Tasks

Task Definitions

Tasks: Actionable requirements that have been assigned to company personnel.

Task Description

Tasks are created during the nightly batch job process, which uses data from Regulations and several other ACTS

records to determine task generation. The Task Window has various areas to help manage tasks.

Task Usage

Open the Task Window from Task Summary Email
Select Open this task in ACTS from ACTS Task Summary Emails to navigate to the Task Window.

ACTS Task Summary as of Monday, 5/28/2012 for Lindsey Organ
Facility, Alternate |Equipment
Due Date Responsibility Name {Area, (Equipment |Requirement Task
Facility ID) D)
Lindsey’s Test (IF APPLICAELE) WITHIN 90 DAYS
: . N ¥ Well-1 Reg Test Template - (4b) AFTEF. COMPLETION OF WELL, apply
Wednesday, (Area: TEST
4/11/2012 Prmary AREA ***, Facility (Equipment Opuonal_ Drilling Unit for proper ‘_w:]l spacing if designating an
_ : 1D:122) Application to MTBOGC optional dnlling uut with MTBOGC.
ID: 64) . =
Jpen this task in ACTS

Open the Task Window from ACTS

Select the Task icon from the Toolbar,
Or select Compliance = Tasks from the Menu Bar,

N

Or Double-click on the Task Count from the Status Bar to navigate to the Task Window.

File ‘iew Assets Compliance land  Safety Operations Reporting Tools Window Help
5 @ & i S ¢ @ @ uw @
Contact  Faclity Equipment Regulation  Tasks  Procedures  Project Fle  OpsData Dashboard Reports  Help Exit
: ]
: Refresh Refreshl Prink Preview
™ psset Enplorer 9 [=] B3
—asset Information r~ Detail for “Ecocion C5 (Compressar Station)”
Find: [Faciley Mame [ [Contains x| fecacion ~| End B
& [ Ecocion RB 5 {Compressor Station) |
0 Ecorion WC Gas Plant (Gas Processing Plant)
‘ Ecocion-20 Compressar Station {(Compressor St Facil
Feport Date: Monday, August 6, 2012 12:50 PM

Testing & Training (System)
Areas (7)

[]---‘% Ecacion Energy Ca, (System)

Facility Name:

Ecocian C5

Area: Testing & T BT
. Impork Test (Business Unit) E re‘?‘t _ [es ing r’t::mtg raining
KPT Import Test (Business Linit) adlity Type: ampressor Station
fLountry: United States of America

pill Form Testing (Business Linit)
GHG Testing - LDS (Project Area)

SPCC Containment Tab Testing (Region)

[Offshore Area/Blik:
Business Entity:

Training (Region) Facility Ownership: Owned
Facilities (5) Land Ownership:
[+ Q% ACTS 101 Training (Compressor Station Purchase Date:
[+-ig [i] ACTS 201 Test Facility {Gas Processing Bold On:
[=-4g [i] CLFFacility 2 (Compressor Station) llternate Name(s):
4=+ Ecacion €5 (Compressor Station) & lnctive Date: 7I11/2012 10:55 AM =
De R _.'_I " I LI_I

Opens the asset explorer window to view all of the asset infor|8/6/2012 12:50 PM |Lindsey Organ |Ecocion Demonstration | Tasks: 9 {0l upcoming, 9 nverdue)’




Task Window
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Display
Filter

Restore Default Filker | [~ Gnly show primary responsibities [~ Only show items [mm' Zi01f2010 :l to 12/31/2012 :l [¥ Show completed items

equigtion  Mite  check, : hd rknown ~ [Denver cocion Midstream
ReQUIrBment - anses: John Die Frimary), Jererny Ehilips (Bimary)
FRegulation; Multiple Facility Test (Type: Pemit, Media: Environment)
Agency: Ecodion
Requirement Task & (Type: Fess, Frequency Monchly Calendar (Every Month)
Deescription: Py the man,
432012 |Agency i 00/00/0000 00:00 AM ¥ Unknown v
Exception
H Assignesst John Doe (Primary)
TaSk LlSt I Requirement [ porey Exeeption Type: atice of Violation (MOV) f Natice of Alleged Vielatian (NGAY), Mediat A,
- Tsued: /32012
Agency: Colorado il and Gas Conseryation Commission
Requirement: Test Requirement (Type: Maintenance, Frequency Cnce]
Deseription: Ni&
¥ [Marked complete by John Doe.
3/1/2012 Regulation  Write  check, 05/07/2012 1200 A ¥ |Marked complete by Jeremy M, Philips, s Ecocion Midstream

Requirement.

ssignees: Jeramy Philips (Primary), John Doe (Prmary)

| ef11f2012 1:59FM [Lindsey Organ |Ecocion Demanstration | Tasks: 9 (0 upcoming, 9 overdue)|

Task Home Screen Area Description

The table below describes the Task Window areas.

Task List

Display Filter

Area Description
Monthly Jump to a specific day in the task list by clicking on the date in the calendar. Days in the calendar that
Calendar have tasks due are displayed in bold.

Change the tasks that are displayed by selecting these options, located above the task list and beneath

the calendar.
The task lists displays all tasks assigned to a user. This is where task data may be changed.

Task Functionality

1. Adjust the Display Filter to show desired tasks.

¢

Select these options by
checking or unchecking

the boxes.

“er [C] only show primary responsibiities _ [”] Only show items from 014/01/2012 [+ | to 31/12/2012 ;s [ show completed items
ar — Task Completion Date Comments

Only show primary responsibility: This displays only the tasks that the user has been assigned
the primary task responsibility.

Only show items from (with a date range option): This displays only tasks with Due Dates within
a certain date range.

Show completed items: This displays all completed tasks.

Regulation: Multiple Facility Test (Type: Parmit, Media: Environment)
\Acencus Ecacion Status Bar




2. Review the tasks in the Task List.

Assignees: Jererny Phillips (PHmary), John Doe (Priray)
Requlation: Multiple Facility Test [Type: Pemnit, Media:
Erwiranrnent)

Agency: Ecocion

Requirernent: Task & (Type: Fees, Frequency Manthly
Calendar ([Ewery Month])

Drascription: Pay the rman,

Due Dake |Task Tvpe Task Surmmary Task Completion Date [Comments Campliance Type
Si1/2012 |Regulation  [rite a check, 05/07/2012 12:00 , ®|Marked complete by John Coe, In Compliance =
Requirernent

e Due Date: Tasks are organized chronologically, starting with the first Due Date. If a task is
overdue, a flashing exclamation point displays with the Due Date.
e Task Type: The Task Type specifies the kind of task.
e Task Summary: The Task Summary field shows a short summary of the task with assignees,
regulation name, agency, requirement, description, etc.
e Task Completion Date: When a user marks a task as complete, described below, the Task
Completion Date is populated. If the Task Completion Date is blank, the task has not been
completed.
e Comments: Enter Comments in the text field. Comments are visible to any other user with the
task on their task list. When a user marks a task as complete, described below, a default
comment is generated that the task was marked complete by the user.
e Compliance Type: When a user marks a task as complete, described below, the selected
Compliance Type is populated. The default Compliance Type is Unknown.

|&ssociated Fariliy|associated Area  |Associated Equipment |[associsked Regulation Requirement |Associated Agency Exception |Associated Project |Your Task Responsibilty | Task Created on|  Task 10|

Denver C5

Ecocion Midstream

Multiple Facility Test: Task B

Primnary

3f21/2012 9:22 303
A

e Associated Facility, Associated Area, Associated Equipment, Associated Regulation Requirement,
Associated Agency Exception, Associated Project: These fields show associations to other ACTS
records.

e Your Task Responsibility: This shows the level of responsibility that the user has been assigned
for a task. A user set to Primary will be the first to receive a notification. If this user completes
the task, no one else will receive notifications. If not completed within a set period of time in
relationship to the First Due Date, then the user set as Secondary will receive a notification, and
so forth in accordance with the company escalation policy.

e Task Created On: This is the date that the task was first generated.

3. Right-click to use the Context Menu functionality described below.

4. Save changes by pressing (CTRL-S) or select the Save icon from the toolbar.



Context Menu

Right-click on a task in the Task Window to access the Context Menu with the following options:

e Mark as Complete: Select this option to mark a task

Mark as Complete...
complete. Enter the Completed On date, the | v E
Compliance Type, and comments in the window. 4= Jump to Explorer..
Select OK. View Detailed Task Information..
M View All Assignees..
Assign Task to Others..
[% Task Completion ﬁ %
&  Attach aFile to this Task..
Enter the completion information to apply to the selected task.
Completed On: 01012012 12:00 AM El
Compliance Type: |Historical Task - Complehelzl
Comments:
Marked complete by John Doe.| - d

To mark multiple tasks as complete:
multi-select tasks by pressing and
v holding CTRL and selecting the tasks.

OK ] [ Cancel

e Jump to Explorer: Select this option to open the Asset Explorer to the Asset associated to the
selected task. Drill-down to the file attachment to view the associated document.

e View Detailed Task Information: Select this option to open a window with detailed information
about the selected task in a different format.

o View All Assignees: Select this option to open a window displaying all assignees for the selected
task.

e Assign Task to Others: Select this option to assign the selected task to another user. When the
Cf window opens, select a user to change task assignment. Select OK.

! /_,, \ ( Select the people to temporarily assign to this task
Assigning a task to another user does not change the assignee

for all reoccurring tasks. Filter: doe| in "Display™ column
™" Doe, John (Title: Ecocion)

Assigning a task to another user does not remove the task

responsibility from the original assignee.

To assign multiple tasks to another person: multi-select tasks
Kby pressing and holding CTRL and selecting the tasks. /

e Attach a File to this Task: For each task, the user may attach pertinent files.

/



Email Preferences

@

Email Prf

Personalize Task Email Notification Preferences

Select the Email Prf icon from the ACTS toolbar.

Chose various email options by checking and ' - Task Email Notification Preferences for Lindsey Organ
y
unchecking boxes and selecting from the dro p- ACTS can nokify you by email as tasks become due. Select your preferences below,
dOWnS. I~ Send one detailed ermail For each taskl 7 ﬂ day(s) befare it is due.
3. Se|ect OK. I Send one detailzd email Far each task when it first appears in my kask list,

[V Send a summary email every IMonday 'I with all incomplete tasks.

I Split the summary into one smail for sach responsibility bype

4. Save changes by pressing (CTRL-S) or select the
Save icon from the toolbar.

¥ Alett me of limit viclations when they are discovered.

Suppress emails between the hours of IID o j and |6 E j

Task Administrative Notes

*four notifications will be sent ko the Following email addresses:

Iro@ecocion.com

Bulk Task Re-assignment
Restare Defaults | oK I Cancel

K O

Administrative users may change multiple task
assignments from one user to another through the Bulk
Task Re-assignment Window (for example, if a person leaves the company or transitions to another role).

1. Select Tools = Utilities = Bulk Task Re-assignment to open the window.
2. Follow the steps in the re-assignment window.
3. Select OK.

EBulk Task Reassignment

This window allows vou ta quickly change multiple task assignments From one person to another (for example, if someone leaves the
company af transitions to another rale),
1. Select what do vou want to do: ' add the assignee in Step #3 to selected items assigned ko the person in Step #2

" Reassign selected items assigned to the person in Step #2 to the assignee in Step #3

" Expire the assignee in Step #2 From selected items

" Delete the assignee in Step #2 from selected items

2. Select the name of the person whose tasks you want ko assign: |Doe, John {Dept: Ecacion, Inc., Title: &CTS Analyst) ;I
3. Select the name of the person who will be assigned ko the kasks: |DemoUser, Test LI
4. Select the date and time when the new assignment should happen: PS,I'IZ,I'ZUID 12:00 AM :l

5. Choose the responsibility (leave blank to copy the assignee's): |Primarv LI
6. Select one or more tasks ko reassign (right-click for multi-select options):

=/ Agency Exceptions {0 selected, 2 ignored)

[ Primary: COGCC, Matice of Yiolation (NOW) | Motice of Alleged Yiolation (MOAVY, Open, 03-APR-12, Test
Requirement

------ [~ Respaonsible Person: COGCC, Motice of violation (NCY) | Motice of Alleged Yiolation (NOAY), Open, 03-APR-1212

= Incomplete Tasks {1 selected, 1 ignored)

ronment)

|_ Primaty: 03-APR-12, Agency Exception Requirement, Mja

e Assignees: John Doe (Primary)
Agency Exception Type: Motice of Yialation (MOY) [ Notice of Alleged Violation (NOAY), Media: Air, Issued: 4)3/2012
Anrnry: Colnradn Oil And Gas Consereation Com. .. 1 LI
1 Changes to this item are immediate and ignora the effective date set in Step &4,
2 Assignees ko this item may only be replaced and ignore the setting in Step &1,

Ok I Cancel Help |




Delete Incomplete Tasks

Administrative users may delete multiple task assignments at one time.

1. Select Tools - Utilities 2 Delete Incomplete Tasks to open the window.
2. Check the checkboxes under the Delete column of the tasks to be deleted.
3. Select OK.

EDelete Incomplete Tasks

This window allows you ko quickly delete incomplete tasks. Maoke that task that are automatically created by a regulation, agency exception, or
project may be recreated with the nightly batch processing,

To continue, select the tasks that yvou want to delete {right-click for multi-select options) and press the "2K" button:

Delete Due Date | Task Type Task Suninar Comments :l
[ |saturday Limit Wiolakion |Limits Potentially Exceeded for EMG-1, Compressor Engine at Denwer ©S. Here is the assaciated
6/30/2012 inFatrnation:

Additional Inforrnation: Mi&

Assigniees: Alina ¥adon (Secondary), Benjamin Flowers [Secondary], Chloe Adelmann (Management],
Craniel Dindinger (Contractar Managerent), Gregory George (Secondary], Test Dermallzer (Prirmaty],
Thernas Duang (Prrnary)

Where Crecurred: Emission Cata _I
Campound: Mitrogen Oxides

[rate Range: Bf1/2011 12:00 &M to 5j31J2012 11:59 PM

Lirnit: Must Be == 20 tan/yr

Actual Yalue: 26,8542 tonfyr

Diifference; 8542 tonfyr

I_ Saturday Limit Wiolakion |brmits Patentially Exceaded For EMG-1, Connpressar Engine at Denwer CS5, Here is the azsaciated

63002012 inFarmnation:

Additional Informmation: Mg

Azzignees: Alina ¥adon (Secondary), Benjamin Flowers (Secondary], Chloe Adelmann (Managemant],
Draniel Dindinger (Contractar Management], Gregory George [Secondary), Test Dernalser (Prrmary],
Thomas Cuong (Primary]

Where Oecurred: Ernission Data

Compound: Carbon Monozide

Crate Range: 67172011 1200 AM to 5312012 11:59 PM

Limnit: Must Be == 3.4 tonjyr

Actual Yalue: 6565155 ton/yr

Differance: 6228155 tonfyr

I_ Saturday Limnit Wiolakion |Limits Potentially Exceeded for TE-01 at Chloe Adelmann, Here is the associated information:

6/50/2012

Additional Informmation: Mg

Azzignees: Chlee Adelmann (Prmany), Christina Felt (Management)
Where Cecurved: Emission Cata

Compound: YOO

Crate Range: 67172011 1200 AM to 5312012 11:59 PM

Limnit: Must Be == 1.5 tonjyr

Actual Walue: 621 tonfyr

| Kl |
a4 I Zancel Help
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