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NRC FORM 464 Part | U.S. NUCLEAR REGULATORY COMMISSION | NRC - RESPONSE NUMBER
(06-2020) ey,
e RESPONSE TO FREEDOM OF 2020-000311 !
Sl INFORMATION ACT (FOIA) REQUEST RESPONSE
"%”"’@ ( ) TYPE INTERIM FINAL
REQUESTER: DATE:
10/23/2020

DESCRIPTION OF REQUESTED RECORDS:

A copy of the detailed description of the WEBACTS database of the Advisory Committee on Reactor Safety [ACRS] and
the operating manual or handbook or user guide for that database

PART I. -- INFORMATION RELEASED

The NRC has made some, or all, of the requested records publicly available through one or more of the following means: (1) https://
www.nre.gov ; (2) public ADAMS, https:/Mmww.nrc.gov/reading-rm/adams.html; (3) microfiche available in the NRC Public Document
Room; or FOIA Online, hitps://foiaonline.gov/foiaonline/action/public/home.

[]

Agency records subject to the request are enclosed.

Records subject to the request that contain information originated by or of interest to another Federal agency have been referred to
that agency (See Part I.D -- Comments) for a disclosure determination and direct response to you.

We are continuing to process your request.

See Part |I.D -- Comments.

NN

PART LA -- FEES

D You will be billed by NRC for the amount indicated. Since the minimum fee threshold was not met,

AMOUNT you will not be charged fees.

|:| You will receive a refund for the amount indicated.

Due to our delayed response, you will not be
|:| Fees waived. charged search and/or duplication fees that
would otherwise be applicable to your request.

PART I.B -- INFORMATION NOT LOCATED OR WITHHELD FROM DISCLOSURE

We did not locate any agency records responsive to your request. Note: Agencies may treat three discrete categories of law
enforcement and national security records as not subject to the FOIA ("exclusions”). See 5 U.S.C. 552(c). This is a standard
notification given to all requesters; it should not be taken to mean that any excluded records do, or do not, exist.

We have withheld certain information pursuant to the FOIA exemptions described, and for the reasons stated, in Part Il.

(100 [

Because this is an interim response to your request, you may not appeal at this time. We will notify you of your right to appeal any of
the responses we have issued in response to your request when we issue our final determination.

You may appeal this final determination within 90 calendar days of the date of this response. If you submit an appeal by mail,
address it to the FOIA Officer, at U.S. Nuclear Regulatory Commission, Mail Stop T-6 A60M, Washington, D.C. 20555-0001. You
may submit an appeal by e-mail to FOIA.resource@nrc.gov. You may fax an appeal to (301) 415-5130. Please be sure to include on
your submission that it is a “FOIA Appeal.” Only a pre-registered user may file an appeal through FOIA Online, https://
foiaonline.gov/foiaonline/action/public/home. A user who has not registered an account prior to filing the initial FOIA request may
still submit an appeal by one of the above mentioned options.

N

PART I.C -- REFERENCES AND POINTS OF CONTACT

You have the right to seek assistance from the NRC's FOIA Public Liaison by submitting your inquiry at https://www.nrc.gov/reading-rm/
foia/contact-foia.html, or by calling the FOIA Public Liaison at (301) 415-1276.

If we have denied your request, you have the right to seek dispute resolution services from the NRC's Public Liaison or the Office of
Government Information Services (OGIS). To seek dispute resolution services from OGIS, you may e-mail OGIS at ogis@nara.gov, send
a fax to (202) 741-5789, or send a letter to: Office of Government Information Services, National Archives and Records Administration,
8601 Adelphi Road, College Park, MD 20740-6001. For additional information about OGIS, please visit the OGIS website at
https:/Amww.archives.gov/ogis.
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PART I.D -- COMMENTS

Upon receipt of your request, we tasked the Advisory Committee on Reactor Safety [ACRS] to search for responsive
records. ACRS identified two records that would be responsive to your request. The first is the Privacy Impact Assessment
[PIA], which describes the nature and uses of the WebActs database. The second is the "WebActs Help Document”, which

serves as the operating manual for the database.

A revised PIA is currently in concurrence review and is expected to be finalized in the next 30 days, at which time the NRC
will proactively release it. We will inform you once it has been made publicly available. Based on this, you agreed to narrow

your request to exclude it at this time. We have attached the WebActs Help Document.

Signature - Freedom of Information Act Officer or Designee
Digitally signed by Stephanie A. Blaney

Stephanle A Blaney Date: 2020.10.23 07:31:39 -04'00'
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WebACTs Help Document

WebACTs comprises several areas to help facilitate the work of the ACRS:
e System Administration/Maintenance

Auditing

Users

Available Committee Date Management

Topic Management

Meeting Scheduling and Preparation

Hotel Reservations

Task Assignment

Emails

Alerts

The PMDA Module includes the following:

e Public User Data
e Reports
e Travel Management, including:
a. Hotels and Hotel Reservations
b. Travel Requests
c. Travel Records
d. Travel Reservation Meeting List
e Appropriations Management
e Training Management
e Procurement Management, including:
a. Contracts
b. Visa Requests and Requisitions
e PMDA Maintenance ltems
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Logging In

WebACTs integrates login with the NRC network. If a user logged in to the NRC network goes
to WebACTs in their web browser (Internet Explorer), the user will automatically be logged in
to WebACTS. If the user utilizes another browser, he will be prompted for the NRC network

credentials before logging in.

Upon logging in, each user will see a customized menu with all the options they have
permissions to access.
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Site Administration/Maintenance

The “Site Admin” portion of WebACTs allows users with “Site Admin” privileges to set up and
maintain the various fundamental data on which the system relies.

Specific administrative features will be explained in subsequent sections of this help
documentation. The general administrative/maintenance features that will be described here

are:

1) Page Administration

2) Role Management

3) Cognizant Office Management

4) Meeting Location Management

5) Subcommittee Management

6) Settings and other Maintenance ltems

Updated: November 2012



wdmin Menu

Main Menu

N

Role Management

User Administration

3 Cognizant Office Management

Hotel Management Admin

PMDA Administration

6 Maintenance Items

Report Administration

Database Upgrade

Updated: November 2012

Meeting Location Management

Subcommittee Management

Alert Management

Email Template Administration

Page Administration

Report Menu Administration

Sequence Administration

Audit Log

4
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Page Administration

Each separate screen/web page within the WebACTs system must be entered into the system
if this hasn’t already occurred as part of the installation or upgrade.

Each page requires:
1. atitle
2. the relative path to the page
3. the “parent” page in the page hierarchy

Main Menu » Site Admin Menu » Page Administration Page Help - Full Help Document
Basic Data Choose Roles
1 *Title: Visible From Menu: Appropriations Admin
L 7] Bank Card Holder
HESC Is Horizontal Menu Control: Contract Admin
2 e Contract POC
Contract Specialist
3*F‘arent: —Please Select-- |Z| Employee Admin
Help File: TTHEhT
PMDA Manager
Report Menu: --Select-- E PMDA Team A Travel Approval
Child Pages: PMDA Team B Travel Approval
PMDA Viewer

Each page may optionally have:
1. a description
2. limited access to specific roles (if no roles are selected, all roles are allowed access)
3. a designation indicating whether the page will be visible in menus
4. the name of the help file in the /help directory

Main Menu » Site Admin Menu » Page Administration

Basic Data 2 Choose Roles
Title: 3 Visible From Menu: Appropriations Admin
1 o 7 Bank Card Holder
Description: Is Horizontal Menu Control: Contract Admin
+Fila: Contract POC
Contract Specialist
*Parent: ~Please Select-- E Employee Admin
4 Help File: IT Admin
PMDA Manager
Report Menu: | --Select-- E PMDA Team A Travel Approval
Child Pages: PMDA Team B Travel Approval
PMDA Viewer

Page Administration may also be used to set up horizontal menus placed on certain pages,
such as within the Technical Scheduler. This allows items on these menus to be configured by
a WebACTs administrator as needs change and evolve over time.
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To set up a horizontal menu, the user needs only select the “Is Horizontal Menu Control” check
box. The rest of the settings are the same.

Main Menu » Site Admin Menu » Page Administration Page Help - Fulll
Basic Data Choose Roles
*Title: Visible From Menu: Dﬂppropriaﬁons Admin
o [7]. [“IBank card Holder
Description: Is Horizontal Menu Contral: ["I contract dmin
“File: o [“IcontractPoC
[l contract Specialist
*Parent: —-Please Select—- |Z| I Employee Admin
Help File: LT Admin
[“IPmDA Manager
Report Menu: --Select- E ["IPMDA Team A Travel Approval
Child Pages: ["1PMDA Team B Travel Approval
["1PMDA viewer

Main Menu » Technical Scheduler » Technical Reports - Full Help Document

ACRS Letters:

ACRS Letters By Member ACRS Letters by FY Letter Matrix for Op Plan H (o) ri ZO ntal M enu Item S
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Page Edits

To edit an existing page, click on the edit icon next to the desired page in the list. The page
details are then loaded above where they may be changed and saved.

Note: A user cannot delete pages once they have been entered. To remove a page from the
menu, uncheck the box Visible from Menu.

Main Menu » Site Admin Menu » Page Help - Fu

Basic Data Choose Roles

*Title: Appropriations Management VisiblelEr Dy Menis /| Appropriations Admin
» i v|PMDA Manager

Description: Is Harizontal Menu Control: /I 5ite Admin

*File: ~/PMDA/Appropriation/AppropriationManagement_aspx Eletalsmate

Contract Admin
*Parent: Main Menu == PMDA |Z| Contract POC
Contract Specialist

Help File: Appropriationfanage meni
Employee Admin

Report Menu: | —Select— [=] IT Adrmin
Child Pages: PMDA Team A Travel Approval
Sort Title: PMDA Team B Travel Approval
Record Count: 1 Tech Team A Travel Approval
Tech Team B Travel Approval
2 Technical Admin

Technical Editor
Technical Viewer
Training Admin
Travel Admin
Travel Approver
Visa Admin

Main Menu

Main Menu == Change Password \

Main Menu == Change Password == Forgot Passwaord \

Main Menu == Error Page \
Main Menu == Lack of Access \

Main Menu == Missing Page \

Main Menu == My Emails N\
Main Menu == My Tasks \

Main Menu == My Tasks == Assign Tasks \
Main Menu => PMDA N
Main Menu == PMDA == Appropriations Management 1

Main Menu == PKMDA == Appropriations Management == Appropriation Program Details

G e A e e
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Report Button:

The report button control is available for any page within WebACTs and allows access to a
report menu associated with the particular page on which the report button control is placed.
The report menu associated with the page is indicated within the Report Menu dropdown list
within the Page Administration section of Site Admin.

The report button automatically passes in any parameters to associated reports by using the
query string identifiers within the URL of the page, resulting in the control being easy to place
on any page without requiring file compilation or coding.

i
Back {m
___________________________________________________________________________________________________________________________________________________________________ =
Travel Request Details -—-|

*Traveler: Ma. Ba |Z| *Date Submitted: 0316/2011 | B
*Purpose: International Travel |Z| *Type: () Local " Foreign @ Domestic

[¥] Taxi tofirom airport [l Own car  [_] Rail *Fiscal Year: 2011 |Z|
*Mode of Travel- Commercial Ar || Rental Car [_| Government Vehicle Approval-Has Supenvisor's Signature: Mo

[ Tax Registration/Conference External Fees: ] 0.00

¥ ACRS Letters Menu
| Appropriation Reports Menu
I Contracts Reports Menu
ADVISC) Example Report
l Full Committee Report Menu
L Full Committee Report Menu Summary
Main Menu = Site R Repgrts
i Hotel Reservation Report Menu

Page Help - Full Help Document

— BasicData—| Pl':lq,:(rjn'l??l'r Elon;lu“am Menu — Choose Roles
able Menu
*Title: PMDA Reparts & Menu: [ Bank Card Holder
- Subcommittee Report Menu [T contract Admin
DESFIRTE Technical Reports ntal Menu Contral: [ contract POC
Eila- Training Reports Menu "I contract Specialist
File: Travel Reports Menu [ [m——p—
“Parent Travel Request Form Lz oy.ree Lok
' Visa Reports Menu h LI Admin
Help File: Visa Request Form [“IPMDA Manager
Wisa Requisition Menu 2 [ PMDA Team A Travel Approval
Report Menuj --Select-- |Z| [ PMDA Team B Travel Approval
Child Pages: [ PMDA viewer
[T aita admin
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Role Administration

WebACTs is a role-based system, meaning that many of its features are restricted or behave
differently based on which roles a user has been assigned.

To enter a new role:
1) Enter the role’s name.
2) Click the save icon.

Warning: Editing roles should be done with extreme caution. Many features of the
system are tied to these roles and their names, so changing a role’s name could have
far-reaching consequences. To edit an existing role:

1) Click the edit icon next to the appropriate role.

2) Edit the role name.

3) Click the save icon.

4) The cancel icon may be used to abandon any changes prior to saving.

Warning: Deleting roles should be done with extreme caution. Many features of the
system are tied to these roles and their names, so deleting a role could have far-
reaching consequences. To delete a role:
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1) Click the delete icon next to the role that should be deleted.
2) Click “OK” in the confirmation pop up window.
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Branches Associated with Roles

Site Administrators may now associate roles within the system with branches. This data is then
used to correctly filter certain alerts.

For example, assume a role called "Branch A Approver" has been created, and that role is
associated with Branch A. If an alert is created which emails people in the Branch A Approver
role when a new travel request is created, the alert system will check to ensure that the person
making the request is also in Branch A. If not, the email alert will not be sent to people in the
Branch A Approver role.

Main Menu » Site Admin Menu » Role Management Page Help - Full Help Document

Role Administration

Delete Name Edit Users With This Role
gl ChAn
_ [‘ — Ha K Br
':i e A Sh
b | Bank Card Holder .

R Pages Allowed By This Role

Main Menu

"/_ Main Menu == Change Password

= Main Menu == Change Password == Forgot Password

i IMain Menu == Error Page

7 Main Menu == Lack of Access

— Main Menu == Missing Page

“‘/_ IMain Menu == My Emails

" Main Menu == My Tasks

/. Main Menu == My Tasks == Assign Tasks

4/ Main Menu == PMDA == CommitteeMeeting List with Hotel Confirmation Numbers

_= Main Menu == PMDA == PMDA Reports

"/_ Main Menu == PMDA == Procurement
= Main Menu == PMDA == Procurement == Contracts == Contract Detail

PMDA Team B Travel Approval il IMain Menu == PMDA == Procurement == Contracts == Contract Detail == Contract Funding Set Up
7.
-
#
¥
i
.-d/
#
[
-
-
i

Confract Admin

Contract POC

Contract Specialist

Employee Admin

IT Admin

PMDA KManager

PMDATeam A Travel Approval

PMD Main Menu == PMDA == Procurement == Contracts == Contract Detail == Invoice Entry
Main Menu == PMDA == Procurement == Visa
Main Menu == PMDA == Procurement == Visa == \fisa Reguest Invoice Processing
Main Menu == PMDA == Procurement == Visa == VVisa Requests
Main Menu == PMDA == Procurement == Visa == Vlisa Requests == Visa Request Details
Main Menu == PMDA == Procurement == Visa == Viisa Requisition Management
Main Menu == PMDA == Procurement == Visa == Visa Requisition Management == Visa Requisition Details
Main Menu == PMDA == Procurement == Visa == Visa Requisition Management == Visa Requisition Details ==
Visa Funding Detail
Main Menu == PMDA == Training Management == Training Record
Main Menu == PMDA == Travel Management == Travel Records
Main Menu == PMDA == Travel Management == Travel Records == Travel Record Detail
Main Menu == PMDA == Travel Management == Travel Requests
Main Menu == PMDA == Travel Management == Travel Requests == Read Only Travel Record Details
Main Menu == PMDA == Travel Management == Travel Requests == Travel Requests Detail
Main Menu == PMDA == Travel Request
Main Menu == PMDA == Visa Purchase Reguest
sa Admin Main Menu == Site Admin Menu == PMDA Administration
Main Menu == Site Admin Menu == PMDA Administration == Fiscal Years
Main Menu == Site Admin Menu == PMDA Administration == JobCodes
Iain Menu == Site Admin Menu == PMDA Administration == JobCodes == Job Code Details
Main Menu == Site Admin Menu == PMDA Administration == Programs
Main Menu == Site Admin Menu == Sequence Administration
Main Menu == Technical Menu

ewWer

Site Admin

Tech Team A Travel Approval

Tech Team B Travel Appraval

Technical Admin

Technical Editor

Technical %

Wer

Training Admin

Travel Admin

Travel Approver

G G G | o | G | G | G | | | @

Branches Associated with this Raole

Available Branches Selected
Branches

ACRS . 7

Office of the Director

PMDA

Reactor Safety Branch B
Technical Support Branch

W
v| V‘

A
/\| ’\|

Updated: November 2012



Cognizant Office Management

Cognizant offices are assigned to each agenda item of a meeting from a dropdown list of
choices. Those choices are configured using the Cognizant Office Management screen.
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To enter a new Cognizant Office:
1) Enter the name/abbreviation of the Cognizant Office.
2) Enter a short description of the Cognizant Office.
3) Enter a contact email address.
4) Enter a contact phone number.
5) Enter a contact fax number.
6) Click “Add”.

Main Menu » Site Admin Menu » Cognizant Office Management Page Help - Full Help Document

Cognizant Office Data

*Mame:

Description:
1 Email:

Phone:

Fax:

Delete Contact Hame Phone Number

2[ awe |

To edit a Cognizant Office:
1) Click the appropriate edit icon in the list of Cognizant Offices.
2) Edit the appropriate information.
3) Click “Save”.
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To enter contacts for a Cognizant Office:
1) Enter the contact’s name.
2) Enter a phone number for the contact.
3) Enter an email for the contact.
4) Click the “Save” icon.

Main Menu » Site Admin Menu » Cognizant Office Management Page Help - Full Help Document

Cognizant Office Data
*Name:

Description:

Email:

Phone:

Fax:

Contact Name Phone Number

To edit a contact for a Cognizant Office:
1) Click the edit icon to select the Cognizant Office.
2) Click the edit icon next to the contact to be edited.
3) Edit the information as needed.
4) Click the “Save” icon.

Msin Menu » Site Admin Menu » Cognizant Office Management Page Help - Full Help Document

Cognizant Office Data
*Name NRO

Description: NRO

Email: nro@nrc.gov
Phone: 301-415-8888
Fax:
Delete Contact Name Phone Number Email

o m
= =
=l

!
S Slms

Donald Dube 301-415-1483 donald.dube@nrc.gov
Dan Santos 301-251-7664 dabiel.santos@nrc.gov

Gl |l [l

Jeff Ciocco 304-415-6391 jeffrey.ciocco@nrc.gov

EDO |
FsME | B
nuss | gl
0 | 2 |~ 1
NRR | [
NSIR | 4
Res | @
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To delete a contact for a Cognizant Office:
1) Make sure the Cognizant Office has been selected.
2) Click the delete icon next to the contact to be deleted.

Page Help = Full Help Document

Cognizant Office Data
*Mame: NRO

Description: NRCQ

Email: nro@nrec.gov
Phone: 301-415-8888
Fax
Delete Contact Name Phone Number Email Edit
;uﬁﬂ =

' ®
2 ‘ = | Donald Dube 301-415-1483 donald.dube@nrc gov i
': Dan Santos 301-251-7664 dabiel.santos@nrc.gov y_
i | Jeff Ciocco 301-415-6391 Jefirey ciocco@nre.gov z

Name Edit

EDO
FSME

NMSS

e

=4

F)

o
e -

Site Admin Menuf
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Meeting Location Management

Each meeting is scheduled in one or more locations. These locations are managed using the
Meeting Location Management screen.

To enter a new location:

1) Enter a name for the location.
2) Enter a contact name for the location.

3) Enter a room number.

4) Enter a contact phone number.

5) Enter an address.

6) Enter a contact email address.

7) Click “Add”.

Main Menu » Site Admin Menu » Meeting Location Management

Location Data

*Location Mame:

Contact Name:

*Room Number:

|5 Main Location?:

*Phone Number:

q Fax Number:
Ite S *Address:

*City:

State: [=] Postal Code:

“Country: | UNITED STATES [~]

Email:

Name Room Address Edit

11545 Rockville Pike, Rockville, MD T-2B1 | T-2B1 | address 1, city z
11545 Rockville Pike, Rockville, MD T-2B3 | T-2B3 | address 1, city "_.
Region | RI address 1, city z
Region |l Rl |address 1, city | (&
Region Il R address 1, city z
Region IV RIV |address 1, city| &

Page Help - Full Help Document

Optional
Items
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To edit a meeting location:
1) Click the edit icon next to the location.
2) Add/edit the data as needed.
3) Click “Save”.

Main Menu » Site Admin Menu » Meeting Location Management Page Help - Full Help Document

2 Location Data
*Location Name: 11545 Rockville Pike, Rockville, MD T-2B1
Contact Name:

*Room Number:  T-2B1
Is Main Location?: |

*Phone Number:  000-000-0000

Fax Number:

*Address: address 1

*City: city

State: Maryland E Postal Code:

“Country: | UNITED STATES (=]
Email:

3]

Name Room Address Edit

11545 Rochkville Pike, Rockville, MD T-2B1 | T-2B1 | address 1, city Z ‘ 1
11545 Rockville Pike, Rockyille, MD T-2B3 | T-2B3 | address 1, city z
Region | RI address 1, city z
Region I Rl |address 1, city | &
Region Il Rl address 1, city z
Region IV RIV | address 1, city| §
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Subcommittee Management

Each subcommittee has various data that need to be input so the system knows about that
subcommittee, such as membership, lead members, branch, etc.

To enter a new subcommittee:

1)
2)
3)

4)

5)
6)
7)
8)
9)

Enter a name.

Enter a short description.

Select whether this subcommittee is allowed to meet during other subcommittees. For
example, some subcommittees meet during the lunch break of another subcommittee
meeting. Selecting this checkbox notifies the system to allow these “overlapping”
meetings, instead of enforcing the “one meeting at a time in each location” rule.
Select whether meetings of this subcommittee require Cognizant Offices and Office
Contacts.

Select the branch that the subcommittee is a part of.

Select the program area that applies to the subcommittee.

Select the lead member of the subcommittee.

Select the lead engineer of the subcommittee.

Select the committee chairman.

10) Select the members of the subcommittee.
11) Select a color to represent the subcommittee on certain reports.
12) Click “Add”.
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To edit an existing subcommittee:
1) Click the appropriate edit icon in the list of subcommittees.
2) Edit the information as needed.
3) Click “Save”.

Main Menu = Site Admin Menu » Subcommittee Management Page Help - Full Help Document

Subcommittees

2 *Name: ABWR
*Description: Advanced Boiling Water Reactor (ABWR)
Allow Meetings Require Cognizant Office
During Other :C t dg For Meeti 7
Weetings and Contacts For Meetings
*Branch: Technical Support Branch |Z|
*Program Area: Safety Research : International Information Exchange E
*Lead Member: Co L. Mi |Z|
*Lead Engineer: Ba Ma |Z|

*Committee Chairmen:  Co L. Mi |Z|

Available Members Selected Members
Br Ch » BIC. De =«
Po A Da ArJ.
Sk Go
Ra B. Ha
Re L. Jo -Add
SiD. Jo

“embere: StW. Jo Add All -==

embers: Co L Mi

Ry T I
Ba Sa
Se St
TB TB
Sh J. Wi

3 save

Delete Subcommittee Name Edit
ABWR | —iif— 1
AP 1000 A
Digital | & C Systems ]
EPR A
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To delete/deactivate a subcommittee:
1) Click the delete icon next to the subcommittee that is to be deleted.
2) Confirm the deletion.

Note: Subcommittees are not actually deleted. They are deactivated and hidden, so they
appear for all intents and purposes to be deleted.
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Sequence Administration

Many transactions within the PMDA module require a sequence of steps to authorize, obligate,
and expend transaction resources. These sequences are controlled through the programming
interface and defined within the Sequence Maintenance section of the Site Admin portion of
WebACTs.

Examples of sequences maintained include RFPA Approval, Travel and Training.

Warning: The system relies on many of these settings so be very cautious when editing
them that it is done properly. Otherwise pieces of the system could stop working.

Main Menu » Site Admin Menu » Sequence Administration Page Help - Full Help Document

Sequence Maintenance

Type: RFPA Approval |Z|

Sequence steps must be completed in order: [V

Sort Delete Name Edit
5:’!:'.DHHCC'.D_5'.
b | RFPA SentTe CFO &
a RFPA Scanned &
a Sentto Contracts z
a Scanned Contract z
a Close A‘-'
Record Count: 6
Site Admin Menu
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Settings and other Maintenance Items

There are several other settings and maintenance items that the system relies on for various
operations. These settings are controlled in the Maintenance ltems screen. This screen has
several sections.

Warning: The system relies on many of these settings so be very cautious when editing
them that it is done properly. Otherwise the system could stop working.

Page Help - Full Helj

General Types and Values

Type: | Access Level [=]

Sort Order:  Sort By:

[=]]- [-]

Sort  Delete Name Description Edit
Mﬁw.r

ot

x

i | Disabled Disabled User f i

3 Guest GuestUser [ ]

3 Administrator System Administrator o

: § User System User i

Record Count: 5

Organizational Chart Administration
Delete Name Description Chief or Director

AC.Co [+]

m
=

H
H
=1
H
i

E=
b4
E] ACRS ACRS Members and Consultants ArJ &
: Office of the Director Office of the Director Ha M. Ed z
. ] PMDA PUDA Be Al F
El Technical Support Branch Technical Support Branch SaCa [~

Record Count: 5

Technical Program Area Administration

Sort Delete Prefix Name o J:‘m Category Edit
Licensing Reviews [=] H
P

~ |Licensing Reviews License Renewal Mo  |Licensing Reviews Z

=~ [Licensing Reviews Pawer Uprates No  |Licensing Reviews Z

i | Licensing Reviews Combined License No Radioactive Waste and Materials z

< |Licensing Reviews Design Cerification No  |Radioactive Waste and Materials [~

i | Licensing Reviews Early Site permit No Licensing Reviews z

o |Licensing Reviews Other Facilities No  |Radioactive Waste and Materials &

=] fety-related Rules No &

Guidance, and C e

gulatory ) Reg. Guides and Standard | ~ ¥
Guidance, and Ci Review Plan Sections -

el

Regulatory Requirements, -

~ | Guidance, and G Other Guidance Documents No i

- |Regulatory Requirements . X P
st Bulletins and Generic Letters No g ¥ &

=, |Operational Experience, -

= | Evaluation ans Satety Qversignt | REWEW Of Significant Opersting Events No  |Operational Experience Evaluation and Safety Oversight &

5 | Operational Experience, “
Evaluation and Safety oversignt | GENere Issues No  |Operational Experience Evaluation and Safety Oversight &

| operational Experience, -

2 | Evaluation and Safety Oversignt |IMSPEction and Assessment Ne  [Operational Experience Evaluation and Safety Oversignt y

7 [safetyResearch Significant Ongoing Research Activities No Safety Research

7 |Safety Research Safety Research Program No Safety Research

7 |Safety Research International Information Exchange No | Safety Research

7 | Planning and Procedure No Administrative

7 |other No Administrative

Constant Values

*Number of Days Documents Are Due Before Meetings: 25

*Number Of Hours Available For FC ftems: 4

Full Committee Agenda Purpose Filter Siring {use semicolons to separate filters, maximum 99 characters): determine
*First Day of Bank Card Cycle: 14

*Default Carrier Fee: 0

*Critical Program Used Percentage (red): 90

“Warning Program Used Percentage (yellow): 30

*Current FRN Data e.g. October 14, 2010, (74 FR 56268-56269)
October 14, 2009, (74 FR 58268-68269)

Save
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The first section contains the various types of settings and those individual settings.

To add a setting:
1. Choose the appropriate type of setting in the drop down list.
2. Enter the setting name.
3. Enter a short description.
4. Click the “Save” button.

Page Help - Full Help Document

Main Menu » Site Admin Menu » Maintenance ltems
General Types and Values 1

Type: Access Level |Z|
Access Level B
SortQ ACRS Audio/Visual Person
Checklist
Commission Secretary
Contract Attachments Description
Contract Personal Services
Contractors
Document
Employee Type
Existing RFPA Action Types Disabled Disabled User &
—— FC FRN Report CC —
FRN Report CC Guest Guest User "/’_
==
-
7

m

Full Committee Purpose Administrator System Administrator
Funding Code

LapTop Request Uszer System User

- Meeting Security Record Count: 5

Meeting Topic Priority
Orgar MNew RFPA Action Types

PMDA, Billing Cycle _— " " "
m PMDA Program Area . Descl'lptloll Chief or Director i

AC.Co  [+]

m
(=N
=

B

= 3¢ L

b | ACRS ACRS Members and Consultants Ard.

To edit a setting:
1. Click the edit icon next to the appropriate setting.
2. Edit any information as necessary.
3. Click “Save”.

Page Help - Full Help Document

Main Menu » Site Admin Menu » Maintenance ltems

General Types and Values

Type: Access Level E

Sort Order:  Sort By:

=] =]

Sort Delete Name Description Edit
’Z'
Smejo.ﬂlacn_s'.
| Disabled 2 ||Disabled User ':!e 3
': Guest GuestUser 1
': Administrator System Administrator "_'
i | User System User ’X_

Record Count: 5
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To delete a setting:
1. Choose the appropriate type of setting in the dropdown list.

2. Click the appropriate delete icon.
3. Confirm the deletion.

To add a new type of setting:
1. Click the + symbol next to the dropdown list.
2. Enter the type of setting.
3. Click the “Add” button.

Page Help - Full Help Document

Main Menu » Site Admin Menu » Maintenance ltems
General Types and Values
Type: | Access Level [+] '« 1
Sort Order:  Sort By:
Sort Delete Name Description Edit
S-Mﬁa:\o_h'.
®
b | Disabled Disabled User &
bl Guest Guest User z
': Administrator System Administrator "_'
- | User System User z
Record Count: 5
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The second section is the Organizational Chart Administration, where the branches are
managed.

To add a new branch:
1. Add the name of the branch.
2. Add a short description.
3. Select who heads the branch.
4. Click the “Save” icon.

— Organizational Chart Administration
Delete Name Description Chief or Director
=
1l || 2 o 3 4@
:.i ACR3 ACR3 Members and Consultants Ar . .
j Office of the Director Office of the Directar Ha M. Ed .
| PMDA PMDA Be Al A
‘i Technical Support Branch Technical Support Branch SatCa '
Record Count: 5
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To edit a branch:
1. Click the edit icon next to the branch to be edited.
2. Edit the data.
3. Click the “Save” icon.

Organizational Chart Administration

Description Chief or Director
Sawe %0 Add %o List
AC' CD E C-a::\el
b | ACRS ACRS Members and Consultants Ard. 1 I z I
“J Office of the Director Office of the Director Ha M. Ed z
b | PMDA PMDA Be Al "_'
e | Technical Support Branch Technical Support Branch Sata z

Record Count: 5

To delete a branch:
1. Click the delete icon next to the branch to be deleted.
2. Confirm the deletion.
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The third section is the Technical Program Area Administration. This section is used to add to
and edit the various program areas that are available for topics and subcommittees to be
assigned to.

To add a new program area:
1. Enter the prefix.
2. Enter the name.
3. Select if it'’s required by statute.
4. Select the category of program area (this list of categories is controlled by the first
section of settings).
5. Click the “Save” icon.

Technical Program Area Administration

Is .

Sort Delete Prefix Name Statutory Category Edit
3 5 ==

nus

1 2 Licensing Reviews 4 |Z| H

%

7 |Licensing Reviews License Renewal No Licensing Reviews z
: Licensing Reviews Power Uprates MNo Licensing Reviews z
': Licensing Reviews Combined License MNo Radioactive Waste and Materials ’Z
"= |Licensing Reviews Design Cerification Mo Radioactive Waste and Materials z
"= |Licensing Reviews Early Site permit MNo Licensing Reviews z
"= |Licensing Reviews Other Facilities MNo Radioactive Waste and Materials z
.5 | Regulatory Requirements, ; . ; . — e
E | B TR SR T Mew/Revised Safety-related Rules MNo Regulatory RequirementsiGuidance/Communication l_
.5 | Regulatory Requirements, Mew/Revised Reg. Guides and Standard . . N e
E | Guidance, and Communication | Review Plan Sections MNo Regulatory ReguirementsiGuidance/Communication /_‘_
b | Re_gulatory Requ|rement_s, . Other Guidance Documents Mo Regulatory RequirementsiGuidance/Communication "/
- Guidance, and Communication -
b | Re_gulatory Requwement_s. . Bulletins and Generic Letters MNo Regulatory Reguirements/Guidance/Communication "/
- Guidance, and Communication =
.y | Operational Experience, ] A ) . ) . : -
L Evaluation and Safety Oversight Review of Significant Operating Events MNo Operational Experience Evaluation and Safety Oversight il
.5 | Operational Experience, B ) ) . ) e
2 | Evaluation and Safety Oversight Generic lssues No Operational Experience Evaluation and Safety Oversight y
.5 | Operational Experience, ; ) ) . ) e
J | Evaluation and Safety Oversight Inspection and Assessment No Operational Experience Evaluation and Safety Oversight il
' | Safety Research Significant Ongeing Research Activities No Safety Research z
: Safety Research Safety Research Program MNo Safety Research z
! i} Safety Research International Information Exchange MNo Safety Research ’Z
“= | Planning and Procedure Mo Administrative "u'
= | Other No  |Administrative ]

Record Count: 19
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To edit a program area:

1. Click the edit icon next to the program area
2. Edit the data as needed

3. Click the save icon

Technical Program Area Administration

Is .
Sort Delete Prefix Name Statutory Category Edit
1 A
Bl
“

Licensing Reviews |Z|
-“.a::e
o |Licensing Reviews License Renewal Mo |Licensing Reviews 1 -
': Licensing Reviews Power Uprates Mo Licensing Reviews ’Z
"= |Licensing Reviews Combined License Mo Radicactive Waste and Materials z
"= |Licensing Reviews Design Certification Mo Radioactive Waste and Materials z
"7 |Licensing Reviews Early Site permit MNa Licensing Reviews z
:’ Licensing Reviews Other Facilities Mo Radioactive Waste and Materials "“'

Technical Program Area Administration

Sort Delete

Statut:

ory

2

7 |Licensing Rey

License Renewal

Licensing Reviews

i (TR

Licensing Reviews

Power Uprates

No

Licensing Reviews

Other

No

Administrative

= Licensing Reviews Combined License No Radioactive Waste and Materials
i) Licensing Reviews Design Certification No Radioactive Waste and Materials
= Licensing Reviews Earty Site permit No Licensing Reviews
i) Licensing Reviews Other Facilties No Radioactive Waste and Materials ‘_
~, | Regulatory Reguirements, - ; ) N 4
i | I New/Revized Safety-related Rules No Regulatory Requirements/Guidance/Communication r
] Regulatory Requirements, MNew/Revised Reg. Guides and _ Den P . _— -
= | Guidance, and Communication |Standard Review Plan Sections te Regulatory Requirements/Guidance/Communication -
il Re_gulatury Reqmrement.s, . Other Guidance Documents. No Regulatory Reguirementz/Guidance/Communication 3
— Guidance, and Communication -
7 EE.QALHETCW ReA:mrernentls. . Bulleting and Generic Letters No Regulatory Reguirements/Guidance/Communication 3
- Guidance, and Communication =
Operational Experience,
7 |Evaluation and Safety Review of Significant Operating Events No Operational Experience Evaluation and Safety Oversight "/_
Owversight
Operational Experience,
i ) Evaluation and Safety Generic lssues No Operational Experience Evaluation and Safety Oversight "/_
Owersight
Operatienal Experience,
i ) Evaluation and Safety Inzpection and Asseszment No Operatienal Experience Evaluation and Safety Oversight ‘_
Oversight
i) Safety Research Significant Ongeing Research Activities No Safety Research “/_
i Safety Research Safety Research Program No Safety Research Z
i) Safety Research International Infermation Exchange No Safety Research “/_
= Planning and Procedure No Administrative "/_
=] -

Record Count: 19
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To delete a program area:
1. Click the appropriate delete icon.
2. Confirm the deletion.

The fourth section controls the various defaults used by the system.

These settings are edited by changing the numbers and clicking “Save”.

determine

October 14, 2009, (74 FR 53268-55269)

Updated: November 2012



Other Settings

Within the Web.config file available from the WebACTS_Redesign folder within the web
directory housing the WebACTS application, the key “TrainingExpenseLimit” which defines the
threshold beneath which training records are funded by Visa Requests as opposed to Job
Codes, exists within the appSettings section and its value may be set by an administrator.

<appSettings>
<add key="TrainingExpenseLimit" value="3000"/>
</appSettings>

Within the Site Admin portion of WebACTs, a button is available for PMDA Administration,
which links to the screens to administer Programs/Job Codes as well as Fiscal Years.

- Full Help Document

]l voscmmovaion | Pagesaminiswston |

Site Admin Menu
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Audit Log

WebACTs provides an auditing feature to provide a trail of user activity and allow
administrators to view this audit trail.

Many actions in WebACTs trigger the system to make a record. Some of these actions are
logging in or out, saving a record, and any errors generated.

Main Menu » Site Admin Menu » Audit Log

" Py |
Details |
Time: 4/20/2009 2:11:47 PM Type: Edit
User: Don't Delete, System User
Session ID: 2gd2sk45tq5d1055igpx5y55s IP Address: |
Object Type: Person Object ID:
Data: Saved: These internal properties were changed:
: LastLoggedin—Cld Value: 4/20/2009 1:55:25 PM, New Value: 4/20/2009 2:11:46 PM
— List Filter
User: -
Audit Type: -
Start: 04/20/2009 [ Finish: 05/20/2009 [ |—|Update Dates
Find: Clear Search -=nalijjjs—"
—Audit Log
pe & Obije e e D P Addre d
412002009 1:55 PM | Login | Don't Delete, System User login_aspx 2gd2sk45tq5d1055iqpx5ys5 =1 v
4/20/2009 1:55 PM Edit Don't Delete, System User Person 2gd2sk45tq5d1055igpx5y55 =1 z
4/20/2009 2203 PM | Login | DontDelete, System User Person 2gd2sk45tq5d1055iqpxeyas o1 z
42002009 211 PM Edit Don't Delete, System User Person 2gd2sk45tq5d1055iqpx5y55 =1 Z
412002009 211 PM | Login | Don'tDelete, System User login_aspx 2gd2sk45tq5d1055iqpx5ys5 =1 z
4120/2008 3:28 PM Edit Don't Delete, System User | PhoneMumber | 2gd2sk45tq5d1055iqpx5y55 =1 z
4/20/2009 320 PM | Create |DontDelete, System User| PhoneMumber |2gd2sk45tq5d1o55igpxayss o1 z
412012009 3:29PM | Create | Don't Delete, System User | CognizantOffice | 2gd2sk45tq5d1055iqpx5y55 =1 Z
412002009 3:28 PM Edit Don't Delete, System User | CognizantOffice | 2gd2sk45tg5d1055iqpx5ya5s =1 z
4120/2008 3:28 PM Edit Don't Delete, System User | PhoneMumber | 2gd2sk45tq5d1055iqpx5y55 =1 z
4/20/2009 3:28 PM | Create |DontDelete, System User| PhoneMumber |2gd2sk45tq5d1o55iqpx5y5s =1 z
LV ALL) -IJ{-I L) 50 -
Export

Site Admin Menu

The Audit Log provides a paged list of each of these audit records and has options to filter the

list by:
e User
e Audit Type

e Date Range

A searchffilter feature is provided to help narrow searches even further.

The details of each audit record can be viewed by clicking the appropriate edit icon.
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Users
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WebACTs keeps track of certain information about all users with access. Each user may have
these types of information:
e Contact information (primary address, etc.).

Page Help - Full Help Document

(OGO RO 3/2/2011 Modified By:

t Information

o
I |
T

T |
T |
T
T |

 Primary Address

... ‘
T |
0 -
oo o

|UNITED STATES ]
T ‘
3838888668 |

1 coece] '
T '

| Alternate Address

—. |
I |
T 0
—_——
%\UN\TEDSTATES [=]
L ] |
—_—— |
_—— |
—— |

| Other Address

) |
— |
T 2000
T 0
[ oo
%\UN\TEDSTATES [=]
T |
—_— |
— |
— |
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e Private information (hire date, visa card number, etc.)

r Private Information

Social Security Number: iases

Consultant Number:

Requisition Number:

Travel Card Number:

Visa Card Number:

Grade/Step:

Series:

Hire Date:

Mail Stop:

i

e Account information (roles and access levels)
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e Organization information (type of user and branch)

_,-:"E"‘ Organization Information

Employee Type: [~]

*Organization: iR |Z|

|—User is a member of the following subcommitiees: |
T |—User is the lead member of the following subcommittees: |

Subcommittee Membership

Link to Subcommittee Membership:

e Any conflicts of interest

4= Conflict of Interest

Conflict of Interest Data:
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e Checklists done
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¢ Any Human Resources communications

» Human Resources Communication
555

: Delete Comments Created By Edit :

e Hotel Preferences

4= Hotel Preferences

© | Atlanta Airport Marriott -
© |Atlanta Marriott Midtawn =
i \Bethesda Marriott
Bethesda Morth Marriott E Iil Default Preferred Hotel:
Hilton Garden Inn Bethesda p—
Hilton Washington DC/Rockville lil
Hyatt Regency Bethesda lLI
LOCAL
<<
Marriott Pooks Hill l—l

This data is all entered and edited using the User Details page. If any required fields have not
been entered, the user record will not be saved and there will be a message at the top of the
screen reflecting the issue.
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The User Details page is reached by going through the User Administration page, which
provides a filterable list of all users.

This list can be filtered by:
e Access Level
Employee Type
Branch
Title
Status (active vs. inactive)
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To view/edit a user’s details, click on the edit icon next to their name.

To deactivate a user:

1. Click the delete icon next to their name.
2. Confirm the deletion.

Note: Items with a delete icon next to them are not already deactivated and have no future
meetings assigned.

Updated: November 2012



Technical Scheduler

Available Committee Dates

The Available Committee Date Management is used to create periods when either
subcommittee or full committee meetings can be set up. This section is for branch chiefs and
other users with “Technical Admin” privileges.

- Full Help Document

Technical Scheduler
My Emails (120)
My Tasks (158)

Change Password

Main Menu » Technical Scheduler - Full Help Document
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To add a new available date range:
1. Choose the type of meeting to allow; either subcommittee or full committee.
2. Enter the first and last dates that should allow that type of meeting.
3. Click “Add”.

Main Menu » Technical Scheduler » Available Committee Date Management Page Help - Full Help Document

Date View
‘ @ view Future Dates () View All Dates ‘

Committee Type View
‘ @ View Full Committes Dates ' View Subcommittee Dates ' View All Committee Types ‘

AddiEdit lable Dates

1 Choose Committee Type of the Date to be Added:
@ Full Committee (' Subcommittee

2 “Start: [
*End: B
3 || Add " Add & Go to Meeting Details ” Cancel

m

di

=

Delete Type ¥ Stat - End
Full Committee | 10/4/2012 | 10/6/2012

Full Committee | 11/1/2012 | 11/3/2012

Full Committee | 12/6/2012 | 12/8/2012

Full Committee | 2/7/2013 | 2/9/2013

T .-

Full Committee | 3/7/2013 | 3/9/2013

To edit an existing date range:
1. Select the proper meeting type in the Committee Type View area and the right time
period using the Date View area.
2. Click the edit icon next to the range to be edited.
3. Change the data as needed.
4. Click “Save”.

Main Menu » Technical Scheduler » Availsble Committee Date Management Page Help - Full Help Document

Date View
‘ 1 @ View Future Dates [ View All Dates ‘

‘ Committee Type View ‘

2 ) View Full Committes Dates ' View Subcommittee Dates ' View All Committee Types

dd/Edit Available Dates

Cheose Committee Type ofthe Date to be Added:
Full Committee  Subcommittee

*Start: | 10/04/2012 | B

“End: 10/06/2012 | [

Save ” Save & Go to Meeting Details ” Cancel |
De d
Full Committee | 10/4/2012 | 10/6/2012 z 3
Full Committee | 11/1/2012 | 11/3/2012 2
Full Committee | 12/6/2012 | 12/8/2012 "_
Full Committee | 2/7/2013 | 2/9/2013 "_
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To delete a date range:
1. Click the appropriate delete icon.
2. Confirm the deletion.

Note: No delete icon will be shown for Available Committee Date ranges that already have
meetings scheduled within them since these ranges aren’t allowed to be deleted.
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Topic Management

The Topic Management portion of WebACTs is meant to keep track of the various topics dealt
with by the ACRS and ensure they are dealt with fully. This section is for Engineers and others
with access to the Technical Scheduler portion of WebACTs. Depending on access roles,
some users will have a read-only view.

Topic List

Main Menu » Technical Scheduler - Full Help Document
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The Topic List provides a paged view to find a topic and delete and/or view it according to
access roles.

The list can be filtered by:
e Subcommittee.
Technical Program Area.
Year.
Whether it's been completed or not.
The lead engineer.

The list can also be further searched to find topics with specific keywords.

Main Menu » Technical Scheduler » Topic List Page Help - Full Help Document

Technical Scheduler Topiclist Meetings Calendar My Meetings Calendar Meetings List

| Add New Topic |

List Filter

~Show All- [~]
~Show All- [=]

Purpase: —Show All- E

Completed: No [~] 2012 [~] Lead Engineer: | —Show All- [~ ]
Clear Search Lead Member: --Shm\;‘AII—-E

Delete Number # Issue ¥ Program Area * Meetings Needed + Edit
Proposed Revision 1 to Regulatory Guide 1.194 (DG-1188), “Atmospheric | Regulatory Requirements, Guidance, and Eull Committes only -
7T Relative Concentrations for Control Room Radiological Habitakility Communication : New/Revised Reg. Guides and 12 5”2‘315 _5'3'3;,. 4
Assessments at Muclear Power Plants” Standard Review Plan Sections
S Draft Guide DG-1184, “Installation Design and Installation of Valve- EEEnu:r?il?wriycifoiu'”r:el?jfﬁgiaiizlnjd;zceégiges - Full Committee only 7
- Regulated Lead-Acid Storage Batteries for Nuclear Power Plants.” A N g 12/6/2012 - 800th =
Standard Review Plan Sections
. R ; " Regulatory Requirements, Guidance, and ;
iy Draft Guide DG-1185, “Maintenance, Testing, and Replacement of Valve- P - | Full Committee only |
7 |8 Regulated Lead- Acid Storage Batteries for Nuclear Power Plants.” Gommunication : New/Revised Reg. Guides and | 1562013 - sooin [
Standard Review Plan Sections
Proposed Revision 2 to Regulatory Guide 1.90, (DG-1197), “Inservice Regulatory Requirements, Guidance, and S .
: 92 Inspection of Prestressed Concrete Containment Structures with Grouted | Communication : New/Revised Reg. Guides and 5-.-'&-.-'2;12- J—. £ Z
Tendons.” Standard Review Plan Sections
. P o . . Regulatory Requirements, Guidance, and .
& Proposed Revision 4 to Regulatory Guide 1.105 (DG-1141), "Setpoints for o T . Full Committee only 1
7 ( C Jew/Revised Rac d d
J |9 Safety-Related Instrumentation. ijmumcan_:uj : Nem.Ren_SL Reg. Guides and 2 - 800th z
Standard Review Plan Sections
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To view/edit a topic
1. Click the edit icon next to the topic

Topic Administration
| Add New Topic |
List Filter
Subcommittee: ~Show All- |Z|
Program Area: -Show All- E
Purpose: —-Shaw All- |Z|
Completed: No (=] Year: 2012 [~] Lead Engineer:  —Show All- [~
Search: Clear Search Lead Member: | —Show All- ]
Delete Number % Issue ¥ Program Area % Meetings Needed + Edit
Proposed Revision 110 Regulatory Guide 1.194 (DG-11588), "Atmospheric | Regulatory Requirements, Guidance, and c o -
': 7 Relative Concentrations for Control Room Radiological Habitability Communication : New'Revised Reg. Guides and » ’Z_
Assessments at Muclear Power Plants.” Standard Review Plan Sections
< g Draft Guide DG-1184, “Installation Design and Installation of Valve- gegulatoljr F\;_equ.lrﬁmefrgs. _GuhdaRnce.én_g d Full Committee only e
i Regulated Lead-Acid Storage Batteries for Nuclear Power Flants.” LTI S eI SR e SIS 20 ||t Emia - CTaG: i
Standard Review Plan Sections
( ary i id d
SR P Draft Guide DG-1185, “Maintenance, Testing, and Replacement of Valve- 23%Esfli?c;iejqnu-”riT\?'nﬁti.-iggI:;Tegllri:;.s and | Tull emmittss only -
- Regulated Lead- Acid Storage Batteries for Muclear Power Plants.” o ETER =R =g- - = | 12/8/2012 - 800th A
Standard Review Plan Sections
Proposed Revision 2 to Regulatory Guide 1.90, (DG-1187), “Insenvice Regulatory Requirements, Guidance, and e ———— .
: 92 Inspection of Prestressed Concrete Containment Structures with Grouted | Communication : New/Revised Reg. Guides and 9_.5_.2‘512_ fr— g ’Z
Tendons.” Standard Review Plan Sections -

2. You will then be brought to the topic detail page.

Main Menu » Technical Scheduler » Toj 3l Page Help - Full Help Document

Topic Details
Topic Humber: 7
Froposed Bevision 1 to Regulatory Guide 1.1394 (DE-1128), ~
S “Atmospheric Relatiwve hi
*|ssuelTopic Title:
= Concentrations for Control Room Radiological Habitability P
*Program Area: Regulatory Requirements, Guidance, and Communication : New/Revised Reg. Guides and Standard Review Plan Sections E|
*Meetings Needed: Subcommittee(s) and full committee '@ Full Committee only Subcommittee only

lssue Completed:
Cancel

Full Committee Meetings

vision 1 to Regulatery Guide 1.184 (DG-1188), “Atmospheric Relative Concentrations for Control Room Radiclogical Habitability
nts at Muclear Powver Plants
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To delete a topic
1. Click the delete icon
2. Confirm the deletion

Note: If a delete icon isn’t displayed, that topic isn’t eligible for deletion, either because the
logged in user doesn’t have access or the topic is marked as completed.
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Topic Detail

Each Topic can be viewed using the Topic Detail page. This page displays the data about
each topic as well as any agenda items that have been created to address this topic.

Main Menu = Technical Scheduler » Topic List » Topic Detail Page Help - Full Help Document

Technical Scheduler Topiclist Meetings Calendar My Meetings Calendar Meetings List

Topic Details
Topic Number: 77
Proposed Revision 1 to Regulatory Guide 1.194 (DG-1188), & -‘}’
o AT TAtmospheric Relative -
BEEIRETE TILE Concentrations for Control Room Radiological Habitability y
*Program Area: Regulatory Reguirements, Guidance. and Communication - New/Revised Reg. Guides and Standard Review Plan Sections |z|
*Meetings Needed: Subcommittee(s) and full committee @ Full Committee only ' Subcommittee only

Issue Completed:

Full Committee Meetings

Start: 12/5/2012 | Proposed Revision 1 to Reqgulatory Guide 1.194 (DG-1188), “Atmospheric Relative Concentrations for Control Room Radioloqgical Habitability =

N End: 12/6/2012 | Assessments at Muclear Power Plants

wl

Site Admin Menu

To add/edit a Topic:
1. Enter the Topic.
Select the applicable Technical Program Area.

2.
3. Select the type of committee meetings needed.
4. Click “Save”.

Main Menu » Technical Scheduler » TopicLList » Topic Detail Page Help - Full Help Document

Technical Scheduler Topiclist Meetings Calendar My Meetings Calendar Meetings List

Topic Details
Topic Number: (New)
o
*IssueTopic Title: 1
*Program Area: Licensing Reviews - Combined License 2 E

3 *Meetings Needed: @ Sypcommittee(s) and full committee ' Full Committee only ' Subcommittee only
Issue Completed:

4
Subcommittee Meetings
Please Save Topic First|

Full Committee Meetings

Please Save Topic First|

Site Admin Menu)

Add Agenda Items as needed
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Note: If, by the end of the day, a Topic doesn’t have agenda items to satisfy the requirements
set by the Meetings Needed administrative setting, it will be deleted. For example, if a Topic is
supposed to have both a full committee meeting and a subcommittee meeting, but only has a
subcommittee meeting set up, an error message will be displayed and the Topic will be cleared
from the system.

Main Menu » Technical Scheduler » Topic List » Topic Detail Page Help - Full Help Document

Technical Scheduler Topic List Meetings Calendar My Meetings Calendar Meetings List

Topic Details
Topic Number: 1084
lew Topic
*lssue/Topic Title:
*Program Area: Licensing Reviews : Combined License E|

*Meetings Needed: @ Subcommittee(s) and full committee | Full Committee only ) Subcommittee only
Issue Completed:

Topic Saved Successfully

2 | Topic doesn't satisfy requirements. (Missing both Full Committee and Subcommitiee meeting assignments.) It will be deleted tonight unless corrected. |

Subcommittee Meetings

1 |Add Subcommittee Meeting for Topic|

Full Committee Meetings

Add Topic to Full Committee

Site Admin Menu
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To edit an associated agenda item:
1. Click the appropriate edit icon.
2. You are now taken to the meeting details page.

If deletion of an agenda item is allowed and the logged in user has sufficient rights, a delete
icon will be displayed which can be clicked to delete it.

Main Menu » Technical Scheduler » Topic List » Topic Detail 'age Help - Full Help Docume:

Technical Scheduler Topiclist Meetings Calendar My Meetings Calendar Meetings List

Topic Details
Topic Number: 9z

Proposed Reviszion 2 to Regulatory

Inservice Inspection of -
Prestressed Concrete Containment Structures with Grouted

*IssuelTopic Title:

*Program Area: Regulatory Requirements, Guidance, and Communication - New/Revised Reg. Guides and Standard Review Plan Sections |Z|

“Meetings Needed: Subcommittee(s) and full committee @ Full Committee only ' Subcommittee only
Issue Completed:

Full Committee Meetings

12 | Broposed Revision 2 to Regulatory Guide 1.80, (DG-1187), “Inservice Inspection of Prestressed Concrete Containment STF[IC‘ILIFM‘%
2012 |Tendons.”

Full Help Document

Technical Scheduler Topic List Meetings Calendar My Meetings Calendar Meetings List

Maating Details | Reports | P & P Data

Subscribe to Alerts for this Meeting

. Proposed Revision 1 to Regulatory Guide 1.194 (DG-1188), “Atmospheric Relative Concentrations for Control Room Radiological Habitabilty Assessments at Muclear
*Power Plants.”

Pre-Meeting Details

*Meeting Dates: FC: 600th 12/6/2012-12/8/2012 |Z| Tentative?
Start On Which

Day of Committee: 1 lz‘
*Start Time: 12/06/2012 | B8 08:30 AM | *Finish Time: 12/06/2012 | B 09:30 AM

Topic:

Requested NHumber of Hours: 1 lz‘

Proposed Revision 1 to Regulatory Guide 1.1594 (DG-11f B - [
“htmospheric Relatiw
*Agenda Header:
< fo ntrol Room Radicleogical Habkitabkility -
R3se3sments Huclear y

The purpose

this meeting is to review the proposed revision k-4
Guide 1.194. The ACRS issued a memo in April 2008

*Description:

the proposed revision pubklic
*Purpose: Determine a Course of Action IZ|
*Category: New Reactors || *Priority: Medium [+ |

503119017

*Security: Open |Z| Document From Program Office Due Date: 12i31/2012 | [ NA
{Nore: Schedule conflices indicared with red rext and *%)
*Lead Member: Ry T. Mi E *Lead Engineer: Co Ne lz‘
Backup Lead Member: ~Please Select— || Backup Lead Engineer: ~Please Select = |
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Meetings and Agenda ltems

The primary purpose of the Technical Scheduler portion of WebACTs is to schedule committee
meetings and the agenda items.

Main Menu » Technical Scheduler - Full Help Document

Site Admin Menul

There are two kinds of meetings, full committee meetings and subcommittee meetings. Each
type of meeting has its own set of rules.

Main Menu » Technical Scheduler » Meetings List Page Help - Full Help Document

Technical Scheduler Topiclist Meetings Calendar My Meetings Calendar Meetings List

Add New Full Committee Meeting

List Filter

Show: @ AIII Full Committee Dnlyl Subcommittee Dnlyl

*Start: 09/27/2012 | [ *Finish: 10/27/2012 | EH
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Meeting List

The Meeting List is a list of committee meetings which includes the following information and
capabilities:

1) The list can be filtered by committee type as well as date range.

2) The list can be sorted by clicking on the header of any column that contains an up or
down arrow.

3) The page also includes (if the user has sufficient access rights) a button to add a new
Full Committee meeting.

Fage Help - Full Help Document

Main Menu = Technical Scheduler » Meetings List

Technical Scheduler Topic List Meetings Calendar Mw Meetings Calendar Meetings List

Add New Full Committee Meeting

List Fitter

Show: '@ Al Full Committee Onby Subcommittee Onhy 1

Start: | 10/31/2012 | B *Finish: [11/30i2012 |

Update
lesting Dates.

Delete e = B Be # ) = op ROO d I
S | 1omz012 12:00 PM | 1012012 1:00 Pl |20 ANNING 1 |Planning and Procedures T-2B1 Definte |
= & Procedures =
i) 1043142012 1:30 PM | 10431/2012 5:00 PM | SC: ABWR 1 STP COLA - ACRS review of SER with no open items T-2B1 Tentative z
i} 11142012 8:30 AN | 11/3/2012 5:00 PM | FC: 588th 3 T-2B1 Definite z
o 1M 42012 230 a0 | 111122012 =:00 P SC: T-H 1 Thermal CUI‘Id'IJC‘tI\.'W degradation (TCD) impact evaluation for T2E3 Definite ?
— Phenomena the related PWRs o
= 4 AT P SC: Reliability . ) . . — N
i | TM42012 100 PM | 11142012 5:00 PR and PRA 1 Discuss Level 3 PRA Project Plan -2B1 entative z

a0 U Review of selected chapters associated with the US-APWR
i | 112012 830 AW | 11/16/2012 5:00 PM AP“.'IJ'F‘. 2 design certification and the Comanche Peak COLA. They will T-2B3 Definite y_
: alzo review topical report.
SC: Plant
3 1152012 8:30 AW | 11152012 12:00 PM | License 1 South Texas Project (STP) License Renewal Application (LRA) | T-2B1 Definite f_
Renewal

Record Count: 7
LT B 25 v |

Site Admin Menu|
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1) To view/edit an existing meeting, click the appropriate edit icon.

Full Help Document

Add New Full Committee Meeting

List Fiter

Show: @ Al Full Committee Onhy Subcommittee Only

*Start: 10/31/2012 | BH *Finish: [11/30/2012 | B5

Meeting Dates

Delete Start Time Meeting ¢ Days Room=z ¢ Status ¢ Edit
5 49047 19 [ SC: Planning . .
10/31/2012 12:00 PM | 10/31/2012 1:00 PM 1 Planning and Procedures -2B1

= & Procedures

il 10/31/2012 1:30 PM | 10/31/2012 5:00 PM | SC: ABWR 1 STP COLA - ACRS review of SER with no open items T-2B1 Tentative ‘/_

- ] 11142012 8:30 AN 114372012 5:00 PM | FC: 585th 3 T-2B1 Definite o

r| T1MA2012 8:30 AM | 111472012 5:00 PH SC:T-H 1 Thermal c:und.uctlvrty degradation (TCD) impact evaluation for T283 Definite o

= Phenomena the related PWRs -

) AT A R SC: Reliability . . . - - .

3 1114/2012 1:00 PM | 11/14/2012 5:00 PM and PRA 1 Discuss Level 3 PRA Project Plan -2B1 entative ‘/_
e Review of selected chapters associated with the US-APWR

3 11152012 8:30 AN | 11118/2012 5:00 PM AP;'JR 2 design certification and the Comanche Peak COLA. They wil T-2B3 Definite ‘/_

’ also review topical report.

SC: Plant

i 11152012 8:30 AN | 11/15/2012 12:00 PM | License 1 South Texas Project (STP) License Renewal Application (LI T-2B1 Definite ‘/_
Renewal

Record Count: 7
W 11 ») 00 25 [+

Full Help Document

Technical Scheduler Topic List Meetings Calendar My Meetings Calendar Meetings List

Meeting Details Reports P & P Data

|Subscribe to Alerts for this Meeling|

Proposed Revision 1 to Regulatory Guide 1.194 (DG-1188), “Atmospheric Relative Concentrations for Contrel Roem Radiclogical Habitability A at Nuclear
Power Plants.”

Pre-Meeting Detailz

Topic:

*Meeting Dates: | FC: G00th 12/6/2012-12/8/12012 [+ Tentative?
Start On Which
Doy of Commitice: lz‘ Requested Number of Hours: 1 lz‘
*Start Time: 12/06/2012 | [ 08:30 AM | *Finish Time: 12/06/2012 | B 09:30

Proposed Revision 1 to Regulat suide 1.194 o

mospheric Relative
Al da Header:
LA Concentrations for Control Room Radiclogical Habitability 57
Rk3sessments at Huclear P

The purpcse
to Regulat
approving

this meeting is to w the propose
Guide 1.194. The ACRS issued a
the release of the proposed revisic

*Description:

COmment.
*Purpose: Determine a Course of Action Iz‘
*Category: New Reactors |Z| *Priority: Nedium |Z|
*Security: Open lz‘ Document From Program Office Due Date: 123172012 | B WA
(More: Schedule confiicrs indicared with red rexr and **)
*Lead Member: Ry T. Mi |Z| *Lead Engineer: Co MNe |Z|
Backup Lead Member: —Please Select— [ v | Backup Lead Engineer: —Please Select— [+ |
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2) To delete an existing meeting (if allowed), click the delete icon and confirm.

Main Menu » Technical Scheduler » Mestings List Page Help - Full Help Document

Technical Scheduler Topic List Meetings Calendar My Meetings Calendar Meetings List

Add New Full Committee Meeting

List Fitter

Show: @ A Full Committee Only Subcommittee Only

*Start: (10/31/2012 | (] *Finish: 11/30/2012 | B

Meeting Dates

Delete Start Time [ ] Finizh Time L] i ® Rooms & Status @
e n
! *}c Pi| 1021/2012 1:00 Py | 5C: PlRNNING 1 |Planning and Procedures T-2B1 Definte |
& Procedures =
= 1043172012 1:30 PN | 1043172012 5:00 PM | SC: ABWR 1 STP COLA - ACRS review of SER with ne open tems T-2B1 Tentative z
= 11102012 8:30 AN | 11/242012 5:.00 PM | FC: 588th 3 T-2B1 Definite z
i 42012 230 AW | 11442012 5:00 PM SC: T-H 1 Thermal cund-uctlvrry degradation (TCD} impact evaluation for T582 Definte ?,
— Phenomena the related PVWRs -
Je———
] 1142012 .00 PN | 1M1A1402012 5:00 PM "C; RE"_ﬁtlm 1 Dizcuss Level 3 PRA Project Plan T-2B1 Tentative 7
= and FRA -
SC: US- Review of selected chapters azsociated with the US-APWR
q 11MS/2012 8:30 AN | 11418/2012 5:.00 PM AP’I'JR 2 design certification and the Comanche Peak COLA. They will T-2B3 Definite z
’ alzo review topical report.
SC: Plant
i ) TMMS2012 8:20 AM | 11152012 12:00 PM | License 1 South Texas Project (STP) License Renewal Application (LRA) | T-2B1 Definite Z
Renewal

Record Count: 7
M) L) (179 W)k 25|L|
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Meeting Calendars

WebACTs provides several different calendar views of meetings.

One view is a single month calendar of all meetings.

Main Menu » Technical Scheduler » Meetings Calendar Page Help - Full Help Document

Technical Scheduler Topiclist Meetings Calendar My Meetings Calendar Meetings List

September 2012 October 2012 »

(Click for 3 month view)

SC:Plantlicense FC: 597th EC: 597th EC: 597th

Renewal

SC: Planning &
Procedures

SC: Fukushima

[oo |10 |11 |2 12 |14 15

18 17 18 19 |20 21
SC: Radiation Protection |SC: Plant License SC US-APWR
and Muclear Materials |Renewal

SC: Regulatory Policies
& Practices

SC: Radiation Protection
and Muclear Materials

B

B
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The calendar may also be viewed three months at a time.
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The final view, My Calendar, allows a user to see all of the meetings he/she is to attend.

March [~]|2012[~]

Each of the meetings on the calendar can be hovered over to get more details or clicked on to
be taken to the appropriate page with full details.

5C: Plant License Renewal
9/5/2012 8:30 AM-9/5/2012 12:00 PM

T-2B1

Topics:
#954: Limerick LRA Subcommittee
meeting
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Here is a view of full meeting details:

Technical Scheduler TopicList Meetings Calendar My Meetings Calendar Meetings List

Meeting Details | Reports

opy Agenda item to New Meeting
Switch Meeting Date with Other Meeting]
Subscribe to Alerts for this Meeting|

Topic: NR Briefing on Special Safety Assessments (S5As)

Pre-Meeting Details
“Applicable Subcommittee: Naval Reactors [+] Tentative?
*Available Dates: - 10/17/2012-10/19/201 E Reguest New Dates)
- - T283  [+]
e ] Specify Location
10172012 Start: 08:30 AM | Finish: 05:00 PM Specify Alternate Location
‘BAM 9AM 10AM 11AM 12PM 1PM_ 2PM_ 3PM 4PM 5PM 6PM_ 7PM |
T-2B3 Naval Reactors 1 |
it i -Select-- E
5 ish: Specify Location
1011812012 Start: Finish: Specify Alternate Location
‘ ‘SAM 9AM 10AM 11AM 12PM 1PM_ 2PM_ 3PM _ 4PM 5PM_ 6PM_7PM |
T-28B1 [0S APWR | |
T-2B3 [ |
- - ~Select- [+
d o] Specify Location
101912012 Start: Finish: Specify Alternate Location
‘SAM 9AM 10AM 11AM 12PM 1PM_ 2PM_ 3PM  4PM  5PM  6PM_ 7PM |
| [osAPwR 1 |
| Reliability and PRA. | |
heck availabiity of attendees
NR briefing on Special Safety Assessments (S3As) -
*Purpose:
NR briefing on Special Safety Assessments (35As) v
*Description:
“Category: New Reactors [~] *Priority: Medium [ |
*Security: Open [~] Document From Program Office Due Date: 09/22/2012 | EH NIA
{Note: Schedule conflicts indicated with red text and =)
“Lead Member: BIC. De [~] *Lead Engineer: DiF. An [-]
Backup Lead Member: —Please Select—- |~/ Backup Lead Engineer: ~Please Select—|~ |
*Available Members Members Attending
BrCh e Abl Sa -
BIC De ArJ
RaB Ha Ba Sa
Add > =
TBTB \—I Co L Mi
— Po A Da
[cRemoe | Re1 o
Ry T. Mi
- Sc St -
C Attending
Pi Al - -
St Bo
DiJDa |&
Wa B Gr
Mal Gu
CIH. Ja < Remove
Ba Jo
FiHJo - -
“Available NRC Cognizant Offices NRC Cognizant Offices
EDO - NRR =
FSME
NMSS Add >
NRO \—I
NSIR ——
RES <- Remove
*Available TAC# TACH
500000-License Renewsl Generic (MA 3350) (Non-Billable} ~ 500221-Naval Reaciors p
500013-Reactor Oversight Frocess =
500018-Safety Research Report - Reactors T Add -»
500020-Generic Safety lssues

isk-Informing Regulations - Readtors <- Remove
500023 Fower Uprates - Generic (Non-Billable)
500024 Mixed Oxide Fuel Fabrication Facility

FRN Published Date: ] FRN Revised Date: i)
*Program Office Staff Contact Name: Al Adams External Stakeholders:

Remove Selected
Program Office Staff Contact Info:

[ Save Pre-Meeting Details I cancer |

Post-Meeting Details

Updated: November 2012




The single month view contains a dropdown field in the lower left corner to navigate quickly to
other months.

September [+]| 2012 [~

Updated: November 2012



Subcommittee Schedule

Another useful view is the Subcommittee Schedule page. This page features a scheduling grid
displaying each meeting in each location over the specified date range.

Main Menu » Technic ittee 5 Page Help

*Start: |09/27/2012 | [ *Finish: 12/27/2012 |
Available Dates

Subcommittee: 10/2/2012-10/3/2012 [Click to expand)
Subcommittee: 1017/2012-10/19/2012 (Click to expand)
Subcommittee: 10/30/2012-10/31/2012 (Click to expand)

Subcommittee: 1114/2012-11/16/2012 (Click to expand)

Subcommittee: 12/4/2012-12/5/2012 [Click to expand)

Subcommittee: 12/18/2012-12/192012 (Click to expand)

Clicking on the meeting header will open specific details for that committee date range.

Main Menu » Technical Scheduler » 5 = Page Help - Full Help Document

Technical Scheduler Topiclist Meetings Calendar My Meetings Calendar Meetings List

*Start: 09/27/2012 | [ “Finish: 12/27/2012 | Q)

Available Dates

Subcommittee: 10/22012-10/3/2012 (Click to expand)

10i2i2012

; 891001112 1 3
] T281 | | T 3
] T-283 i 3
8[9]10/11]12[1]2 3 /4]5]6]7
T-2B1 T 0512012 - Folashima ‘

Subcommittee: 10M7/2012-10119/2012 (Click to expand)

Subcommittee: 10/30/2012-10/31/2012 (Click to expand)

Subcommittee: 11/14/2012-1116/2012 (Click to expand)

Subcommittee: 12/4/2012-12/512012 (Click to expand)

Subcommittee: 1218/2012-12119/2012 (Click to expand)
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Subcommittee Agenda ltem

Subcommittee meetings are scheduled using the Agenda Item Details page. Since
subcommittees are only allowed one agenda item per meeting, everything can be done on one

page.

To create a new subcommittee meeting agenda item:

1. Go to the Topic Detail page:
1. Click the “Add Subcommittee Meeting for Topic” button.

Main Menu » Technical Scheduler » Topic List » Topic Detail

Page Help - Full Help Document

Technical Scheduler Topiclist Meetings Calendar My Meetings Calendar Meetings List

Topic Details
Topic Number: TV

Proposed Revizion 1 te Regulatory Guide 1.194 (DG-1188), -
*lssue/Topic Title: “Atmospheric Relative

Concentrations for Control Room Radiological Habitability

4
*Program Area: Regqulatory Requirements, Guidance, and Communication : New/Revised Reg. Guides and Standard Review Plan Sections |Z|

*Meetings Needed: @ Sybcommittee(s) and full committee ' Full Committee only ' Subcommittee anly
Issue Completed:

Subcommittee Meetings

* [Add Subcommittee Meeting for Topic|

Full Committee Meetings

Start: 12/6/2012 | Proposed Revision 1 to Regulatory Guide 1.194 (DG-1188), “Atmospheric Relative Concentrations for Control Room Radiological Habitability z

n End: 12/6/2012 | Assessments at Muclear Power Plants”

Site Admin Menu|
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On the Agenda Item Detail page:

1.
2.

~ w

Choose the appropriate subcommittee
Choose the available committee date range you would like to schedule this meeting
within.
o Click the “Request New Dates” button if no dates are available or if different
dates are needed, which will send a request to a Technical Admin to create
more available dates.

. Check the “Tentative?” box if this meeting is not confirmed.

Fill in the start and end times for each day of the meeting; WebACTs will handle
assigning an available room.
o Note: Not all dates within the available range need to be used.
Enter a purpose for the meeting.
Enter a description.
Select a category.
Select a security level.
Select a priority.

. Enter the date pre-meeting documents are due (or select N/A if they aren’t needed).
. Select a lead member.

. Select a lead engineer.

. Select a backup lead member, if applicable.
. Select a backup lead engineer, if applicable.
. Ensure the members attending are correct.

. Add any consultants who will be attending.

. Add the appropriate NRC Cognizant Offices.
. Add the applicable TAC #s.

. Enter the Program Office Staff Contact.

. Add any External Stakeholders.

. Click “Save Pre-Meeting Details”.

Note: If any errors occur during saving, or required fields have not been entered, validation
messages will appear on the screen to alert the user.
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ge Help - Full Help

Technical Scheduler TopicList Meetings Calendar My Meetings Calendar Meetings List

Meeting Details | Reports

opy Agenda ltem to New Meeting|
Switch Meeting Date with Other Meeting|
Subscribe to Alerts for this Meeting|

Topic: NR Briefing on Special Safety Assessments (SSAs)

“Applicable Subcommittee: Naval Reactors |Z| I 1
"Available Dates: Subcommittee: 10/17/2012-10/19/2012 El Request New Dates) I 2

- - T283 x|
- ng- PR P Specify Location
10!17!201&' Start: 08:30 AM Finish: 05:00 PM | Specify Alternate Location
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To edit a subcommittee meeting or enter post-meeting details:

1. From the Meeting Details page, located under the “Technical Scheduler”, “Topic List”,
Edit Details:

- Full Help Document

Technical Scheduler ‘

Main Menu = Technical Scheduler + Full Help Document

Mostings Calendar

My Mectings Calendar

Main Menu = Technical Scheduler » Meetings List Full Help Document

Page Help -

Technical Scheduler Topic List Meetings Calendar My Meetings Calendar Meetings List

Add New Full Committee Meeting
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1. Change any pre-meeting data as needed.
2. Click “Save Pre-Meeting Details”.

eduler » Agenda ltem Detai

Back
Technical Scheduler TopicList Meetings Calendar My Meetings Calendar Meetings List

Meeting Details | Reports

Alerts for this Meeting|
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1. Click on the “Post-Meeting Details” header to expand this section.

2. Enter any data as applicable.
3. Click “Save Post-Meeting Details” (this will save the pre-meeting details as well).

[ Save Pre-Meeting Details | cancer |

Post-Meeting Details

| Subcommittee ChecklistDoneI 2

| save Post-Meeting Details |3

This page also has a Reports tab which contains any reports available for this subcommittee
meeting.

Page Help - Full Help Document

Main Menu » Technical Scheduler » Agenda Item Details

Back
Technical Scheduler Topiclist Meetings Calendar Wy Meetings Calendar Meetings List

Meeting Detaildl| Reports

1]

Topic: Proposed Revision 1to Regulatory Guide 1.194 (DG-1188), “Atmospheric Relative Concentrations for Control Room Radiological Habitability Assessments at
" Muclear Power Plants.”

Pre-Meeting Details

To copy the details of a subcommittee meeting to a new meeting date:
1. Click on the “Copy Agenda Item to New Meeting” button.

2. Confirm that you wish to continue.
3. All the attributes of the meeting, including members, subcommittee, purpose, etc., will

be copied to a new meeting on the date that you select.

[Subscribe to Alerts for this Meeting|

Page Help - Full Help Document

Main Menu » Technical Scheduler » Agenda Item Details

Back
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& The page at localhost says: L
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To subscribe to alerts for a meeting:
1. Click the “Subscribe to Alerts for this Meeting” button.
2. Changes and updates to the meeting will automatically be sent to your “My Tasks” area.

Page Help - Full Help Document

Main Menu » Technical Scheduler » Agenda Item Details

Back
Technical Scheduler Topiclist Meetings Calendar My Meetings Calendar Meetings List

Meeting Details | Reports

»l [Subscribe to Alerts for this Meeting| |
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Full Committee Meeting

Full committee meetings may have multiple agenda items assigned to them so a separate
page is needed to set up the dates of the meeting. This is done by a branch chief or site
administrator using the Meeting Administration page.

This page includes:
1. Alist of agenda items for the meeting.
2. The meeting number and times.
3. Alist of all future Full Committee meetings and available date ranges.

Main Menu » Technical Scheduler » Meeting Administration Page Help - Full Help Document

1 Technical Scheduler TopicList Meetings Calendar My Meetings Calendar Meetings List

Agenda ltems Available Dates 3
@ View Future Dates|'_' View All Dates
Available Dates: | Full Committee: 11/1/2012-11/3/2012 |Z|

Meeting Details

Full Committee: 11/1/2012-11/3/2012 (Click to expand|

*Start |11/01/2012 | [ 08:30 AM Full Committee: 12/6/2012-12/8/2012 {Click to expand|
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FRN Published Date: [ FRN Revised Date: ]
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Repors Full Committee: 11/7/12013-11/9/2013 (Click to expand]

Full Committee: 12/5/2013-12/712013 (Click to expand|
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To add a new meeting:

1. Select the available committee date range that you would like to schedule the meeting

within.

aRrLD

Click “Save”.

Choose the start and end dates and times of the meeting.
Enter the meeting number
Enter the start and finish times for each day of the meeting.

Main Menu = Technical Scheduler » Meeting Administration Page Help - Full Help Document

Agenda ltems

*Start: |08:30 AM
1 |12z

Meeting Details

1 Available Dates: | Full Committee 11.-"1.-"2012-11.-"3;"2(]12|Z|

*Finish: 11/01/2012 | B 05:00 PM

3 *Meeting Mumber ACRS-08
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Technical Scheduler TopicList Meetings Calendar My Meetings Calendar Meetings List

Available Dates
9 view Future Dates  View All Dates

Full Committee: 11/1/2012-1 012

*Start: | 11/01/2012 | [ 08:30 AM Full Committee: 12/6/2012-12/8/2012

(Click to expand|

{Click to expand|

-

Full Committee: 2/7/2013-2/8/2013

Full Committee: 3/7/2013-3/9/2013

Full Committee: 4/11/2013-413/2013

Times & Location
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FRM Published Date:

112013-TH3H2013
[ FRN Revised Date: icei]
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Note: To add a new meeting while an existing one is displayed, click the Add New Meeting
button and then do the above.
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To edit a meeting:
1. Choose the meeting from the Meetings List or a Meeting Calendar or the list of Full
Committee meetings on the right side of this page.
2. Edit the necessary data
3. Click Save

Main Menu 3 Technical Scheduler » Meeting Administration Fage Help - Full Help Document

Technical Scheduler Topic List Meetings Calendar My Meetings Calendar Meetings List

Agenda ftems Available Dates

Meeting Details 9! Vigw Future Dates || View All Dates

*Start: | 11/01/2012 | BH 08:30 AM
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Full Committee Agenda Items

Full committee meeting agenda items are also scheduled using another Agenda Iltem Details
screen.

To create a new full committee meeting agenda item:

Go to the Topic Detail page:
1. Click the “Add Topic to Full Committee” button.

Page Help - Full Help Document

Main Menu » Technical Scheduler » Topic List » Topic Detail

Technical Scheduler Topiclist Meetings Calendar My Meetings Calendar Meetings List

Topic Details
Topic Number: 1085

Hew Topic
*Issue/Topic Title:

*Program Area: Licensing Reviews : Combined License E

*Meetings Needed: @ Sybcommittee(s) and full committee ) Full Committee anly ' Subcommittee only

Issue Completed:

Topic Saved Successfully

Topic doesn't satisfy requirements. (Missing both Full Committee and Subcommittee meeting assignments.) It will be deleted tonight unless corrected.

Subcommittee Meetings

[Add Subcommittee Meeting for Topid

Full Committee Meetings

| [Add Topic to Full Committee]

e

Site Admin Menu|
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On Agenda Item Detail page:

1. Choose the full committee meeting that the agenda item should be a part of.

2. Choose which day of the meeting the agenda item should start.

3. Choose how many hours the agenda item should be allotted.
Note: If the user has the proper access rights, he/she can assign a specific date and
times to the agenda item.

4. Enter an Agenda Header.

5. Check the “Tentative” box if appropriate.

6. Enter a description.

7. Select a purpose.

8. Select a category.

9. Select a security level.

10. Select a priority.

11. Enter the date pre-meeting documents are due, or select “N/A”.

12. Select a lead member.

13. Select a lead engineer.

14. Select a backup lead member if applicable.

15. Select a backup lead engineer if applicable.

16. Add the appropriate NRC Cognizant Offices.

17. Add the applicable TAC #s.

18. Enter the Program Office Staff Contact.

19. Add any External Stakeholders.

20. Click “Save Pre-Meeting Details”.

Note: If any errors occur during saving, or required fields have not been entered, validation
messages will appear on the screen to alert the user.

Updated: November 2012



Main Menu »

nical Scheduler » Agenda Item Details 'age Help - Full Help Document

Back
Technical Scheduler Topiclist Meetings Calendar My Meetings Calendar Meetings List

Meeting Details | Reports | P & F Data
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To edit a full committee meeting or enter post-meeting details:

Change any pre-meeting data as needed.

Click on the “Post-Meeting Details” header to expand the post-meeting details section.
Choose the appropriate accomplishment type.

Fill in the requested data

Click the “Save Post-Meeting Details” button. Pre-Meeting details will also be saved.

RN~
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To subscribe to alerts for a meeting:
1. Click the “Subscribe to Alerts for this Meeting” button.
2. Changes and updates to the meeting will automatically be sent to your “My Tasks” area,

alerting you of the update for the particular meeting.

Page Help - Full Help Document

Main Menu » Technical Scheduler » Agenda [tem Details

Back
Technical Scheduler Topiclist Meetings Calendar My Meetings Calendar Meetings List

Meeting Details | Reports | P & P Data

» | [Subscribe to Alerts for this Meetingl

Topic: Draft Guide DG-1185, “Maintenance, Testing, and Replacement of Valve-Regulated Lead- Acid Storage Batteries for Muclear Power Plants.”

Pre-Meeting Details

*Meeting Dates:  FC- 600th 12/6/2012-12/8/2012 [+ TRIELE
Start On Which ,

ey o Eoeeratiees 1 E Requested Number of Hours: | 1 E

*Start Time: 12/06/2012 | [ 08:30 AM | *Finish Time: 12/06/2012 | FER (09:30 AM

Fage Help - Full Help Document

Main Menu » My Tashs

Assign Tasks

*Start: 10/25/2011 | B *Finish: [10030/2012 | B5

Max Mumber Tasks Shown: 10

Archive Selected Tasks

Incomplete
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18202 My Tazks 10/22012 10:29:29 AM | 10/9/2012 5:00:00 PM ‘/_

Complete

Task# - Description # Assigned

18200 Task Assigned [ 10/4/2012 10:07:10 PM [ 10/5/2012 5:00:00 PM Z
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This page also has a reports tab containing any reports available for the agenda item:

Main Menu s Technical Scheduler » Agenda ltem Details Fage Help - Full Help Document

Back
Technical Scheduler Teopic List Meetings Calendar My Meetings Calendar Meetings List

Meeting Detzils] Reports

Draft Consultant Reguest Email Draft Full Committee Regulatory Guide Report

Full Committee Draft Agenda FC COl Memo

ADAMS Taxonomy Sheet

Site Admin Menu
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Reports

Various reports are available throughout the WebACTs pages. These are useful for data to be
output in formats that ACRS personnel are accustomed to seeing. These are either displayed
individually or as part of a menu of reports.

This section of the help documentation relates to how to set these reports up in the system, as
opposed to what each report is and what it means. It is applicable to users with the “Site
Admin” role.

Adding/Editing Individual Reports

Reports are entered into the system using the Report Administration screen in the Site Admin
section. This tells WebACTs where the report is located on the SSRS (SQL Server Reporting
Services) report server so that it can be imported and displayed when requested.

Main Menu » Site Admin Menu + Full Help Document

el Revorsaminission |l sequence paminisustin |

Site Admin Menu|
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To add a new report:
Add the report’'s name—this is what will be used when a link to the report is displayed.
Add the relative URL to the report on the report server (e.g. /coi).
Enter a brief description.
Select all roles allowed to view the report.
Enter each parameter the report accepts.
o Add Parameter: Type parameter and click the small “Add” button.

o Remove Parameters: Select parameters to remove and click “Remove Selected”.
6. Click “Add”.

RN~
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To edit an existing report:
1. Click the edit icon next to the report to edit.
2. Change the data as needed.
3. Click “Save”.

Main Menu » Site Admin Menu » Report Administration

Page Help - Full Help Document

Report Data

2 *Report Name: ACRS Letter Matrix

*Report URL: |/webACTS Reports/Let_Matrix
Export Mote:

Description: ACRS Letter Matrix

Parameters (case sensitive):

Remaove Selected

Add

Roles:

Y| Technical Admin
V| Technical Editor
Y| Technical Viewer
Bank Card Holder
Contract Admin
Contract POC
Contract Specialist
Employee Admin
IT Admin
PMDA Manager
PMDA Team A Travel Approval
PMDA Team B Travel Approval
PMDA Viewer
Site Admin
Tech Team A Travel Approval
Tech Team B Travel Approval
Training Admin

ACRS Letter Matrix

Travel Admin
Travel Approver
Visa Admin
3
Delete Hame * Edit

ACRS Letters by FY

ACRS Letters By Member

ADAMS Taxonomy Sheet

Anticipated Workload

e e [

Updated: November 2012



Adding/Editing Report Menus

Report menus are set up and configured by means to the Report Menu Administration page,
but they need to be programmatically added to any pages on which they appear.

Main Menu = Site Admin Menu - Full Help Document

Site Admin Menu
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To set up a new Report Menu:
1. Enter the name of the menu.
2. Select each report that should be included and click the small “Add” button.
3. Once all reports have been added, click the large “Add” button.
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To edit an existing Report Menu:

Click the edit icon next to the Report Menu to be edited.

Add any newly needed reports by selecting and clicking the small “Add” button.
Remove any unneeded reports by clicking the delete icon.

Re-order the reports using the up and down arrows.

Click “Save”.

RN~
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To delete a Report Menu:
1. Click the delete icon.

Warning: Be careful in deleting Report Menus to ensure the Report Menu has been removed
programmatically from the page it was on. If it hasn't, an error will be generated since the
system will be looking for a Report Menu that doesn’t exist.

Page Help - Full Help Document

Main Menu = Site Admin Menu » Report Menu Administration

*Menu Name:

Add Reports:
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: ACRS Letters By Member | ¥ | &
': ACRS Letters by FY ¥ | A
': Letter Matrix for Op Plan | ¥ | &

Save

Report Menus

ACRS Letters Menu

Appropriation Reports Menu

Contracts Reports Menu

.-

Full Committee Report Menu




Hotel Reservations

WebACTs keeps track of each member who is attending each committee meeting. To facilitate
this process, it also tracks each member’s hotel reservations.

Main Menu » Site Admin Menu

- Full Help Document

Role Management

User Administration

Cognizant Office Management

Hotel Management Admin

PMDA Administration

Maintenance Items

Report Administration

Database Upgrade

Meeting Location Management

Subcommittee Management

Alert Management

Email Template Administration

Page Administration

Report Menu Administration

Sequence Administration

Audit Log

Site Admin Menu
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Hotels Reservations

Hotel Setup

Before hotel reservations can be entered, each potential hotel must be set up in the system.
This is done in the Hotel Management page in the Site Admin section.

To add a new hotel:

e Enter the hotel's name.
Enter a contact person for the hotel.
Enter the hotel’s phone number.
Enter the hotel's fax number.
Enter the hotel's address.
Enter the hotel’'s email address.
Click “Add”.
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Main Menu = PMI Travel Management » Hotel Management Page Help - Full Help Document

Hotel Data
*Hotel Mame: 1

Caontact Nama: 2
*Phone Number: 3

Fax Number: 4

*Address: 5

*City:
State: |Z| Postal Code:

*Country: | UNITED STATES [=]

Email: 6
7

Name > Address = i

m
=%
=

Atlanta Airport Marriott address 1, city
Atlanta Marriott Midtown address 1, city
Bethesda Marriott address 1, city
Bethesda Morth Marriott address 1, city
Hilton Garden Inn Bethesda address 1, city

Hilton Washington DC/Rockville | address 1, city

Hyatt Regency Bethesda address 1, city
LOCAL address 1, city
Marriott Pooks Hill address 1, city
Marriott Wardman Park address 1, city
Omni Shoreham Hotal address 1, city
Residence Inn Marriott address 1, city
The Legacy address 1, city

DT T | |

Towneplace Suites Cedar Bluff | address 1, city | 27

Record Count: 14

Site Admin Menu|
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To edit an existing hotel:
1. Click on the applicable edit icon in the list of hotels.
2. Edit the information as needed.
3. Click “Save”.

Main Menu » PMDA » Travel Management » Hotel Management Page Help - Full Help Document

2 Hatel Data

*Hotel Mame: Atlanta Airport Marriott
Contact Name:
*Phone Mumber: |404-T6E-7900

Fax Mumber: 404-209-6808

*Address: address 1

*City: city
State: Georgia E| Postal Code:
*Country: | UNITED STATES E
Email:
3 | Save ” Delete |
Addre
Atlanta Airport Marriott address 1, city 1
Atlanta Marriott Midtown address 1, city
Bethesda Marriott address 1, city
Bethesda Morth Marriott address 1, city
Hiltan Garden Inn Bethesda address 1, city

Hilton Washington DC/Rockville | address 1, city

Hyatt Regency Bethesda address 1, city
LOCAL address 1, city
Marrictt Pooks Hill address 1, city
Marriott Wardman Park address 1, city
Omni Shoreham Hotel address 1, city
Residence Inn Marriott address 1, city
The Legacy address 1, city

A A A AL A A G =

Towneplace Suites Cedar BIUff | address 1, city | 2

Record Count: 14

Site Admin Menu|

Note: Hotels can’t be deleted once saved as they are needed for historical data purposes.
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Hotel Reservations

Entering hotel reservations starts with the Manage Hotel Reservations screen in the PMDA
portion of WebACTs. This screen contains a list of committee meetings, the attending
members, and their reservation information. It is filtered by date and whether the reservations
have been processed or not.

Full Help Document

Technical Scheduler

My Emails (120}

My Tasks (158)

Change Password

Site Admin Menu|

Main Menu » PMDA - Full Help Document

Site Admin Menu
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To edit the hotel reservations for that meeting:
o Click “Reserve’.

Main Menu » PMDA » Manage Hotel Res: Page Help - Full Help Document

List Filter
*Start 10/04/2012 | B *Finish: 11/04/2012 | ] Resemvations Processed: All E|
—MWeeting Dates
10/4/2012 - 10/6/2012 TS
**Meeting has Changes that may affect Reservations* Processed?:
Resene
Hotel
Attendance by the following is anticipated Dates Attending:
Resenvation
BrCh Attending: 10/4/2012 to 10/6/2012 Mong
Individual Meeting Dates:
10/4/2012 to 10/6/2012
PoA.Da Attending: 10/4/2012 to 10/6/2012 Mone
Individual Meeting Dates:
10/4/2012 to 10/6/2012

e Fill in the appropriate information for each member on the next page:
Whether the member requires a reservation.

Which hotel the reservation should be for.

The check-in date.

The check-out date.

Confirmation number.

Any other notes.

Click “Save”.

NOGORWN =~

Main Menu » PMDA » Manage Hotel Reservations » Hotel Reservation Details Page Help - Full Help Document

Hotel Reservation Meeting Details

10/4/2012-10/6/2012

Fill Down

[Add Another Reservation}

Hotel Reservation

Altendee Name:|

Member

Requires Reservation: {ENFN |z| 1

[s[ER | Atlanta Airport Marriott |z| 2

Pt LN address 1, city

Hotel Contact|

Checkin Date: o0t B 3

Check-out Date:[FQIE E 4

Confirmation Number | 5

6
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Tasks

The purpose of the Tasks Management portion of WebACTs is to ensure everything gets done
that needs to get done. Tasks are assigned either to a person or to a role with a date due. If
they are assigned to a person, they will show up to be handled in that person’s “My Tasks”
page. If they are assigned to a role, they will show up in the “My Tasks” page of all the people
with that role until someone completes it.

Tasks are assigned by the system as part of an automated process that has been set up or by
someone with the proper access roles.

My Tasks Page

Page Help - Full Help Document

Assign Tasks

*Start: 10/03/2012 | B *Finish: 10/08/2012 | B3

Max Mumber Tasks Shown: |10

Archive Selected Tasks

Incomplete

Site Admin Menu|

Each user has a list of all tasks they are responsible for, as well as a list of tasks they have
completed (which haven’t been archived).
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To view the details of a task:
e Click the edit icon.

Main Menu = My Tasks Page Help - Full Help Document

My Tasks
Assign Tasks
*Start: 10/03/2012 | B “Finish: 10/08/2012 |
Max Mumber Tasks Shown: 10
Archive Selected Tasks
Incomplete

Task# =

18202

18/2012 10:29:29 /

Complete

Site Admin Menu|

To mark an incomplete task as completed:
e View the task details.
e Click “Complete”.

Main Menu = My Tasks Page Help - Full Help Document

My Tasks
Assign Tasks

*start: 10/03/2012 | BF “Finish: 10/08/2012 | B
Update
IMax Mumber Tasks Shown: |10

Task Details

Assigned: 10/8/2012 10:29:29 AM

Due: 10/9/2012 5:00:00 PM

Details:

Task Details

e oo

Archive Selected Tasks

Incomplete

%+ Description * Assigned

Site Admin Menu|
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To archive a completed task:
e View the task details.
e Click “Archive”.

Main Menu » My Tasks

Page Help - Full Help Document

*Start: 10/03/2012

Assign Tasks
EH *Finish: 10/08/2012 | EH

Max Mumber Tasks Shown: |10

Task Details

Assigned: 10/4/2012 10:07:10 PM

Due: 10/5/2012 5:00:00 PM
Details:
Task Details

= [ |

Archive Selected Tasks

Incomplete

+ Description # Assigned

18202 My Tasks

Site Admin Menu|
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Tasks may also be archived by:
1) Click the selection box to the right of each desired task.

2) Click the “Archive Selected Tasks” button.

Page Help - Full Help Document

Main Menu » My Tasks

Assign Tasks

Start: (10/11/2011 | B *Finish: 10/30/2012 | B

Max Number Tasks Shown: |10

‘ 2 Archive Selected Tasks

Incomplete

Task# ~ Description # Assigned
1820 My Tasks

=]

Complete

Task# ~ Description Assigned
10442012 10:07:10 PM | 10/5/2012 5:00:00 PM Z

18200 Task Aszzigned

Site Admin Menu
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Assign Tasks

A task can be assigned to specific people or to a role in general (e.g. if a Branch Chief needs
to open up more time for meetings).

To assign a task:

Select specific people the task should be assigned to.

Select any roles the task should be assigned to.

Enter a short description of the task.

Enter the details of the task.

Pick the date the task is due.

If you would like each person notified of the task by email, click the “Send Email
Notification” checkbox.

Click “Assign”.

2Rl N

~

Main Menu » My Tasks » Assign Tasks Page Help - Full Help Document

Task Details

Assigned to:

1 Select All

CoAC

TrAC

Be Al

Pi Al

Ch An

DiF. An

Gu Ar

ThCAs

Ja Av

Ma Bi *Short Description: 3
StBo

Ha K Br

a A T *Task Details: 4

Roles:
Select All Ues 5 10/09/2012 | BE |05:00 PM

Send Email Notification: DG
Bank Card Holder
Contract Admin 7

Contract POC

N

m

Contract Specialist

Employee Admin

IT Admin

FMDA Manager

FMDA Team A Travel Approval

Team B Travel Approval

PMDA Viewer
Site Admin
Tech Team A Travel Approval

Tech Team R Travel Annroval  ~
[

Site Admin Menu|
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Emails

There are several instances where WebACTs will email users notifications. This can happen
when meetings change, a new task is assigned to them, etc.

Each user has a “My Emails” page which stores these emails in case they were not received.
In order to keep this list from becoming unwieldy, the list can be filtered by date and the
maximum number of emails desired to be displayed.

To view or hide the details of an email, click on the header containing the summary.

Main Menu = My Emails Page Help - Full Help Document

My Emails
|*Start: 01/01/2011 | B *Finish: 10/08/2012 ﬂl
[update]
IMaxNumberEmailsShown: 10 |

1/31/2011 10:10 AM: Email

1/31/2011 10:06 AM: Email

1/24/2011 1207 PM: Email

1/24/2011 1207 PM: Email

1/24/2011 12:59 PM: Email

1/24/2011 12:55 PM: Email

1/24/2011 12:44 PM: Email

1/24/2011 12:30 PM: Email

1/24/2011 10:19 AM: Email

1/24/2011 10:19 AM: Email

Site Admin Menu|
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Main Menu » My Emails Page Help - Full Help Document

*Start |01/01/2011 | [ “Finish: 10/08/2012 | [EH

Max Number Emails Shown: 10

E Email Program Changed: General Update, Information About Program: | Program Mame: New Reactors | Percent Spent: 101.79% | Amount Remaining: ($1,095.40) | Fiscal Year:
1 2011 | Program Value: $241,000.00 | Percent Remaining: -1.79% | Program Allotment: $51,145.31 | Job Code: N7294 | Amount Spent: $62,240.71 | Link to Program in WebACTS
| (must be logged in to WebACTS to use link): Program Amount |eft alert: ($1,095.40) left Percentage |eft alert: -1.79% is percentage |eft

1/24/2011 1:07 PM: Email

1/24/2011 1207 PM: Email

1/24/2011 12:59 PM: Email

1/24/2011 12:55 PM: Email

1/24/2011 12:44 PM: Email

1/24/2011 12:30 PM: Email

1/24/2011 10:19 AM: Email

1/24/2011 10:19 AM: Email
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Email Templates

Various emails sent within the system can be formatted to display the data in a user-friendly
format. This is done by configurable email templates.

To add a new Email Template:
1. Enter a template name.

2. Enter a short description.

3. Enter the subject line that should appear in the email.

4. Enter the content of the email using <<message>> as a placeholder for where the
system message will be inserted automatically.

5. Click “Add”.

Main Menu = Site Admin Menu » Email Template Administration

Page Help - Full Help Document

Template Data

*Template Mame: 1

2

“Email Subject Line: 3

Instructions: Type out what you would like the body of the email to look
like, using ==message==to representthe message from the Alert.

4

Description:

*Template:

5[ ]

Description
Alert Email

Name
Alert Email

Available Meeting | Available Meeting Dates

Cert Minutes Cert Minutes

COl Memo COl Memo

Consultants Attend | Consults Attend

Draft Minutes Draft Minutes

Email Default Email Template

Meeting Cancelled

Meeting Cancelled

Meeting Reminder

Meeting Reminder

Status Report

lssue Status Report

Visa Request date

Visa Request date

[ o o [ o

Record Count: 11

Updated: November 2012
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To edit an existing Email Template:
1. Click the edit icon next to the appropriate template.
2. Change the data as needed.
3. Click “Save”.

Main Menu

Site Admin Menu » Email Template Administration

Page Help - Full Help Document

Template Data

*Template Name:

Available Meeting

Description: Available Meeting Dates

*Email SubjectLine: Available Mesting Dates Openad 4
Instructions: Type outwhat you would like the body of the email to look
like, using ==message==to represent the message from the Alert.
Available Committee Meeting Dates have been created
<<messagerr

*Template:

3]

Description
Alert Email

Name Edit

Alert Email

Ayailable Meeting | Available Meeting Dates

Cert Minutes Cert Minutes

COl Memo COl Memo

Consultants Attend | Consults Attend

Draft Minutes Draft Minutes

Email Default Email Template

Meeting Cancelled

Meeting Cancelled

Meeting Reminder

Meeting Reminder

Status Report

Issue Status Report

Visa Request date

Updated: November 2012

Yisa Request date

z
A
2
2
2
2
2
2
2
2

Record Count: 11

Site Admin Menu|




Alerts

Alerts are used throughout the system to notify users when specific triggers occur. Alerts may
exist for Agenda Items, Reserved Meeting Dates and Hotel Reservations. Three types of alerts
may be specified: Action, Reminder and History.

The “Action Alert” type executes specific actions, such as sending an email or assigning a
task, immediately upon a trigger pertaining to the entity acted upon. For example, an Action
Alert may be specified to send an email to the lead engineer of an Agenda ltem when that
Agenda ltem’s date has changed.

The “Reminder Alert” type reminds users to perform a task pertinent to an entity like an
Agenda ltem, Reserved Date or Hotel Reservation. For example, a Branch Chief may receive
an email or assigned task to remind them to send a Full Committee Meeting Agenda report
fourteen days before the occurrence of the meeting.

The “History Alert” type records a history of actions performed upon an entity so a record may
be kept of those actions, and the data may be used throughout the system and in reports. For
example, a History Alert may be recorded in the system whenever a Reserved Date is
cancelled.
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Alert Templates

In order to specify that alerts occur, alert templates are created and edited to generate the
details of the alert, such as the type of alert, the entity the alert applies to, and the actions

which

trigger an alert.

Action Alert Template:
To add a new Action Alert Template:

1.
2.
3.

4.

9.

10
11

12.

13.

14.

15.

16.

17

Enter an alert template name.

Choose “Action” as the alert type.

Choose the object the alert will act upon: Agenda Item, Reserved Meeting Date, or
Hotel Reservation.

Choose the trigger the alert will be sent upon. Each object has trigger fields specific to
it. For example, Agenda Item has “Agenda Item Hours Updated” and “Lead Engineer
Changed”.

Choose the type of meeting the object applies to: Full Committee or Subcommittee. This
will update the names of trigger fields, as different types of meetings may carry different
names for their data fields.

When choosing certain triggers, such as date related triggers, the “Trigger Field” control
will become visible. If it is visible, choose a trigger field, such as “Agenda Item Date” or
“‘Reserved Meeting Date”. This will indicate which time-dependent field the alert is to be
triggered from.

Choose whether to send an email.

If the “send email” checkbox is selected, the “Email Template” field will appear, and a
selection is required. If this is chosen, an email detailing the alert will be sent to the
recipients specified.

Choose to send an assigned task. If this is chosen, an assigned task detailing the alert
will be sent to the recipients specified.

.Enter the email subject.

. Enter the body of the email.

Select the alert recipients. The list of available recipients differs depending on the
object the alert exists for. For example, Agenda Items include the members attending,
while Hotel Reservation alerts may be sent to the member affected by the reservation.
Select the roles which should receive the alert. The email or assigned task detailing the
alert will be sent to each user assigned that role.

Enter any specific email addresses to send the alert message to. If the email server
portion of the system has been completely and correctly configured, the system will
send emails to these recipients.

Select any system users to send the assigned task or email detailing the alert to. The
selected people will see these assigned tasks and/or emails in their “My Tasks” or “My
Emails” section when logging in to the program.

Select the information pertinent to the alert that you wish to include in the message
body. The information that may be included differs with the object chosen. For
example, Agenda ltems may include the meeting members in the body of the alert
message, while a Hotel Reservation alert may include the member affected by the
reservation.

. Click the “Add” button to save and add the alert template.
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lert Management

Main Menu » Site Admin Men

Page Help - Full Help Document

— Alert Template Data

*Disabled:
*Alert Type:
*Alert Object:
*Trigger:

*Type of Meeting:

Send Email:

Email Template:

Send Assigned Task

Subject:

Message Body:

SendTo

Send To Role:

Send To Emails:

Send To People:

*Alert Template Name:

Information to Include:

2 Action |Z|
3 Agenda ltem |Z|

4 Date Changed
5 9! Full Committee ) Subcommittee

6 Agenda ltem Date

7
8  Alert Email [+]
9

10

1

Available Recipients:

Consultants =«
Lead Member
Members

12

Available Recipients:

Contract Specialist -
Employee Admin

IT Admin

PMDA Manager

PMDA Team A Travel Approval
PMDA Team B Travel Approval

m

13

PMDA Viewer
Site Admin

Add
ac »

14 =

Eemove Selected

ch, Me O [+]
AC, Co 7
15 €AY

Remaove Selected

Available Info:

eeting Dates »
IMeeting Members
TAC Numbers

Topic Title

URL Link to Meeting

16

=]

Chosen Recipients:

Branch Chief |8
Lead Engineer

Chosen Recipients:

Chosen Info:

Updated: November 2012
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To edit or delete an existing Action Alert Template:
1. Click the edit icon next to the appropriate template.
2. Change the data as needed.
3. Click the “Save” or “Delete” button.

Updated: November 2012

te Admin Menu » Alert Mansgement

Alert Template Administration

—Alert Template Data

*Alert Template Name.

*Disabled:

*Alert Type

*Alert Object:

*Trigger.

*Type of Meeting:

Send Email

Send Assigned Task:

Subject:

Message Body:

Send To:

Send To Role:

Send To Emails:

Send To People:

Information to Include;

Consults Attending Meeting

i
Action |z|
Agenda ltem E

Consultants Attending Changed

9! Full Committee () Subcommittee

Consultants Attending Meeting

ultants Atter

Mesting,
rmation as f H

=:

=4

Available Recipients Chosen Recipients:

Lead Member -~
Members

Lead Engineer
Branch Chief
Consultants

Chosen

Available Recipients; Recipients:

Appropriations Admin
Bank Card Holder
Contract Admin
Contract POC
Contract Specialist
Employee Admin

IT Admin

PMDA Manager

ACRS Travel@nrc_gov
ACRS Comp@nrc._gov

Remove Selected

AC,Co ||

La, Mc M -
Ke, Fr E
Sh, Me A

Ja, Pel -

Remove Selected

Available Info: Chosen Info;

Consultants
Meeting Dates
Meeting Description
Topic Title

TAC Numbers

Meeting Members
Meeting Number
URL Link to Meeting

Dow

True 1

Action Consults Attending Meeting g
Action Visa Reguest Created True z
Action Reserved Meeting Date Changed True z
Action Meetings Date Changed True z

Page Help - Full Help Document




Reminder Alert Template:
To add a new Reminder Alert Template:

1.
2.
3.

4.

9.

Enter an Alert Template name.

Choose “Reminder” as the alert type.

Choose the object the alert will act upon: Agenda Item, Reserved Meeting Date, or
Hotel Reservation.

Choose the type of meeting the object applies to: Full Committee or Subcommittee. This
will update the names of trigger fields, as different types of meetings may carry different
names for their data fields.

Choose the trigger the alert will be sent upon. Each object has trigger fields specific to
it. For Reminder alerts, all of these fields are related to a date. When choosing certain
triggers, such as date related triggers, the “Trigger Field” control will become visible. If it
is visible, choose a trigger field, such as “Agenda ltem Date” or “Reserved Meeting
Date”. This will indicate which time-dependent field the alert is to be triggered from.
Choose if the alert is triggered by the start or end of the related date. For example, if the
trigger field is the Reserved Meeting Date, and you choose “Start of Date”, the system
will send the alert on the first day of the date range.

Enter of the number of days before/after the primary alert at which a reminder should be
sent. Negative numbers trigger a reminder prior to the event; positive numbers trigger a
reminder after the event. For example, to send the reminder seven days before the
trigger date, enter “-7”. To send the reminder seven days after the trigger date, enter
“7”. Enter “0” to send the reminder on the day of the event.

Choose whether to send an email. If this checkbox is selected, the “Email Template”
field will appear, and a selection is required. If this is chosen, an email detailing the alert
will be sent to the recipients specified.

Choose to send an assigned task. If this is chosen, an assigned task detailing the alert
will be sent to the recipients specified.

10. Enter the email subject.
11.Enter the body of the email.
12.Select the alert recipients. The list of available recipients differs depending on the object

the alert exists for. For example, Agenda ltems include the members attending, while
Hotel Reservation alerts may be sent to the member affected by the reservation. When
selecting by role, the email or assigned task detailing the alert will be sent to each user
assigned that role.

13.Enter any specific email addresses to send the alert message to. If the email server

portion of the system has been completely and correctly configured, the system will
send emails to these recipients.

14.Select any system users to send the assigned task or email detailing the alert to. The

selected people will see these assigned tasks and/or emails in their “My Tasks” or “My
Emails” section when logging in to the program.

15.Select the information pertinent to the alert that you wish to include in the message

body. The information that may be included differs with the object chosen. For example,
Agenda Items may include the meeting members in the body of the alert message,
while a Hotel Reservation alert may include the member affected by the reservation.

16.Click the “Add” button to save and add the alert template.
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Main Menu Admin Menu » Alert Management

— Alert Template Data

*Alert Template Name: 1

*Disabled:
*Alert Type: 2 ReminderlE‘

*Alert Object: 3 Agenda ltem =]

*Type of Meeting 4 9 Full Committee ' Subcommittes

5 Agenda Item Date [~]

*Trigger From Date G Q) Start of Date "' End of Date

Number of Days from Date Alert
Notify When Amount Spent: 7
(leave blank if no alert needed)
Metify When Amount Left:
(leave blank if no alert needed)
Metify When Percent Spent:
(leave blank if no alert needed)

Motify When Percent Left:
(leave blank if no alert needed)

Send Email 8

Send Assigned Task: 9 V)

Subject: 1 0

Message Body: 1 1
Available Recipients Chosen Recipients:
Branch Chief
Consultants
Lead Engineer
Send To: 1 2 Lead Member

Members

Add

Send To Emails: 1 3

Remove Selected

AC,Co [+]| Add

Send To People: 1 4

Remove Selected

Available Info: Chosen Info:
Consultants o
Meeting Dates
Meeting Description
Information to Include: 1 5 Meeting Members | _
Meeting Number 1
TAC Numbers

Topic Title

URL Link te Meeting ~

16 [ aw |

- s & Edit
Action Consults Attending Meeting Trus x
Action Visa Request Created True z ]
Action Reserved Meeting Date Changed Trug z
Action Meetings Date Changed True z
Action Test Meeting Changed Send Ext Email | True z
Action Viza Request Approved Changed True z
Action Availble Meeting Dates Created True z
Action Visa Requisition alert depleted funding Trug z
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To edit or delete an existing Reminder Alert Template:
1. Click the edit icon next to the appropriate template.
2. Change the data as needed.
3. Click the “Save” or “Delete” button.

te Admin Menu » Alert Management

Full Help Document

Alert Template Administration

— Alert Template Data

=Alert Template Name: Consults Attending Meeting

“Disabled: v

*Alert Type: Action E‘

*Alert Object: Agenda ltem E‘

=Trigger: Consultants Attending Changed E‘
*Type of Meeting; 9/ Full Committee ' Subcommittee

Send Email:

Send Assigned Task:

Subject: Consultants Attending Meeting

Consultants Actending Meeting,
informatien as follows:

Message Body:

Available Recipients: Chosen Recipients:
Lead Member
Members
Lead Engineer
Send To Branch Chief
Consultants

Chosen

Available Recipients: Recipients:

Appropriations Admin
Bank Card Holder
Contract Admin
Contract POC
Contract Specialist
Employee Admin

IT Admin

PMDA Manager

Send To Role

ACRS Travel@nrc.gov
Send To Emails: ACRS Comp@nrc.gov

Remove Selected

ac.co_[=][ A ]
La, McM

Send To People: Ke, Fr

Sh, Me A

Ja, Pel 2
Remove Selected

| »

Available Info: Chosen Info:
Meeting Members
Meeting Number
URL Link to Meeting

Consultants.
Meeting Dates
Meeting Description
Topic Title

TAC Numbers

Information to Include:

3| Save ” Delete | 4

i Tes Name * + Edit
Action Consults Attending Meeting m
Action Visa Request Created Z ]
Action Reserved Meeting Date Changed True Z
Action Meetings Date Changed True Z
Action Test Meeting Changed Send Ext Email True z
Action Visa Request Approved Changed True 7_ |
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History Alert Template:
To add a new History Alert Template:

1.
2.
3.

4.

Enter an alert template name.

Choose “History” as the alert type.

Choose the object the alert will act upon: Agenda Item, Reserved Meeting Date, or
Hotel Reservation.

Choose the trigger the alert will be sent upon. Each object has trigger fields specific to
it. For example, Agenda Item has “Agenda Item Hours Updated” and “Lead Engineer
Changed”.

Choose the type of meeting the object applies to: Full Committee or Subcommittee. This
will update the names of trigger fields, as different types of meetings may carry different
names for their data fields.

When choosing certain triggers, such as date related triggers, the “Trigger Field” control
will become visible. If it is visible, choose a trigger field, such as “Agenda Item Date” or
“‘Reserved Meeting Date”. This will indicate which time-dependent field the alert is to be
triggered from.

Click the “Add” button.

Page Help - Full Help Document

Main Menu » Site Admin Menu = Alert Management

—Alert Template Data

*Alert Template Name: 1

*Disabled

*Alert Type: 2 History

*Alert Object: 3 Agenda ltem |Z|

*Trigger: 4 Agenda ltem Hours Updated |Z|

*Type of Meeting: 5 @ Full Committee (' Subcommittee
T te T - Template Name + Disabled =+ Edit
Action Consults Attending Meeting True "/_
Action Visa Request Created True ‘/_
Action Reserved Meeting Date Changed True “/_
Action Meetings Date Changed True "/_
Action Test Meeting Changed Send Ext Email True "_'
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To edit or delete an existing History Alert Template:
1. Click the edit icon next to the appropriate template.

2. Change the data as needed.

3. Click the “Save” or “Delete” button.

Main Menu » Site Admin Menu » Alert Management Page Help - Full Help Document

—Alert Template Data
*Alert Template Name:

*Disabled

=Alert Type:

*Alert Object:

*Trigger:

*Type of Meeting:

History Agenda ltem Date Changed

v
Histary
Agenda ltem |Z|

Date Changed

@ Full Committee Subcommittee

[-]

3 e ][ e 14

- * + Edit

Consults Attending Meeting True
Action Visa Request Created True
Action Reserved Meeting Date Changed True
Action IMeetings Date Changed True
Action Test Meeting Changed Send Ext Email True
Action Visa Request Approved Changed True
Action Availble Meeting Dates Created True
Action Visa Requisition alert depleted funding True
Action Hatel Reservation Cancelled True
Action Consultants Attending Meeting Created | True
Action Agenda ltem Cancelled True
Action Contract Low Alert True
Action Meeting Members Changed True
Action Travel Request Created True
Action Meeting Date Changed Alert True
Action TravelProgramAlert True
Action Meeting Date Cancelled True
Histary History Agenda ltem Date Changed True
Histary History Hotel Reservation Alert True
Histary History Reserved Meeting Date Cancelled | True
Histary History Agenda ltem Cancelled True
Reminder POP Contract Reminder True
Reminder Visa Request Required Date Surpassed | True
Reminder Reminder issue final certified minutes True
Reminder Ieeting Reminder 1 day before True
Reminder Reminder issue draft minutes for meeting | True
Reminder Reminder lssue COI Memo and Agenda | True
Reminder Consultants Attending Reminder True
Reminder Reminder Issue Status Report for Meeting [ True

e [ T [ T e o [ e e o e e (o T e (o o e [ o o o o [
—
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WebACTs PMDA Module

The PMDA section of WebACTs is reached via the PMDA button on the home menu.

- Full Help Document

Technical Scheduler

Change Password

Site Admin Menu|

Within the PMDA section, the information deals primarily with these six areas:

1) Public user data
2) Reports
3) Travel Management, including:
a. Hotels and Hotel Reservations
b. Travel Requests
c. Travel Records
d. Travel Reservation Meeting List
4) Appropriations Management
5) Training Management
6) Procurement Management, including:
e. Contracts
f. Visa requests and requisitions
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Here is the main PMDA menu:

Main Menu = PRMDA - Full Help Document

T T
T 5
oo B e 6
e

Site Admin Menu|
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View Public User Information

Certain basic information about each person is available through this screen. This is a limited
sub-set of all the data accessible to administrators via the User Administration section. This
sub-set is available to most people with access to WebACTs.

Main Menu » PMDA » View Public User Information

Page Help - Full Help Document

View Profile For |Z|

4= Profile Co AC

|

| LastName]
. [—— Primary Emai
| Priman Postal Code]

Title:|
maddress 1
8888888888 Primary Cell

plo ¥p

A woditeaon g

Useris a member of the following subcommittees:

Useris the lead member of the following subcommittees:

A person’s conflict of interest data is also included on this screen, as well as a link to request
additions/corrections to be made.

Main Menu » PMDA » View Public User Information

Page Help - Full Help Document

Wiew Profile For |Z|

4= Profile Pi Al

= Conflict of Interest

E SHOULD NOT FARTICIPATE IN:

Update COI Info

Click to Request Addition of Data:

Site Admin Menu
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To request additions/corrections:
1) Click on “Click to Request Addition of Data”.
2) Select who the request is to be sent to.
3) Fill in the request.
4) Click “Send Request”.

Main Menu » PMDA » View Public User Information

Page Help - Full Help Docurment

View Profile For  Ra B. Ha |Z|

4= Profile Ra B. Ha

= Conflict of Interest

i\ |[SHOULD NOT PARTICIPATE IN: Edison

E Financial Disclosure memo dated February 24, 2010.

Update COI Info

1 | Click to Request Addition of Data: |

II *Send Requestto  Ha K Br |Z| |2
13

4 Send Request

Site Admin Menu

If your permissions allow, the “Update COI Info” option will be available, allowing you to edit
the COI Information without sending a request.
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PMDA Reports

The PMDA Reports page includes a categorized list of all the PMDA reports that serve the
overall needs of PMDA.

Main Menu = PMDA » PMDA Reports Page Help - Full Help Document

Appropriations Reports:

Appropriation Summary Report Appropriation Budget Summary

Contract Reports:

Contracts Summary of Spent Funds Contracts Summary Contracts with Invoices

General Reports:

CML with Hotel Reservation Committee Meeting Open-Closed Meetings in webACTS for Fiscal SC Members Term
Conf #s List Year 2010 Membership Dates
Committee List Public Web IMembers Contact Consultant Cantact Repart TAC Numbers

Repart Report ~-onsutant -onlacl Report —

Training Reports:

Training Report for OCFO Reconciliation Training Training By Branch

Travel Reports:

Travel Report - AlphaSort Travel Reconciliation Repaort PMDA Travel Justification - Auth.# Sort Travel Justification

Visa Reports:

Visa log

Site Admin Menu
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Training Management

Training is tracked using the Training Management screen. This screen gives you an overview
of the funding available for training as well as a filtered list of training requests.

Main Menu » PMDA »

Page Help - Full Help Documant

Training Management

Filter

MName of Training Recipient FY Authorized

—Select All- [~] ~Selsct All- [~] ~Selact All- [~
Paid Reconciled Cancelled

—~Salect All-- [+] -Salect All- [+] ~Sslect All- [+]
Job Code

—Select All- [+]

Training Pragrams

Program Name Planned Activity #+ JobCode % Value + Allowance + Commitled # Obligated % Expended + Remaining #
Reactor Safety Extenal Training N7224 $50,000.00 575,914.00 50.00 $13,827.56 $52,037.97 510,045.47
Reactor Safety ACRS External Training | N7324 $50,000.00 $25,300.00 50.00 $1,435.00 (5398 69) $24,263 .69
Reactor Safety Licensing Actions N7326 $113,000.00 | $113,000.00 $34,413.00 $25,630.37 $5,500.00 $47,456.63
Human Resources Management | External Training N7498 $39,000.00 $39,000.00 $4,593.00 $18,181.63 $1,650.00 $14,575.37
Ofice Support External Training N7496 $50,000.00 $50,000.00 $0.00 $19,016.62 $0.00 $30,983.38
ACRS CR Funding ZTRCR 50.00 50.00 50.00 50.00 50.00 50.00
Totals $302,000.00 $303,214.00 $39,006.00 $78,091.18 $58,789.28 $127,327.54

[ Add New Training |

Training Records

00k T 7
Mile |10 | 102112000 | 1024/2000 | B0OE TR s7210 |s7210 | IROTROD hhgaas fves  [ves  [ves Mo |ves | B
% |RaBo |10 [11152010 (1212012010 | Eoneral 5174000 5174000 [RORE In7ape ves |ves  |Ne N0 |ves | @
vaBa |11 7rizor |ANSANMUALHg7e0 00 Ig7s000 [TOMRCTT Inzags  |ves  |ves  |ves  |no ves |
Meet 1746 -
An,ch |10 |7M22010 |7Mer2010 ggec’ta""g 51,120.00 | $1,120.00 'Earmnan N7324  [ves |ves  |ves  |Mo Yes b
& [nBe 1 |114712010 [ 111182010 | FACATraining (645000 |s4s000 |TSMRCTT \wzaoa (ves |ves  |no No Yes | gl
culr |10 |3mmoto |3nomoto | EUAEE 571500 [s71500 | RUROOT 1h730s  ves |ves  |Yes Mo Yes | @
Executio 1 =
& 12| 4252012 |4262012 |introductionto | $1200.00(51009.00 | TORRCT I h7aes Ve [ves Mo No  |ves |g8
< |neco |oa  |omamoos |emamoos |Training 592000 | 592000 gp‘gm”“ N7324  [ves  [ves No No Yes ¢
3 |Kero |11 |11472010| 11182010 [ Faca Training |s450.00 |sasooo | TONREM fuzsoy |ves |ves  |no No o |ves | B
F |wda |10 [9M32010 94712010 | ContractPricin |$112000 8112000 [ IFO7RO4S Inzage ves |ves Mo No  |ves |
T fenan |1z |meezotz |meseoiz |REUNONRC gara0) |sarony [TSNRCY Ihrass  |ves |ves  |me No Yes | gl
DeDa |10 |5192010 (5202010 |FACATreining 545000 |sasooo |TRU7RO% In7aza  |ves [ves  |Yes Mo |ves |
G |keho |11 | arei2011 |Efective Gover 867500 [s67500 |TORRCT Inags  [ves [ves w0 [Ne  |ves | @l
vier |0 |enzot0 |seuzoro |FSMA0T Hs7s000 |s7sooo |TROTROZ In7aae ves |ves  |ves  [mo Yes | gt
BrHak |10 2010 (8122010 |Booksforthe ¢ | 16233 (516233 | P00 Inaze v [ves  |Yes Mo |ves |
Ne.Co |10 | 11/16z009| 1102000 [FNOSANS \seanon (sesnon |IROTROOZ In7aoe  fves [ves  |ves  [ne No ¢
7 [pepa |0 [1mzoto [11n12010| B0 AN Tssso00 |sasooo [TROROE fhzaae ves |ves  [me No Yes |l
7 |oumg |12 |e20012 (8212012 [FACATreining |s450.00 |s4s000 |TORRCTZ nzags |ves |ves  |ne No |ves |gf
Ke Fr |10 |6MBR010 |6M82010 | Strategiesfor |51623.00 (8162300 | [RU7R00S In7aos |ves  |ves  |ves  [no Yes | gl
Je Gall |10 |11/18/2008 | 11/20/2008 | Habits of Hight | $1,623.00 | $1.623.00 IF‘U?F‘UUU N7324  [ves [ves Yes No Yes &
F |pepa |10 |emzoro |1202010 |Countererons |seso300sase300| FRUROM fnraae |ves |ves  |me No No &
NaWiA (10 |5mmo10 |smotp | Budest 571500 [s74500 | ROPROI® Ipzaos  Ives |ves  |ves Mo ves | gt
Analysts 4 4

A d
2 |HoNe |12 soootz |PRANIIENG o1 o7050 5107000 12345 n7ass  [ves |ves  |mo No o |ves | B
= Operating TG NRC -
7 |mde |1 |er2eon |aneote |OPR $112000(5112000 [ T20RC™ | n7aos Ve [ves Mo Mo |Yes | g
Ra,Bo |10 |621/2010 |822/2010 |Algebra -8 | $1105.00 |51175.00 ERWR”SD N7324 |ves  |ves Yes No Yes g

Record Count: 111
15 w25 [ ]
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1) To view/edit the details of a specific training record, click on the edit icon.
2) You may now view the record.

Main Menu » PMDA » Training Management Page Help - Full Help Document

Filter
Mame of Training Recipient FY Authorized

~Select All- (=] ~Select All- (=] ~Select All- (=]
Paid Reconciled Cancelled

~Select All- [=] ~Select All- [=] ~Select All- [=]
Job Code

~Sslact All- [+]

Training Programs

Program Name Planned Activity + JobCode % Value = Allowance + Committed + Obligated % Expended + Remaining =
Reactor Safety Extenal Training MN7324 $50,000.00 $75,914.00 50.00 $13,827.56 $52,037.97 510,048.47
Reactor Safety ACRS External Training | N7324 $50,000.00 $25,300.00 50.00 $1,435.00 (5398.69) 524 263.69
Reactor Safety Licensing Actions N7326 $113,000.00 | $113,000.00 $34,413.00 $25,630.37 $5,500.00 547 456.63
Human Resources Management | External Training M7496 $39,000.00 $39,000.00 54,593.00 $18,181.63 $1,650.00 514 575.37
Dffice Support External Training MN7496 §50,000.00 $50,000.00 50.00 $19,016.62 §0.00 $30,983.38
ACRS CR Funding ZIRCR §0.00 §0.00 50.00 §0.00 §0.00 §0.00

$302,000.00 $303,214.00 $78,091.12 $58,789.28 $127,327.54

Add New Training

Training Records

Mile |10 |10:212008| 1021/2009 | BOOKTOr 57210 |s7210  [TROTRO0D0 nzaos  lves  |ves  |ves Mo

7 |RaBo |10 |11M6r2010 | 12202010 | SENer 51740.00| 5174000 | [FO7R04% \n73e (ves |ves  |no No ves |
MaBa |11 |eemo11 |7go1 |AMNSANUAL Tegen 0 |g7s000 [TEMRCTITInzags  |ves |ves  |ves  |mo ves | gl
Meet 1746 -
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3) To delete the training record, click on the trash icon to the left (this icon will only display
if the record is able to be deleted).

Main Menu » PMDA » Training Management Page Help - Full Help Document

Filter
MName of Training Recipient FY Authorized
~Select All- (=] ~Select All- [=] ~Select All-
Paid Reconciled Cancelled
~Select All- (=] ~Select All- [=] ~Select All-
Job Code
~Select All- [~]
Training Programs

Program Name Planned Activity + JobCode + Value + Allowance s Committed % Obligated + Expended + Remaining =
Reactor Safety Extenal Training N7324 $50,000.00 $75,914.00 $0.00 $13,827.56 $52,037.97 510,048 47
Reactor Safety ACRS External Training | M7324 §50,000.00 $25,300.00 §0.00 $1,435.00 (5398.69) $24,263.69
Reactor Safety Licensing Actions N7326 $113,000.00| $113,000.00 §34,413.00 $25,630.37 £5,500.00 $47,456.63
Human Resources Management | External Training MN7495 $39,000.00 $39,000.00 $4,593.00 $18,181.63 $1,650.00 $14,575.37
Office Support External Training N7496 $50,000.00 $50,000.00 $0.00 $19,016.62 $0.00 $30,983.38
ACRS CR Funding ZTRCR $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

Totals $302,000.00 $303,214.00 $39,006.00 $78,091.18 $58,789.28 $127,327.54

Add New Training

Training Records

Delete Name % Yr #

10/21/2009 | 10/21/2009 | EO2KTOr 57210 [s7210 | IROTROO0 Ppgass lves  |ves  |ves  |No Yes o

Disser 3 -

1116/2010 | 12120/2010 Egﬂ;’;g' $1,740.00 | $1,740.00 ERU?RU‘*S N7324  |Yes |Yes No No Yes @

Bizsr2011 |7reoqe |ANSAINUELeosnng [s7soo0 | TONRCTT nza0s  |ves  |ves  [ves  |mo Yes &

Meet 1746 -

An,Ch |10 |7M2m010 | 7162010 Sf:éa””g $1,120.00 | $1,120.00 ERU?RMU N7324  |Yes |Yes  |ves |[no Yes g
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Adding a New Training Record

To add a new training record:
1) Select the trainee.
2) Select this record’s fiscal year.
3) Put in the Authorization Number.
4) Fillin the course title.
5) Enter the start and finish dates.
6) Put in the provider name, city, and country.
7) Enter any known estimated or actual costs.
8) Select the applicable job code.
9) Fill in any optional fields you are able to.
10) Click “Submit”.

Main Menu » PMDA » Training Management » Training Record

Page Help - Full Help Document

2007 [+] 2 *Authorization # fJj3
4
B 5 “EndDate B
Check to fund training request with [ Funded By Job Code
EELNNIENEEGE ] Mark if charges not vet available to OCFO Report

Lacation 6
*Provider|

Lo B

UNITED STATES [=]

Estimated Cost 7
000 000 000

Actual Cost

000 000 000

1

Motes

—T

Payment Information

T = 8

L il

Site Admin Menu
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Depending on the cost of the training record, it may automatically be authorized and
reconciled, thus pulling its expenses directly from the Job Code budget, or it might need to go
through the Visa Request approval process. To view the associated Visa Request created,
click on the “View Visa Request” link on the Training Screen.

Main Menu » PMDA » Training Management = Training Record Page Help - Full Help Document

Verified OCFO Report
Authorized  Visa Reconciled 4/30/2010 Cancel
12/11/2009 51712011 Qf

J

*Trainee: RGN

*Fiscal Year: jielilvpy *Authorization # EIFREEIIE]

LTI |Book for Dissertation Class

R EE |10/21/2009 10/21/2009

Check to fund training request with

Funded By Job Code

Mark as Anticipated: Mark if charges not vet available to OCFO Report

-
=]
o
[
o
=1
>

Cambridge University Press

*City: i1 m Massachusetts

el | UNITED STATES

T
mg‘g-fu
E |15 B8

Estimated Cost

nRe cost | 7210 7210

Actual Cost

e cost | 7210 7210

Motes

Notes:|

Payment Information

Job Code:

Funding Source:

Funded By Credit Card Visa Log Date: 12!11!2001 View Visa Reguestl *

Amount Paid: i1}

[RETVINENEY (05/17/2011

Save

Site Admin Menul

Updated: November 2012



As the applicable steps of the Visa Request process are completed, the appropriate step in the
training record should be marked as complete in the sequence steps at the top of the page.

An authorized training record has its estimated expenses obligated toward its associated job
code.

A reconciled training record has its actual expenses expended from its associated job code.

A verified training record cannot be edited, and simply verifies that the charges and information
are correct.

Cancelling a training record will return the record’s expenses to the associated job code.

Main Menu » PMDA » Training Management » Training Record Page Help - Full Help Docurnent

Verified OCFO Report
Autharized ||Visa Reconciled 412012010 Cancel
12/11/2009 5712011 J
J || S

i, Lo

2007 TRO7R0003
Book for Dissertation Class
RaEUdNECE (10/21/2009 10/21/2009

Check to fundu'mnrest Funded By Jab Code

Mark as Anticipated: Mark if charges not yet available to OCFQ Report
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Appropriation Management

The PMDA portion of WebACTs is used to track how much money has been received,
allocated, and spent for budgets which exist within a program identified by a job code. The
Appropriation Management screen provides various functions related to this.

Managing appropriations allows one to:
1. View programs and detailed information for each.
2. Transfer funds from one program to another.
3. Enter anticipated charges used for forecasting budgets.
4. Access the Program Administration screen which allows users to manage programs and
fiscal years.

Main Menu » PMDA = Appropriations Management Page Help - Full Help Document

Appropriation Transfer Anticipated Charges Program Administration

Filter
Fiscal Year: --Select AII--E| Status: | All E

Include Anticipated Charges when Calculating Available Funding

Funds
Breakdown

Planned Activity ¢ Program Hame ¢ ProgramArea #+ .JobCode 4 Value < Allowance ¢ Expended $

Available Funding ¢ View

Anticipsted:
20.00

CR Funding ACRS CR ZTRCR $0.00 %0.00 £0.00 f;“;;"'““: $0.00 E
Obligated:

30.00

Anticipated:
50.00
Committed:
30.00
Obligated:

50.00

Awards Awards Awards A7005 §82,813.00 |%82812.00 £0.00 $82,813.00

&

Anticipated:
s0.00

Awards Awards Awards AT005 §37,028.00 |30.00 $0.00 f;“;;“““ $0.00

Ohligated:

50.00

Anticipsted:
s0.00

Awards Awards Awards AT005 §78,700.00 |380,200.00 |30.00 S;“J’j“"““: $80,200.00
Obligated:

50.00
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Overview

The first function is an overview of all of the programs for a fiscal year.

The grid may be sorted by any column, and totals for each column may be viewed toward the
bottom of the screen.

If a view of available funding for “Anticipated Charges” is needed, click the checkbox entitled,
“Include Anticipated Charges when Calculating Available Funding”.

Each program name is uniquely colored for identification. Green indicates a program has met
its spending goals. Red indicates a program has failed to meet its spending goals.
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To access the details of a particular program, click the “View” button to the right side of the
program grid.

Main Menu » PMDA » Appropriations Management Page Help - Full Help Document

Appropriation Transfer Anticipated Charges Program Administration

Filter
Fiscal Year: 2012 |Z| Status: | All |Z|

Include Anticipated Charges when Calculating Available Funding
Funds

Planned Activity + ProgramName 4 ProgramArea 4 .JobCode 3 Value 4 Allowance 3 Expended 3 Breakdown Available Funding % View

Anticipated:
30.00

CR Funding ACRS CR ZTRCR 50.00 50.00 50.00 Sommit== |50.00 *
Cbligated:

50.00

=]

Anticipated:
30.00
Committed:

Awards Awards Awards AT00S $37,928.00 (50.00 $0.00 £0.00

50.00

Cbligsted:

50.00

Anticipated:
30.00
Committed:
20.00
Obligated:
572.421. 1

Information
Technology

IT Infrastructure Office Support MN7498 $85,000.00 | $85,000.00 $25,138.79 (512,561.00)

Details include the Job Code and Program Area, as well as budget specifics including
Allowance, Full Time Employee (FTE) information, Transaction Details showing charges and
transfers against the program, and spending goals which can be specified.

Main Menu » PMDA » Appropriations Management » Appropriation Program Details Page Help - Full Help Document

- Appropriation Program Details

» Appropriation Details

ACRS

Program Area: [(#3

I ELLELEY= %] CR Funding

ZTRCR

=R 2012-7R-51-G-105

Fiscal Year: vy

4= Program Allowance
» Program Information and FTEs

== Transaction Details

» Spending Goal

Site Admin Menu|
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Aanagement ils Page Help - Full Help Document

bligate $0.00

: Committed Funds: ]
T s0.00

» Program Information and FTEs

= Transaction Details
» Spending Goal

Main Menu » PMDA = Approy ions Management » / Page Hel Full Help Documen

= Appropriation Program Details

= Appropriation Details

4= Program Allowance

» Program Information and FTEs

» Transaction Details
= Spending Goal
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age Help - Full Help Document

Appropriation Program Details

» Appropriation Details

» Program Allowance
» Program Information and FTEs
» Transaction Details

harges:
Type Number Found Pre-Obligated (A pated) Expenses Committed Expenses Obligated Expenses Actual (Expended) Expenses
ransfers:

Number Found Total Funding Increase Total Funding Decrease

Transfer $40,000.00

Allowance Adjustments:

E Date Amount Who Adjusted Comments
10/27/2011 (53,000.00) PelJa 83K fransferred to M7493.
11/9/2011 ($34,000.00) PelJa $34K transferred to Reactor travel.
i [ 110902011 ($3,000.00) FPella $3K transferred to N7326

1211412011 $84,000.00 PellJa 2nd CR allotment.

1211412011 ($20,000.00) PellJa See Value comments.

1211412011 (540,000.00) PellJa 540K Moved to N7303

11312012 ($15,000.00) PelJa Current Balance

1/24/2012 ($5,000.00) PellJa See above note

21212012 $23,000.00 PelJa See above above.

2/15/2012 ($27,000.00) PellJa See above note

Value Adjustments:

Date Amount Who Adjusted Comments
101132011 ($40,000.00) PellJa Adjusted value during CR.
10/27/2011 (53,000.00) PelJa 53K transferred to N7488.
11912011 (5234,000.00) PelJa §34K transferrad to Reactor Travel
11/9/2011 ($3,000.00) PellJa $3K transferred to N7326
12/14/2011 $84,000.00 PellJa 2nd CR Allotment
1211472011 ($20,000.00) PellJa $20K transferred to N7498 for M&0O Contract.
1211412011 ($40,000.00) PellJa 340K moved to N7303
113/2012 ($15,000.00) PelJa Current Balance
: 172472012 ($5,000.00) PelJa Funds provided for DecommiLLW Travel
|| 20212012 $23,000.00 PelJa Current value after allotment and internal transfers.
' 211512012 ($27,000.00) PelJa Funds transferred to other business lines in prep for budget load

Spending Goal

Main Menu » PMI ppropriations Management = Appropriation Program Details 'age Help - Full Help Documen

» Appropriation Details

4= Program Allowance

= Program Information and FTEs

= Transaction Details

4= Spending Goal

Updated: November 2012



Transaction Details can be expanded on the grid, as shown below, to view specific records

associated with the charges listed.

== Transaction Details

Charges:
Type Number Found Pre-Obligated {Anticipated) Expenses Committed Expenses Obligated Expenses Actual (Expended) Expenses
Transfers:
Number Found Total Funding Increase Total Funding Decrease
! Transfer 2 $50,000.00 $40,000.00 :
Allowance Adjustments:
: Date Amount Who Adjusted Comments :
V| 10/27/2011 ($3,000.00) PelJa 53K transferred to N7498.
11/9/2011 ($34,000.00) PellJa 34K transferred to Reactor travel.
(117912011 ($3,000.00) PelJa 53K transferred to N7326
V[ 1211412011 $84,000.00 PelJa 2nd CR allotment.
11211412011 (520,000.00) PelJa See Value comments.
' [12r1412011 (5$40,000.00) PelJa 540K Moved to N7303
V| 1132012 ($15,000.00) PelJa Current Balance i
1112412012 ($5,000.00) Pella See above note. :
1| 21212012 $23,000.00 Pella See above above. :
2/15/2012 ($27,000.00) PelJa See above note.
Value Adjustments:
Date Amount Who Adjusted Comments
101312011 ($40,000.00) FPella Adjusted value during CR.
‘[ 102712011 ($32,000.00) PelJa $3K transferred to N7498. :
182011 (534,000.00) Pella $34K transferred to Reactor Travel. '
(11192011 ($3,000.00) PelJa 53K transferred to N7326
121412011 $84,000.00 PelJa 2nd CR Allotment
121412011 ($20,000.00) FelJa 320K transferred to M7498 for M&O Contract.
1121142011 ($40,000.00) PelJa 40K moved to N7303.
i[1Marz012 (515,000.00) Pella Current Balance :
112442012 ($5,000.00) FPella Funds provided for DecommJ/LLW Travel
E 21212012 $23,000.00 FPella Current value after allotment and internal transfers. '
E 2M5/2012 ($27,000.00) Pella Funds transferred to other business lines in prep for budget load. ,

The spending goal for a program, which is the percentage that must have been spent by the
date specified, may also be set through this area. Spending goal targets may be viewed
through the appropriations management program grid on the main appropriations management

page.
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Transfers

Program funds may be transferred from program to program, incrementing the allowance of
the program transferred to and decrementing the allowance of the program transferred from.

To transfer funds from one program to another:

1. Filter the programs by a specific fiscal year.

2. Select the job codes to transfer funds from and to. Only Programs/Job Codes that allow
transferring funds will be available, and you may only transfer funds to and from
programs which are in the same program area.

Enter the transfer amount.

Enter the reason for the transfer.

Click the “Transfer” button.

The funds will be transferred and reflected in the grid at the bottom of the screen,
including historical data. The program allowance also displays, reflecting the change to
funds.

I

Page Help - Full Help Document

Main Menu = PMOA » Appropriations Management

Appropriation Transfer Anticipated Charges Program Administration

Filter

el

Program Value: $192,000.00(| Program Allowance: ||5142,000.00
*Transfer Funds N7294 () (2012) |Z|
From L Program AIIO\_vance Less $132.284.80 Program Allowance $86,004.34 Program Allowance Less $76,379.64
Pending: Less Actual: All Charges:

2

Program Value: 50.00 Program Allowance: |[$50,000.00
*Transfer Funds o
To: ZTRCR {) {2012) |Z| Program Allowance Less Program Allowance Less Program Allowance Less
- $50,000.00 $50,000.00 $50,000.00
Pending: Actual: All Charges:

|“Am0unt 50000.00 | 3

o] 4

6

e 5

Transfer History (N7294):

Job Code Transferred From #% JobTransferred To +# Amount % UserTransferred # Transfer Date + Comment
MN7294 ZTRCR $50,000.00 |An'WJa 10M0/2012 Comments Here
Transfer funds from CR Allocation to Mew Reactar
ZTRCR N7294 $40,000.00 |PelJa 101312011 Travel to fund Oct SC.
Record Count: 2
Site Admin Menu|
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Anticipated Charges

Anticipated charges are created for programs as a forecasting mechanism. They allow the
Appropriations Administrator to enter anticipated increases or decreases.

To enter an anticipated charge:

Select the fiscal year to display associated job codes.

Select a job code.

Select the record type for the anticipated charge.

Enter an amount (use a positive number for anticipated charges and a negative number
for anticipated funding).

Click “Add”.

A grid showing the anticipated charges for the job code will be shown. This grid is
visible each time a job code is selected which has anticipated charges associated with
it.

Main Menu » PMDA » Appropriations Management Page Help - Full Help Document

Appropriation Anticipated Charges Program Administration

1 IFiscaIYear: 2012 |Z|IJOb Code: | AT005 () (2012) |Z|I 2

Anticipated Charge:

3 | Record Type: | Contract Funding |Z| IAmount: 0 | 4

5| asa_]

Ant|C|pated Charges for A7005:
Job Code Description Record Type Amount Edrl

Record Count: 1

Site Admin Menu|
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e Choose “Select All” from the dropdown list to see all anticipated charges for all job
codes.

Main Menu = PMDW = Appropriations Management

Page Help - Full Help Documsant

Appropriation Anticipated Charges Program Administration
Fiscal Year:| 2011 [« ||Job Code:| —Select All- = -«
—Select All—

N7497 () (2011)
M7463 () (2011)
AT0D05 (Awards) (2011)
Rec M7295 (Decommissioning and Low Level Waste Travel) (2011)
MN74898 () (2011)
MN7486 () (2011)
M7303 (Reactor Safety Travel) (2011)
L1415 (Decommissioning and Low Level Waste Independent Advise) (2011)
Job Code @ [irtens MN7462 (Fuel Facilities Travel) (2011)
NT331 MN7461 (Fuel FAC. Independent Advice) (2011)
— M7294 (Mew Reactors Travel) (2011)
N7496 Training | 17325 (ACRS Reactor Safety Independent Advise) (2011)

Edit ¢

Record Count: 2

Site Admin Menu|

Anticipated charges may also be deleted when they are no longer necessary.

Main Menu = PMDA » Appropriations Management

Page Help - Full Help Document

Appropriation Anticipated Charges Program Administration

Fiscal Year: | 2012 |Z| Job Code: | A7005 () (2012) |Z|

Anticipated Charge:

Record Type:  Contract FundingE Amount: 2500000

| Delete | Cancel |

Anticipated Charges for A7005:
Job Code Record Type Amount

* Description * * Edit *

Record Count: 1

Site Admin Menul
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Program Administration

The Administration Programs/Job Codes screen and Fiscal Years screen may be accessed
through the Program Administration tab of the Appropriations section.

Main Menu » PMDA » Appropriations Management Page Help - Full Help Document

Appropriation Anticipated Charges Program Administration

Site Admin Menu|

Programs are the primary budget account entity used in PMDA to distribute and track funds.
Indicators of program funding may be set through the Site Admin section within “Maintenance

Items”. Programs are shown as “green”, “yellow” or “red” depending on the amount of funding
remaining within them, as well as the thresholds set in the Site Admin section.

To edit an existing Job Code, click the appropriate edit button in the grid.

Note: Program/Job Codes without charges against them may be deleted by an administrator.

Main Menu » Site Admin Menu » PMDA Administration » Programs / Job Codes - Full Help Document

" Programs/JobCodes

New Program / Job Code |

Fis®ll Year: 2012|Z| Active: | All |Z|

Delete Program Name + Planned Activity #+ .obCode % Value + Allowance % Committed + Obligated + Expended #+ Remaining

= || Awards Awards ATO0S $37,922.00 $0.00 $0.00 $0.00 $0.00 $0.00 #
Materials and Waste | Travel N7295 $16,000.00 | $16,000.00 $0.00 $0.00 $4,601.54 §11,398 46 ¥
Reactor Safety Licensing Acions | N7326 $113,000.00 | $113,00000 | $34413.00 | $25665.37 | $5500.00 54742163 &
Materials and Waste | Travel NT462 $21,000.00 | $21,000.00 $0.00 50.00 $0.00 $21,000.00 o
"< |Reactor Safety Licensing N7497 $32,000.00 | $39,000.00 50.00 50.00 50.00 $39,000.00 &
Reactor Safety New Reactor Travel | N7294 $192,000.00 | $192,000.00 $0.00 $971520 | $55905.16 | $12637964 | &
Office Suppart External Training | N7496 $50,000.00 | $50,000.00 $0.00 $19,016.62 $0.00 $20,98328 &
Information Technology | IT Infrastructure NT498 $85,000.00 | $85,000.00 $0.00 572,421.21 | $2513979 | ($12561.00) |
= |Acrs CR Funding ZTRCR $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 4
Reactor Safety Reactor Travel N72032 $541,000.00 | $541,000.00 $0.00 §17,146.63 | §375780.01 | $148,07336 |

$1,094,928.00 $1,057,000.00 $34,413.00 $143,965.03 $466,926.50 $411,69547

Site Admin Menu|
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Adding a New Program/Job Code

1) Enter the program name (if entering an existing name, you may select from an “auto-fill”
list).

2) Select a Program Area.

3) Enter a Planned Activity Name (“auto-fill” feature available).

4) Select a Fiscal Year.

5) Enter the Value (this is generally the maximum budget of the program).

6) Enter the Allowance (this is generally the allowable amount currently spendable).

7) Enter the Supervisory FTE’s (Full Time Employees)

8) Enter the Non-supervisory FTE’s (Full Time Employees).

9) Enter a Spending Goal Percent (optional).

10) Enter the Date of Goal (this is the amount targeted to be spent by the given goal date,
and will be indicated using colors in the programs grid in Appropriations Management).

11) Enter a Job Code (“auto-fill” feature available).

12) Enter the job code’s BR Number.

13) Select a funding code.

14) Enter a BOC code (optional).

15) Enter a job code description.

16) Indicate if the job code is active.

17) Select the permissions for the job code, indicating items such as what kind of expenses
the job code may be used for, and if it allows transfers, etc.

18) Click “Save”.
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Main Menu » Site Admin Menu » PMDA Administration » Programs / Job Codes » Program Details Page Help - Full Help Document

Program / Job Code Details

[ Program Details

*Program Name: 1 | ‘

g e 2

*Planned Activity Name: |3 ‘
*Fiscal Year. 4

“Valug: 5 [ ]

“Allowance: 6 l:l

Supenvisory FTEs D 7

MNon-supervisory FTEs: D 8

Spending Goal Percent: D 9

*Date of Goal: I:l ] 1 0

[ Job Code Details

wovcode |11 |
*BR Number: ‘1 2 |
*Funding Code: 1 3

Boccede | 4 |

Description ‘1 5 |
e 16

[ Allow Travel Expenses
Dm\uw.l\wardscharges
["] mlow visa Purchases
*Permissions: | [ | Allow IT Purchases
DM\WTrainngxpenses
[] Allow Transfer

17 [ Allow Gontract Billing

18 [ ]

All options will remain the same when editing the Program/Job Code, however, when adjusting
the program’s value or allowance, comments will be required and a transaction will be
recorded in the system for the adjustment.

Current: 850 200.00 New Value:
Comments:
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Current; $50,200.00 New Allowance:

Comments:

Fiscal Years

Fiscal Years are used throughout the system.
To add or edit a fiscal year:

1) Enter the text of the year. (e.g. 2011, 2012, etc.)
2) Enter a start date for the fiscal year.

3) Enter a finish date for the fiscal year.

4) Click the “Save” button.

Note: Be careful not to duplicate fiscal years, or having overlapping date values. Deleting fiscal
years is not recommended, as this information is used throughout existing system
transactions.

Main Menu » Site Admin Menu = PMDA Administration » Fiscal Years Page Help - Full Help Document
Delete Year - Start L4 Finish L4 Edit
'j‘ 2012 101172011 9/30/2012 ﬂ
‘j 2011 10/1/2010 9/30/2011 ﬂ
'j 2010 10/1/2009 9/30/2010 ﬂ
Z |2009 101112008 913012009 -
'j 2008 10112007 93002008 t
'j 2007 1001/2006 9/30/2007 ﬁ
mﬁu:\o =
1 2 i 3 i 4e§.
Site Admin Menu|
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Travel Records

The Travel Records screen provides an overview of travel records in the system. It has a list of
the programs related to travel, fiscal status, and a filtered list of travel records.

Travel Programs

All

[=] a1

$2,503,000.00 $2,363,081.00

$55,638.18

[ New Travel Record

$1,527,571.95

$779,870.87

FY:| -Select All-- [~

Program Name Planned Activity + JobCode # Value + Allowance + Committed 4 Obligated +# Expended + Res ng +
Fuel Facilities Travel N7462 $20,000.00 $11,851.00 $0.00 $0.00 $14,585.98 (52,734.98)
Reactor Safety Travel N7303 $471,000.00 | $415130.00 $0.00 $18,377.69 | $389,148.28 57,604.03
Fuel Faciliies Travel N7462 $35,000.00 $35,000.00 $0.00 $0.00 $28,407.80 $6,592.20
Materials and Waste Travel N7295 516,000.00 §16,000.00 $0.00 50.00 $4,60154 $11,398.46
Reactor Safety Travel N7303 $420,000.00 | $420,000.00 $0.00 $2,000.04 $369,624.09 $48,375.87
New Reactors Travel N7204 §184,000.00 | $184,000.00 $0.00 §6,818.10 $115,001.93 $62,179.97
Materials and Waste Travel N7462 $21,000.00 $21,000.00 $0.00 $0.00 $0.00 $21,000.00
Decommissioning and Low Level Waste | Travel N7295 $5,000.00 $5,00000 $0.00 $0.00 3473834 $261.66
Reactor Safety Licensing N7497 538,000.00 $39,000.00 $0.00 50.00 50.00 $39,000.00
Reactor Safety MNew Reactor Travel | N7294 $192,000.00 | $142,000.00 $0.00 $9,715.20 $55,905.16 $76,379.64
Reactor Safety Travel N7303 $318,000.00 | $318,000.00 $0.00 50.00 $8,206.79 $309,793.21
Decommissioning and Low Level Waste | Travel N7295 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
New Reactors Travel N7204 $241,000.00 | $165,100.00 $0.00 §$1,580.52 $161,572.03 §1,047 45
ACRS CR Funding ZIRCR $0.00 $50,000.00 $0.00 $0.00 $0.00 $50,000.00
Reactor Safety Reactor Travel N7303 $541,000.00 $541,000.00 $0.00 $17,146 63 $375,780.01 $148,07336

Wi a2 | 25« ] 1046 total

Traveler # FromDate + ToDate # #+ Estimated Total #+ Actual Total #
3 &y 121122011 | 121152011 Ilinois, Rockville, MD 4378820 | 730z | ACRS fl‘a‘a;;;"mm“ 5110239 §1,089.07
3 |psio 1112812011 | 12312011 |  Pittsburg, PA Rockville, WD | 4656833 | 7303 | ACRS m'ﬂf;gm‘““ $1,782.20 5176807 | 3
7 |ener /2011 | 512522011 | McLean, VA Charleston, SC | TI20027 |  N7203 Other 51,313.40 s120040 | 4
7 |dosiD 9062011 | 9102011 | Pitsburg PA Rackiile MD | 4094504 | 7303 | ACRS i‘“e”efsg“m‘"ee $1,885.50 $160006 | 4
Jo SO 10052010 | 10/9/2010 | Wesford, PA Rackillz MD | 1928388 | n7303 | ACRS ;:!’;sg’m‘"” $1,427.00 5154476 |
i, Ry T 3112010 3/6/2010 | Columbia, SC, Rockville, MO | 907592 ny2s | AORS i‘“e”efsg“m‘"ee $2,027.90 s231100 | @
3 [stsc 81212012 | 8ME/2012 | Chariotte, NC, Rockville, MD | 5484157 |  N7303 ACRS fllg‘;i‘;;'mmgg $1,609.05 50.00 i
7 |miRyT 7M12011 | 782011 | Columbia, SC, Rockille MD | 3584365 | N7303 | “CR® i‘“e”efsg“m‘"ee $1,633.30 s188141 | i
7 |orwas 102012011 | 10/22/2011|  Boston, WA, Rockville, WD | T2ND037 | N7303 ACRS fllg‘;i‘;;'mmgg $1,020.64 5100015 | 4
7 |miRyT 41222012 | 412712012 C“‘“”"“Sﬁé&jg”fﬁ”"' MD, | 547812 N7204 RERE azzz:r;m'"ee 5227024 s217962 | i
7 |orwas 6202011 | 6/22/2011 Boston, MA, Rockvlle MD | TIND333 | N7303 ACRS fllg‘;i‘;;'mmgg 820,39 5102330 |
7 |[stse 1M6/2012 | 1202012 | Charlotte NC, Rockdlle, MD | NRC279 |  N7303 | ACRS il“;'efn“;m‘"“ 52,240.25 5204032 | gf
Jo, St 402012 | 41412012 | HotSprings, AZ, Rockille, MD | 5078510 | N30z | ACRS i:!’j‘n’g’m‘"aa 5201119 §101767 | g
5 |wisna 71252011 | 712812011 |  Chicago, IL Augusta, GA | 3453409 |  N7462 Other $1,173.05 s121048 | g
Wi, CoL 3m2011 | 3422011 | Madison, Wl Rockille, MD | 2655841 | n7303 | ACRS :_:!';;;”m‘“” 5206838 5208498 | @
5 [do.stw 1003112011 | 1152011 | Lake Forest, CA Rockvile, MD | 4348585 | N7aos | ACRS m';s;”m‘““ 5201434 $180333 | @
5 |HaRae 52011 | 51412011 | Los Angsles, GA Rockille, MD | 3007452 | N7303 | ACRS :_:!';;;”m‘“” 5183090 §182222 |
7 |saBa 32011 | 31212011 | Manhattan WY, Rockvills, MD | 2713841 | nN7303 | ACRS m';s;”m‘““ 52,082.65 5148379 | @
5 |papoa 4112012 | 41412012 | Albuguerque, NI, Rockille, MD | 5148650 |  N7303 | ACRS :_:!';;;”m‘“” 5141619 §148227 | @
7 |sanot 4142011 | 471012011 | Aflanta, GA Rockille MD | 2850341 | N7294 | ACRS m';s;”m‘““ 5241248 5200160 | @
TH KrS 11M6/2000 | 11/21/2000 | Oak Ridge, TN, Rockuills, D mrﬂi'zg N7204 ACRS ﬁﬂai;;"m'““ 5253079 5251300 | @
Jo 8iD 1113012008 | 1252009 | Wexlord, PA Rockville, MD | T757419 | N7aos | ACRS m';s;”m‘““ $2,137.50 $193535 | @
3 |ancu 10010 | BH1/2010 E“'”"g‘gﬂr;ﬂgﬁ? o TON1081 | N7303 Intervisw 5112302 5113392 | @8
5 |vo0i 7252011 | 728011 | OSSO MBS BA 553635 | N74s2 Other 5178685 $1919.13 | g
st Al 21282010 | 31212010 |  Rockville, WD, Arlinglon, TX | TONO798 | N7302 Other 51,245.14 sege1o0 | g

Record Count: 1046
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To enter a new Travel Record (without a Travel Request), click the “New Travel Record”
button.

Note: There is no way to retroactively hook up a Travel Record created on this page to an
existing Travel Request. If a new Travel Record is to be created from an existing Travel
Request, it should be done from the Travel Request Details page.

Travel Programs

FY: —Selact All- [=]

Program Name Planned Activity %+ JobCode # Value % Allowance % Committed 4 Obligated 4 Expended 4+ Remaining #%
Fuel Facilities Travel MN7462 $20,000.00 $11,851.00 $0.00 $0.00 $14,585.98 ($2,734.98)
Reactor Safety Travel MN7303 $471,000.00 | $415130.00 $0.00 $18,377.69 $389,1458.28 $7,604.03
Fuel Facilities Travel MN7452 $35,000.00 $35,000.00 $0.00 $0.00 $28,407.80 $6,592.20
Materials and Waste Travel N7295 $16,000.00 $16,000.00 50.00 $0.00 $4,601.54 511,398 45
Reactor Safety Travel MN7303 5420,000.00 | $420,000.00 §0.00 §2,000.04 §369,624.09 548,375.87
Mew Reactors Travel N7294 $184,000.00 $184,000.00 50.00 $6,818.10 $115,001.93 $62,179.97
Materials and Waste Travel N7462 $21,000.00 $21,000.00 $0.00 $0.00 $0.00 $21,000.00
Decommissioning and Low Level Waste | Travel N7295 $5,000.00 $5,000.00 $0.00 $0.00 $4,738.34 $261.66
Reactor Safety Licensing MN7497 $39,000.00 $39,000.00 50.00 $0.00 50.00 $39,000.00
Reactor Safety Mew Reactor Travel |N7294 $192,000.00 $142,000.00 50.00 $9,715.20 $55,905.16 $76,379.64
Reactor Safety Travel N7303 $318,000.00 $318,000.00 50.00 $0.00 $8,206.79 $308,793.21
Decommissioning and Low Level Waste | Travel MN7295 $0.00 50.00 50.00 50.00 50.00 50.00
Mew Reactors Travel N7294 $241,000.00 [ $165,100.00 $0.00 $1,580.52 $161,572.03 51,947 45
ACRS CR Funding ZTRCR $0.00 $50,000.00 $0.00 $0.00 $0.00 $50,000.00
Reactor Safety Reactor Travel N7303 $541,000.00 $541,000.00 50.00 $17,146.63 $375,780.01 $148,073.36

$2,503,000.00 $2,363,081.00 $55,638.18 $1,527,571.95 $779,870.87

| New Travel Record | «

To view/edit a Travel Record, the appropriate edit icon should be clicked.

If a Travel Record can still be deleted, a small trash can icon will be displayed. This can be
clicked to delete the Travel Record.

Al [=] A [=] [an [=] [An [ Add > |
Reco ed R
Mot Recenciled | | <- Remove |
Cancelled
Mot Cancelled »
Delete Traveler = FromDate # ToDate + Destination # TnplD % JobCode # Justification # [Estimated Total + ActualTotal + Edit
ACRS Subc i -
12113/2011 | 121512011 lliinois, Rockille, MD 4376829 | n7apy | “CRS ﬁﬂ;gz?m'ﬂee $1,103.39 51,060.07 | (i
< |Jo, SiD. 1112812011 | 12032011 |  Pittsburg, PA, Rockiille, MO | 4656633 | n73pz | “CRS T?;'e%s;”m'ﬂee $1782.20 $1758.07 | g
i } /
= |cner 5/23/2011 | 5/25/2011 | McLean, VA Charleston, SC | TI20027 |  N7303 Other 51,313.40 5120040 | @
< |Jo, siD. 0/6/2011 | 9M0011 | Pitisburg, PA Rockiille, MD | 4004504 | N7303 "‘CRST;';';;;””“““ $1285.50 5160006 | &
i ; y
ACRS . i .
Jo, SiD. 10/5/2010 | 10/9/2010 |  Weford, PA Rackville, MD | 1928368 | N73ap3 | “CRS i;‘__{'ﬂi;;"m'“ee $1427.00 5154476 |
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To enter a new Travel Record:
1) Select the traveler.
2) Select the fiscal year.
3) Select the appropriate job code.
4) Fill in the Trip ID.
5) Choose a purpose.
6) Select a justification.
7) Pick an authorization type.
8) Fill in the departure and return dates.
9) Pick the type of travel and check any applicable modes of travel.
10) Fill in any duty stations.
11) Fill in any known costs and hotel data.
12) Enter any other fields you are able to.
13) Click Save/Update.

You may move a travel record along the approval sequence as each step is completed. For
example, you may mark it as Authorized, Vouchered and Reconciled.

An authorized travel record obligates funding toward the associated job code for the estimated
expenses.

A vouchered or reconciled travel record expends the actual charges from the associated job
code.

A reconciled travel record cannot be edited unless it is checked “Unreconciled” by clicking the
“‘undo” button by the “Reconciled” sequence step.

A cancelled travel record returns its expenses to the associated job code.
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- Full Help Document

Authorized

14/27/2009 Vouchered Reconciled  Cancelled
Complete Complete Undo
. " ACRS Travel@nrc.gov, , MD
* . X . r
Traveler Said | Abdel-Khalik - Address: Phone: 9712568025
*Fiscal Year 2004 « *Job Code: -
E-Travel Document Mumber: *Trip 1D: sd
*Purpose: Local Travel - *Justification: ACRS Annual Site Visit -
Authorization 10: *Authorization Type: Amend -
*Departure Date: 09/01/2009 [EH *Return Date: 09/15/2009 [
*Travel Type: Foreign @ Local Domestic

Mode of Travel:
Commercial Air POV Rail
X Retain Airfare Fee if cancelled
Government Vehicle < Rental Car Taxi

*Travel Mode Reason: 56464

Duty Stations
Order Location

From

To Rockville, MD

Return To

Authorization Estimated Expense Totals:

Transporl Lodging Subsistence CarRental Local Transporl POV Misc. Airfare Fee Grand Total
0.00 0.00 0.00 0.00 0.00 0.00 0.00 2977 0.00

Actual Expense Totals:

Transporl Lodging Subsistence Car Rental Local Transpor POV Misc. Airfare Fee Grand Total
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Hotel Infa

Resenvations

Hotel CheckIn Check Out Confirm# Link
Bethesda Morth Marriott | 9/2/2009 | 9/10/2009 "/_

Information from Travel Reguest
’7Note5:

Additional Comments/Motes:

Save/Update |

Site Admin Menu

Bulk Travel Record Entry

It's also possible to enter travel records for the members in bulk by meeting date. This is done
using the Travel Reservation Meeting List screen. This works similarly to the Hotel
Reservations screen.

To view reservations, select the date range of the meeting and choose whether you want to
see processed, unprocessed or all travel requests, then click “Update”.

Click the “Book” button to edit a reservation.
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n Mesting List Page Help - Full Help Document

Travel Reservation Meeting List
ist Filter-
1 |‘Starl. 1010/2012 | ) *Finish: 11/10/2012 EI Travel Processed: | Al El 2
—Meeting Dat
Travel Fully
10/17/2012 - 10/19/2012 Processed?. N
Book Travel
Attendance by the following is anticipated: Dates Attending Travel
Resenation

Attending: 10/18/2012 to
Brcn 1011912012 A
Individual Meeting Dates
10M18/2012-10/19/2012

Attending: 10/17/2012 to
PoA.Da 104712012 A
Individual Mesting Dates:
10M7/2012-10/17/12012

Attending: 10/17/2012 to
BIC.De SRR NiA
Individual Meeting Dates:
10/17/2012-10/17/2012,10/18/2012-10/19/2012,10/19/2012-
1019/2012

Attending: 10/17/2012 to
Sk Go ORTAE NiA
Individual Meeting Dates
10M7/2012-10/1712012

Attending: 10/17/2012 to
Ard. 10472012 A
Individual Meeting Dates:
10M17/2012-10/17/2012

Attending: 10/17/2012 to
Re L.Jo 101912012 MNIA
Individual Meeting Dates:
10/17/2012-10/17/2012,10/18/2012-10/19/2012,10/19/2012-
10M8/2012

Attending: 10/17/2012 to
SiD.Jo SORTAE A
Individual Meeting Dates:
10/17/2012-10/17/2012

Attending: 10/17/2012 to
Stw. Jo 1011912012 A
Individual Meeting Dates.
10M7/2012-10/17/2012,10/18/2012-10119/2012,10/19/2012-
10/19/2012

Attending: 10/19/2012 to
Bo V. Ma 1011912012 NIA
Individual Meeting Dates:
10M19/2012-10/19/2012

" Attending: 10/17/2012 to

CoL.Mi 101912012 MNIA
Individual Meeting Dates:
10/17/2012-10/17/2012,10/19/2012-10/19/2012

Attending: 10/17/2012 to
S 1011712012 R
Individual Meeting Dates
10M7/2012-10117/2012

Attending: 10/17/2012 to
AL sa 104712012 A
Individual Mesting Dates:
10M7/2012-10/17/12012

Attending: 10/17/2012 to
Ba Sa SRR A
Individual Meeting Dates:
10/17/2012-10/17/2012,10/18/2012-10/19/2012

Attending: 10/17/2012 to
sest 1011912012 A
Individual Meeting Dates
10M7/2012-10/17/2012,10/119/2012-101 912012

. Attending: 10/17/2012 to

ShJ. Wi 104912012 A
Individual Meeting Dates:
10/17/2012-10/17/2012,10/18/2012-10/19/2012,10/19/2012-
10M8/2012

You may now edit/enter the travel records in bulk by entering the departure and return dates
for each member. Each individual travel record can still be edited manually using the Travel
Records screen if it requires distinct data from the rest.
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Main Menu » PMDA » Travel Management » Travel Reservation Meeting List » Travel Reservation Details

Page Help - Full Help Document

10/17/2012-10/19/2012

Travel Reservation

3
.

I et 0162012 | B 4
I T i 0202012 | g D

After entering the travel record, click “Save”. You will be returned to the prior screen where you
may book travel reservations for other attendees of the selected meeting.
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Travel Requests

The Travel Requests screen provides a filtered list used for managing requests.

Main Menu » PMDA » Travel Request Page Help - Full Help Docurnent

Travel Requests
CRiters
Existing Travel for;  All |Z|
Status: All |Z|
| New Travel Request | 1
De ale onye h od om Date » Date T— Y d
b | 3 Ma, Ba 3612011 4/25/2011 5112011 MRC HQ, Rockville, MD, Alouguergue, MM, Rockville, MD Pending 2 "__
: Jo,La I:I‘ 8/19/2010 91142010 9M19/2010 Rockville, MD, Dana Paint, CA Approved z
'_" An, Ch 8/4/2010 8M15/2010 8/21/2010 Bethesda, MD, Kansas City, Rockville, MD Approved Z
Gi, 8h 8182011 812312011 8i24/2011 Approved “ouchered "“'
-_‘ Ke, Ho 6/16/2010 TI26/2010 TI30/2010 Rockville, MD, Pasco, \ Arlingtan, TX Approved z
'-_‘ We, Wa 6142011 712512011 TI2812011 Washington, dc, Augusta, ga Pending ’Z_
: Ch, Br 7M15/2010 9/26/2010 9/29/2010 BWI, Crlando Pending z
: Ja, Ri 6/27/2012 8M3/2012 an7i2012 Rochville, Timbuktu Pending "/_‘_
Gu,Ir 3212010 Hsr2010 IM0izo10 Approved Reconciled "/‘
: Il, Be 10/6/2010 101212010 | 101272010 rockville, md, pittsburgh, pa Pending "“'
Sa Abl. 11/25/2009 9/22/2009 923/2009 Approved “ouchered z
: Ja, Pel 81312011 81312011 9/6/2011 Rockville, MD, Atlanta, GA Pending "/_’_
-_‘ Ch, An 51412010 TI25/2010 3M/2010 Dulles AirportVa, Fort Lauderdale, FL Approved "/‘
Ma, Bo V. 11/20/2009 10122009 10/10/2009 Approved Reconciled z
: Jo, FIH 7132011 71252011 71282011 Pending "“'
Je, Gal. 11/24/2009 11M6/2009 | 11/21/2009 Approved Reconciled 7-
._: Ka Ga 5/14/2011 712512011 712812011 HO-Rockville, MD, Site "-.-"isit-.ié?L|sta. GA Region Il - Atlanta, Pending ’Z,
: De, Wi A 6/15/2011 6/20/2011 612212011 Rockville, MD, Augusta, GA, Darnestown, MD Pending ’Z_
: Ho, Mo QEFZ01M 9302011 10172011 Home, Mew York City Pending Z
: Ho, Mo 81612010 9M12/2010 911812010 Approved z
: Ch, Br 5252011 6192011 6212011 Baltimore, MD, Wilmington, NC Pending "/_‘_
: Br, 01 G 6/28/2010 TI26/2010 Ti30/2010 Rockville, MD, Pasco Tri Cities, WA, Dallas Ft. Waorth, TX Approved "“.
: Ho, Mo 5122011 5M6/2011 5162011 Home, Mew York City Pending Z
: Ca, 3a 813002011 92712011 929/2011 Rockville, MD, Gainesville, FL Pending z
'-_' Ma, Ba 411312010 4124/2010 413012010 Regan National, Denver, CO Approved 4...
Record Count: 85
W1/ W25 [ ]

Site Admin Menu

1) To create a new travel request, click the “New Travel Request” button.

2) To view or edit an existing travel request, click the appropriate edit icon.

3) If atravel request is able to be deleted, a small trash can icon will be displayed.

4) For those that are able to convert Travel Requests to Travel Records, there is a
“Convert” column allowing a shortcut to conversion.
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To enter a Travel Request:
1) Select the traveler.
2) Pick a purpose for the trip.
3) Make sure the “Date Submitted” is correct.
4) Check any appropriate modes of travel.
5) Choose the appropriate type of travel.
6) Choose the correct fiscal year.
7) Fill in the departure and return dates.
8) Fill in the duty stations and any optional fields you can.

9) Click “Save”.

Back
’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’ .l j'
Travel Request Details —
*Traveler: 1 AC. Tr |Z| *Date Submitted: 3 10/10/2012 | [EH
*Purpose: 2 International Travel |Z| *Type: 5| Local Foreign Diomestic I
Taui tofrom Airport || Own Car Rail *Fiscal Year: 6 2007 |Z|
*Mode of Travel: Commercial Air Rental Car || Government Vehicle Approval-Has Supervisor's Signature: Mo
Tax Registration/Conference External Fees:
Request Laptop: Laptop for International Travel ACRS Laptop
I*Departure Date: B I 7 I *Return Date: B
Duty Stations Ferzonal Days Used:
Order Location
From
To 8
Ferzonal Day Data:
Return To
Add Duty Station|
Hotel Info
Mightly Rate  #Mights  Edit
i
[=] 165 1 H
Additional Comments:
9

Site Admin Menu|
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To edit a Travel Request:
1) Change any necessary information.
2) Click “Save”.
3) Depending on your level of access, you'll also be able to approve or deny travel
requests using this screen, as well as convert the request into a travel record.

Back
’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’’ (] ;'
Travel Request Details —
*Traveler: Ma. Ba |Z| *Date Submitted: 0316/2011 | B
*Purpose: International Travel |Z| *Type: Local Foreign '@ Domestic
| Taxi toffrom Airport [ Own Car Rail *Fiscal Year: 2011 [~]
*Mode of Travel: +| Commercial Air Rental Car || Government Vehicle Approval-Has Supervisor's Signature: Mo
Taxd Registration/Conference External Fees: 0.00
Request Laptop: Laptop for International Travel @ ACRS Laptop
*Departure Date: 042802011 | B *Return Date: 0&/012011 | B
Duty Stations Ferzonal Days Used: v
Order Location
From MRC HQ, Rockyille, MD
To Albuguergue, NM May fly out Sunday,
Ferzonal Day Data: instead of Friday.
Return To | |Rockille, MD

Add Duty Station|

Hotel Info
Contact Nightly Rate # Nights.

I can use help in making the flight reservation. Prefer in
Additional Comments: and out of Regan national (can use the Metro)
1 ' 2 ‘| save || approve || peny || Detete |
Site Admin Menu
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Procurement

Procurement consists of the Visa module and the Contracts module.
The Visa module allows:

Visa Request Management

Visa Request Approval

Visa Invoice Processing

Visa Requisitions

The Contracts module allows entry of Contracts and Contract Invoices:

Site Admin Menu
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Visa
The Visa module includes:

a) Visa Request Management
i) Allows entry and edit of visa requests.
b) Visa Request Approval
i) Allows approval of visa requests by dedicated roles.
c) Visa Invoice Processing
i) Allows Visa Requests to be reconciled by a Visa Administrator.
d) Visa Requisitions

Visa Request Management

Approve Visa Requests

Visa Request Inveice Processing

Visa Requisition Management

Site Admin Menu
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Visa Request Management

The Visa Request Management screen gives access to all existing Visa Requests filtered by
the logged in user and gives the ability to create a new Visa Purchase Request. Visa
Administrators have access to all users’ Visa Requests.

Filter
Fiscal Year. —SelectAll- - Status: —-SelectAll- = Requestor. Irani, Guita -
Funding Source: —Select All- = Month: —-SelectAll- =

Delete Cancel Request# * Requestor * Submission * Funding Source * Requested % Actual +  Status & Edll

Record {cunt 1
Wil 171 (DA T

Site Admin Menu

To create a new Visa Request:

1) Enter the “ltems” section and enter the following:

2) Item Name, Description, Vendor, Justification, Required Date, Notes, Property Tag #.

3) Item Quantity, Cost and Total (not required).

4) Click on the “Save” button to the right of the item to add it to the list of item requests.

5) If another item is requested, click the green “+” button at the bottom of the grid to add a
new item. After adding that item, click the “Save” button to add it to the list.

6) Click “Submit” to submit the request.

Main Menu » PMDA » Procurement » Visa » Visa Requests » Visa Request Details Page Help - Full Help Document

[ swme |6

Site Admin Menu
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Processing Visa Requests (assigning a funding source)

Visa Administrators must assign a funding source to a visa request, which will indicate the type
of approvals that request requires (Manager Approval and/or IT Approval) to allow it to be
invoiced.

To assign the funding source to the visa request, select the visa request from the Visa Request
Management screen by clicking the edit button next to the request in the grid. You will be taken
to the Visa Request Details screen where you may edit the line items, assigning a funding
source to each.

To assign a funding source:

1. Click “Edit” button next the line item in the “ltems” section of the visa request.

Main Menu » PMDA » Procurement » Visa » Visa Requests » Visa Request Details Page Help - Full Help Document
Cancel
m}\pprwed Magr Approval. '@ Approve Deny
*ltems:
o Actual - _ _
Delete Item Cost Funding and Dates Amount Reconciled/Anticipated Edit
Name: Softalk Phone Cord Detangler Funding Source: || BECTR2012-
ding Source: P
Deswiption: || Cord Detangler 0261
Billing Cycle: January
WVendaor: Staples Advantage ltem 5.00 k) .
— - Quantity: - Billing Fiscsl Ando
stification: || ©2rd keeps twisting. JRiner and A. = — vear: 2012 '
& J || Chapeton ltem Cost: 5549 — ——— 527 45 “/
i | — Billing Date: 12132011 =
Required 12/912011 Shipping: 50.00
. 2/9/2 Delivery Date: 211312
Diste: tem Towl. || 527 45 ivery Dat 12113/20M
Motes: Sale Date: 12132011
E-’CFE“TSE Ef:"ﬂﬁjs'c An Ch
Site Admin Menu|

Updated: November 2012



—

The item will show as yellow and will be editable.

2. Select the funding source from the “Funding Source” dropdown list within the “Funding
and Dates” column.

3. Click the “Save” button next to the item to save the changes to the item list.

4. Repeat this for each item in the item list.

5. When all funding sources have been assigned for each item and saved, click the “Save”

button at the bottom of the Visa Request Details screen.

P e c.co [

[ pppoy [
*ltems:
- Actual . - - -
Delete Item Cost Funding and Dates A t Reconciled/Anticipated Edit
Funaing | [+ 01y
1 “=miame: | Training Course Book(s) sourpe’ || N7328 ) (2012) [=]
Eiling -
;j,_es';mm: Training Course Book{s) e Syl October  [] 3
guarayy: | 100 Ellng
‘andor Provider Mame = 000 E;a_l 2E'13|E| s
Cost: - = =
o || ustinester: | Training SHppng Biing I 000 rcipatedt | [7] anpgpate H
= Requirad o mman & | o — Reconcled 2 .
o o012 | [ Hanaing: | 0-00 Deney - vee ¥ ha §
L r = tem ¥ O =
NOlEE: B Tatl 10.00 %: El
e Bark
el can An.Ch [=]
Hoidar.
Hame Training Course Funding Sourpa: | M7328
Desoription: Training Course =moery | 100 Biling Cyok: 4
Wandar: Proidl?-'_Name —— S25.00 Biling Fiscal Yaar
; | Justtficaton: raining r— w000 Blling Otz 50.00 z
Fequirad Daia: 10032012 P im0 Delivery Date:
Motes: 12345- Sale Daw:
Property Tag = Bank Card Halder:

[ = |5

Site Admin Menul

Assigning the funding source will have put the request into a “Pending” state in which
supervisors may approve the request.
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Approving Visa Requests

Administrative and supervisory users may approve visa requests for staff. The “Approve Visa
Requests” screen automatically filters visa requests to those that are pending, meaning they
have been assigned a funding source, which dictates that they are either miscellaneous or IT-
related requests, and require the approval of a manager, IT supervisor, or both.

Visa Requests with other statuses, such as Approved or Denied, may be viewed by adjusting
the “Status” dropdown list filter in the screen, as shown below.

The supervisor selects a visa request by using the “Edit” button in the grid, as shown below.

Main Menu » PMDA » Procurement » Visa » Approve Visa Requests Page Help - Full Help Document

Fiscal Year: | 2012 [=] status: | —Select All- [~ 1
ReguestNumber % Type + Reguestor s+ SubmissionDate + Required ByDate s Amount Reguested = Approvals Received

449 Manager |Ja, Ri 1272011 121912011 B27 .45 Manager Approved: Yes .L.ppr-:rv'e-jg m
505 Manager |Ma, MiA 872012 aMoizo1z $199.90 Manager Approved: Yes Approved_ z
813 Manager | Al Be 842012 ar2e/2012 $83.99 Manager Approved: Yes Approved z
489 Manager |Ma, MiA 6/15/2012 sM12m2 $14.55 Manager Approved: Yes Approved z
a02 Manager |Ja, Pel THT2012 Tr2412012 $890.99 Manager Approved: Yes Approved "__'

The supervisor will be shown a view of the visa request which allows them to mark the request
as “Approved” or “Denied” by checking the appropriate radio button in the “Approval” section of
the Visa Request Details screen and clicking the “Save” button.

Main Menu » PMDA » Procurement » Visa » Visa Requests » Visa Request Details Page Help - Full Help Document

| requestor IS

P Y rovea v spprovat © approve  Deny | 7

*ltems
Delete tem Cost Funding and Dates Actual b oncilediAnticipated  Edit
Amount
Softalk Phone Cord Detangler BCC7R2012-
0261
Cord Detangler <
Staples Advantage rem 500 January
Qu tity: = Billing Fiscal AR4T
sstification. || COTd keeps twisting JRiner and A Lsr‘: s — e 202 )
= o - Chapeton tem Cest $5.49 = — 527 45 4/
i | — = Billing Date 1211312011 =
Reauied | 42/9/2011 Shipeing: || $0.00 —
Date: [rE——— 507 45 120132011
Notes 12113/2011
Property Tag
- = An, Ch
2

Site Admin Menu|
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Visa Request Invoice Processing

Visa Administrators may access the Visa Request Invoice Processing screen, which allows
them to enter the actual amounts receipted for visa requests and mark them as reconciled
directly from a grid view. The administrator may also access the visa request directly by
clicking the “View” button, which takes them to the Visa Request Details screen for the
selected visa request.

To reconcile visa invoices through the Invoice Processing Grid:

1. Use the filters at the top of the screen to select the Fiscal Year, Month, and Billing Cycle
you wish to reconcile. If needed, filter the requests using the “Reconciled” filter so you
only see un-reconciled records.

2. To reconcile a request, click the “Edit” button next to the request.

Page Help - Full Help Document

Main Menu » PMDA » Procurement » Visa » Visa Request Invoice Processing

Visa Requests | Reports

Filter

Updated: November 2012

Recondiled/ - )
Anticipated Ot View

Encryption Reconciled: Yes

sg i, Br 1.00 | Software for Mac cow £472.00 10/12/2008 | 10/10/2009 | 10/1/2009 | $472.00 coneies: Tes

Anticipated: No
Monthly Charges e X
5 An, Ch 1.00 for Wireless Verizon £172.04 10/16/2008 | 10/18/2008 |10/18/2008| $172.04 |Rmcondled: Yes 7
Anticipated: No -

cards for laptops

. American . .

aNS W conciled: Yes
238 Ho, No 1.00 ANS Winter Nuclear ¢730.00 | 10/18/2010 | 1o/19/z010 |1o/19/z010| &730.00 |Reconciled: Yes &
Meeting . Anticipated: No -

Society
Legal paper, s X
321 Th, Brl 1.00 | electrical staplars EEe £388.43 10/1/2010 10/1/2010 10/1/2010 | $388.43 |Reconciled: Yes 7 ]
Supply Anticipated: No - pe
and coat racks

N HP ink for printer _ et e e Reconciled: Yes 1
315 An, Ch 1.00 B hasdoete Staples £333.92 10/1/2010 10/1/2010 t0/1/2010 | $38s.92 | ToReltd O Z




Enter the Billing Date (if not present).

Enter the Delivery Date (if not present).

Enter the Actual Amount of the request.

Click the “Yes” radio button in the “Reconciled” column to indicate that this request is
reconciled.

Click the “Save” button to the right of the item. The request will be marked as reconciled
and the appropriate actual charges are expended from the Visa Request’s Requisition
or Job Code (depending on how its funded).

pOM=

o

Visa Requests || Reports

Filter

Fis. Year: --SEIEEU—'«II--E Month: | October |Z|Bill. Cycle: | -Select— |Z|Rec'ed: --AII--|Z| Card Holder: --SEIEEINI--E

_ Reconciled/
Billing Dt Antrapated it View
Encryption PP . =
EE Vi, Br 1.00 | Software for| CDW £472.00 10/12/2003 10/10/2009 10/1/200% s472.00 |REcOncled: Yes E
Mac OS Anticipsted: No

Charges for
5 An. Ch 1.00 Wireless Verizon | $172.04 10/16/2009 ] 10/18/2009 ] 10/16/2009 ] 172.04
Claafsti;f Anticipated |2z

i
Monthly 1 2 3 LI _::'fi- 5

ANS Winter | STEMEED

338| Ho. Mo 1.00 Mucear | $730.00 10/19/2010 10/15/2010 10/15/2010 s730.00 | Recondled: Yes "/ B
Meeting Sociat, Anticipated: No =
ciety
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Visa Requisitions
Visa Requisitions contain program funding used for Visa Requests.
The Visa Requisition Management screen shows existing visa requisitions, allows the creation

of new requisitions, and tracks the expenditures per billing cycle of specific visa credit cards
held by bank card holders.

Main Menu » PMDA » Procurement » Vi Wisa Requisition Management Page Help - Full Help Document

Requisition Filter

Fiscal Year:  --Select All-- |Z|

New Visa Requisition

Delete Requisition # + n JobCode #+ Funding # AmountOblinated + Amount Spent + Amount Remaining #+ Active Status +
Purchase IT i
: TR2011-0529 IT Supplies and MN74563 $1,300.00 $0.00 $0.00 $1,300.00 Yes Z
Iaterials
VISA funds for .
ROT7010BCO18 | NOM-IT |mon-IT MN7326 $18,500.00 | $559.96 $14,276.04 $3,664.00 Yes z
purchases
FPurchase IT
TR-2 - i
EEECQ 7R-2011 IT Supplies and | M7463 §4,800.00 |%0.00 $4,738.96 561.04 Yes z
- Materials
WISA Funds for 1
RQ7010BCOOE |IT T EseE MN7425 §36,000.00 | $630.00 $35,781.10 (5411.10) Yes z

Purchase non-It

TR2012-
52; R2012 MOMN-IT | Supplies and M7326 $5,500.00 |50.00 5449321 $1,006.69 Yes z
Iaterials
BCC YR2011- IT Supplies and §
1916 IT Materials 7498 56,700.00 [%50.00 $6,255.54 5444 45 Yes z
Purchase IT
S —— )
5?8(1 TR2012 IT Supplies and MN7498 56,000.00 |5790.00 5504774 5162.26 Yes z
- Materials
: 12345 IT ltems MN7326 $0.00 $0.00 $0.00 50.00 Mo z
-TR-2 - .
Efﬂ TR201 o | Mon-t NT326 $6,200.00 |50.00 54,077.04 §1,222.06 Yes ¥
Visa Cardholder Summary
Statement: | October E 2012|3
Card Holder %+ Spent % Available + Statement %+
An, Ch $0.00 $10,000.00 10M4/2012-111312012
Br,Ha K $0.00 $10,000.00 |[10M4/2012-11/13/2012
Sh, Me A 50.00 $10,000.00 10M4/2012-111312012
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Visa Cardholder Summary

A Visa credit card held by a specific bank card holder is allowed a specific expense limit per
billing cycle. A particular card may not have more than $10,000 spent on it per cycle. To track
this data so that the Visa Administrator may set visa requests to a specific card to ensure no
one card exceeds the limit, the Visa Requisition Management screen is used.

To view the amount expended and obligated for a visa card held by a particular cardholder per
billing cycle:

1) Select the Cycle and Fiscal Year from the dropdown lists in the Visa Cardholder Summary
section of the screen.

2) The associated grid will be updated to show the cardholder and amount expended and
obligated for the cycle which is indicated in the cycle column.

Visa Cardholder Summary

|Statement: October E| 2012E||1

Card Holder # Spent %+ Available Statement * 2
An, Ch 50.00 $10,000.00 | 10/14/2012-11/13/2012
Br, HaK 50.00 $10,000.00 | 10M14/2012-11/13/2012
Sh, Me A 50.00 $10,000.00 | 10M14/2012-11/13/2012

Site Admin Menu|

To view and edit an existing requisition:

1) Select the requisition from the grid using the “Edit” button next to the requisition.
2) A view of the funding records for that visa requisition will be shown.

Main Menu » PMDA » Procurement » Visa » Wisa Requisition Management Page Help - Full Help Document

Requisition Filter

Fiscal Year:  --Select All- E

Mew Visa Requisition

Requisition # = JobCode + Funding # AmountObligated + AmountSpent + Amount Remaining % Active Status =+ Edit
Purchase IT
I |7R2011-0529 IT Supplies and [ N7463 $1,300.00 | %0.00 £0.00 $1,300.00 Yes *
Materials
VISA funds for
RQ7010BCO18  [NON-IT |non-T N7326 $18,500.00 | $559.96 $14,276.04 $3,664.00 Yes "_
purchases
Purchase IT
-TR-2 - "
5?209.R¢D11 IT Supplies and [ N7463 54,800.00 |%0.00 54738.96 $61.04 Yes "/_[
- Materials
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in Menu 3 PMDA » Procurement = Visa » Visa Requisition Management Page Help - Full Help Document

Requisition Fiter
Fiscalear. | 2011 E‘

Details for Requisition: BCC-7R-2011-0529

Funding:
Amount Date Requested Requested By Requizition # Job Code Status Edit
2500.00 12M52010 An, Ch BCC-TR-2011-0528| N7483 | Active |
22800.00 132011 An, Ch BCC-TR-2011-0528| MN7483 | Active z
2500.00 2mzon An, Ch BCC-TR-2011-0528( N7483 | Active | [
$2,000.00 32902011 An, Ch BCC-TR-2011-0528| MN7483 | Active z
£1,000.00 5182011 An, Ch BCC-TR-2011-0528( N7483 | Active | [

Add Funding/Form 30

Visa Cardholder Summary
Statement: | Cctober |z| 2012 E

Card Holder ¢ Spent ¢ Available # Statement L]

An, Ch 50.00 $10,000.00 1014201 2-111 22012
Br,Ha K 50.00 510,000.00 1014201 2-111 32012
Sh, Me A 30.00 $10,000.00 101420 2- 1NN W22

Site Admin Menul

Select an edit button next to any of the funding records shown to be directed to the Visa
Requisition Details screen for that requisition.

Main Menu » PMDA » Procurement » Visa » Visa Requisition Management Page Help - Full Help Document

Requisition Filter

Fiscal Year:  --Select All- |Z|

Details for Requisition: TR2011-0529

Funding:

D Date Requested Requested B B{] lion # ob Code i
£800.00 11312011 An, Ch TR2011-0520 | N7462 | Active | (8 ‘
§500.00 2mi201 An, Ch TR2011-0529 ([ N7463 | Active ’Z

Add Funding/Form 30 |
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The Visa Requisition Details screen shows a detailed view of the requisition, including a
section for details, funding for the requisition, and visa requests against the requisition.

The details section includes summarized information pertaining to the requisition’s total
amount of:

1) Approved active funding.

2) Pending funding.

3) Pending visa requests against the requisition.

4) Expended (reconciled) visa requests against the requisition.
5) Total spent and obligated.

6) Remaining funding available.

Main Menu » PMDA » Procurement » Visa » Visa Requisition Management » Visa Requisition Details Page Help - Full Help Document

Funding Requests

Requisition Details

“Requisition Number: f{EPTIREEE

s i
T (otrer (Speciy) B
T 200

@ +Funding Source (Job Code):

L Approved Amount: 1300.00 1 Pending Amount: 0

N

SO Requests Pending Against: 0

L9

Requests Spent Against 0

1N

Total Spent or Obligated: 0 5 Remaining Available: 1300.00 6

WL 0T | Purchase IT Supplies and Material:

| Save Requisition Details |

Site Admin Menu
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The funding section shows a grid of all the funding records associated with the visa requisition
and their status. A pending funding record has not yet been approved to be active and
spendable, while an active funding record may incur expenses from visa requests. To access a
funding record, click the “Edit” button next to it. Funding records which have no visa requests
against them may be safely deleted if necessary.

Main Menu » PMDA » Procurement » Visa » Visa Requisition Management = Visa Requisition Details Page Help - Full Help Document

Delete AIMIO Date Reguested Reguested B Req lion # ob Code d

T $300.00 113201 An, Ch TR2011-0529 MN7463 Active

b | $500.00 27201 An, Ch 7R2011-0529 N7463 Active | z

Total Funding Approved:
1300.00

| Add Funding/New Form 30 |

Site Admin Menu|

The requests section shows visa requests that use this requisition as a funding source. The
grid may be filtered by month.

Main Menu » PMDA » Procurement » Visa » Visa Requisition Management » Visa Requisition Details Page Help - Full Help Document

Filter:
IMonth: —-Select AII-—|Z| I

Reguest# - Reguestor % Submission Date % Required Date Reguested %+ Actual % Status 4 Reconciled #%

5 Ke, Fr 5712011 1012012009 Chiller Pen 5532.00 5000 | Approved No #
7 An, Ch 212312010 1211412009 Mouse 5110.05 50453 | Approved Yes 2
g Th, Brd 12112010 12/29/2009 Cables for the Meeting Rooms $31.80 $31.80 Approved Yes z
8 Th, Brd 112112010 1212012009 CaiEs TeEikd e EEmE $59.97 $34.97 | Approved Yes #

Rooms -
9 Th, Brd 119/2010 123112009 FEE MR RIS A 5112.50 $197.50 | Approved Yes #

Members -
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To create a new visa requisition:
From the Visa Requisition Management Screen:

1. Click the “New Visa Requisition” button.

Main Menu » PMDA » Procuremnent » Visa » Visa Requisition Management Page Help - Full Help Document

Requisition Filter

Fiscal Year: | --Select All- |Z|

New Visa Requisition | ‘

Delete Reguisition # =+ ipti Job Code % Funding + AmountObligated + Amount Spent + Amount Remaining % Active Status +

Purchase IT i

T |7R2011-0529 IT Supplies and | MN7463 $1,300.00 |[%0.00 50.00 $1,300.00 Yes z
Iaterials

VISA funds for .

RO7010BCO18 MOM-IT | non-IT N7 326 $18,500.00 | $559.96 $14,276.04 $3,664.00 Yes z
purchases

FPurchase IT i

E&%—?R-znﬂ- T Supplies and | N7463 $4,800.00 |50.00 54,738.95 $61.04 Yes e
Iaterials

VISA Funds for y

RQ7010BCOOE |IT T e e M7425 §36,000.00 | %630.00 $35781.10 (5411.10) Yes z
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Enter a requisition number.

Select the requisition type.

Select the type of service.

Select the fiscal year.

Select the funding source.

Enter an amount.

Enter a description.

Enter notes.

Click the “Save Requisition Details” button.

1.
2.
3.
4.
5.
6.
7.
8.
9.

Main Menu » PMDA » Procurement » Visa » Visa Requisition Management » Visa Requisition Details Page Help - Full Help Document

Requisition Details

*Requisition Number; 1
*Date of Request| B

i ouwo] e

*Requisition Type: N1 |Z| 2

Building Alterations and Services |Z| 3
I reaeso | ITNIEG
T 20 -] 4
] -runang source won coue) [IBIES
0.00 6

*Description: 7

9| save Requisition Details |

Site Admin Menu|

Upon saving the new requisition, you will be redirected to the funding record created for the
requisition so you may activate it.
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Visa Funding

When a new requisition is created, the requisition’s first funding record is also created and
exists in a pending state. A funding record may be made active by clicking the check buttons to
mark the record as having been “Sent Form 30 to CFO” and “Scanned Form 30”. Active
funding is expended against the Visa requisition’s associated job code. Closed funding records
cannot incur Visa requests expenses, and cancelled funding records are inactive and de-
obligate their funding.

Requisition Details | Funding Details | Forms

SentForm 30 to CFO |§Scanned Form 30 Closed Cancel

Complete Complete Complete

54321
100032012 | B
101262012 | B
Ja, An W/ [7]

T LTI A AL RGN | 7326 () (2012)

25000.00

Active: i

*Description: (N JeE I

Site Admin Menu

The “Form 30” associated with the funding record may be accessed and printed by selecting
the “Forms” tab and clicking the Form 30 link to generate the form report, or clicking the “Print”
icon at the top right of the screen.
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Additional funding may be added to an existing Visa Requisition.
To add funding to a Visa Requisition:
From the “Funding” tab of the Visa Requisition:

1. Click the “Add Funding/New Form 30” button.

Main Menu » PMDA » Procurement » Visa » Visa Requisition Management » Visa Requisiticn Details Page Help - Full Help Document

b | $25,000.00 1003/2012 Ja, Anw 54321 N7326 Pending Z

Total Funding Approved:
0

- | Add Funding/New Form 30 |

Site Admin Menu|
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Enter the requisition number.
Enter the date of the request.
End the due date.

RO~

to the job code of the requisition).

Enter an amount for the funding request.
Enter a description.

Enter any notes necessary.

©OoN®

Select the requestor (person requesting the requisition).
Select the funding source (if this is an existing requisition, the funding source will default

Click the “Save” button to create the funding record. The record will need to be activated

to be used by marking it as “Sent Form 30 to CFO” and “Scanned Form 30”.

Main Menu

Requisition Details | Funding Details | Forms

» PMDA » Procurement » Visa » Visa Requisition Management » Visa Requisition Details » Visa Fundi

ng Detail

Page Help - Full Help Document

Sent Form 30 to CFO  Scanned Form 30

54321 Pending 1

Complete

Closed

Complete

Cancel

022 | @ 2

016202 | 3

sapow [5] 4

N7926 ) (2012) B

0 6

Active: (i}

ol=le gl iliN | Job Request 7

8

Site Admin Menu
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Contracts

Contracts are managed in WebACTs as a collection of RFPAs (Request for Procurement
Action), invoices and payments. The Contract Management screen provides an overview of all
contracts meeting the filter criteria.

Status: | All |Z| Starting Year:  All |Z| Filter Contract Totals for RFPAs with Fiscal Year: Al E

Initiate RFPA

Celing ¢ Remaining,

Contractor « Orig RFPA# + #Yrs # Allocated 4 Invoiced + Paid 4 Un-costed # Details

Contract Webworld MNRC-DR-11- 9 F D BT 769 465 90 | £RoF 89 495 F27 4M | RRRA 4737 CRE4 477 2 50 Agi

D157 Technologies 08-207 3 6/1/2008 | 6M7/2011 | $752,455.20 | 5626,821.80 | ($125,633.40) | B664,433.11| 5664,433.11( 5$88,022.09 i

ngtfsd Verizon Wireless ACR-09 431 3 8/30/2009 | 8/31/2012| $12,381.12 | $12,381.12 $0.00 §11,732.00 | $12,076.08 $305.04 L

DR-10-0160- X

Cglltiad Verizon Wireless | ACR-11-015- 2 8/9/2010 | 8/8/2012 | $20,215.68 | $20,215.68 §0.00 $19,157.68 | $20,000.00 $215.68 b
259 -
ACR-11-023

b | ngt‘\r?ti TED ACR-12-023 3 9Mi2012 | 8/31/2013 | $34,413.00 |$344,129.97 | $309,716.97 $0.00 50.00 $34,413.00 "_'

Contract SBC Southern New X

aapa | EnglandTelephone | ACR08305 3 6/1/2008 | 5/31/2011( $3,300.00 $3,300.00 $0.00 $3,300.00 | $3,300.00 $0.00 o

- Company, Inc.
Contract | RFCUNY - City o e
5450 Callege, NY ACR-08-311 3 8/18/2008 | 8M7/2011 | $73736.27 | $81,881.00 | $814473 | $86,014.44 | $73736.27 $0.00 il

To start a new Contract/RFPA, click the “Initiate RFPA” button.

To edit an existing contract (change details, add/edit RFPAs, add/edit invoices, mark invoices
as paid, etc.), click the edit icon.

If a contract can be deleted, click the appropriate trash can icon. The icon will only appear if
the contract is allowed to be deleted by business rules.

Status: | All |Z| Starting Year:  All |Z| Filter Contract Totals for RFPAs with Fiscal Year: All

=]

Initiate RFPA
+ a i Py Remaining, - N 5 N N _
Delete Name 3 Contractor Oriqg RFPA# % #Yrs Ceilin + Invoiced % Paid %+ Uncosted + Details
Contract Webwaorld NRC-DR-11- M . I R7E9 AGE 90 | §E96 82 S N 208 195 '
D157 Technologies 08-307 3 6/1/2008 | 6M7/2011 | $752,4558.20 | $626,821.80 [ ($125,633.40) | $664,433.11 | 5664,433.11| $88,022.09
ngtfsd Verizon Wireless ACR-09 431 3 8/30/2009 | 8/31/2012 | $12,381.12 | $12,381.12 $0.00 $11,732.00 | $12,076.08 $305.04 "/u
Contract |\ .. DR-T0-0180- 5 s P 00 91 £ e en | eo . an
D25 Verizon Wireless ACR-11-015- 2 8/9/2010 | 8/8/2012 | $20,215.68 | 52021568 $0.00 $19,157.68 | $20,000.00 $215.68 /.
259 o
ACR-11-023
Cigt‘\r?d TBD ACR-12-023 3 9/1/2012 | 8/31/2013 | $34,413.00 | $344,120.97 [ $308,716.97 $0.00 $0.00 $34,413.00 "“'
Contract SBC Southern Mew -
3AD2 England Telephone ACROB305 3 6/1/2008 | 5/31/2011 | $3,300.00 $3,300.00 $0.00 $3,300.00 $3,300.00 $0.00 /‘“
- Caompany, Inc
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To enter a new contract/RFPA:
1) Pick the original RFPA number if there is one. This will allow you to enter an RFPA
number to append.
2) Enter the RFPA title.
3) Enter the POP (period of performance) start and end dates.
4) Enter the requested start date of the contract.
5) Enter the base period number of months.
6) Select the number of option periods.
7) Enter the estimated fiscal year values.
8) In the Contract Option Years and Ceiling section, verify that the data included is correct.
9) Click “Save”.

Back
)
Contract Details | RFPA | Contract Invoices m
| Save | | Cancel |
ontract Information

| Original
| RFPA ;
! Number <New>= 1
i (prefix):
: :E':r’ﬂAber- FFS Number: s,':sf_‘ 2007 E

RFPA POP End
S 2 POP Start Date: = 3 Dote: =
i Contract Requested Contract 4 =

Number: Start Date:
i Project
| Officer:

E Append RFPA Number:

Co AC |Z| Phone 6886868658  Mailstop Email ACRS.Comp(

Previous
| Contract Previous Contract Contract =
' Title: Number: Expiration
Date:
| Base
| Period Office
| Number 5 Office/Division/Branch: ACRS Point of Ch An E
i of Contact:
| Months:
Number

\ of Optien (]|E| 6 Contract Specialist: g:;zz‘ft Active E
| Period: :

| Fee/Non- TBD
fee:j @ Fee Non-fee Contractor: E

 Type of Action Requested:
A Award a Competitive Contract [=]

First FY Second FY Third FY  Fourth FY Fifth FY
0.00 0.00 0.00 0.00 0.00 7

1 Special Instructions:

RFPA Notes: Contract Notes:

ertification of Funds

e ————————————————————
S
e ————————

List of Attachments

Personal Services and Inherently Governmental Functions

ontract Option Years and Ceiling

Form 400 and Attached Files

9 Save Cancel

Site Admin Menu|
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Main Menu » PMDA » Procurement » Contracts » Contract Detail » Contract Funding Set Up Page Help - Full Help Document

Back

('8

Contract Details | RFPA | Contract Invoices

Save | | Cancel |

ontract Information

ertification of Funds

List of Attachments

Personal Services and Inherently Govenmental Functions

ontract Option Years and Ceiling

Overall Ceiling 0.00

Period Contract Ceiling From Date To Date Fiscal Year Edit
Base $0.00 10/16/2012 ]

Form 400 and Attached Files
| Save | Cancel
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The Contract Details page includes four tabs.

The overview tab gives summary data about the ceilings, RFPA and fiscal years.

Main Menu » PMDA » Procurement » Gonfracts » Contract Detail

Page Help - Full Help Document

Overvie

Contract Ceilings:

Period + Contract Ceiling #+ Fiscal Year 4
Base $206,208.00 2008
1 $213,465.00 2009
2 5147,148.80 2010

Contract Details Contract Invoices

RFPA# + Funding Amount # POP Start Date ¢ POP End Date + Status #
NRC-DR-11-
08-307
NRC-DR-11-
08-307
NRC-DR-11-
0B8-307
NRC-DR-11-
08-307
NRC-DR-11-
08-307
NRC-DR-11-
08-307
MNRC-DR-11-
08-307
MNRC-DR-11-
08-307
NRC-DR-11-
08-307
NRC-DR-11-
08-307
NRC-DR-11-
08-307 -
NRC-DR-11-
08-307
NRC-DR-11-
08-307 -
ACR-11-002

Contract Funding

=

$93,000.00 7/15/2008 6/17/2009 Active

$99,000.00 6/1/2008 5/30/2009 Active

™

Active

"

%61,561.00 7/15/2008 6/17/2009

$74,000.00 7/15/2008 6/17/2009

=

Active

=

$70,000.00 6/18/2009 7/17/2009 Active

$30,000.00 6/18/2009 7/17/2009 Active

™

%£50,000.00 6/18/2009 6/17/2010 Active

=

$20,000.00 6/18/2009 6/17/2010

"

Active

=

$43,465.00 6/18/2009 6/17/2010 Active

$10,280.20 1/1/2010 6/17/2010 Active

™

%£54,000.00 1/18/2010 6/17/2010 Active

"

$147,149.00 6/18/2010 6/17/2011

=

Active

$0.00 7/18/2008 6/17/2012

=

Active

I Fiscal Year Details: I

Year # Ceiling + Allocated ¢ Spent + Remaining #%

$266,208.00

%£266,000.00

%£266,000.00

20.00

$213,465.00

$231,561.00

£231,561.00

30.00

$147,148.80

$254,804.20

£1665,872.11

$B88,022.09

£0.00

$0.00

$0.00

30.00
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The Contract Details tab contains the details that apply to all RFPAs for the contract. These
can be updated as necessary by changing the data and clicking “Save”.

Overview || Contract Details || Contract Funding | Contract Invoices

[ save || cancer |

{ contract (,pe pR11-08307 HISIIITS (it GS35F0652N Previous Contract Expiration Date: & 5
' Mumber: Number: !
: gi?;_ra(:t Contract D157 Office/Division/Branch: ACRS Project Officer: Da De |Z| :
5 g;at;t 6/18/2008 End Date: 6/17/2012 Requested Start Date: 06/29/2006 | [ 5
333 : Phone (3014156889 | Mailstop T2-E26 Email |Desiree Davis
1 Period 12 Office Point of Ad Da El ]
i Number of Contact: :
i Months:
i Number of :
i Option 2 |Z| Contract Specialist: contract specialist Contract Status: Active |Z| Cancelled |
' Period: ]
| Webworld Technologies |Z| -
' Contractor: Total Contract Ceiling: $626,821.80 '
: !
i Available :
. (Obligated) . i . ) A |
! Contract $752,455.20 Funding Spent: $664,433.11 Obligated Funding Remaining: $88,022.09

Funding: :
| First FY  Second FY Third FY  Fourth FY Fifth FY
266208.00 213465.60 |147148.80 (0.00 0.00

Contract Notes:

ontract Option Years and Ceiling

Form 400 and Attached Files
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The Contract Funding tab contains a list of all RFPAs for the contract. A new RFPA can be
started from here by clicking the “Add Funding/Initiate RFPA” button.

Each RFPA can be viewed or edited by clicking the edit icon. This will take you to the RFPA
details screen. You can edit any applicable data and then click “Save”. Each step of the
approval process is marked here as it is completed.

If the RFPA hasn’t been activated and nothing has been paid, it can be deleted by clicking the
trash can icon.

Main Menu » PMDA » Procurement » Gontracts » Gontract Detail

Page Help - Full Help Document

Owverview || Contract Details | Contract Funding | Contract Inwoices

Fiscal Year: | 2011 |Z|

Amount Remaining Yr BER# BOC Status

NRC-DR-11-08-307 -ACR- | | r ; P —oi= N7461 [Fuel FAC. |
[mm] 11-002 /182008 611 07815539351 || sttt i) (zosoy | e (8]

Total Amount: $0.00 Record Count: 1

| Add Funding/initiate RFPA |

Site Admin Menu|

The funding associated with an RFPA is listed in the fund lines shown in the “Certification of
Funds” section. Each fund line is associated with a job code so the funding may be drawn from
a budget related Job Code/Program.

Main Menu » PMDA » Procurement » Confracts » Contract Detail » Contract Funding Set Up

Page Help - Full Help Document

Back E

]

Contract Details | RFPA | Contract Invoices m
| save || cancer |

ontract iInformation
ertification of Funds

! [Add Fund Line :

H Delete Amount BER Number BOC Number Appropriation Number Sort Edit

List of Attachments

Personal Services and inherently Governmental Functions

ontract Option Years and Ceiling

Form 400 and Attached Files

| Save | | Cancel |

Site Admin Menu
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Completing the sequence items for an RFPA certifies (makes active and available) an RFPA’s
funds.

An RFPA that has been created and fund lines provided has the funding committed to the
associated job code.

When an RFPA has been marked “RFPA Sent to CFO”, “RFPA Scanned”, “Sent to Contracts”
and “Scanned Contract’, its funds are considered “Certified” or “Active” and the funds are
obligated from the RFPA’s associated job code. Obligated funds may have invoices paid
against them.

Main Menu » PMDA » Procurement » Contracts » Contract Detail » Contract Funding Set Up Page Help - Full Help Document
Back I3
|

]

Contract Details | RFPA || Contract Invoices

| Save ” Cancel |

ontract Information

RFPA Sent To CFO RFPA Scanned Sent to Contracts Scanned Contract Close e
3/21/2011 3/21/2011 3/21/2011 3/21/2011 % %
Undo Undo Undo Unda Complete lm‘

Original RFPA Number (prefix): NRC-DR-11-08-307 E Append RFPA Number:
! RFPA Number: MNRC-DR-11-08-307 -ACR-| FFS Number: Fiscal Year: 201 E
! RFPA Title: WebActs Programming ar| POP Start Date: 07/18/2008 | EH POP End Date: (06/17/2012 | EF
| Fee/Mon-fee: Fee @ Non-fee
Type of Action Requested:
i | I-1. Execute a Modification to a Grant |Z|
i Special Instructions:
E The purpose of this modification is to extend the period of performance to June
V|17, 2012,
| RFPA Notes:

ertification of Funds

List of Attachments
Personal Services and Inherently Governmental Functions

ontract Option Years and Ceiling

Form 400 and Attached Files

| Save | | Cancel |

Site Admin Menu|
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The Contract Invoices tab contains a list of all invoices related to the contract.
To add a new invoice, click the “Add Invoice” button.

To edit an existing Invoice, click the edit icon.

To delete an invoice, click the trash can icon.

Main Menu » PMD. .ontract Detail Page Help - Full Help Docurment
Overview | Contract Details | Contract Funding | Contract Invoices
2008 =]
Delete Number % Year % Inv.$ 4 Paid$ %+ Fund Line %
e oy s ~ _ ~ s NREC-DR-11-08- N7231 (Reactor m
D ACRS-08 2/15/2009 3/20/2009 z2pos £26,567.43 | 526,967.43 Yeas 3/17/2009 207 x0200 Safety) (2008)
NRC-DR-11-08- N7331 (Reactor 1
- fio/f /30/ . . . fi8f s
ACRS5-09 3/10/2009% | 3/30/2009 2008 $27.071.41 | $27.071.41 Yeas 3/18/2009 307 x0200 Safety) (2008) z
. . _ s _ _ _ s MRC-DR-11-08- N7326 (Reactor f
ACRS5-05 11/7/2008 [(11/27/2008 2008 F23.847.80 | $23,847.80 Yeas 11/20/2008 307 x0200 Safety) (2008) z
NRC-DR-11-08- N7326 (Reactor 1
- =1 f30/ g o . f15/f e
ACRS-11 &/5/2009 &/30/2009 2pos £36,291.64 | $36,291.64 Yes &6/15/2009 207 =x0200 Safety) (2008) z
R . i . . _ ar NRC-DR-11-08- N7326 (Reactor [
ACRS-04 10/27/2008 2008 £10,710.71 | $10,710.71 Yas 11/4/2008 207 =x0200 Safety) (2008) z
N7221 (Reactor
NREC-DR-11-08- Safety) )
ACRS5-07 i/8/2009 2/4/2009 2008 £30,225.70 | $30,225.70 Yeas 2/4/200%9 307 .NRC-DR-11- x0200 (2008).N7326 z
08-307 (Reactor Safety)
(2008)
e e s - _ _ s NRC-DR-11-08- N7326 (Reactor [
ACRS-03 9/14/2008 g9/24/2008 z2pos $1,351.84 $1,351.84 Yeas 9/2z2/2008 207 x0200 Safety) (2008) z
NRC-DR-11-08- N7326 (Reactor |
ACRS5-01 7/10/2008 | 7/15/2008 2008 $3,223.61 | £3,223.61 Yas 9/21/2009 307 x0200 Safety) (2008) z
e s s e e _ s MRC-DR-11-08- N7326 (Reactor [
ACRS-02 8/17/z2008 g/z27/z008 z2pos £24,263.75 | $24,263.75 Yeas g/z27/2008 207 x0200 Safety) (2008) z
N7326 (Reactor
NRC-DR-11-08- L EEEE 1
ACRS5-10 4/7/2009 4{23/2009 2008 537.747.46 | $37.747 .46 Yes 4/21/2009 x0200 (2008),N7331 7
307 . -
(Reactor Safety]
(2008)
R . o ot . - _ ot NRC-DR-11-08- N7326 (Reactor [
ACRS5-06 12/15/2008 | 3/3/200%9 2008 £21,282.78 | £21,282.78 Yas 2/24/2009 207 =x0200 Safety) (2008) z
N7226 (Reactor
NRC-DR-11-08- i) ]
ACRS5-12 7/2/200%9 8/15/2009 2008 £33,808.65 | $33,808.65 Yeas 8/&8/2003 x0200 (2008).N7326 7
307 . =
(Reactor Safety)
(2009)
Total Invoice Amount: $276,792.78 Record Count: 12

Site Admin Menu
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To enter a new invoice:

1) Enter the invoice number.

2) Enter the invoice date.

3) Enter the due date.

4) Select the fiscal year.

5) Enter the invoice amount.

6) Enter the actual amount paid.

7) Mark if it has been paid.

8) Enter the approval date.

9) Select which RFPA and fund line the funds will come from (it can be split between
different fund lines by checking all that apply and putting the appropriate values in each
box).

10) Enter any additional notes.

11) Click “Save”.

Main Menu » PMDA » Procurement » Confracts » Contract Detail » Invoice Entry Page Help - Full Help Document
Back
R
m
Contract Number. NRC-DR-11-08307
Invoice Number: 1 Invoice Date: 2 ﬁ Cue Date: 3 ﬁ Fiscal Year: 2007 |Z|4
Invoice Amount; 0.00 5 Actual Amount Paid: 0 6 Has Been Paid 7 Approval Date: 8 |

RFPA FY POP StartDate POP End Date

Remaining Amount

Remaining Amount

NRC-DR-11-08-307 - | 2010 1/18/2010 BMATI2010 N N )
5791.64 MN7326 (ACRS Reactor Safety Independent Advise

Remaining Amount Job Code

L
MRC-DR-11-08-307 2010 §M18/2010 BATI2011 $31,880.08 MN7331 (Mew Reactor Licensing) (2010) 9 ‘ 0

$53,000.00 MN7326 (ACRS Reactor Safety Independent Advise) (2010) | 0 |

Update Totals and Remaining Amounﬂ

Invaice Motes:

10

11 | Save ” Cancel |
Site Admin Menu|
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