ATHACHIMENT | Td-400(P-0L

Pacific Gas and
Electric Company -

ISTS SAG-GEOPS Engineering & Compliance

]
Lot

Enterprise Compliance Tracking System

Gas T&D Document Management User Guide

Draft Version A
10/21/2009

Business Process Owner

Copyright 2009, PG&E
For internal use only.
All rights reserved.

Material Redacted GTR0009358



Document Control

Revision History

Date Author Revision

Change

Related Documents

Name Date

Version # Document #

Reviewers

Name

LAN ID

i

Material Redacted

Enterprise Compliance Tracking System

GTR0009359



Material Redacted

Table of Contents

211 oo L1103 (o o O, |

Application Overview 1
User Roles 1
Application Interface 1
APPLICAtiON WINAOW..................oieeeeeeeeeeeeeeeeeeeeeee s en s ee e ven e aes s ee e e eee s eaeninass s nsasanneeeeernne 1
APDLICALION HEIP .....o..oeeeeeeeviicricnnisenirens s ssiesiess s sssssssssersnns ieasasssssssssessessstsssusssastasessenssssesssscsanses 3

Gas T&D Standards Management ..........ccccenmmnmminnnennisssnsmssssimen 3

Overview 3
GAS T&D Document Management Dashboard 3
DAY SEULT oottt ettt et sre et sr s s e s s e e Rt s sa s b SRS SRS A ER s bk 4
QUBFIES c...cvnnecninrriries st st saeses s sss e s ere b s e bA S a0 SIS HAS S AR bR a e 4RSS RS S bR AR SRR S e m RS S SRS RS S SRSR SR SR s 4
REPOPIS ...ttt ettt s et ee ettt ae s e s ss s s e st eat s et s sanas s eas et e s brseaseaa et eaen s ecesenn e serasastnrantn 4

The Document Coordinator..............cccicreiiirmmmeeneneesessersasasnmnsssrmnsens 9

Overview 5
Coordinator Tasks S
Creating a New DOCUIMENE RECOVA ..............uoeeeoeeeeeeeeceieeieevereneerenrsssssnssassesssssassansasassesssssssassasesaressesanes 5
Editing @ DOCUMENE RECOF..........couniviiiirieerriceininninienesissssisssesssississstssssensss e ssassssesssstsstssssnssassssnssssase 7
CHANGING DOCUINEHE STALUS.........ccccovenreenenereereesenssssssosssststsess s ase e st ses et se st anestseners st sssssese sesessesssssnes 8
Deletifg A RECOF..........ouoeeereereeeeeieses et ie vt ses i s srassss s tas bt st s s st s san s anasensasss et santssastessasanas 9

The Document Steward .......c...eeccevemmeinenessrensionssssensnsnsssansssnssssassens 10

Overview 10
Steward Tasks 10
Initiate DOCUENE REVIEW PIAN..............coueeeeeeieieeresureoreeretresiamenses e sssestasassess s sememtseesnt e semeamas st assasanace 10
Accept DOCUMENT ASSIGIMENL .......c..covirrvmsincreinresinmesissesess sttt ssasastssrsssssssssenssissssasessssssssssssens 10
Creating a Plan for a ReVIew (SUBLASKS) .........c..coeuvurureeveneeecseeesernescsensinsiesssosssssssessssssssississssssssssssessnes 11
Recording Review Results and Actual Review Dale................cueveeeeeceeisesrenssssssissesssessssscsssesssasssssssssssses 12
Initiate Document UpAQLe Plan .................ccucvvivrnvinrinnrommmisissssssssisisnsessinasisssessssssneaemisssssissssssssssssonses 12
Creating a Plan for Update (SUDLASKS) ...........ueveviinsennsiessesessssssnisssssssssssssssmssssssasasssiossessessessasesaeses 13
Recording Updates to a Document and the Actual Update Date ..............veeenereecveesvinnssississreoresnsessssens 13
ReQSSIGNING A SUDLASK............ccovovvverernesiricrereeeeces et esstsssse e e sees s s s ens et sasens e sess s ararsnsbsben s 14

Application Features.........ccccscvvinmmmmsmrnrssssssssssssssssesseneesasmsanssnenenes 16

Elif et crineeee et rstsssi s snis et s abs s s ste st s b st essaeR e S SRS SR e RS e se e Rea R sbs st tR R e R e sRe e R e sre e RO RO s b e R r e sha senaan 16
AAANOLL........cuoouoerereeirereeiecissvreitessismessissessostisisssessssssssstassrssssesssrstessssbessassasssssssasssssesessestessessessaerasssoreans 16
AGA LI ...ovoeovorereerrerereeceectsvissrerease st sstestssststsasinnssssotsatasatensobossenerssastnssseressessontssensosensessiassessissesessssarases 16
ABGCR Fill..........uooeoeeeeeeeeveiecseereveneresssesssisisssostsatssessssessesatsssssevsssssnsssstossensostassssssstessessssstentessessensansessensonss 17
Gas T&D Document Management User Guide i

GTR0009360



FOrWArd COPY VIQ E MLttt vn st sttt sen s s assntaneransennsenn 18

VIEW EQIt HISIOTY ...covovvviriereeceimeaeiece sttt st eb st et st s ss bbbt sas s s snneniens 19
HIGRIIGIE CHONGES....o.ocovecoeeeeieererieieee et es st as st b a st er s e st eenesann 20
PFIBE VIBW.couiieirnieeeeerie ettt s b st ettt s sb et e ba b st see s b e rm b et b s e bbb s b s s st e bns e bee e 21
TGS «.voviei et bbb aa bR AR AR e ARt s s 21

Contributors to the Document

Name Role LANID
_ Lead Developer -
N Developer ]

v

Material Redacted

Enterprise Compliance Tracking System

GTR0009361



Material Redacted

Introduction

Application Overview

The Enterprise Compliance Tracking System (ECTS) has been implemented to track
compliance efforts across the spectrum of business activities at Pacific Gas & Electric. This
system allows multiple groups to track their compliance activities while providing reporting

capabilities to management.

User Roles

Table 1 User Roles provides a description for each user role in the business.

Table 1 User Roles

Role Name Description

Director The final point of escalation for ensuring reviews to Gas
Standards documents are completed within the regulatory
timeframe prescribed.

Document Coordinator | The role responsible for maintaining document status, updating
notices, and ensuring a Steward is assigned to the documents
they coordinate.

Document Review Team | The cross-functiona! team that assesses updated documents for
completeness and correctness.

Document Steward The person responsible for reviewing and updating one or more

(SMEs) Gas Standards documents.

Manager The manager of Supervisors and the mid-point for escalation.

Supervisor The manager of a Document Steward and the first level of

escalation.

Application Interface

The ECTS application is a web application that requires no installation. The application has
been implemented to allow role-mapped users access without having to login past their

network login.

Application Window

The application window is comprised of two areas: the Page Header and the Page Body.

Gas T&D Document Management User Guide
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The page header appears consistently across all ECTS pages except for reports. The Page
Header is made up of the application and user area, and system links.

Application ECTS T T
Logo Enterprise Compliance Tracking System

Application % G0 thambans sl Boto € teme € peten € sobvask [ »

Environment RS RSReia: Advancnd Search 4

The ECTS application logo at the top left may be clicked to view the About page for the
application’s vendor. The system links along the top of the header provide direct access to the
Home, page from any point in the application. The Logout link ends your application session,
and the Help link opens the vendor supplied context-sensitive help page that is relevant to the
page you are currently viewing in ECTS. For convenience, these links are repeated along the
bottom of each page. Note that you will not see a Manage link if you do not have permission to
administer the system.

Below the System Name is your user name, department and a sentence that indicates whether
or not you have open tasks in the system. Your current department is shown in parentheses,
and clicking it will open the Department Tasks page. If you do have open tasks, the "personal
tasks" phrase will be a link. Clicking it opens the Personal Tasks page.

The Go To section allows you to navigate directly to a specific record. Choose the type of
record, enter the record number in the box, and click the arrow. If the Full Text Search option
is installed, a search box and link to the Advanced Search form may appear here as well.

On the Home page only, a Jump To selection list is provided immediately below the header.
If you have access to multiple dashboards, this provides an easy way for you to change your
current department: select a different department and click the arrow. If the optional Multiple
Employee Personalities feature is installed, you may also change your Personality in the same
way.

Material Redacted
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Overview

Application Help
The Help facility is available on the Dashboard (all topics) and on each page (specific topics).

Gas T&D Standards Management

Overview

In 1995, The Department of Transportation issued a final rule requiring gas utilities to develop
and maintain gas maintenance and operations plans. In 2008, the CPUC indicated that it
needed to have better documentation of how PG&E’s gas maintenance & operations plans
were being reviewed and updated to comply with the regulation.

Subsequently, the Company issued WP 4000-02 entitled Procedures for Reviewing and
Updating Gas Manuals Subject to 49 CFR Part 192, Sections 603 and 605 in September 2008.
This work procedure provides the steps that PG&E follows to review and update its applicable
gas maintenance, operations, and emergency response manuals to ensure compliance with

Code of Federal Regulations (CFR) Title 49, Part 192, “Transportation of Natural and Other
Gas by Pipeline: Minimum Federal Safety Standards, Sections 603, “General provisions,” and

605, “Procedural manual for operations, maintenance, and emergencies.” These federal
regulations require that documents that cover gas maintenance, normal operations, emergency
response, and abnormal operations (for transmission lines) must be reviewed and updated as
necessary at intervals of at least once each calendar year, but not exceeding 15 months, to the
date.

GAS T&D Document Management Dashboard

The Document Management Dashboard gives a user quick access to information about
standards documents and the tasks assigned to them. From the Navigation bar, access is
available to detailed document data, reports, and queries that are displayed in the Content Pane.

Quick
Links

I g G A WA

Navigation Content t%}
My / Bar / Pane S
Staff \ r's — -

™y s 4 Doniments Assodated to Your User ID
%ﬂm“m fieleet & rala to fiterby: Pnaamm Sreward & Osmsment Approver
iy Botument Baviess

Querles a

Reports -~
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Gas T&D Standards Management

My Stuff

This area of the Navigation bar allows access to Documents assigned to a user. The view in
the Content Pane can be filtered by selecting a role. It also provides access to the Reviews,

Updates, and Subtasks that are open.

Queries

These links allow you to filter Documents, Reviews, and Updates by any combination of data

for those three subjects.

1. Click the link for the query type of interest on the Navigation Bar.

2. Choose the search parameters for the query.

3. Click Submit.

Reports

The Dashboard contains the following Document reports:

» By Type

¢ By Coordinator

s By Review Month
¢ By Steward

» Review Report

¢ Update Report

The Documents by Type report is a detailed data view. The default view is all documents,
but filtering by one or more types can be requested. Ctrl + Click the list entries to select the

types to be included in the report.

The other five reports have both a summary and a detailed view. The following filters, which
can be used individually or in combination, are available for the reports:

¢ Doc Coordinator
e Steward
¢ Document Type

¢ Tech Team

Material Redacted
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Overview

The Document Coordinator

Overview

Document Coordinators are assigned multiple documents to oversee in the review and update
cycle. This part of the guide provides detailed steps on how to use ECTS to complete their
tasks. The following conventions are use in the steps for each task:

» Links are underlined
¢ Data field names are in bold

o Form names are in italics

Coordinator Tasks

Creating a New Document Record

1. Click the +Add Document link on the Navigation bar of the Dashboard.

GTD tocmmens Manageoeat

ey

P

oz o

‘l“l&ﬂ

o

e R

o400

Dmmm@dmv«rm&lﬁ -
Bataet o epleto Gter by rwf‘mm'm.w

s
mw* O

tms\mmm:

2. Complete the fields on G4S T&D Standards Management Document form, noting that the
fields in red are required fields and will need to be filled in before the record can be

submitted.
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The Document Coordinator

Add GTD-Document

Document Title [
Nocument Type h

I™ Gas Dist Maint Dac I~ Gas Dist Ops Doc I Gag Emergency Plan T~ Gas Trans Doc

I™ construction " Constructors I Corrosion Methanics I Design I Desigrers

T Enginesnng I~ Enginsers ™ estimating I Fiald Servicss T~ Gas Fisld Services
I~ Gas Msesurement [~ Gas Mster Plant [~ Gas Service . I” Gas Standards ™ 650

I~ Gsr ™ Leak Repair I Leak Surveyors I mec I M&C Mschanics
M0 ™ Maintenanca I~ Mappers I™ Mark and Locate ™ Meter Reading

[l 77 I~ Gporating Clerical I opsrations ' " ssrvice flanning [ SMEs

™ Construction ™ Constructors I~ corresion Machanics I~ Design I~ Designars

I Engmeering I Engingers T Estimating [ riald Seraces I Gas Fiald Servicas
T Gas Measurement I~ Gas Mater Plant T~ Gas Service I~ Gas Standards ™ 6S0

Irasr I Leak Repair T~ Laak Survayors I msC I~ MBC Mechanics
™ Mo ™ Mantenance T~ Mappers T Mark and Locate I~ Mater Reading

™ operating Clerical [~ operations ™ servies Planming I~ SMEs

& o

S Department.
Document Coordinator

Initlate Dacument Review Plan
Document Activities | Click a referoncs type to the laft to view the refarancas for this documant.
Document Reviaws
Document Updates
Related Regulations
Documant Reports
f i }

Home | Logout | My CATAWeb | Halo | Adwanced Search | Ton

3. Click Submit.
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Coordinator Tasks

Editing a Document Record

1. Click My Documents on the Navigation bar of the Dashboard.

Document
Record ID &

Decuments Assodiated to Your User ID

b_m Setacx o rate to GRerby: © Cocumane Cosrinater £ Dacument Stawerd € Qosuam AppravEs

BEEEEER

a
2
]

BERE

2. Select a Document for editing by clicking the Document Record ID.

3. Click “Edit” on the task bar at the top of the GAS T&D Standards Management Document
Jform.

6TD-Document #31130

4. Update the fields that need to be changed.

Material Redacted
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The Document Coordinator

Edit GTD.Document 431130

SARES KRR

B2 ¥ G A
o e |
1 7

e

I Gas Dist Maint Doc I~ Gas Digt Ops Dos [ Gas Emergancy Plan I™Gas Trans Doc
re n I~ ¢ [ Corrosion Machanics [ Degign [~ Basignars

I enginsering I Enginesrs [~ Estimating " Field Sorvices [ Gas Fisld Services
I” Gag Measurement I Gas Meter Flant [ -Gas Service " Gas Standards ™ 680

I asr ¥ Laak Repair ¥ Leak Surveyors I"mec I MaC Mechanics
T mao I~ Maintenance I~ Mappers T Mark and Locate [~ Moter Reading

- I nra I~ Operating Clsrcal I~ Operations ™ Seryice Planning [~SMEs

I~ construction I~ Constructors I~ Comosien Mechames [ Design [~ pasigners

T" Enginesrng I~ Engineers T~ Estimating I Field Sarvices [ Gas Fisld Services
™ Gas Measuremant I~ Gas Mater Plant [~ Gas Sorvice I Gas Standards [~ 680

I asr I~ Laak Repair T Legk Surveyors " mac ™ MBC Mechanics
I meo I~ Maintenance I~ Mappers I~ Mark and Locate I~ Mster Readlng ’
T ay7A ro Cleneal I~ Operat I Servies Planning I SMEs

Document Activities | Click a rafarence type to the laft to viaw the refarances for this dncumsnt,
Document Reviews
i cume! {:):]
Related Raguiations

Bacument Reports

Reason For Edit

Uama | Leqout | My CATSWeh | Ualp | Advenced Search | Top

5. Provide a Reason for Edit.
6. Click Submit.

Changing Document Status

1. Follow steps 1-3 for Editing a Document Record.
2. Update Document Status

Material Redacted
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Coordinator Tasks

NOTE: The following table illustrates the valid changes in status:

Table 2 Document Status Changes

Current Status | Valid New Status

Proposed Draft or Cancelled

Draft Active or Cancelled

Active For Reference Only or Superseded

or Cancelled

3. Provide a Reason for Edit

4. Click Submit.

Deleting a Record

NOTE: A deleted record is automatically saved to the archive.
1. Access the record to be deleted.
2. Click “Edit” on the task bar.

Task Title

Reason For Edit

Edit GTD - Document Activity Task #55

Contirm pressure levels in all standards]

Chel:k this box to permanently Delete the record.

3. Check the box at the bottom of the form.

4, Click Submit.

Gas T&D Document Management User Guide
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The Document Steward

The Document Steward

Overview

Stewards are responsible for completing tasks to successfully complete the review and update
cycle. This part of the guide provides detailed steps on how to use ECTS to complete those
tasks. The following conventions are use in the steps for each task:

e Links are underlined
e Data field names are in bold

o Form names and notices are in italics

Steward Tasks

Initiate Document Review Plan

1. Receive New Document Review / Update Cycle Notice.

Please initiate the review / update cycle for the document identified below. Please respond
with confirmation for initiation of the review / update cycle to ensure that the document is fully
reviewed by the Document Steward by 10/2/2009.

Document Number: 215

Document Title:  Leak Survey and Repair Documentation

Target Review /Update Cycle Completion Date: 10/2/2009

ECTS Record:
hitps://catswebdev/catsweb/main.asp?WCI=Main&WCE=ViewAction&WCU=r%3d31131

2. Click the link on the Notice.
. Click Initiate Document Review Plan on GAS T&D Standards Menagement Document.
. Complete the fields on Add GTD-Document Review Plan form, noting that the fields in red

are required fields and will need to be filled in before the record can be submitted.

. Click Submit.

Accept Document Assignment

1. Click "Edit" on GAS T&D Standards Management Document Review Plan form.

10
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Steward Tasks

Edit GTD-Document Review Plan #31131

pa.
e 4

a AT

oy et

fien Y AT Y
s A R ORI

&

Reason For Edit

2. Select aresponse in Assignment Accepted.
3. Provide a Reason for Edit.
4, Click Submit.

Creating a Plan for a Review (Subtasks)

1. Click My Document Reviews on the Dashboard.

2. Select a Document Record ID.

3. Click the green arrow to the right of “Add Subtask” on GTD-Document Review Plan.
GTD-Dacument Review Plan #35503

| GTD - Dacument Activity Task~

4. Complete the fields on Add GTD - Document Activity Task form, noting that the fields in red
are required fields and will need to be filled in before the record can be submitted.

Gas T&D Document Management User Guide 1
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The Document Steward

Add GTD - Document Activity Task

S Dept: : GTD Stenderds Management ~| @
Assignee:.” - -

& Open ¢ Completed ¢ Closed

Aferemn

5. Modify Due Date.
6. Click Submit,
7. ECTS will send a message to the subtask assignee.
NOTE: To view all Subtasks, access the Document Review Plan. .

Recording Review Results and Actual Review Date

Click the My Document Reviews link on the Dashboard.

Select a document ID.

Click “Edit” on Edit GTD-Document Review Plan.

Enter data into fields in the Review Determination section of the Review Plan.
Update Review Plan Status.

. Provide a Reason for Edit.

Click Submit.

Initiate Document Update Plan

1. Click Launch a Document Update Plan for this Document on GAS T&D Document Review
Plan

12 Enterprise Compliance Tracking System
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Steward Tasks

Add GTD-Document Update Plan

ECTS Dept:
Document Steward

i 3 2
.

2. Complete the fields on Add GTD-Document Update Plan form, noting that the fields in red
are required fields and will need to be filled in before the record can be submitted.

3. Click Submit.

Creating a Plan for Update (Subtasks)

1. Click the My Document Reviews link on the Dashboard.

2. Select a document ID.

3. Click the green arrow to the right of “Add Subtask” on GTD-Document Update Plan.
4.

Complete the fields on 4dd GTD - Document Activity Task form, noting that the fields in red
are required fields and will need to be filled in before the record can be submitted.

. Modify Due Date.

6. Click Submit.

7. ECTS will send a message to the subtask assignee.

NOTE: To view all Subtasks, access the Document Update Plan.

w

Recording Updates to a Document and the Actual Update Date

. 1. Click the My Document Updates link on the Dashboard.
2. Select a Doc Update Record ID.

Gas T&D Document Management User Guide 13
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The Document Steward

3. Click “Edit” on GTD-Document Update Plan.

Edit GTD-Doctment Update Plan #41511

& Opsn ¥ Completad ¢ Closed
/22/2009 1:22:58 PM -

Reason For Edit

«-ID T

4. Enter data into fields in the Update Completion section of the Update Plan.
5. Click the Update Plan Status,

6. Provide a Reason for Edit.

7. Click Submit.

Reassigning a Subtask

1. Click the Subtask ID at the bottom of the Review or Update Plan.

14
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Steward Tasks

GTD - Document Activity Task #65

o mw st POVt AR

Sy f el

ga ik nﬁ*" g Q&% s
. (‘ P

o
2 n;mw hiton b Ao

10/29/2009.3i¢

z
7

\.uﬁ i

) i

Panm nfol!nmlon

Tags: There are no tags. | _ 'Public T o

2. Click k

[ fe4) At the top of the form.
Reassign GTD - Document Activity Task #68

GTD Stendards Management ] @& - mploye
b Sanaards Management |

I e.ason For Edit
3. Sclect an Employee for the Assignment.
4. Provide a Reason for Edit.
5. Click Submit.
Gas T&D Document Management User Guide 15
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Application Features

Application Features ®

The tool bar at the top of forms allows access to a number of application features. The
following section contains a description of each feature.

When Edit is clicked by those with access rights, the data on forms is made available to be
changed.

Add Note

This option allows a Note to be added to a record.

Add Note
UtiiRel Standard #1366

{8/11/2009 1:08:40 PM -

Home | Manage | Loggut | My CATSWeb | Help | Advanced Saarch | Top

Add Link

Add Link allows the current Action or Subtask record to be linked to other items on the
Internet/intranet. The entry fields are:

Link To - Specifies the type of link. These links point to other records in the ECTS system.
URL links can point to any page, document, file, etc. anywhere on the Internet or intranet.

Link Text - This is the text that will be shown as a clickable link. For example, the phrase
Back to Contents in the following text is link text: Back to Contents.

URL - Any valid URL on the internet or your intranet (Ex:
http:/fwww.yourcompany.com/PartSpec.him). The field is only used for URL links and is
ignored for Issue, Action or Subtask links.

Record Number - For Action or Subtask links, this specifies the record number to link to.
The field is ignored for URL links. .

Link Graphic (optional) - You may select a graphic to be associated with your link. The

16 - . Enterprise Compliance Tracking System
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Steward Tasks

description of the graphic (e.g. Issue) will be replaced by the Link Text that you specify. In
. the displayed link, both the Link Text and the Link Graphic will be active (clickable).

Add Link
GTD-Document Review Plan #14682

€ Issue ¥ Action € Subtask # URL k

SAURRGR 2 F e 6 lé‘%
Bl © Analysis £ Assembly Document

* Diagram ¢ Document

g ¢ Drawing C Graph
| © Inspection Document i+ 150 9000 Document

H
i € Manual € Measursments

C 1ssue Ie! € Practice
€ Procedure B9 ! Specification

€ Supplier € Test Document
 None

Attach File
File Attachments are uploaded and stored securely in the ECTS database.

Add File Attachment
GTD-Document Review Plan #145682

Homa | Logout | My CATSWeb | Help | Advanced Search | Top.

Gas T&D Document Management User Guide 17
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Application Features

Forward Copy via E Mail

The ECTS Forward by E-mail page allows a copy of the record to be sent via E-mail. The
recipients of the E-mail are not granted access to the record on the live ECTS system.

To/Cc/Bee ~ Select from the recipient list or enter the E~mail address of the person(s) to forward
the record to. Separate multiple addresses with commas. You may also select one or more
recipients from the lists. The message will be sent to the recipients from the lists and to any ad-hoc
recipients you have entered.

Forward Copy by E.mail
UtiiRel Standard #1366

To select more

Subject The subject of the message.
From Your E mail Address (This field is prefilled with your email
address)
Message The body of the E mail message
18 Enterprise Compliance Tracking System
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Steward Tasks

Include Attachments - If file attachments exist for the record being forwarded, this list will display
the unique attachment filenames. Select the attachment filenames that you wish to include with the
message.

NOTE: Ifmultiple file attachments have the same filename, all of them will be sent if that filename
is selected. The files will receive unique names when sent.

If a filename contains commas, the comma will be replaced by "{Comma}", both in the list and in
the actual file that is sent.

ZIP Attachments - If file attachments were selected in Include Attachments, checking this box
causes the attachments to be automatically ZIPped (PKZip compatible format) into a single
compressed file. This guarantees the most efficient transmission through the E-mail system.
Uncheck to box to cause the attachments to be sent separately and not zipped.

Return Receipt - Check this box to request a return receipt from the recipient(s) when the message
is read. Note that if the E-mail message travels across the Internet at any point, a return receipt is
not guaranteed. This is due to a flaw in the SMTP protocol used for Internet mail. Most Internet
mail clients, routers, and gateways recognize the request for a return receipt, but respecting and
acknowledging the request is at the option of the person who receives the message

Importance - Select an importancel(urgency) for the message. Note that not all E-mail systems and
mail clients recognize this setting.

View Edit History

ECTS can display past versions of records and deleted records, including past versions and
deletions of associated Notes, File Attachments, and Links. The following information
displays when you choose the feature from the Task Bar.
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When presenting lists of archived records, ECTS color-codes the records to indicate if it was
archived as a result of an edit operation or a delete operation. When archived records are
displayed in their entirety on a page, a special header is attached to the beginning of each
record. This header is also color-coded. The header fields include:

Archive Date - The date and time that the record was archived. Note that this is nof the same
as the last edit date and time for the record. To understand the difference, imagine working on
a memo and making several revisions. You make the last revision just before you go to lunch.
When you return from lunch an hour later, you send the memo out via E-mail. The date and
time in the E-mail do not reflect the date and time of the last revision, which was an hour
earlier. In this example, the date/time in the E-mail is analogous to the Archive Date, which is
not the same as the time of the last revision.

Archived By - The employee ID of the user who took an action that caused this version of
the record to be archived. For example, the user may have edited the live record in ECTS,
which caused this version of the record to be archived (before their edit was saved). As
above, this is not necessarily the user that made the last edit to the archived record.

Archive ID - A numeric ID which uniquely identifies this version of the archived record in
the applicable archive table (separate tables are maintained for each type of record, such as
Issues, Subtasks, etc.)

Archive Reason - A brief description of the reason that this version of the record was
archived. If your system has the optional Reason for Edit tracking installed, the reason will
generally come directly from the user in the Archive ID field who specified the reason while
conducting an edit or delete operation. ECTS will enter its own brief reason when Reason for
Edit tracking is not installed, or for certain system processes that cause the record to be
archived.

Highlight Changes

ECTS can display records with changes highlighted. A change is defined as a difference
between the record version being viewed and the immediately prior version of the record. To
view the highlighted version of a particular record, use the Highlight Changes link. The
Normal View link changes the display back to normal, non-highlighted mode. When a record
is being viewed with changes highlighted, a View All Prior Field Values link is made
available.

Viewing Highlighted Changes
When a record is displayed in form view, prior field values are highlighted and displayed

above the current field values. If a field had no value in the prior version, "{No Value}" is
used. When records are displayed in a table view listing (ex: Links and Subform records), the
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Steward Tasks

entire record is highlighted if it has been changed. The View Edit History link may be used to
see the specific field value changes in these types of records.

Signatures, Signature Requests and Affiliate Routings do not provide change highlighting
since these record types cannot be directly modified by users. Change highlighting is also not
used for archived Subform records, since the display or these records makes it easy to see the
field value changes without highlighting.

Viewing Prior Field Values

When the View All Prior Field Values link has been clicked, and a record is being displayed
in form view, ECTS includes and highlights all prior values of each field. A Prior Record
Version Summary table is displayed above the record and serves as "road map" to the prior
field values. The Reference column shows sequential reference designators such as [1], [2],
[3] and these reference designators are used to mark the corresponding prior value in each
field. The Archive ID column provides a link to each of the archived prior record versions.
The View All Prior Field Values feature makes it easy to see who changed what, why and
when.

When child records such as Notes or File Attachments are displayed in form view, all prior
values are shown, but reference designators are not included. This is because the changes to
the child records were made at different times (and typically by different people and for
different reasons) than the changes to the parent record. The Last Edit Date, Last Edit User
and Reason for Edit fields on the Notes and File Attachments show who changed what, why
and when. When child records such as Links are displayed in a table view listing, the entire
record is highlighted if it has been changed (same behavior as when viewing highlighted
changes). To see prior values of these records, click one of the Archive ID links in the Prior
Record Version Table, or click View Edit History from the live record view, to view archived
instances.

Note that when viewing all prior field values for an archived record, only the values that
existed prior to this version are shown. Values that existed in record versions after this
version are omitted. To see all values that ever existed in the record, return to the live record
and view all prior field values from there.

Print View

A copy of the form is sent to the default printer.
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Tags
Tags are keywords that you can add to records to make them easier to find. Tags can be
private (visible only to you) or public (visible to everyone). Your administrator specifies
whether you may add private or public tags, and may vary this capability based on the type of
record. For further information, see Help.
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