asset and/or control zone. The Asset and Control Zone 
overlaps will be listed at the top of the list.

To open the overlapping switching sheets, double click the entry in the list or use the right-
click context menu to select options for opening Sheet #1, Sheet #2, or both sheets.

Click the Help button ( ) to display help for the Global Overlaps tab.

Web Safety
Web Safety provides Stand Alone Safety Documents for recording tagging operations 
outside of a switching plan. Web Safety is not a substitute for safety documents created in 
switching plans and, therefore, does not support the use of aggregate actions when 
recording tag points. Web Safety limits asset associations to those not involved in Open 
and Close operations.

Understanding the Stand Alone Safety Document Window
Stand Alone Safety Documents windows share many features and behaviors of switching 
sheet windows. Like switching sheets, Stand Alone Safety Documents cannot be moved 
outside of the confines of the NMS workspace. Stand Alone Switching Document windows 
open in the lower right quadrant of the workspace, but may be moved anywhere within the 
workspace or maximized to the full workspace dimensions. 

Each open safety document has its own tabbed window, which is labeled with a 
combination of the safety document type and the number. Multiple safety documents and 
switching sheets are typically docked together and displayed as a tab group. Double-click 
any tab (or the empty area to the right of the tabs) to maximize the tab group; double-click 
again to restore the size.

Right-click a tab to access the context menu, which provides the following:

Note: For simplicity, the term sheet will be used to mean either a stand 
alone safety document or switching sheet.

• Maximize: maximizes the window. 

• Restore: restores the maximized window to its original size and position.

• New Tab Group: displays the sheet separately.

• Collapse Tab Groups: regroups separate windows into tab groups.

• Windows...: opens a dialog box that lists all open sheets, which you can then:

• Activate (that is, bring to front in a tab group) a single sheet.

• Close selected sheets.

• Close: closes the sheet. 

• Close All: closes all open sheets.

• Close Others: closes all open sheets except the sheet that was right-clicked.
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Menu and Toolbar Features

File Menu
The table below describes the options available on the File menu.

 Help Menu

Toolbar Buttons
• The  /  buttons allow you to toggle Control Tool related recording on 

or off, respectively.

• The Paste button ( ) allows you to add a step cut from the Miscellaneous Log or 

copied from another Safety document. See Adding Assets to a Non-Execute Safety 
Document on page 9-89 for more information.

Menu Option Description Toolbar 
Icon

Save Saves the Safety Document.

Copy As... Opens the Safety Document Types dialog box that allows 
you to create a new safety document with the current 
document's data. See Copying a Safety Document on page 
9-110 for more details.

--

Associate... Display the Switching Sheet Association dialog box. From 
the dialog box you can associate the safety document to a 
switching sheet. See Switching Sheet Associations on page 
9-98 for more details. Once the safety document is 
associated, it is no longer a stand alone safety document 
and when viewed the document takes on the look of a 
switching sheet associated safety document.

Delete Transition the document to the Deleted state and remove it 
from any of the safety document lists. This option is only 
available while the document is in the New state.

--

Print Preview... Opens the Report Format dialog box that allows you to 
choose the criteria for previewing a safety document 
report.

Print... Opens the Report Format dialog box that allows you to 
choose the criteria for printing a safety document report.

Email... Opens the Report Format dialog box that allows you to 
choose the criteria for emailing a safety document report.

Exit Closes the active safety document. --

Option Description Toolbar 
Icon

Web Safety Help Opens online help content for safety documents. --

About Web Safety Opens a window with environment and software 
information.

--
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• The Place Condition button ( ) is used to apply conditions when the condition 

actions were recorded in study mode through the Control Tool.

• The Issue button ( ) issues the selected safety document. A record of the transition is 
added to the Audit Log. Selecting this button will cause the Unissue and Release 
buttons to be enabled.

• The Unissue button ( ) is used to place an Issued safety document or a Released 
safety document into an Unissued (edit) state where the asset lists can be altered. 
While in the Unissued state, you can add assets to the lists and mark assets already in 
the list for removal. Only when the safety document transitions back to the Issued state 
will the changes be applied. Selecting this button will cause the Issue button to be 
enabled.

• The Release button ( ) releases the selected safety document. This button is only 
enabled if the safety document has been issued. Selecting this button will cause the 
Issue and Complete button to be enabled.

• The Complete button ( ) completes the selected safety document. 

• The Abort button ( ) allows you to set the status of the safety document to Aborted. 
The system prompts you to confirm the action before aborting. This button is only 
available in real-time mode and only for safety documents that are in the New state. 

• The Confirm Model Changes button ( ) becomes available when model changes 
have occurred that impact one or more assets in the safety document. 

The Web Switching service checks all the active safety documents after a model edit 
has occurred. If a safety document has an asset that matches an asset that was directly 
impacted by a model change, that asset will be marked as needing verification. When 
the safety document is displayed, these assets will be highlighted in yellow. You can 
either verify each asset in the document or verify the entire document. 

Note: While the safety document has verifications pending, safety state 
transitions cannot be performed within the document.

Individual Verification

To check off each asset individually, right-click the highlighted asset and select Model 
Verify. 

Whole Safety Document Verification

To verify all of the assets in a sheet, click the verify (check mark) button ( ) to confirm 
all model changes. All highlighted assets will be marked as verified.

Once the assets have been verified, safety state transitions can continue for the 
document.

• The Reset Study Session ( ) allows you reset your study session to a copy of either 
Real Time or Nominal conditions.

• The Real Time button ( ) switches the document to real time mode.

• The Study Session button ( ) switches the document to study mode.

• The Step Actions button ( ) toggles the actions view at the bottom of the safety 
document. The actions are identical to switching steps found in switching sheets. The 
actions list includes the tag and safety state transition actions associated to the 
document.
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Safety Document Fields
The Stand Alone Safety Document dialog box displays the following fields:

• Tag Points display the assets that the safety document is associated with. 

• Table Columns

• Edit State: an iconic representation of the edited state of the asset in the 
Unissued state. The edits will be applied when the document is issued. When 
working in Study mode, the edit state indicators will remain visible until the 
document is issued in real time.

• : The asset has been marked for removal.

• : The asset has been added to the asset list and will be used as a 
boundary point the next time the document is issued.

• Asset: the asset used to define the area or point of coverage of the safety 
document.

• Toolbar Buttons

• The  /  buttons allow you to toggle recording of assets on or 
off, respectively. The Tag Points list allows you to record assets by selecting 
them in the Viewer. To enable this feature, turn on recording and select assets 
in the Viewer.

• The Add Asset... button ( ) allows you to manually add an asset to the list.

• The Undo Asset Edit button ( ) allows you to undo an addition or removal 
of an asset from the list. This option is only available when making asset 
modifications in the Unissued state.

• The Remove Asset button ( ) allows you to remove a selected asset from 
the Tag Points asset list.

• The Object Focus button ( ) focuses the Viewer 1 window on the selected asset. 

• Other Assets is a text field that allows you to enter a list of non-modeled assets.

Note: An entry is required in at least one of these fields: Tag Points, or the 
Other Assets.

• Nominal Pressure Zonesfield allows you to enter pressure zone values and can also be 
automatically populated with nominal pressure zones associated to the assets listed in 
the Tag Points list. The following button is displayed to the right of the Pressure Zones 
field:

• The Update button ( ) is used to populate the Nominal Pressure Zones field 
with the list of pressure zones associated with assets listed on the safety 
document.

• Nominal Lift Station displays the nominal lift stations for the assets listed in the Tag 
Points list. To alter this value, enter your new value into the field.

• The Update button ( ) is used to populate the Nominal Lift Station field with 
the list of lift stations associated to the assets listed on the safety document.

• Current Pressure Zonesdisplays the current pressure zones for the assets listed in the 
Tag Points list. This value is read-only and will dynamically update as long as the 
safety document is loaded.
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• Current Lift Station displays the current lift stations for the assets listed in the Tag 
Points list. This value is read-only and will dynamically update as long as the safety 
document is loaded.

Note: See Asset Associations with Nominal and Current Network 
Components on page 9-2 for information.

• Asset displays the asset being worked on (not necessarily the asset being switched). 
This asset is also used to identify what control zone the document is found in. If you do 
not have authority over the zone the document is associated to the document will not 
show up in the Open Safety Document list. The following buttons are displayed to the 
right of the Asset field:

• The Assets Lookup button ( ) is used to search for and select an asset.

• The Link Asset button ( ) to link an asset selected from the Viewer to the 
switching sheet. Select the asset in the Viewer, and then click the Link Asset 
button ( ). The Asset field is populated with the selected asset's name.

• The Unlink Asset button ( ) clear a linked asset from the Asset field.

• The Object Focus button ( ) focuses the Viewer 1 window on the selected asset. 

• Assigned Crews displays a table list of the Crew IDs of the crews that the safety 
document has been issued to, as well as each crew's mobile number, mobile carrier, 
alternate number, alternate number type, pager number, and crew type. A crew is 
required in this list before the document can be issued. 

• To select a crew to assign to this safety document, click the Select Crew... ( ) 
button to open the Select Safety Crew dialog box. See Assigning Crews to a Safety 
Document on page 9-86.

• To change a crews position, click the Crew Issued/Clear ( ) button and select 
either Issued or Clear from the context menu.

• To delete crews from this list, click the crews and then click the Clear Crews 
button ( ). When the document is in the Issued state, all but the last crew can be 
cleared from the list. At least one crew must remain assigned while the document 
is in the Issued state.

• Description is a text field that allows you to enter notes for the safety document.

• Audit Log contains the following information: 

• Table Fields:

• Date: the date and time of each entry.

• Description: a description of the state change or asset operation.

• Asset: the asset associated with the step.

• User: the name of the user who recorded the action.

• Crews: the crew identifiers pertaining to the audit log entry.

• The Comment section of the Audit Log panel allows you to add a comment to the 
log.

• The Edit Log tracks the changes made to the entry fields of the document. It contains 
the following information:

• Date: the date and time of each entry.

• User: the name of the user who recorded the action.
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• State: the state of the safety document when the entry was added.

• Field: The name of the field that was updated.

• Previous Value: The previous value of the field before the update.

• The Steps section contains all of the step actions associated with the safety document.
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Creating New Stand Alone Safety Documents

Creating a Safety Document from the Web Workspace
To create a new Stand Alone Safety Document from the Web Workspace, from the File 
menu, select New, and then select Safety Document... The New Safety Document window 
will open. 

Note: You may click the toolbar button ( ) rather than the File menu.

From the New Safety Document window, you may create a safety document based on a 
blank template or from a pre-existing safety document.

Create a New Blank Safety Document
To create a blank safety document from the New Safety Document dialog box, do the 
following:

1. Select a safety document type from the Safety Document Type list.

2. Click Create; the new safety document will open.

Note: You may create a blank safety document from the Control Tool's 
Safety Documents... button. See Creating a New Safety Document from 
the Control Tool on page 9-108.

Create a New Safety Document with Existing Safety Document Data
You may want to create a new safety document with data from an existing safety 
document; for example, creating multiple safety documents types to be used in a multi-
step switching operation. 

1. Select a safety document type from the Safety Document Type table.

2. From the Pre-Created Safety Documents table, select an existing safety document that 
has the data you need for the new document. 

3. Click Create a Copy; the new safety document will open and be populated with asset 
data from the pre-created safety document. The Create a Copy button will only be 
visible after you have selected a safety document type and a safety document within 
the pre-created safety document list.

Creating a New Safety Document from the Control Tool
To create a new Stand Alone Safety Document from the Control Tool, do the following:

1. Make sure the Viewer is in Real Time mode. The safety document creation options are 
only available in Real-Time mode.

2. Open the Control Tool for the asset to be associated with a new safety document.

3.  Click the Safety Documents... button and then select the option to create the new 
safety document type:

• Create HOLD Document

• Create Clearance Document

• Create Information Document

• Create Warning Document

• Create Delegated Control Document

A new safety document will be created with the Tag Points list automatically populated 
with the originating asset's id and full set of phases. The safety document's Asset field will 
be automatically populated with the source asset used to bring up the Control Tool.



Web Safety

Web Switching Management 9-109

Using Stand Alone Safety Documents

Record Tag Operations
1. Create a new stand-alone safety document. 

Note: The new document will open in Real-Time mode with Control Tool 
action and Viewer asset selection recording on.

2. Turn Tag Points Viewer asset selection recording off.

3. Double-click an asset in the Viewer to launch its Control Tool.

4. Click Tag... and choose a place tag operation associated to that document type. (For 
example, select Place HOLD Tag for a HOLD document.)

The asset is displayed in the Tag Points list.

5. Click the Step Actions toggle button ( ) and note that the operations are recorded 
there as well. This is the source list and this list feeds the Asset list found on the 
document's main form.

Record Ground Operations
1. Create a stand-alone safety document.

2. Turn Tag Points Viewer asset selection recording off.

3. In real-time mode, with Control Tool action recording on, select an asset in the Viewer 
and Place Tag operation associated to that document type. (For example, select a 
Place HOLD for a HOLD document.) The asset is displayed in the Tag Points list.

4. Click the Step Actions toggle button ( ) and note that the operations are recorded 
there as well. This is the source list and this list feeds the Asset list found on the 
document's main form.

Remove an Asset from a Safety Document
1. Create a stand-alone safety document.

2. Record tagging operations in real-time.

3. Select one of the assets in the Tag Points list and click  to remove the asset. 

Note: The Remove option is only available when the document is in the 
New or Unissued state.

4. Open the Miscellaneous Log and note that it now lists the Place Tag operation step that 
was removed from the safety document. 

The associated action step will only show up in the Miscellaneous Log, after being removed, 
if the action was recorded from the Real-Time Control Tool. If the asset was recorded as a 
selection from the Viewer, then the asset will simply be removed and no action steps will be 
moved to the Miscellaneous Log.

Issuing, Releasing, and Completing a Safety Document
1. Create a stand-alone safety document.

2. Record some tagging operations in Real Time.

3. From the document, assign a crew to the document.

4. Issue the document. The conditions in the Viewer will change to indicate that they are 
under the control of a safety document by displaying a padlock symbol on top of the 
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condition symbol. The status of the document is updated in the status bar, which is 
found at the bottom of the document. An audit log entry is created for the state 
transition.

5. Release the document. The conditions in the Viewer will change to indicate that they 
are no longer under the control of the safety document. The status of the document is 
updated in the status bar, which is found at the bottom of the document. An audit log 
entry is created for the state transition.

6. From the Viewer, remove the tagging operations while recording is on in the safety 
document. The actions are recorded in the Audit Log of the safety document.

7. Complete the document. The safety document status is updated and unlocked and 
placed into View Only mode. All the toolbar options are desensitized except Copy As..., 
Print, Email, Help, Exit, and Focus.

Loading a Safety Document
1. From the Open Safety Document list, load a safety document not associated to a 

switching sheet.

Deleting a Safety Document
1. Create a stand-alone safety document.

2. From the document's File menu, select Delete. The document will be marked as 
Deleted and will no longer be listed in the Safety Document List. Safety documents can 
only be deleted when no Real-Time tags are associated and listed in the Tag Points list.

Copying a Safety Document

Option 1
1. From the New Safety Document dialog box, refresh the pre-created safety document 

list.

2. Select a pre-created safety document and a target document type.

3. Click Create a Copy. A new safety document is created. This new document will have 
the same list of asset as the original document. The Audit Log of the new document will 
have one entry describing when the document was created.

Option 2
1. From the stand alone safety document's File menu, select Copy As....

2. Select a document type from the list.

3. Click Create a Copy. A new safety document is created. This new document will have 
the same list of assets as the original document. The Audit Log of the new document 
will have one entry describing when the document was created.

Create a Safety Document in Study Mode
1. From the New Safety Document dialog box, select a safety document type and click 

Create. The new document is created and by default goes into Real-Time mode.

2. Click .

3. Verify that Control Tool action recording is on and Viewer asset selection recording is 
off.

4. Open the Viewer in Study Mode.
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5. Add appropriate tags to assets. As the actions are recorded by the safety document, 
the assets show up in the Tag Points lists.

6. Once all of the tags have been applied, issue the safety document, and release it to test 
in Study mode.

7. Reset the study session from the safety document.

8. Select the Tag Points and place the tag points in the model. This can be done by 
selecting the asset and clicking the Place Condition button ( ).

9. Click the Focus button ( ). The Viewer will display the appropriate conditions on the 
assets.

10. Issue the safety document. The conditions displayed in the Viewer will change to 
indicate that they are under the control of a safety document. This is indicated by 
displaying a padlock symbol on top of the condition symbol in the Viewer. The status of 
the document is updated in the status bar, which is found at the bottom of the 
document.

Associate an Existing Place Tag Action to a Safety Document
1. With no switching sheet or safety document in record mode, find an asset that can 

have a HOLD condition.

2. Double-click the asset to launch the Control Tool.

3. Select Place Hold Tag from the Tag... menu's Hold Tags submenu. A Hold Tag step is 
recorded into the Miscellaneous Log.

4. Create a HOLD safety document.

5. Load the Miscellaneous Log and refresh the list so that the Place Hold Tag step is 
displayed.

6. Select the Place Hold Tag step. Click the Cut Step button ( ) to cut the step.

7. Go back to the newly created Hold Safety document and click the Paste button ( ). 
The asset associated to the Place Hold Tag step is displayed in the safety document's 
Tag Points list. The safety document can now be issued.

Note: If you attempt to add a step action association that is not valid for 
the safety document type, an error message will be displayed. For 
example, you would get an error if you attempted to add a step action for 
a Place Hold Tag into a Clearance document.
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Chapter 10
Model Management

This chapter describes how to manage changes to your system data model. 

Note: For complete information about configuring, validating, and testing 
the data model, see the Building the System Data Model section in the 
Oracle Utilities Network Management System Configuration Guide. 

This chapter includes the following topics:

• Overview

• Using the Model Management Window

• Model Management Actions

Overview
Model Management is a tool for managing changes to your system model. The process of 
extracting updates from the GIS and updating the model is unique for each company. 
Typically, model updates are handled by a set of scripts that run automatically on a regular 
schedule. If there are problems in the update process, the model administrator can use the 
Model Management tool to identify and resolve the problems and then re-apply the model 
updates.

The following describes the model update process and introduces several terms that are 
used in this chapter:

• GIS Data Extraction is the customer-specific process by which data is extracted from 
the GIS to Oracle's vendor-neutral model preprocessor (*.mp) file format.

• *.mp files must be preprocessed before they can be built into the model. 
Preprocessing converts the *.mp files into the *.mb file format required by the Model 
Builder.

• A set of transactions (*.mb files), collectively referred to as a patch, are submitted to 
the Model Builder for processing. Patches are applied to or built into the core 
operations model. 

• The Model Builder (MBService) processes the *.mb files, saves the information to the 
Oracle Utilities Network Management System Operations Model RDBMS, and writes out 
a set of maps, which are used by the Viewer to display portions of the system model. 

• If any problems arise during preprocessing or model building, you can use the Model 
Management tool to perform the following tasks:

• Identify maps that need to be built (referred to as pending maps)
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• View a list of recent patches and their statuses

• Display all patches that were applied to a particular map

• Rebuild individual maps or run a full model build

• Run the post process script

• View the Preprocessor Log, the Patch Build Log, and the Patch Build Report

• Enable or disable model build reporting

• Delete an import file to be rebuilt.

Using the Model Management Window
The Model Management window displays the following information:

• Menu and Toolbar Options

• Pending Map Section

• Patches Section

• Menu and Toolbar Options

• Status Bar

Model Management actions include:

• Displaying Map History

• Displaying the Preprocessor Log

• Building Maps

• Rebuilding a Patch

• Displaying the Patch Build Log

• Displaying the Patch Build Report

• Enabling and Disabling Model Building



Using the Model Management Window

Model Management 10-3

Menu and Toolbar Options
The Model Management menu and toolbar provide access to commonly used functions. 
Most of the functions in the Actions menu are also available on the toolbar. 

File Menu

Actions Menu

User Menu
The User menu provides options to set preferences and log out of Model Management.

Menu Option Description Toolbar Icon

Print... Opens the Print Preview dialog box, which allows you to 
print the contents of the Model Management window.

Menu Option Description Toolbar 
Icon

Refresh Refreshes both the Pending Maps and Patches lists.

Halt Model Build Stops all model build activity. See Enabling and Disabling 
Model Building on page 10-8 for more information.

Enable Model 
Build

Enables model building activity that was previously halted.

Run Full Model 
Build

Rebuilds the entire system model, not just individual maps. --

Run Post Process Runs the post-processing script. Post processing takes 
place after maps are built. The default post-processing 
script performs a recompute and recache of the control 
zones in DDService, but this can be modified to perform 
various tasks, such as generating control zones or 
computing EE details from the model. 

Enable Model 
Build Reporting

 Enables or disables model build reporting. The Model Build 
Report lists all objects that were modified when a particular 
patch was applied. If enabled, a checkmark appears next to 
the menu option. 

--

Build Map Prompts you to enter one or more map names and then 
rebuilds the specified maps. If you are entering multiple 
map names, separate names with spaces, as shown below:

Landbase_49132336 Primary_49132336
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Preferences Menu

Help Menu

Menu Option Description

Smaller Font Decreases the font size in text and icons. Repeat to further decrease 
the font size. 

Bigger Font Increases the font size in text and icons. Repeat to further increase 
the font size.

Reset Font The application will reset the text and icons to use their default font 
size.

Change Color 
Scheme...

Opens the Change Color Scheme dialog box, which allows you to 
select from different user interface coloring schemes.
The options are a Light scheme, a Dark scheme, and the default 
High Definition scheme. Unlike other user preferences, these 
apply to all environments for the user on the machine.

Menu Option Description

Model Management 
Help

Launches the online help system and loads the Model Management 
content.

Email Log Files... Gathers the environment's log files and attaches them to a new email 
message using your default email client. The log files can then be 
sent to your support team or contact for further analysis.

Set Debug... Launches the Set Debug dialog box allowing you to set debug on or 
off within your current environment. This is used for debugging and 
analysis purposes. See Setting Debug on page 11-29 for more 
information.

About Model 
Management

Opens a window with environment and software information.
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Pending Map Section
The Pending Maps section lists all maps that need to be built. This section displays the 
following columns:

• Order displays the order that the maps will be built. The value is returned by the 
[project]-maps-to-build script.

• Map Name displays the name of the model map.

• The Pending Actions column displays one of the following:

• To be preprocessed: The *.mp files have not been preprocessed into *.mb 
files, which is necessary before they can be built into the model.

• To be committed: The *.mp were preprocessed into *.mb files, but have not 
been committed (built into the model).

• The Last Build Status displays the status of the last attempt to build the map. 
Statuses are: 

• New: No attempt has yet been made to complete the pending action. 

• Failed submit: The patch was submitted to the Model Builder but the map 
could not be built. See Rebuilding a Patch on page 10-7 for details on 
correcting this problem.

• Failed commit: The patch was submitted to the Model Builder but the map 
could not be committed due to a dynamic data error. See Rebuilding a Patch 
on page 10-7 for details on correcting this problem

• In progress: The pending action is currently in progress.

Pending Map Actions
With a map selected in the Pending Maps section, right-click to view the context menu. The 
options, listed below, are dependent on the state of the file selected. 

• Map History... - see Displaying Map History on page 10-6 for information.

• Preprocessor Log... - see Displaying the Preprocessor Log on page 10-7 for 
information. 

• Delete... - allows you to delete processed .mb or .mbd files and to be 
preprocessed *.mp files that you do not want to build or commit to the model.

• Build Maps - see Building Maps on page 10-7 for information. 

Patches Section
The Patches section lists all patches for the last 24 hours. To see patches for another time 
period, change the beginning and ending dates above the list as desired, then click the 
Refresh button.

The Patches section displays the following columns:

• The Patch column displays the patch number. The system assigns a number to a 
patch when it is submitted.

• Map Names displays the name of the model maps.

• Creation Date displays the date the patch was created.

• Commit Date displays the date the patch was submitted to the Model Builder.
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• Build Status displays the status of the patch submission. Statuses are:

• Successful - The patch was successfully applied and the model was updated.

• Failed Submit - The patch was submitted to the Model Builder, but the map 
could not be built. See Rebuilding a Patch on page 10-7 for details on 
correcting this problem.

• Failed commit - The patch was submitted to the Model Builder, but the map 
could not be committed due to a dynamic data error. See Rebuilding a Patch 
on page 10-7 for details on correcting this problem.

• In Progress - The patch is currently being processed by the Model Builder. The 
map files are either being parsed, being applied, or being committed to the 
database.

Status Bar
The status bar displays the following information:

• Maps to Build - The total number of maps that need to be built. These maps are 
displayed in the Pending Maps section of the screen.

• Failed Map - The total number of maps that could not be built (were submitted and 
failed).

• Model Build Status: 

• Enabled - Model building is currently enabled. To disable, click the Halt Model 
Build button ( ).

• Halted - Model building has been halted. To re-enable, click the Enable Model 
Build button ( ).

• In Progress - A model build is currently in progress.

Model Management Actions
You can perform the following actions from the Model Management window:

• Displaying Map History

• Displaying the Preprocessor Log

• Building Maps

• Rebuilding a Patch

• Displaying the Patch Build Log

• Displaying the Patch Build Report

• Enabling and Disabling Model Building

Displaying Map History
To view a list of all patches that affect a particular map, follow these steps:

1. Select a map from the Pending Maps list on the Model Management window.

2. Right-click and select Map History from the context menu. The Map History dialog box 
opens. The columns on this dialog box match the columns in the Patches list on the 
Model Management window.
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3. Filter the list as desired by typing the target text in the filter boxes at the top of each 
column.

4. To take action on an item in the list, right-click the item and then select one of the 
following options from the context menu:

• Rebuild Patch

• Patch Build Log

• Patch Build Report

Displaying the Preprocessor Log
The preprocessor log displays information and warnings generated during preprocessing. 
Follow these steps to display the preprocessor log file associated with a map:

1. Select a map from the Pending Maps list on the Model Management window.

2. Right-click and select Preprocessor Log from the context menu. The preprocessor log 
opens. 

Building Maps
To build one or more pending maps, follow these steps:

1. Select the map you want to build from the Pending Maps list on the Model 
Management window.

2. Right-click and select Build Maps from the context menu. The system builds the 
selected map and displays the results in the Result dialog box.

3. Review the results and then click Close.

4. Click the Refresh button on the toolbar. If the build was successful, the map is 
removed from the Pending Maps list and a new row is displayed in the Patches list for 
this map.

Rebuilding a Patch
To rebuild a patch, follow these steps:

1. Select a patch from the Patches list on the Model Management window.

2. Right-click and select Rebuild Patch from the context menu. The results of the rebuild 
process are displayed in the Results dialog box.

3. Review the results, and then click Close.

4. Click the Refresh button on the toolbar. A new row is displayed in the Patches list for 
this patch.

Displaying the Patch Build Log
The Patch Build Log displays information and warnings generated during the build process. 
To display the log for a specific a patch build, follow these steps:

1. Select a patch from the Patches list on the Model Management window.

2. Right-click and select Patch Build Log... from the context menu. The log entries are 
displayed in the Patch Build Log dialog box.

3. Click Close to exit.
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Displaying the Patch Build Report
The Patch Build Report contains a list of all objects that were modified when a particular 
patch was built. 

Note: The Patch Build Report is only generated if Model Build Reporting is 
enabled at the time the patch was built. Use the Enable Model Build 
Reporting option on the Actions menu to enable or disable Model Build 
Reporting.

To display the build report associated with a patch, follow these steps:

1. Select a patch from the Patches list on the Model Management window.

2. Right-click and select Patch Build Report... from the context menu. The Patch Build 
Report dialog box is displayed.

3. Review the report, and then click Close.

Enabling and Disabling Model Building
You can temporarily suspend all model building activity if needed. This is useful if, for 
example, a major storm causes widespread outages. By halting model builds, you can 
lighten the load on the system while it manages the outages. When storm damage has been 
repaired, you can resume model building. 

To stop model building, select Halt Model Build from the Actions menu or click the Halt 
Model Build button ( ).

To resume model building, select Enable Model Build from the Actions menu or click the 
Enable Model Build button ( ). 
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Chapter 11
Configuration Assistant

Oracle Utilities Network Management System Configuration Assistant provides a graphical 
view of the Oracle Utilities Network Management System configuration options and allows 
the user to add, edit, and store configuration changes.

This chapter includes the following topics:

• Getting Started with the Configuration Assistant

• Using the User Administration Tab

• Using the Mobile User Administration Tab

• Using the Event Management Rules Tab

• Using the Event Details Options Tab

• Using the State Transitions Tab

• Using the Default Restoration Times Tab

• Using the Alarm Rules Tab

• Using the Customer Administration Tab
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Getting Started with the Configuration Assistant

Understanding Configuration Assistant Menus and Toolbar
This section describes the menu and toolbar options available with the Configuration 
Assistant. 

File Menu.

Actions Menu
The Actions menu can vary by tab. See the tab descriptions for Actions menu option 
differences. 

User Menu
The User menu provides options to set preferences and log out of the Configuration 
Assistant.

Preferences Menu
The Preferences menu allows you to control certain common features of the Web 
Workspace.

Menu Option Description Toolbar 
Icon

Export 
Configuration..
.

Generates SQL statements for the current state of the 
configuration associated with every tab on the application. 
Once generated, the SQL statements are displayed in a 
window with options to save or print the information.

Print Preview Opens the Print Preview dialog box, which allows you to print 
out the User Administration tab, Event Management Rules 
tab, Event Details Options tab, and Work Agenda Predefined 
Filter tab information from the current Configuration 
Assistant window.
See Taking Authority for Control Zones on page 2-20 for 
details on using Print Preview.

Menu Option Description

Create Client 
Installer...

Launches the client installer application. See the Oracle Utilities 
Network Management System Installation Guide for details on 
creating the installer and installing local copies of the Oracle Utilities 
Network Management System client applications.

This menu item is available on all tabs.

Menu Option Description

Smaller Font Decreases the font size in text and icons. Repeat to further decrease 
the font size. 

Bigger Font Increases the font size in text and icons. Repeat to further increase 
the font size.
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Help Menu

Reset Font The application will reset the text and icons to use their default font 
size.

Save Preferences Saves the current settings as the user's preference. See Saving and 
Restoring Workspace Preferences on page 2-11 for details.

Restore Preferences Restores the environment preferences to the default settings. See 
Restoring to Default Preferences on page 2-11 for information.

Change Color 
Scheme...

Opens the Change Color Scheme dialog box, which allows you to 
select from different user interface coloring schemes.
The options are a Light scheme, a Dark scheme, and the default High 
Definition scheme. Unlike other user preferences, these apply to all 
environments for the user on the machine.

Menu Option Description

Configuration 
Assistant Help

Opens the Configuration Assistant online help file.

Email Log Files... Gathers the environment's log files and attaches them to a new email 
message using your default email client. The log files can then be 
sent to your support team or contact for further analysis.

Set Debug... Launches the Set Debug dialog box allowing you to set debug on or 
off within all client environments. As a Configuration Assistant user 
type, the dialog box also allows you to set debug within the services 
(JMService, MTService, etc). This is used for debugging and analysis 
purposes. See Setting Debug on page 11-29 for more information.

About Configuration 
Assistant

Opens a dialog box that displays information regarding what version 
of the application is presently running, as well as version and other 
information about the Oracle Utilities Network Management System 
Web Gateway that the application is using.

Menu Option Description
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Using the User Administration Tab
The Configuration Assistant User Administration tab allows an administrator to add and 
remove users, modify user types associated with users, and view user login activity. The 
User Administration tab contains the following panels:

• Understanding the Current Users Panel

• Understanding the User Type Memberships Panel

• Understanding the User Log Panel

From this tab, you can perform the following tasks:

• Adding a User

• Editing a User

• Removing a User

• Saving Exported User Configuration

• Changing User Type Memberships

• Reorder Current User Types

• Resetting a User Login

Understanding the Current Users Panel
The Current Users panel lists all of the users currently configured to use one or more 
modules of Oracle Utilities Network Management System, and allows you to add, edit, and 
remove users.

Each time you select a row in the Current Users table, the User Type Memberships and User 
Log panels populate with information that pertains to the selected user.

The Current Users Panel displays the following fields and buttons:

• The Username column contains the Oracle Utilities Network Management System 
login name of the user.

• The Full Name column contains the full name of the user.

• The Last Logon column contains the date and time the user last logged on.

• The Last Logoff column contains the date and time the user was last logged off.

• The  Add button allows you to create a new user.

• The  Remove button allows you to remove an existing user.

• The  Edit button allows you to modify the Username and Full Name of the user.

• The  Refresh button refreshes the table with the current contents of the database.

• The  Service Recache button causes the Oracle Utilities Network Management 
System services to recache with the changes you made in the Configuration Assistant 
window. If you do not do this, many of your changes may not be recognized until 
Oracle Utilities Network Management System services are restarted. For example, you 
may be able to log in as a new user without recaching, but certain device operations 
will fail to be recognized and will generate errors.

• The  Export Configuration... button generates SQL statements for the current 
state of the configuration associated with the User Administration tab. These SQL 
statements may then be saved to a file and/or printed.
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Adding a User 
To add a new user to Oracle Utilities Network Management System, complete these steps:

1. Click  Add in the Current Users panel. The Add / Edit User Information dialog box 
appears.

2. Enter the user information in the data fields:

• Username: the new user's system login name.

• Full Name: the user's full name.

• Default Zone Set: optionally, add the name of the control zone set that the user 
will be automatically subscribed to when they log in to the system.

• Excluded Zone Set: optionally, enter a zone set that the user cannot subscribe to. 

Note: Once you select a zone in either the Default Zone or the Excluded 
Zone, that zone will be removed as a choice from the other.

3. Select the user's account setting: 

• Active User: designates an active user account; required to login to NMS.

• Priority User: used for callback processing, which sends priority customer 
callback notifications to users with the Priority User account setting selected.

• External User: designates an external system user agent that connects to NMS via 
an interface, such as Web Callbacks or IVR.

Note: Temporarily Inactivating a User

When a user will be inactive for a period of time, you may wish to set their 
user status to inactive by deselecting the Active User option. This will 
keep them from logging into the system, but allows for simple 
reinstatement when they become available.

4. Click  Save. The new user is added to the Current Users table.

Note: If the entered Username already exists, an error will appear and 
you will have to modify the username.

Editing a User
To edit the name information for an Oracle Utilities Network Management System user, 
complete these steps:

1. Select the user you wish to edit in the Current Users table.

2. Click  Edit. The Add / Edit User Information dialog box appears.

3. Modify any of the enabled fields, as desired.

4. Click  Save. The user information is updated in the Current Users table.

Note: If the modified Username already exists, an error will appear and 
you will have to modify the username.

Removing a User
To remove a user from Oracle Utilities Network Management System, complete these 
steps:

1. Select the user you wish to remove in the Current Users table.

2. Click  Remove. A confirmation dialog box appears.
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3. Click Yes to remove the user or No to cancel the removal.

Saving Exported User Configuration
To generate and save SQL statements for the current state of the configuration associated 
with the User Administration tab, complete the following steps:

1. Click  Export Configuration... beneath the Current Users table. A dialog box 
appears indicating that the configuration is being generated.

2. Once the generation is finished, the Generated Configuration dialog box appears.

• To save the generated SQL statements to a file, click  Save. The Save 
Configuration File dialog box appears. Type a name for the file into the File name 
field. The Save Configuration File dialog box disappears.

• To print the generated SQL statements, click  Print. The Print Preview dialog 
box appears.

• Click Cancel to close the Generated Configuration dialog box.

Understanding the User Type Memberships Panel
The User Type Memberships Panel allows you to assign a selected user to Oracle Utilities 
Network Management System applications and set their permissions by user type (see also 
Understanding User Types on page 1-2) for each. 

The User Type Membership Panel displays the following fields and buttons:

• The Products column lists the Oracle Utilities Network Management System modules.

• The Remaining User Types column lists the available user types for the selected 
product that the selected user does not have access to.

Product-User Type Matrix

User Type
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Administration X X X

Crew Operations X

Full Operations X X X

Full Operations Plus Switching X

Model Validation X

Storm Administration X

Switching Request X
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Note: See Appendix E- Tool to User Type Matrix for a list of tools that the 
user type may access in each module.

• The Current User Types column lists the user types for the selected product that the 
selected user has access to.

• The  Add Selected User Types button allows you to grant access to a selected user 
type from the Remaining User Types column to the selected user.

• The  Remove Selected User Types button allows you to remove access to a 
selected user type from the Current User Types column from the selected user.

Changing User Type Memberships
To modify the user type memberships for a user, complete the following steps:

1. Select the user whose memberships you wish to modify in the Current Users table. 
The User Type Memberships table populates with the current user type information.

2. Select the desired product from the Products column. The Remaining User Types and 
Current User Types columns populate with the user type information for that product 
for the selected user. 

• To add a user type for a selected product, select user types from the Remaining 
User Types column. 

• Click  Add Selected User Types. The selected user type will move to the 
Current User Types column

• To remove a user type for a selected product:

• Select the user type from the Current User Types column. Click  Remove 
Selected User Types. The selected user type will move to the Remaining User 
Types column.

Note: See the Oracle Utilities Network Management System Configuration 
Guide for details on adding and configuring user types.

Reorder Current User Types
To change the order of the configured user types on the login window, complete the 
following steps:

1. Select the user whose memberships you wish to modify in the Current Users table. 
The User Type Memberships table populates with the current user type information for 
the selected user.

Trouble Maintenance X

View Only X X

Web Call Entry X
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2. Select a user type in the Current User Types column that you wish to move in the list. 
The arrows to the right of the column are now sensitized.

3. Click the appropriate arrow to change the user type order:

• Click  to move the selected user type up to the top of the list.

• Click  to move the selected user type up one position in the list.

• Click  to move the selected user type down one position in the list.

• Click  to move the selected user type down to the bottom of the list.

Understanding the User Log Panel
The User Log panel displays the login history for the selected user. From this panel you may 
also fix log entries for a user that is unable to login because the system thinks the user is 
already logged in from elsewhere (for example, a system error of some sort prevented the 
database from being updated with the correct information).

The User Log panel displays the following fields and buttons:

• The Host column displays the name of the host machine that the user was logged in 
from.

• The Display column displays the name of the display machine that was being used.

• The Product column displays the name of the product the user was logged in to.

• The User Type column displays the name of the user type the user was logged in as.

• The Login Date displays the date and time of the user login.

• The Login Status displays the status of the user login (for example, Successful).

• The Logout Date displays the date and time of the user logout.

• The Logout Status displays the status of the user logout (for example, Successful).

• The Export Table... button opens a dialog box to allow you to save the user log table 
view data to a comma separated value (csv) file.

• The Reset Login button allows you to force a logout entry into the database for a user 
that is still logged in per the User Log information. This is useful in cases where a user's 
client may have crashed for some reason and the user's loss of client is not recorded in 
the database as a logout. The system also unsubscribes the user from any zones to 
which they were subscribed.

Resetting a User Login
To reset a user login, complete the following steps:

1. Select the user whose login you wish to reset in the Current Users table. The User Log 
table populates with the login history for the selected user.

2. Select the rows in the User Log table that pertains to the logins you wish to reset. The 
Reset Login button sensitizes.

Note: The Reset Login button is only available for rows where the Logout 
Date, Logout Status, and Logout Method columns are blank.

3. Click the Reset Login button. The User Log table updates the selected rows with the 
current date and time for the Logout Date, Forced for the Logout Status, and System 
for the Logout Method.
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Using the Mobile User Administration Tab
The Mobile User Administration tab allows you to configure users and permissions for the 
Oracle Utilities Operations Mobile Application. 

Mobile Users
This contains the current user accounts, which can be added, removed, or edited. The 
available columns are:

• Username: The user's username, which is used to log into the application.

• First Name: The user's first name.

• Last Name: The user's last name.

• Creation Key: The key that was used to create the user when they logged in for the first 
time (as a new user).

• Company: The user's associated company.

• Permission Set: The permission sets of the user.

• Crew: The current crew of the user.

• Password: The password of the user.

• Last Contact: The date and time the mobile user last contacted NMS. The column is 
empty if the mobile user has logged out of OMA.

The  Add,  Remove,  Edit,  Refresh, and  Export Configuration... buttons 
operate the same way as in the User Administration tab; see Using the User Administration 
Tab on page 11-4 for details. The Login History... button displays the Login History dialog 
box for the selected mobile user.

Current Keys
Key: The key that can be given to a crew to create a user account. The key should be 
sufficiently complex so that it could not be guessed.

Crew Prefix: A required user name prefix for user names created using this key. For 
example, "OMA_" would require any user name creation request to have this prefix.

Permission Set: The permission set that the created user will be a member of.

Crew Type: If a crew type is listed, then a crew of that type will be created automatically 
when this key is used to create a user. If it is left blank, then the user will choose an existing 
crew from a list when the user logs on.

Available: The number of user accounts that can be created using the key. It is 
decremented each time it is used.

Permission Sets
This contains the list of permission sets, which is a group of permissions that can be used to 
define what access a user has to the system.

Changing Permission Sets
To modify the permissions for a permission step, do the following:

1. Select the set you wish to modify.
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2. To add a permission, select from the Available Permissions column. Click Add Selected 
Permission. The selected user type will move to the Current Permissions column

3. To remove a permission, select the permission from the Current Permissions Column 
and click Remove. The selected permission will move to the Available Permissions 
column.

Permissions
Permissions define what a user has access to, and can also be used to customize the GUI for 
a particular subset of users. There are certain permissions that the system uses to 
automatically limit access to certain functionality:

• Change Crew: This access allows a user to change the crew. If it is not assigned to a 
user, then the user will be locked to their existing crew.

• Allow Non MDT Crew: This allows the user to select a Non MDT crew. If not enabled, 
then only MDT crews are available to the user.

Note: Other permissions can be defined that can be accessed by the 
mobile application itself. However, using permissions in that manner 
should not be used for security purposes, because only the above 
permissions are integrated into the server's permissions.

Using the Event Management Rules Tab
The Event Management Rules tab allows an administrator to add, edit, remove, update, 
and activate Event Management Rules in the Oracle Utilities Network Management System. 
These rules govern the behavior and output of Web Trouble in various situations, such as 
outage prediction, crew behavior, and so on.

This section contains the following information:

• Event Management Rules Components

• Working with Rules

Event Management Rules Components
The Event Management Rules tabs contains three panels:

• Rule Categories Panel

• Currently Configured Rules Panel

• Documentation Panel

Rule Categories Panel
The Rule Categories panel on the Event Management Rules tab lists all of the Event 
Management Rules available for configuration, organized by functional category. The 
search function at the top of the panel allows you to search for rules. 

The Rule Categories may be expanded or collapsed using the buttons below the Categories 
tree:

• Expand All: expands all of the rule category folders to display their contents.

• Collapse All: collapses all of the rule category folders.
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Selecting a Category to View
When you select a category folder from the Rule Categories panel, the folder expands to 
display the names of the Event Management Rules within that category. Some of the 
categories may also have sub-categories.

When an individual rule is displayed in the list, a symbol appears to the left of the rule. The 
bullet ( ) symbol indicates that the rule is already configured in at least one rule set. The 

red circle with an X ( ) symbol indicates that the rule is not presently configured in any 
rule set.

When you select an individual rule (or certain categories) in the list, the Documentation 
panel on the Event Management Rules tab populates with documentation for the selected 
rule.

Resizing the Rule Categories Panel
You can resize the Rule Categories panel by dragging the right side of the panel to the left or 
right. You can also quickly expand or collapse it by clicking the directional arrows next to 
the upper right corner of the rules categories panel.
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Searching for a Rule
You may filter the rules by adding a search term to the search field and clicking the search 
( ) button. 

To clear the search, click the  button.
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Currently Configured Rules Panel
The Currently Configured Rules panel on the Using the Event Management Rules Tab tab 
lists the SRS rules configured for Oracle Utilities Network Management System. It allows 
you to add, edit, and remove rules. 

Note: The table uses friendly names for readability. For example, one 
SCADA data related rule has a friendly Rule Name of Allow Calculated 
Points, but the code rule name is RT_CALCULATED_POINTS. See 
Documentation Panel on page 11-14 for more information.

Action Buttons
• The  Add button allows you to add a rule to the configuration.

• The  Remove button allows you to remove a selected rule from the configuration.

• The  Edit button allows you to edit the selected rule in the configuration.

• The  Refresh button refreshes the table with the current contents of the database.

• The  Service Recache button causes the Oracle Utilities Network Management 
System services to recache with the changes you made in the Configuration Assistant 
window. If you do not do this, your changes will not recognized until Oracle Utilities 
Network Management System services are restarted.

• The  Export Configuration... button generates SQL statements for the current 
state of the configuration associated with the Event Management Rules tab. These SQL 
statements may then be saved to a file and/or printed.

Currently Configured Rules Table
The Currently Configured Rules panel displays the following fields and buttons:

• The Set Name column displays the friendly Set Name that the rule is configured in.

• The Incident Type column displays the configured Incident Type value of the rule.

• The Rule Name column displays the rule name. 

• The Rule Value 1 column displays the configured Rule Value 1 value of the rule.

• The Rule Value 2 column displays the configured Rule Value 2 value of the rule.

• The NCG Class column displays the configured ncg class value of the rule.

• The NCG Index column displays the configured ncg index value of the rule.

• The Rule Value Integer 1 column displays the configured Rule Value Integer 1 value of 
the rule.

• The Rule Value Integer 2 column displays the configured Rule Value Integer 2 value of 
the rule.

• The Rule Value Integer 3 column displays the configured Rule Value Integer 3 value of 
the rule.

• The Rule Value Integer 4 column displays the configured Rule Value Integer 4 value of 
the rule.

• The Rule Value Integer 5 column displays the configured Rule Value Integer 5 value of 
the rule.
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Filtering the Currently Configured Rules Table
To filter the Currently Configured Rules table based upon a selected column value, 
complete these steps:

1. Click a cell that contains the value you want to filter the table by. The row will be 
highlighted and the cell that was clicked will have a border indicating that it is selected.

2. Right-click and choose Toggle Auto Filter from the context menu to filter the table by 
the selected column/cell value combination. 

To remove filtering, right-click anywhere in the table and select Toggle Auto Filter. 
The filter will be removed and all table rows will appear.

Documentation Panel
When you select an individual rule and certain categories from the list in the Rule 
Categories panel, the Documentation panel populates with documentation for the selected 
rule. For categories, the information is usually descriptive, but the individual rules 
documentation has the database names for the rule, its attributes, and valid values. If there 
are related rules, the related rule will be included and will link to the documentation 
content for that rule.

Example
If you select the Broadcast related rules category, the Documentation panel populates 
with:

These rules control how calls and events get broadcast, including which calls appear in 
the viewer.

If you select the Broadcast Clues rule, the Documentation panel will update with 
documentation for broadcastClues (the database name). Part of the broadcastClues 
description includes a link to the documentation page for the related broadcastIncidents 
rule, which broadcastClues is normally used with.

The friendly names in the Currently Configured Rules panel correspond to the database 
names as follows:

Friendly Name Database Name Database Description

Set Name set_name A name used to identify what set a rule should belong to. 

Incident Type incident_type See each individual rule description for valid value for this column.

Rule Name rule_name The name of the rule.

Rule Value 1 rule_value_1 A character string. See each individual rule description for valid 
and default values, if applicable.

Rule Value 2 rule_value_2 An integer value. See each individual rule description for valid and 
default values, if applicable.

NCG CLS ncg_cls Used in conjunction with the ncg_idx value to narrow the 
application of a rule to a specific control zone.

NCG Index ncg_idx Used in conjunction with the ncg_cls value to narrow the application of a 
rule to a specific control zone. 

Rule Value Integer 1 rule_value_integer_1 An integer value. See each individual rule description for valid and 
default values.

Rule Value Integer 2 rule_value_integer_2 An integer value. See each individual rule description for valid and default 
values.
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Working with Rules

Add a Rule to the Configuration
To add a rule to the configuration, complete these steps:

1. Click  Add to open the Event Management Rule Fields dialog box. 

Note: If you had first selected a row in the Currently Configured Rules 
table, the dialog box will be initialized with the values from that row.

2. Select the name of the rule you wish to add from the Rule Name drop-down list.

3. Select the name of the rule set you wish to add the rule to from the Ruleset drop-down 
list.

4. Indicate whether or not you want the rule to be activated in the rule set by checking (or 
unchecking) the Active check box.

5. Enter the desired configuration values for the remainder of the fields.

Note: See the Documentation Panel for valid values for the fields.

6. Click  Save to save the newly added rule.

7. If the newly added rule already exists in the specified rule set, a conformation dialog 
box appears.

• Clicking Yes overwrites the existing rule configuration with the new configuration.

• Clicking No will not add the new rule and you will be returned to the Event 
Management Rule Fields dialog box.

Note: This is the only validation currently performed when adding a rule. 
Please refer to the individual rule documentation in the Documentation 
Panel for further information regarding valid values.

Edit a Rule in the Configuration
To edit a rule in the configuration, complete these steps:

1. Select the rule you wish to edit in the Currently Configured Rules table.

2. Click  Edit. The Event Management Rule Fields dialog box appears.

3. Modify the rule fields as desired.

Note: See the Documentation Panel for valid field values.

4. Click  Save. The rule information is updated in the Currently Configured Rules table.

Rule Value Integer 3 rule_value_integer_3 An integer value. See each individual rule description for valid and 
default values.

Rule Value Integer 4 rule_value_integer_4 An integer value. See each individual rule description for valid and 
default values.

Rule Value Integer 5 rule_value_integer_5 An integer value. See each individual rule description for valid and 
default values, if applicable.

Friendly Name Database Name Database Description
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Note: If you modify a rule's rule set to have values that already exists in 
that other rule set, an error dialog box appears. Clicking Yes will overwrite 
the existing rule configuration with the new configuration that you 
specified. Clicking No will preserve the existing rule. 

For example, you select a Crew Incident Alarm rule that is in the Major Storm rule 
set and then select Minor Storm from the Ruleset options. If the rule already 
exists in the Minor Storm rule set, you will get the error.

This is the only validation currently performed when editing a rule. Please refer to 
the individual rule documentation for further information regarding what the valid 
values are for a particular rule.

Remove a Rule from the Configuration
To remove a rule from the configuration, complete these steps:

1. Select the rule you wish to remove in the Currently Configured Rules table.

2. Click  Remove. A confirmation dialog box appears.

3. Click Yes to remove the rule or No to cancel.

Export Configuration
To generate and save SQL statements for the current state of the configuration associated 
with the Event Management Rules tab, complete the following steps:

1. Click the  Export Configuration... button beneath the Currently Configured Rules 
table. A dialog box appears indicating that the configuration is being generated. 

2. Once the generation is finished, the Generated Configuration dialog box appears.

• To save the generated SQL statements to a file, click  Save. The Save 
Configuration File dialog box appears. Type a name for the file into the File name 
field. The Save Configuration File dialog box disappears.

• To print out the generated SQL statements, click  Print. The Print Preview 
dialog box appears.

• Click the Cancel button to close the Generated Configuration dialog box.
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Using the Event Details Options Tab
The Event Details Options tab allows an administrator to configure the contents of each of 
the option menus that reside Event Details windows. (See Understanding the Event Details 
Window on page 3-1 for more information.)

This tab contains one panel:

• Event Details Options Panel

Use this tab to perform the following tasks:

• Adding an Options Panel Submenu

• Adding an Option

• Removing an Option

• Editing an Option

• Saving Exported Event Details Configuration

• Reordering Options

Event Details Options Panel
The Event Details Options panel allows you to add, edit, remove, and reorder the contents 
of each of the option menus that reside on the Event Details windows (see Understanding 
the Event Details Window on page 3-1 for details). 

The Event Details Options panel displays the following fields and buttons:

• The Event Type allows you specify which event type configuration you want to modify 
the options of (for example, Outage, Non Outage, Planned Event, Switching Event).

• The Event Details Option Menus selection menu contains a list of the option menus 
that exist for the selected Event Type.

• The Options for Currently Selected Menu table populates with the currently 
configured options for the selected option menu and event types.

• The  Add button allows you to add a new option or submenu to the selected option 
menu for the selected event type.

• The  Remove button allows you to remove the selected option.

• The  Edit button allows you to edit the selected option.

• The  Refresh button refreshes the table with the current contents of the database.

• The  Export Configuration... button generates SQL statements for the current 
state of the configuration associated with the Event Details Options tab. These SQL 
statements may then be saved to a file and/or printed.
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Adding an Options Panel Submenu
Sub-menus allow you to create cascading groups of Event Details options that provide 
logical categories for the user to drill down to make their selection. To add a submenu to an 
option menu, complete the following steps:

1. Select the Event Type whose option menu you wish to change.

2. Select the option menu you wish to change from the Event Details Option Menus 
drop-down list.

3. Click  Add. The Add/Edit Option dialog box appears.

4. Enter the new option name in the Option Name field.

5. Enter the same name in the Display Menu field.

6. If the new submenu is being added to another submenu, enter the name of the parent 
submenu in the Submenu field.

7. Click  Save. The Options for Currently Selected Menu table updates with the new 
option.

Note: When changing an existing event details option to use cascading 
drop down menus, a configuration change to an Event Details XML file 
(that is, EVENTDETAILS_PNL_ACTIONS.inc) is also needed. You will 
need to edit the ComboBoxBehavior element by adding the 
display_menu and submenu attributes. For more information, see the 
Event Details Configuration section of the Oracle Utilities Network 
Management System Configuration Guide.
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Adding an Option
To add a new option to an option menu, complete the following steps:

1. Select the Event Type whose option menu you wish to change.

2. Select the option menu you wish to change from the Event Details Option Menus 
drop-down list.

3. Click  Add. The Add/Edit Option dialog box appears.

4. Enter the new option name in the Option Name field.

5. Leave the Display Menu field blank.

6. If the option is being added to a submenu, enter the name of the submenu in the 
Submenu field.

7. Click Save. The Options for Currently Selected Menu table updates with the new 
option.

Note: If the option name already exists, an error will appear and you will 
have to modify the name.

Removing an Option
To remove an option from an option menu, complete the following steps:

1. Display the Event Details Options tab on the Configuration Assistant window.

2. Select the Event Type whose option menu you wish to change.

3. Select the option menu you wish to change from the Event Details Option Menus 
drop-down list.

4. Select the option you wish to remove from the Options for Currently Selected Menu 
table.

5. Click the  Remove button. A confirmation dialog box appears.

6. Click Yes to go ahead and remove the option. Click No to cancel the removal.

Editing an Option
To edit an existing option, complete the following steps:

1. Display the Event Details Options tab on the Configuration Assistant window.

2. Select the Event Type whose option menu you wish to change.

3. Select the option menu you wish to change from the Event Details Option Menus drop-
down list.

4. Select the option you wish to edit from the Options for Currently Selected Menu table.

5. Click the  Edit button. The Add/Edit Option dialog box appears.

6. Make the desired changes.

7. Click  Save to save the new option. The Options for Currently Selected Menu table 
updates with the edited option. 

Note: If you enter the name of an option that already exists, an error 
dialog box appears.
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Saving Exported Event Details Configuration
To generate and save SQL statements for the current state of the configuration associated 
with the Event Details Options tab, complete the following steps:

1. Display the Event Details Options tab on the Configuration Assistant window.

2. Click the  Export Configuration... button beneath the Options for Currently 
Selected Menu table. A dialog box appears indicating that the configuration is being 
generated.

3. Once the generation is finished, the Generated Configuration dialog box appears.

• To save the generated SQL statements to a file, click  Save. The Save 
Configuration File dialog box appears. Type a name for the file into the File name 
field. The Save Configuration File dialog box disappears.

• To print out the generated SQL statements, click  Print. The Print Preview 
dialog box appears.

• Click the Cancel button to close the Generated Configuration dialog box.

Reordering Options
To change the order of the options on an option menu, complete the following steps:

1. Select the Event Type whose option menu you wish to change.

2. Select the option menu you wish to change from the Event Details Option Menus drop-
down list. The Options for Currently Selected Menu table populates with the options 
for the selected option menu and event type.

3. Select an option in the table that you wish to move in the list. The arrows to the right of 
the column are now sensitized.

4. Use the arrow buttons to rearrange options:

• Click  to move the selected user type up to the top of the list.

• Click  to move the selected user type up one position in the list.

• Click  to move the selected user type down one position in the list.

• Click  to move the selected user type to the bottom of the list.

•

•

Using the State Transitions Tab
In Oracle Utilities Network Management System, events, switching sheets, safety 
documents, and damage assessment pass through different phases over their lifecycle. 
These phases are represented by states. Transitions between states are knows as state 
transitions. A transition between any two states happens when certain actions are 
performed by a user or the system. 

The State Transitions tab allows you to view the state transitions of events, switching 
sheets, safety documents, and damage assessment in tabular and graphical views. The tab 
is divided into 3 panes:

1. Selection Pane
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State transitions in NMS are divided logically into multiple groups. The highest level 
division is based on the application (APP); the second level is based on sub-
categorizations of the applications into groups (Group); the last level are states 
applicable to the application group. 

Filter Options Menus

• App: the application type option menu lists codes for the NMS applications with 
state transitions:

• DA - Damage Assessment

• SF - Safety

• TE - Trouble Events (generic for events)

• WSW - Web Switching

• Group: the group selection lists the available groups for the selected application. 
For example, if the application is TE, you may select OUT for outage events.

• States: the states selection lists the available states for the chosen app-group 
combination. In addition to the specific states selection, you may choose All 
States to see all state transitions for the app-group combination.

Buttons

•  View: Based on the selection of different combo boxes, on clicking this button, 
it will display the filtered set of transitions in table and graphical view.

•  Refresh:  refreshes the data by reading from the database table, but retains 
previously selected filters by user.

2. Tabular Section

   The table displays transitions in tabular view and contains following columns:

• APP: Application name

• TRANS_KEY: unique key of transitions

• TRANS_GROUP_KEY: transition type (OUTAGE/MEET).

• FROM_STATE_KEY: unique value for state (from).

• TO_STATE_KEY: unique value for state (to).

• TRANS_ACT_KEY: unique value for action.

• DESCRIPTION: description of this state transition.

3. Graphical Section:

The transitions from the table are displayed in a hierarchical view in this section. States 
are displayed as rectangular boxes labeled with the state name. Transitions are 
displayed with arrow symbols beginning at the from state and ending at the end state 
with the action name of the transition on top of the edge. When you select an arrow in 
the graphical view, the corresponding table row will be highlighted.

Viewing State Transitions
To view state transitions, do the following:

1. Select the application from the App options menu.

2. Select the group from the Group options menu.

3. Select a specific state from the State options menu.
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4. Click  View.

The table and graph will be updated for the state transitions applicable to your selection.

Example: New Damage Assessments State Transitions
1. Select DA from the App menu.

2. Select Damage Assessment from the Group menu.

3. Select New from the State menu.

4. Click the arrow that starts at the New box and ends at the Assessed box.
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Using the Default Restoration Times Tab
The Default Restoration Times tab on the Configuration Assistant window displays the 
current default restoration time configuration and allows you to modify the ERT values for 
each asset class by control zone. 

Note: To change the system-wide default restoration time, see Setting the 
System-Wide Estimated Restoration Time on page 3-41.

Asset/Zone Default Restoration Times Pane
The Asset/Zone Default Restoration Times pane provides a tabular view that provides the 
relationship between a control zone, an asset, and the default restoration time that has 
been set for them. 

Columns
• The Control Zone column displays the control zone name. 

• The Asset Class column displays the asset class name. 

• The User column lists the user who configured the default restoration time.

• The Default Restoration Times (minutes) column displays the number of minutes to 
be used for the default restoration time for this control zone-asset class combination. 

Buttons
• The  Add button opens the Add Default Restoration Time dialog box.

• The  Remove button marks the selected default restoration time for deletion. 

• The  Save button saves any changes you have made.

• The  Refresh button refreshes the screen. If you have any unsaved changes, the 
system asks if you want to save them.

• The  Export Configuration button opens the Generated Configuration window, 
which displays the SQL statements used to generate the current configuration.

Row Highlighting
The table uses row highlighting to indicate changes that have not been saved. Red 
indicates that the row is marked for removal, green indicates the row has been edited, and 
light blue indicates that the row has been added.

Adding an Asset/Zone-Based Default Restoration Time
To add a default restoration time for a specific asset class-control zone combination, follow 
these steps:

1. Click  Add. The Add Default Restoration Time window appears.

2. Click the Control Zone Selection button to display a list of control zones.
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3. Select a Control Zone and click OK.

4. Click the Select button to display a list of asset classes.

5. Select an asset class and click OK.

6. Modify the Restore Time (minutes) field, as necessary.

7. Click OK. The Asset/Zone Default Restoration Times pane refreshes with a new row, 
which is highlighted in light blue to show the addition.

8. Click  Save to commit the addition. 

Note: If you decide against adding the new Default Restoration Time, 
click Refresh. The system will prompt you to save changes; click No.
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Modifying an Asset/Zone-Based Default Restoration Time
To edit an existing default restoration time, do the following:

1. Double-click the Default Restoration Time cell to open it for editing.

2. Edit the value.

3. Click anywhere outside the cell to finish the edit. The row will be highlighted in green to 
indicate the pending change.

4. Click  Save to commit the change.

Note: If you decide not to save changes, click  Refresh. The system will 
prompt you to save changes; click No.

Deleting an Asset/Zone-Based Default Restoration Time
To edit an existing default restoration time, do the following:

1. Select the row to be removed.

2. The  Remove. The row will be marked for removal pending saving changes. The 
row will be highlighted in red to indicate the pending change.

3. Click  Save to commit the change.

Note: If you decide against deleting the row, click  Refresh. The 
system will prompt you to save changes; click No to confirm the refresh.

Saving an Exported Default Restoration Time Configuration
To generate and save SQL statements for the current state of the configuration associated 
with the Default Restoration Times tab, complete the following steps:

1. Click the  Export Configuration... button beneath the Asset/Zone Default 
Restoration Times table. 

2. Once the generation is finished, the Generated Configuration dialog box appears.

• To save the generated SQL statements to a file, click  Save. The Save 
Configuration File dialog box appears. Type a name for the file into the File name 
field. The Save Configuration File dialog box disappears.

• To print out the generated SQL statements, click  Print. The Print Preview 
dialog box appears.

• Click the Cancel button to close the Generated Configuration dialog box.

Using the Alarm Rules Tab
The Alarm Rules tab allows you to define priorities, colors, and sounds for each alarm type. 
This controls the behavior for future alarms when they appear in the Alarms and Device 
Lists tool (see Using the Alarms and Assets Lists on page 2-85).

Alarm Rules Table
The Alarm Rules table has the following columns:
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• The Alarm Type column displays the Alarm Type number. This is an uneditable field, 
here for reference purposes.

• The Alarm Type Name column displays the name of the alarm type

• The Priority column displays the desired priority for future alarms of this type

• The Color column displays the desired color for future alarms of this type

• The Sound column displays the desired sound played for future alarms of this type

Right-Click Options
• The Remove option marks the selected default restoration time for deletion.

• The Edit... option opens the Add / Edit Alarm Rule dialog box in edit mode.

• The Assign Color... option opens a dialog box that allows you to select a color for the 
alarm.

Buttons
• The Add button opens the Add / Edit Alarm Rule dialog box to add a new rule.

• The Remove button marks the selected default restoration time for deletion.

• The Edit... button opens the Add / Edit Alarm Rule dialog box in edit mode.

• The Assign Color... button opens a dialog box that allows you to select a color for the 
alarm.

• The Refresh button refreshes the screen.

• The Recache Services button causes the Oracle Utilities Network Management System 
services to recache with the new alarm priorities you configured; otherwise, saved 
changes will not be recognized until Oracle Utilities Network Management System 
services are restarted.

Note: Changes to colors and sound will only take effect when you log out 
and back in to the Web Workspace.
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Using the Customer Administration Tab
The Customer Administration tab allows you to define a weighted priority for a customer. 
The weighted priority may be used for sorting events in the Work Agenda or viewed in the 
Event Details Trouble Info tab Customers view.

Menus and Toolbar
When the Customer Administration tab is active, the Configuration Assistant's Actions 
menu and toolbar change to provide functions for Customer Administration. The Options 
menu provides search methods. 

Actions Menu

Menu Option Description Icon

Customer 
Search

Initiates a search when criteria has been added to the Searchable 
Information table in the Customer Weighted Priority Editor pane.

Save Saves information entered in the Customer Weighted Priority Editor.

Reset to 
default

Used to reset a Customer weighted priority to the default value. --

Clear Form Clears all data from the Customer Weighted Priority Editor pane. 
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Options Menu

Menu Option Description

Set Wild Card Searching
• Before

• After

• Both

Options for setting a wild card searches: Before, After, or 
Both. Note that you do not have to add a wild card 
character (*).

Example: using the "After" wild card search.
Name: Mary S
returns:
• Mary S Abbott

• ...

• Mary Szbrinski

Use Sound Search Returns searches with "sounds like" matches. 

Example: Use Sound Search 
Name: Fredric
returns:
• Fredric

• Fredrick

• Frederick

• Fred

• Freda

Use Exact Match Search Returns only exact matches.

Set Max Searching Results Opens the Set Maximum Searching Result dialog box where 
you can set the limit for matches to return.

The system will display a message when a search returns 
over 200 results, which is the maximum allowed by default.
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Setting Debug
The Set Debug dialog box is initiated from the Help menu of all the NMS Environments.  In 
some cases, issues cannot be properly diagnosed with only a list of actions the users 
partakes within the environment. In those cases, additional debug is required. The Set 
Debug dialog box should be used to turn debug categories on and off within an 
environment. When the dialog box is initiated from the Configuration Assistant user type, 
then additional options are available allowing the user to manage debug on all the clients 
and also within the Oracle Utilities Network Management System services.

Columns
• The Name column displays the name of the debug category. In some cases this is the 

fully qualified class name.

• The On/Off Toggle column displays and allows you to set whether the debug for that 
row is on or off.

• The Level column displays whether the debug is on or off.

• The Application column displays the application that the debug pertains to. If it is a 
generic debug category, then it will have an Application value of All. Other examples 
include, but are not limited to Web Switching, Authority, Call Entry, and so on.

• The Destination column displays where the debug setting will be set. For Java clients, 
the value will be Clients. Other values include, but are not limited to WebLogic, 
PFService, publisher, and so on.

Note: This column is only visible if you are viewing the dialog box as a 
Configuration Assistant user. All other users will be limited to viewing 
debug pertaining to their client environment. Only a Configuration 
Assistant user can set debug levels on other clients, within WebLogic or 
within the Oracle Utilities Network Management System services.

• The Description column displays the documented description for the debug entry. Not 
all debug entries will have a description as some entries will be determined 
dynamically based on what the client has access to.

Manual Debug Entry
The Manual Debug Entry form is used to enter settings for debug that is not available in the 
table list or may require a level setting other than on or off.

Note: Only Oracle Utilities Network Management System services can 
accept debug number values greater than 1. Any value greater than 1 that 
is sent to a Java based destination will be viewed as an on request for the 
debug specified.

• The Name field allows you to enter a debug name that may not be available from the 
table list.

• The Destination field defines where the debug setting should be applied. If you have a 
custom adapter that has debug capabilities, then you can manually enter the 
registered name of this adapter in this field.

Note: This field is only visible if you are viewing the dialog box as a 
Configuration Assistant user. All other users will be limited to setting 
debug on their client environment.

• The Level field is used to define what level of debug you would like to define for the 
name that was entered. The field can take manual entries as well in case the list of 
levels do not include the debug level you wish to send to your specified Destination. If 
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you are not a Configuration Assistant user, then the only levels you should use are on 
and off.

• The Set button sets the debug level within the current client environment or sends it to 
the Destination indicated if you are running this as the Configuration Assistant user.

The Help... button opens the online help window for this section.

The OK button closes the dialog box.

Using the Customer Administration Weighted Priority Editor
The Customer Weighted Priority Editor is divided into two panes: Searchable Information 
and Additional Customer Information. As the name suggests, the Searchable 
Information pane is used to search for and load customer information. Once the customer 
is found and selected, the Additional Customer Information is populated with current 
information and the New Weighted Priority field becomes editable. 

Note: The Configuration Assistant Customer Administration search 
functions are much like Web Call Entry's search behavior.

Searching for a Customer
To set a weighted priority for a customer, perform the following steps:

1. Set your search option; see Options Menu on page 11-28 for more information on 
search options.

2. Enter Search Criteria. You can search for a customer based on any of the fields in the 
Searchable Information pane:

• Account Number

• Telephone Number

• Name

• Address

• City

3. Press Enter (or click the  search toolbar button). 

• If the search does not return a value, the system will return "No customers matched 
your search criteria." Click OK to dismiss the message. 

• If the search returns more than 200 records (or your defined Max Searching Results 
value), the system will return the "Too Many Customers Found" message, which 
will remind you of the option to set a higher maximum searching results. Click OK 
to dismiss the message. The Customer Selection dialog box opens listing the 
search results up to the maximum searching results value.

4. Select the customer to edit and click OK. 
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Editing a Customer Weighted Priority
Once you have selected a customer from the search results, the customer account 
information is loaded into the Customer Weighted Priority Editor. The New Weighted 
Priority field, which is at the bottom of the Additional Customer Information pane, is the 
only editable field.

1. Enter an integer value in the New Weighted Priority field. Notice that the  Save 
button becomes enabled.

Note: If you decide against editing the selected customer, click  to 
reset the form.

2. Click .

Resetting Weighted Priority
If you need to set a customer's weighted priority back to its original value, perform the 
following steps:

1. Search for the customer to load their data into the Customer Weighted Priority Editor.

2. From the Actions menu, select Reset to default. The New Weighted Priority field will 
be populated with the customer's original weighted priority value.

3. Click .
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 Appendix A
Accessibility Features

This appendix describes the accessibility features available in the Oracle Utilities Network 
Management System modules.

Understanding NMS Keyboard Navigation Methods
The keyboard can be used instead of the mouse for most options. You can change focus by 
using the Tab key to focus on the next field or Shift+Tab to focus on the previous field. In 
tables, arrows can also be used to move between cells. There are some tools, such as tables 
or text areas, that use Tab and Shift+Tab for their own purposes. In those cases, 
Control+Tab and Control+Shift+Tab can be used to move to the next component.

To access a menu, press Alt and the underlined letter in the menu name (usually the first 
character). If there are multiple tools with the same menu keyboard shortcuts in the active 
window, you can repeat the keyboard shortcut to move to the next tool’s menu; for 
example, when Web Workspace opens, the Web Workspace File menu will be opened when 
you press Alt+F, and the Work Agenda File menu will be opened if you press Alt+F again.

To activate an active component’s tooltip, press Control+F1. For example, if you have 
tabbed into the Work Agenda table data, the table cell’s tooltip will be displayed when you 
press Control+F1. The focused field will have an orange outline indicating what field is 
focused. 

Note: Some tools do not focus on a field in a dialog box until you press the 
Tab key.

Link Selection
Link inside of NMS can be selected by using the space or enter keys with the linked text in 
focus.
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Using NMS with a Screen Reader
NMS may be used with a screen reader by first enabling Java Access Bridge. (See the 
documentation at https://docs.oracle.com/javase/8/docs/technotes/guides/access/
enable_and_test.html for more information.) Next, select Toggle Accessible Mode from 
the Preferences menu. This will make various change to NMS to make it more accessible to 
screen readers. It turns off locked table columns, and allows the Tab and Shift+Tab 
keyboard shortcuts to focus on labels that wouldn’t otherwise be read by the screen 
readers. Once Accessible mode is toggled on, it can be saved as part of user preferences.

Note: While in general, NMS will work with any screen reader that 
supports the Java Access Bridge, it was tested specifically with JAWS 
version 2019.1906.10.

High Contrast
If you require a high contrast display, select the High Contrast or Light color theme. See the 
Understanding the User Interface Settings Menu on page 2-6 for information.

Screen Scaling
NMS can be scaled to make things bigger or smaller by pressing Ctrl and the plus or minus 
sign, respectively. NMS is generally expected to be usable at up to 200 percent 
magnification; however, depending on the configuration, there may be windows that will 
be too tall to be fully visible (especially on displays with limited resolution). Having a high 
definition monitor can help.

If it is desired that all environments be scaled, a system environment variable NMS_SCALE 
can be defined. For example, if NMS_SCALE is defined as "2", the application will be 
displayed by default at twice the size of the standard view.
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Appendix B
Acronyms

This appendix lists acronyms found in the Oracle Utilities Network Management System 
and its documentation.

Acronym Description

AMI Advanced Metering Infrastructure

ACT Active

ADMS Advanced Distribution Management System

AMR Automated Meter Reading

API Application Programming Interface

App Application (typically mobile or tablet based)

AVL Automatic Vehicle Location

CCB Oracle Utilities Customer Care and Billing

CIS Customer Information System

CMI Customer Minutes Interrupted

CSS Oracle Utilities Customer Self Service

CSV Comma Separated Values

DA Distribution Automation /
Damage Assessment

DCZ Delegated Control Zone

DMS Distribution Management System

DNP Distributed Network Protocol

EAT Estimated Assessment Time

EMR Emergency

ERT Estimated Restoration Time

GIS Geographic Information System

GPS Global Positioning System

GRP Group
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HSB Hue/Saturation/Brightness

HTML Hypertext Markup Language

ICCP Inter-Control Center Communications Protocol

IVR Interactive Voice Response

JDBC Java Database Connectivity API

JNDI Java Naming and Directory Interface

MDM Oracle Utilities Meter Data Management System

MDT Mobile Data Terminal

MED Medical

MWM Oracle Utilities Mobile Workforce Management

NCG Network Control Group

NMS Oracle Utilities Network Management System

NTS NMS Training Simulator

ODM Oracle Utilities Operational Device Management

OMS Outage Management System

OPT Optimization

ORS Oracle Real-Time Scheduler

OS Operating System

OUA Oracle Utilities Analytics

PDF Portable Document Format

RDBMS Relational Database Management System

RGB Red/Green/Blue

ROW Right of Way

RTF Rich Text Format

RTU Remote Terminal Unit

SA Service Alert

SCADA Supervisory Control and Data Acquisition

SDK Software Development Kit

SGG Oracle Utilities Smart Grid Gateway

SMS Short Message Service

SMTP Simple Mail Transfer Protocol

SQL Structured Query Language

SRS Service Reliability System

STD Standard

Acronym Description
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TBG To Be Grouped

TBU To Be Ungrouped

TTL Time-to-Live

URI Uniform Resource Identifier

URL Uniform Resource Locator (Internet Address)

WAM Oracle Utilities Work and Asset Management

WCB Web Callbacks

WCE Web Call Entry

WLS Oracle WebLogic Server

WMS Work Management System

WS Web Service

WW Web Workspace

XML Extensible Markup Language

XSL Extensible Stylesheet Language

XSLT Extensible Stylesheet Language Transformations 

Acronym Description
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Appendix C
Event Status and Event Type Codes

This appendix lists and describes coded information that appears in Oracle Utilities 
Network Management System screens, including:

• Event Status Codes

• Event Type Codes

Event Status Codes
Work Agenda displays the current status of each event listed. The event status is also 
displayed on the Call Information window. The following table provides the event status 
codes, their descriptions, and the associated icons used in the Work Agenda and associated 
tools.:

Status Code Description Icon

ASN Crew is assigned to the event. The assignment has not 
been dispatched to the crew or mobile system.

CMP Event has been completed (event and event details are 
complete).

CNL Event has been canceled by a user (using the Cancel 
Event button in the Work Agenda window).

CRT Acknowledged critical meet. --

ENR Crew is en route to the event.

INC Event has been completed, but information needs to be 
entered in the Event Details window.

MADE-SAFE The event has been made safe.

MNP Maintenance pending.

NEW New unacknowledged event. --

NFY Notify alarm.
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O-NEW New unacknowledged Optimization event.

O-CMP Optimization event has been completed.

O-CNL Optimization event has been canceled.

O-INC Optimization event has been completed, but 
information must be added to the event.

ONS Crew is onsite at the event.

P-CMP Planned event has been completed (event and event 
details are complete).

P-INC Planned event has been completed, but information 
needs to be entered in the Event Details window.

P-NEW New unacknowledged planned event. --

P-RCVD Planned event was received by mobile system and 
receipt was acknowledged by the MQ adapter. 

--

P-SNT Crew is assigned to the planned event, and the 
assignment has been sent (dispatched) to the crew or 
mobile system.

P-UAS Unassigned (acknowledged) planned event.

RCVD Order was received by mobile system and receipt was 
acknowledged by the MQ adapter. 

RED New critical meet. --

RSCH Rescheduled meet. --

RST Event has been restored and a crew is still associated 
with the event.

S-ASN Crew is assigned to the SCADA event. The assignment 
has not yet been dispatched to the crew or mobile 
system.

S-CMP SCADA event has been completed (event and event 
details are complete).

S-CNL SCADA event has been canceled from the Work Agenda.

S-ENR Crew is en route to the SCADA event.

S-INC SCADA event has been completed, but information 
needs to be entered in the Event Details window.

S-MNP Maintenance pending (SCADA event).

S-NEW New unacknowledged SCADA event. --

Status Code Description Icon
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S-ONS Crew is onsite at the SCADA event.

S-RCVD SCADA event was received by mobile system and receipt 
was acknowledged by the MQ adapter. 

--

S-RST SCADA event has been restored and a crew is still 
associated with the event.

S-SNT Crew is assigned to the SCADA event, and the 
assignment has been sent (dispatched) to the crew or 
mobile system.

S-SUS Crew has been re-dispatched to another event, but is 
still assigned to this SCADA event.

S-UAS Unassigned (acknowledged) SCADA event.

SNT Crew is assigned to the event, and the assignment has 
been sent (dispatched) to the crew or mobile system.

SUS Crew has been re-dispatched to another event, but is 
still assigned to this one.

UAS Unassigned (acknowledged) event.

VFY A probable service outage is in this state if the system 
reports that the meter at the outage location has 
service. This state provides an indication for the 
operator to verify that the customer indeed is out of 
power. 

--

W-ASN Crew is assigned to the switching event. The assignment 
has not yet been dispatched to the crew or mobile 
system.

W-CMP Switching event has been completed (the 
corresponding switching plan has been completed).

W-CNL Switching event has been canceled (the corresponding 
switching plan has been rescheduled).

W-ENR Crew is en route to the switching event.

W-ONS Crew is onsite at the switching event.

W-RCVD Switching event was received by mobile system and 
receipt was acknowledged by the MQ adapter. 

--

W-SNT Unassigned (acknowledged) switching event manually 
sent to the mobile system.

W-SUS Crew is assigned to the switching event, and the 
assignment has been sent (dispatched) to the crew or 
mobile system.

Status Code Description Icon
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W-UAS Unassigned (acknowledged) switching event.

Status Code Description Icon
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Event Type Codes
Event Type codes are displayed on the Trouble Call Entry Lists. Below is a complete list of 
event type codes and their descriptions:

Event Type Code Description

CSVO confirmed service outage

FUZZY fuzzy event

MEET meet 

NFY notify alarm

NON non-outage

PDO probable asset outage

PLAN planned outage

PSO probable service outage

RDO real asset outage

SWP switching event
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Appendix D
Color Coding

This appendix lists and describes color coding that appears in Oracle Utilities Network 
Management System screens, including:

• Crew Status

• Event Status

• Callback Status

• Pipe Symbology

Note: All color coding is configurable and your site may use different 
colors than those shown in this appendix. 

Crew Status
The table below describes the color coding used on the Crew Actions and Crew List 
windows to indicate crew status when cell coloring is enabled in the Web Workspace User 
menu's Table Settings submenu (see Understanding the Table Settings Menu on page 2-7 
for information). These colors are also used for AVL crew symbols in the Viewer.

Event Status
The table below identifies the color coding used on the Work Agenda list to indicate the 
event status when cell or row coloring is enabled in the Web Workspace User menu's Table 

Color Crew Status

Green En Route

Dark Green Onsite 

Yellow Unavailable

Cyan Assigned

Orange Suspended

Brown Crew has no control zone (that is, the crew's assigned control zone has been 
removed from the control zone hierarchy).

White Available
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Settings submenu (see Understanding the Table Settings Menu on page 2-7 for 
information). 

Row Color Event Status

White text on dark red background NEW

White text on red-orange background P-NEW

White text on red background S-NEW

RED

NFY

SNT

UAS

Black text on yellow background P-SNT

P-UAS

W-SNT

W-UAS

Black text on dark gold background S-SNT

S-UAS

Black text on cyan background ASN

S-ASN

W-ASN

Black text on green background ENR

S-ENR

W-ENR

Black text on dark green background ONS

S-ONS

W-ONS

White text on blue background             RST

S-RST
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•

•

Black text on gray background CMP

P-CMP

W-CMP

S-CMP

Black text on orange background SUS

S-SUS

W-SUS

White text on purple background INC

White text on orchid background P-INC

Black text on plum background S-INC

White text on violet background M-INC

Black text on white background MNP

S-MNP

Black text on light green background C-CNL

White text on brown background CNL

S-CNL

W-CNL

Row Color Event Status
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Callback Status
The Callback Status field on the Perform Callbacks List Window and the Perform Next 
Callback window is color-coded to indicate whether a callback attempt has been made and 
the result of the last attempt. The following table shows the default color coding used for 
callback status:

Color Description

White Not Called - indicates you have not yet called the customer (default). 
The callback remains in the callbacks list.

Blue
Restored - indicates the customer confirmed their service was 
restored. The callback is considered complete and is removed from the 
callbacks list the next time it is brought up. 

Red

Not Restored - indicates you called the customer, and the customer 
indicated that service was not restored. The callback is considered 
complete and is removed from the callbacks list the next time it is 
brought up. The call is re-introduced into the Oracle Utilities Network 
Management System for re-analysis and restoration and a new callback 
will be generated when that event is restored.

Green

Indicates one of the following:
No Answer - indicates you attempted to reach the customer, but 
nobody answered the telephone. The callback remains in the callbacks 
list.
Busy - indicates you attempted to reach the customer, but the line was 
busy. The callback remains in the callbacks list.

Brown Cancel - cancels the callback. The callback is considered complete and 
is removed from the callbacks list the next time it is brought up. 



Event Status

Color Coding D-5

Pipe Symbology
In the Viewer, pipe symbology changes color and line style (e.g., pattern, thickness) for 
different types of pipes and topology states. Pipe symbology is configurable. The following 
table shows the default color coding used for pipe symbology:

Line Style Color Description

Dashed Black and white Isolated

Thick Light blue overlay In Trace mode, indicates a pipe that is part of the path 
from a selected asset.

Thick Magenta overlay Loop, bi-directional flow

Thick Purple overlay Parallel

Solid Varies Standard pipe
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Appendix E
Tool to User Type Matrix

This appendix lists the Oracle Utilities Network Management System tools that are 
available to each user type in the following environments:

• Web Workspace

• Storm Management

Web Workspace
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Alarms and Assets Lists X X X X X X

AMI Requests (amr) X X X X

Attributes X X X X X X X

Authority X X X X X X X

Call Entry X

Condition Summaries X X X X X X

Configuration Assistant X X

Control X X X X X X X

Crew Actions X X X X X X X

Damage Assessment X X X X X

Damage Reports X X X X X

Event Details X X X X X X X

Event Log X X X X X X
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Storm Management

Manage Documents X X X X

Safety (switching) X X X X

SCADA Summary X X X X X

Switching (switching) X X X X X

Trouble Info X X X X X X X

Trouble Summary X X X X X X

User Log X X X X

Viewer X X X X X X X

Work Agenda X X X X X X X
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Calculate Crews X

ERT Override X

Forecast Profiles X

Force Simulation X

Storm List X

Storm Report X X

Study Session Control X

Summary Information X X

Toggle Storm Mode X
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Zone Selection X X
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