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User Guide Navigation 
User Guide Navigation 
The ACTS User Guide provides descriptions and instructions for using ACTS modules and tools. The User Guide is organized by topics and 
tabs. Select from the topics menu, on the left-hand side, then select a tab (when applicable) from the top of the page to see content. 

 

About 
The ‘About’ tab includes definitions applicable to the topic, as well as descriptions for the types of data and where it may be found in the 
Asset Explorer. 
 

Usage 
The ‘Usage’ tab describes how to access and manipulate the module data records via the Asset Explorer, menu bar and toolbars. 

 

Window 
The ‘Window’ tab contains a description of the module window and descriptions of the sections and tabs within the window. 

 

Process 
The ‘Process’ tab contains specific instructions for entering data, as well as descriptions for each of the data fields within the module 
windows. 

 

Extras 
The ‘Extras’ tab has links additional resources, such as training materials and supplemental handouts. This tab is not available for many 
topics. 
 

Image Lightbox 
Select an image within the User Guide to open a larger image lightbox. 
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General Tips 
The Importance of Standards 

The starting point for any good discussion on database application should be a shared understanding of data quality. Data quality is 
integral to the long-term success of the Asset and Compliance Tracking System (ACTS) application.  As a starting point, this document 
provides guidance for data-entry process and setup standards to promote uniformity.  It is expected that this guidance document 
should be enriched based on your company practices. 

  

The following are general guidance that apply to all users: 

  

 Follow the standards outlined in this document to ensure consistency in data-entry.  In the data record, minor syntax or 
setup differences can cause errors. 

 Facilitate discussion among other ACTS users to form a uniform method of data-entry.  Because ACTS has multiple user 
groups, it is problematic if each user adopts their own conventions.  This can result in divergences in setup and data 
inconsistencies. 

 Avoid deletion of data records unless there is certainty that the data is incorrect.   For equipment that have been removed 
or facilities that have been shutdown, change the status field to retain a history.  For data that is synchronized from 
external systems, make changes in the referenced system. 

 Prevent duplicating data records (permit, facilities, equipment) by verifying that the data record does not already exist in 
ACTS.  It is common to have the record, such as a well name or a facility, named using variation in spelling or aliases.  Use 
the ‘Find’ search feature prior to creating a new data record. 

 Pay attention to numerical versus data fields.  Do not store units (%, $, °, Btu, tpy, scf, etc.) in numerical fields; there will 
always be a units field where appropriate.  Contact an ACTS administrator if additional unit options are required. 

 Document the source information during data entry.  The convention for data entry is to enter the specific instructions, 
conditions, emission factors, or values exactly as presented from the authorized source, such as a permit, published 
documents, and industry references, among others. 

 Comment your data.  Every screen has a section or data field for comments.  Be sure to document any applicable 
information that you do not explicitly enter in one of the other fields. 
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User Interface 
Log-In 
 
ACTS is a web-based program, requiring an internet connection and web-browser[1].  Depending on your company’s setup, first time 
users may be required to install a web-browser plug-in.  Contact your IT Helpdesk for login credentials and the login portal to launch 
ACTS. 
 
Once installed, a log-in prompt will appear.  If ACTS is hosted within your company’s domain, single sign-on is available and will not 
require additional login. 

 
[1] The following web-browsers are all compatible with ACTS: Internet Explorer 6 and newer, Mozilla Firefox, and Apple Safari.  The 
primary supported web-browser is Internet Explorer 7 and newer.  Each browser and browser version will require a specific plug-in and 
may change from time-to-time depending on the updates to browser plug-ins. 

 

 
 

User Support 
Help can be obtained within ACTS by the following 
methods: 
 
Help 

 “F1” 

 Help  Help Topic 

 Help  Help Contents 

       
 
Users Guide 

 Help  Users Guide 

 Guidance Documents 
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Basic Features 
Application Layout 

 
Similar to Microsoft applications, such Word and Excel, the layout of ACTS consists of several areas: 

 Menu Bar – Used to access all the functionality in the application 
 Toolbar – Used to directly access selected, common functionality in the application 
 Workspace Area – Used to view or edit the application information 
 Status Bar – Shows the key application information (i.e., current user, database version, and task count, display filters) 

 

 
Menu Bar 
All ACTS functionality can be accessed through the Menu.  The availability of menu options and dropdowns depend on the window that is 
selected, ACTS functions that have been enabled, and your user security settings. 
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Menu 
Options       

Description 

File 
This menu contains basic options, such as New, Open, Copy, Delete, Close, Save, Save As, Print, Print Preview, Exit, 
etc.  These options change depending on the window in view. 

Edit This menu contains Undo, Cut, Copy, Paste, Clear, Select All, etc. 

View This menu contains options for changing the display within an open window. 

Assets This menu accesses the Asset Explorer, Portfolio, Area, Facility and Equipment windows. 

Compliance 
This menu accesses the Agency, Agency Exception, Audit, Audit Spreadsheet Import, Emission Data, Regulation, 
Regulation Synchronization, and Tasks windows. 

Land This menu accesses the Lease Window. 

Safety 
This menu accesses the Incident, Hazard, Injury, Observation, Property Damage, Vehicle Accident, Training and 
Attendance Spreadsheet Import windows. 

Operations 
This menu accesses the Analysis, Analysis Spreadsheet Import, Chemical Inventory, Compound, Drilling Schedule, 
Inspection, Inspection Spreadsheet Import, Operational Data, Shutdown, Spill/Release Event, Survey, Test, Test 
Spreadsheet Import, Vehicle Operations, Waste Management, and Workorder windows. 

Reporting 
This menu accesses the Dashboard, Document Generator, Form, Procedures and Best Management Practices, Reports, 
and Tier II Reporting windows. 

Tools 
This menu contains basic user implementation, such as Display Filters, Contact Explorer, File Attachment, and Project, 
plus more advanced options such as Code Maintenance, Security, and Utilities which can only be accessed by ACTS 
Administrators. 

Window 
This menu changes the window layout.  Select Cascade, Tile Horizontal, Tile Vertical, Layer or Minimize All Windows to 
arrange multiple windows or change window views by selecting from a list of all windows currently open within ACTS. 

Help This window accesses various resources to assist in using ACTS. 

 

 
Toolbar 
Use the Toolbar as a shortcut tool to directly access ACTS functionality. 

 
Icon             Description 
Explorer This icon opens the Asset Explorer Window. 
Contact This icon opens the Contact Explorer Window. 
Facility This icon opens the Facility Window. 
Equipment This icon opens the Equipment Window. 
Regulation This icon opens the Regulation Window. 
Tasks This icon opens the Tasks Window. 
Procedures This icon opens the Best Management Practices Window. 
Project This icon opens the Project Window. 
File This icon opens the File Attachment Window. 
Ops Data This icon opens the Operational Data Window. 
Dashboard This icon opens the Dashboard Window. 
Reports This icon opens the Reports Window. 
Help This icon opens the Help Window. 
Exit This icon exits the ACTS application. 
Global 
Refresh 

The white refresh icon collapses the Asset Explorer and refreshes all data in the reports. 

Local Refresh 
The green refresh icon collapses to the selected level in the Asset Explorer and refreshes all data in the reports below the 
selected level. 

Print The icon that opens the Print Window. 
Preview This icon displays a report preview of a selected item.                 
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Sheet Toolbar 
The Sheet Toolbar icons are used for data editing. 
 

 
 

 

 
Icon Description 

Open 
This icon opens a list of all data records in ACTS, which can then be filtered.  (EXAMPLE: If a Regulation Window is active, Open 
will provide a list of all regulations within ACTS to select from.) 

Copy 
This icon creates a copy of the existing data record.  The new data record is opened in another window and “Copy of” is 
appended to the name. 

New This icon creates new data record. 
Save This icon saves any data that has been changed or edited within the selected window. 
Print This icon opens the Print Window. 
Preview This icon displays a report preview of a selected item.    

Delete 
This icon will delete the selected item.  Selecting this permanently terminates the selected data and should not be utilized (unless 
given permission by an ACTS Administrator).  To maintain a record within ACTS, add an inactive date instead of deleting. 

Cut This icon is used to cut text. 
Copy This icon is used to copy text. 
Paste This icon is used to paste text. 
Undo This icon will undo the last data modification and does not work for past actions. 

 

Customize Toolbar 

To customize the layout of the toolbar 

1. Right-click anywhere on the 
toolbar.  Alternately, select  

Tools Customize Toolbar from the menu bar. 
2. Choose a command from the menu, such 

as "Show Text". 
3. Make changes as desired. 

 

 

 

 
Status Bar 
The Status Bar shows key application information in the bottom right corner including: 

 Current date and time 

 Name of the user logged into ACTS 

 Database name 

 The user's task notification:  This shows how many tasks are upcoming and how many tasks are overdue.  Double-click on 
the task notification to open the task screen. 
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Display Filter 

 

Use this Display Filters Window to specify the various lists and search results throughout the 

application. 

1. Select Tools  Display Filters from the menu bar. 
2. The Display Filters Window will open. 
3. Checking the box next to a status will cause any item with that status to display in lists and search results.  Conversely, any 

statuses unchecked are hidden from the lists and search results. 
4. Select Apply to keep the window open and continue making changes. 
5. Select OK to apply changes and close the Display Filters Window. 

 
 
Sort Column Data 

ACTS can change column sorting in any screen with multiple columns. 

1. Select the column headings to sort.  Select the column headings again to switch between ascending and descending order. 

 

 
 

 
 

2. To sort by two columns, select the first column header to be sorted.  While holding CTRL, select the second column header to 
be sorted. 
 
 

javascript:void(null)
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Filter Search Result Data 

Additional windows may open in ACTS.  Filter by selecting a column heading then entering text into the Filter text box to 
narrow results. 

 

 
Asset Explorer 
Navigate using the Asset Explorer 

 

  

The Asset Explorer is the main screen where all data records can be viewed.  The Asset Explorer represents a hierarchical arrangement 
of all information within ACTS.  Select the text at any level in the Asset Explorer hierarchy to view information on a Detail Report, which 
will open on the right-hand side.  The information on the Detail Reports will vary based on the level of the hierarchy chosen. 

1. To access the Asset Explorer, select the Explorer icon from 

the toolbar or select Assets Asset Explorer from the 
menu bar. 

2. The Asset Explorer Window will open. 
3. To drill down or roll up the Asset Explorer hierarchy, select 

the icon to the left of each parent level.  When selected, 
the “+” icon expands the hierarchy.  When selected, the   
“–“ icon collapses the hierarchy. 

4. Select the text of each level to view information on the 
Detail Report, which will open on the right-hand sides. 
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 To roll-up (collapse) the entire Asset Explorer hierarchy, select the Global Refresh icon on the toolbar. 

 

 To roll-up (collapse) to a particular level, select a parent level and select the Local Refresh icon on the 
toolbar. 

 
Status Icons   

  

 

Assets, in the Asset Explorer, may have a colored circle next to their icon indicating the type and/or status 
of that item. To see more information on the item's status, select the item and the detailed information 
will display in the Detail Report. 

Group Counts 

  

Next to every group in the tree is a number that shows the quantity of sub-items contained within that group.  For example, if the text 
reads, “Facilities (5)”, then there are 5 facilities contained within that group under a particular asset.  Please note that this count shows 
the total number of items and does not show the filtered count. 

 

Navigate using the Search Bar 

  

 

To search with Asset Explorer, select the search filter next to Find: 
1. Select the type of item from the Find dropdown. This list will expand as new attributes are added to the system. 
2. Select the Search Operator from the second dropdown. 

 Contains:  This search operator will search for text that is contained anywhere in the item. 

 Ends With:  This search operator will search for text at the end of the item. 

 Is Similar To:  This search operator will search for text that is similar to the item; if spacing or spelling is not exact, it will 
show any near-matches. 

 Starts With:  This search operator will search for text at the beginning of the item. 

3.  Enter the Search Text. 
4. Select Find. 
5. Based on the entered search criteria, one of the following will occur: 

 If the search criteria do not match any items, a dialog box will open stating 
so. 
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 If the search criteria matches only one item, ACTS will navigate to the item 
in the Asset Explorer. The Detail Report will open on the right-hand side. 

 If the search criteria matches more than one result, a window will open 
with all possible results. The results may be sorted further by selecting 
column headings or using the filter box. Double-click on the desired item 
to open or select OK. The Asset Explorer will open to the appropriate node 
and Detail Report. 

 

 
 
 
 

 

 

 
 
 
 

Extras 
See Addendum 1 
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Ad Hoc Report 
Ad Hoc Report Definitions 

  

Ad Hoc Report:  An "on-the-fly" report used to query ACTS data, utilizing SQL Select Statements. 
 
SQL: Structured Query Language is a standard language for accessing and changing databases.  
   

 
 

Ad Hoc Report Description 

  

Ad Hoc Reports can be created using the Ad Hoc Report Window. 
 
In the Ad Hoc Report Window, SQL (Structured Query Language) Select Statements are written to query data in ACTS. 
  

 

 

 
The Ad Hoc Reports, made from the SQL Select Statements, may be saved accessed through the Report Window. 

 

 
  

javascript:void(null)
javascript:void(null)


                                                                                                                                                            15 |  
 

Ad Hoc Report Usage 

Ad Hoc Report via Toolbar & Menu Bar: 

  

Open the Ad Hoc Report Window 

Select Tools Ad Hoc Report from the menu bar. 
 

 
 

Open an Existing Ad Hoc Report  

From the Ad Hoc Report Window,   

         

Select the Open toolbar icon; 

Or select File Open from the menu bar, 
then select the ad hoc report to open from the list of ad hoc reports. If prompted, enter arguments for the report. 

 

Create a New Ad Hoc Report   

From the Ad Hoc Report Window,  

 

Select the New toolbar icon; 

Or select File New from the menu bar. 

 

Save an Ad Hoc Report  

From the Ad Hoc Report Window,  

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 

 

Delete an Ad Hoc Report  

From the Ad Hoc Report Window, 

 

Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word "DELETE" and select OK. 

Print an Ad Hoc Report  

From the Ad Hoc Report Window, 

javascript:void(null)
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Select the Print toolbar icon; 

Or select  File Print from the menu bar.  

 

Ad Hoc Report Window 
  

Ad Hoc Report information is organized by tab in an Ad Hoc Report Window in ACTS.  

 

 

Ad Hoc Report Window Tabs 

The following table describes how the Ad Hoc Report information is grouped into tabs. 

  

Tab Description 
Report Creation   This tab contains report information and the SQL select statement workspace.                       
Report This tab contains the report created by the SQL select statement. 
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Ad Hoc Report Data Entry Process 

Steps for Entering Data into an Ad Hoc Report Window:    
 
1.  Open the Ad Hoc Report Window. 

 

 

 
The Report Creation tab contains report information and the SQL select statement workspace. 
2.  Enter Report Information: 
 

 Category:  Select a report Category from the dropdown. 

 Name:  Enter a report Name in the text box. 

 Comments:  Enter additional notes or identifying information about the report. 

 Style:  Select the report Style options. 

 Make this report available for others to view:  Select this checkbox to allow other users to view the report. Upon saving the ad 
hoc report with this selection, the report will become available through the Reports tool, which can be accessed by 
the Reports toolbar icon.   

 

javascript:void(null)
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The report will be located under the Category selected in the Report Information section.  The text entered in the Comments field will 
appear in the hover text of the report selection. 

 Make this report available for others to edit:  Select this checkbox to allow other users to edit this report. 

 
3.  Select the Quick SQL button to generate SQL select statements. 
  

4.  The Quick SQL Generation Window will open. 
 

 
 

5.  Select tables and columns: 
 

javascript:void(null)
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 Tables:  From this section, select a table or view. ACTS data is organized in a collection of tables that contain 
columns and rows of data. The views area combination of two or more tables in ACTS and are another way to 
access the data. 

 Columns: When a view or table is selected, all columns in the table or view become available. Select the 
columns of data to create the report. The columns will appear left to right in the Selected Columns section, in 
the order of selection. 

 Select All:  Select this button to select every column in the Columns section. 

 Selected Columns:  The report columns from the Columns section will appear here. 

 Sort:  Under a column name to have the report to be sorted by, select a cell in this Sort row and select 
Ascending or Descending from the dropdown. 

 Criteria, Or:  Under a column name to have criteria applied to, enter filter options in the Criteria and Or rows. 
 

6.  Select OK to have the report SQL inserted into the SQL Select Statement workspace. 
 
7.  Select Create Report. 
 

 

 
8.  ACTS will be queried and the results will be displayed in the Report tab. 
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9.  Save the Ad Hoc Report by selecting the Save toolbar icon or by selecting CTRL+S. 

 

Extra 
See Addendum 2 
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Agency 
Agency Definitions 
Agency:  Governing authority issuing compliance items for operations and maintenance. 

 

Agency Description 
The Agency Window allows users to manage the agency contact information, such as phone numbers, addresses, emails, and agency 
representatives.  The agencies can be associated to a variety of data throughout ACTS. 

 

 

Agency Usage 
  

Agency via Toolbar & Menu Bar: 

  

Open the Agency Window 

 Select Compliance Agency from the menu bar. 
 

 

 
Open an Existing Agency 

  

 
From the Agency Window, 

  

 

Select the Open toolbar icon; 

Or select File Open from the menu bar, 
then select the agency from the list of agencies. 

 
Enter a New Agency 

  

From the Agency Window,   

 

Select the New toolbar icon; 

Or select File New from the menu bar. 

  

 
Copy an Agency  

  

From the Agency Window,   

 

Select the Copy toolbar icon; 

Or select File Copy an Agency from the menu bar, 
then select the agency to copy from the list of agencies. 

  

 
Save Agency Information 

  

From the Agency Window,   

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 

 

 
Delete an Agency 

From the Agency Window, 
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Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word "DELETE" and select OK. 

 
Print an Agency 

From the Agency Window, 

 

Select the Print toolbar icon; 

Or select  File Print from the menu bar.  

 
 
 

Agency Window 

Agency information is organized by tab in an Agency Window in ACTS. 

  

 

 

Agency Window Tabs 

The following table describes how the agency information is grouped into tabs. 

  

Tab Description 

Detailed Agency 
Information 

This tab contains the general agency information, such as name, type, parent agency, comments, etc. 

Agency Attributes 
This tab contains attributes that are specific to the type of agency as defined by a company.  The fields may 
be changed by an ACTS administrator. 

Address Information This tab lists the addresses that are associated with the agency. 

County Associations This tab lists the counties governed by the agency. 

Email Information This tab lists the email addresses that are associated with the agency. 

Location Information This tab lists the locations that are associated with the agency. 

People Associations This tab lists the people who are associated with the agency. 

Phone Information This tab lists the phone numbers that are associated with the agency. 

State Associations This tab lists the states governed by the agency. 

Facility Associations This tab lists the facilities that are governed by the agency. 

Project Associations This tab lists the projects that are governed by the agency. 

File Attachments This tab stores the files that are associated with the agency. 
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Agency Data Entry Process 
  

Steps for Entering Data into an Agency Window: 
 

1. Open the Agency Window. 
2. Select a tab.  Please see below for tab-specific instructions. 
3. Update information by entering text, selecting from dropdowns, checking and 

unchecking boxes, and entering dates into the appropriate fields.  Contact an ACTS 
administrator to update fields and dropdown items. 

4. For list data, right-click in the gray area and select Insert, Add or Delete data rows. 
5. Once data records have been modified, save changes by selecting the Save toolbar icon 

(or CTRL+S).  For data records to appear as dropdown items, they must first be saved in 
the database.  

 

 
Detailed Agency Information (Tab) 

This tab contains the general agency information, such as name, type, parent agency, comments, etc. 
 

 

 

 

 Agency Name1:  Enter the Agency Name in the text box. 

 Agency Type1:  Select the Agency Type from the dropdown. 

 Sort Order1:  Enter a numerical value for the Sort Order for the agency.  Sort Order numbers are used to override the ACTS 
ordering system that organizes the agencies alphabetically by Agency Name.  Sort Order numbers can be repeated or skipped. 

 Short Name1:  Enter the Agency Short Name in the text box. 

 Parent Agency:  Select the Parent Agency from the dropdown. 

 URL:  Enter the URL for the agency website. 

 Active Date1:  Enter the agency Active Date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the agency in the text box. 

 
Agency Attributes (Tab) 

This tab contains attributes that are specific to the type of agency as defined by a company.  The fields may be changed by an ACTS 
administrator. 

 
Address Information (Tab) 

This tab lists the addresses that are associated with the agency.  

 

 Address Type1:  Select the Address Type from the dropdown. 

 Street, Line 1:  Enter the 1st Line of Street Address in the text box. 

 Street, Line 2:  Enter the 2nd Line of Street Address in the text box. 

javascript:void(null)
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 Street, Line 3:  Enter the 3rd Line of Street Address in the text box. 

 City:  Enter the City in the text box. 

 State:  Select the State from the dropdown. 

 Zip Code:  Enter the Zip Code in the text box. 

 Country:  Select the Country from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the address information is first applicable to the agency.  The default is the 
agency active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the address in the text box. 
 

 

 

 
County Associations (Tab) 

This tab lists the counties governed by the agency. 

 

 

 County1:  Select the County from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the county association is first applicable to the agency.  The default is the 
agency active date. 

 Inactive Date:  Enter the Inactive Date. 

 
Email Information (Tab) 

This tab lists the email addresses that are associated with the agency.  

 

 Email Type1:  Select the Email Type from the dropdown. 

 Email Address1:  Enter the Email Address in the text box. 

 Primary1:  Select Primary if this is a main email address. 

 Active Date1:  Update the Active Date to reflect when the email information is first applicable to the agency.  The default is the 
agency active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the email address in the text box. 
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Location Information (Tab) 

This tab lists the locations that are associated with the agency.  

 

 Location Type1:  Select the Location Type from the dropdown. 

 Latitude:  Enter the numeric Latitude value. 

 Longitude:  Enter the numeric Longitude value. 

 “…”: Select this button to open the Coordinate Conversion Window.  This tool allows the user to convert types of coordinates. 
 

 

 Altitude:  Enter the numeric Altitude value. 

 Units:  Select Units of measurement for the altitude from the dropdown. 

 Map Datum:  Select the Map Datum from the dropdown. 

 Township:  Enter the Township in the text box. 

 Range:  Enter the Range in the text box. 

 Section:  Enter the Section in the text box. 

 Quarter:  Enter the Quarter in the text box. 

 Active Date1:  Update the Active Date to reflect when the location information is first applicable to the agency.  The default is the 
agency active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the location in the text box. 
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People Associations (Tab) 

This tab lists the people who are associated with the agency.  

 

 Associated Person1:  Select the Associated Person from the dropdown. 

 Association Type1:  Select the Association Type from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the person association is first applicable to the agency.  The default is the 
agency active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the person association. 

 
Phone Information (Tab) 

This tab lists the phone numbers that are associated with the agency.  

 

 Phone Type1:  Select the Phone Type from the dropdown. 

 Phone Number1:  Enter the Phone Number in the text box 

 Active Date1:  Update the Active Date to reflect when the phone information is first applicable to the agency.  The default is the 
agency active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the phone association in the text box. 

 
State Associations (Tab) 

This tab lists the states governed by the agency. 
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 State1:  Select the State from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the state association is first applicable to the agency.  The default is the 
agency active date. 

 Inactive Date:  Enter the Inactive Date. 

 
Facility Associations (Tab) 

This tab lists the facilities that are associated with the agency exception. 

 

 
If there are facilities that are associated to this agency, enter them. 

1. Right-click in the gray area and select Add, Add Selected Facilities in an 
Area or Add Selected Facilities in a Portfolio. 
 

2. Select the area or portfolio in which the facility is located. 
3. Select the facility from the list to add the association to this agency. If Add was 

selected, then select the facility from the dropdown. 

 

 
 

 

 

 Facility1:  This field becomes populated when the facility is selected. 

 Active Date1:  Update the Active Date to reflect when the facility association is first applicable to the agency.  The default is the 
agency active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the agency in the text box. 

 
Project Associations (Tab) 

This tab lists the projects that are governed by the agency. 
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 Project1:  Select the Project from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the project association is first applicable to the agency.  The default is the 
agency active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the project association. 

 

File Attachments (Tab) 

This tab stores the files that are associated with the agency. 

 

Select the Browse button to search the computer or network drive for the specific file.  If ACTS is hosted by Ecocion, the user computer 
is found through the “Client C (M:)” drive. 
 

 Where Stored1:  Select Store the file in ACTS to upload a version of the file into ACTS; 
select Just store the external location to store the location of the file on a computer or 
network drive, which will be accessible through ACTS when the external pathway is 
accessible. 

 External Location1: Enter the External Location of the file in the text box, if Just store the 
external location is selected. 

 File Name1:  Update the File Name in the text box.  This is what the file will be called in 
ACTS. 

 File Type1:  Select the File Type from the dropdown. 

 Status1:  Select the Status of the document from the dropdown. 

 Document Date1: Update the Document Date.  The default is the current date. 

 Active Date1:  Enter the Active Date. 

 Inactive Date:  Enter the Inactive Date. The default is the current date. 

 Comments:  Enter additional notes about the file attachment in the text box. 
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Agency Exception 
Agency Exception Definitions 
Agency Exception:  An official notification of exception from a compliance regulation by a State or Federal agency.  Agency exceptions 
include, for example, an Agreed Order, Consent Decree/Consent Order, Notice of Violation, and Settlement Agreement. 

 
 

Agency Exception Description 

  

In the ACTS Asset Explorer, agency exceptions are located under Facilities, which 
are located under any Area, in the company hierarchy.  Exceptions may be 
associated to Facilities, Equipment, other Agency Exceptions, File Attachments, 
etc. and may be used to generate Requirements and Tasks. 
 
The Agency Exception functionality allows the user to: 

 Assess the status of an exception that has been issued 

 Log the compliance requirements of the agency exception 

 Assign resources to agency exception tasks and requirements 

 Document any correspondence with the agency 

 

 

Agency Exception Usage 

Agency Exception Data via Asset Explorer: 

  

Add an Agency Exception 

Navigate to the facility that the agency exception will be nested under in the Asset Explorer. 
Right-click on the facility and select Add an Agency Exception. 
 

 

 

 

Edit, Copy, Delete an Agency Exception 

Navigate to the agency exception in the Asset Explorer. 
Right-click on the agency exception and select the appropriate option. 
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Agency Exception Usage 
  

Agency Exception via Toolbar & Menu Bar: 

  

Open the Agency Exception Window 

 

Select Compliance Agency Exception from the menu bar. 
 

 

 
Open an Existing Agency Exception 

  

From the Agency Exception Window,   

 

Select the Open toolbar icon; 

Or select File Open from the menu bar, 
then select the agency exception from the list of agency exceptions. 

 
Enter a New Agency Exception 

  

From the Agency Exception Window,   

 

Select the New toolbar icon; 

Or select File New from the menu bar. 

  

 
Copy an Agency Exception  

  

From the Agency Exception Window,   

 

Select the Copy toolbar icon; 

Or select File Copy an Agency Exception from the menu bar, 
then select the agency exception to copy from the list of agency exceptions. 

 
Save Agency Exception Information 

  

From the Agency Exception Window,   

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 

 

 
Delete an Agency Exception 

From the Agency Exception Window, 

 

Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word "DELETE" and select OK. 
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Print an Agency Exception 

From the Agency Exception Window,  

 

Select the Print toolbar icon; 

Or select  File Print from the menu bar.  

 
 
 

Agency Exception Window 
  

Agency Exception information is organized by tab in an Agency Exception Window in ACTS.  

 

 
 

Agency Exception Window Tabs 

The following table describes how the exception information is grouped into tabs. 

  

Tab Description 
Detailed Agency Exception 
Information 

This tab contains the general agency exception information, such as agency, type, status, media, issue 
date, description, etc. 

Agency Exception Attributes 
This tab contains attributes that are specific to the type of agency exception as defined by a 
company.  The fields may be changed by an ACTS administrator. 

Requirements 
This tab lists the individual requirements of the exception.  The type, frequency, description, and task 
information may be configured.  Each requirement that generates a task should be assigned to one or 
more people. 

Requirement Responsibilities This tab assigns one or more people as responsible for each requirement. 
Correspondence This tab logs correspondence regarding the agency exception. 
Supplemental Environmental 
Project 

This tab logs supplemental environmental projects (SEPs) that are associated with this agency exception. 

Facility Associations This tab lists the facilities that are associated with the agency exception. 
Equipment Associations This tab lists the equipment that is associated with the agency exception. 
Agency Exception Associations This tab lists the previously issued agency exceptions that are associated with the agency exception. 
People who can View/Edit this 
Agency Exception 

This tab allows the user to determine who has access to the agency exception record in ACTS. 

File Attachments This tab stores the files that are associated with the agency exception. 
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Agency Exception Data Entry Process 
 

Steps for Entering Data into an Agency Exception Window: 
1. Open an Agency Exception Window. 
2. Select a tab.  Please see below for tab-specific instructions. 
3. Update information by entering text, selecting from dropdowns, checking and unchecking 

boxes, and entering dates into the appropriate fields.  Contact an ACTS administrator to 
update fields and dropdown items. 

4. For list data, right-click in the gray area and select Insert, Add or Delete data rows. 
5. Once data records have been modified, save changes by selecting the Save toolbar icon 

(or CTRL+S).  

 

 
Detailed Agency Exception Information (Tab) 

This tab contains the general agency exception information, such as agency, type, status, media, issue date, description, etc. 
 

 

 Agency1:  Select the Agency for the exception from the dropdown. 

 Exception Type1:  Select the Exception Type from the dropdown. 

 Exception Status1:  Select the Exception Status from the dropdown. 

 Media1:  Select the Media from the dropdown. 

 Business Unit1:  Select the Business Unit from the dropdown. 

 Responsible Person1:  Select the Responsible Person from the user dropdown. 

 Issue Date1:  Enter the Issue Date of the exception. 

 Tracking Number:  Enter the Tracking Number in the text box. 

 Agency Inspection Date:  Enter the Agency Inspection Date of the exception. 

 Received Date:  Enter the Received Date of the exception. 

 Proposed Penalty:  Enter the Proposed Penalty of the exception. 

 Actual Civil Penalty:  Enter the Actual Civil Penalty of the exception. 

 Civil Penalty Paid Date:  Enter the Civil Penalty Paid Date of the civil penalty. 

 Description of Exception Details:  Enter a Description of Exception Details in the text box. 

 
Agency Exception Attributes (Tab) 

This tab contains attributes that are specific to the type of agency exception as defined by a company.  The fields may be changed by an 
ACTS administrator. 

javascript:void(null)
javascript:void(null)


                                                                                                                                                            33 |  
 

 
 
Requirements (Tab) 

This tab lists the individual requirements of the exception.  The type, frequency, description, and task information may be 
configured.  Each requirement that generates a task should be assigned to one or more people. 
 

 

 Requirement Name1:  Enter the Requirement Name in the text box.  This is the display name of the requirement. 

 Requirement Type1:  Select the appropriate Requirement Type from the dropdown. 

 Frequency1:  Select the Frequency from the dropdown.  This is how often the requirement will be due and tasks will be 
generated. 

 

 Description:  Enter a Description, such as the exact regulation language, or company-specific requirements, in the text box. 

 Requirement Category:  Select the Requirement Category from the dropdown. 

 Sort Order:  Enter a numerical value for the Sort Order for the requirement.  Sort Order numbers are used to override the ACTS 
ordering system that organizes the requirements alphabetically by Requirement Name.  Sort Order numbers can be repeated or 
skipped. 

 Generate Task:  If this requirement will require a task to be sent to a user, select the Generate Task checkbox. 

 

 Task Text:  When the Generate Task checkbox is checked, enter Task Text that states the action to be taken in the text box. 

 First Due Date:  Enter the First Due Date.  This is the first time the task will be due. 

 Creation Day Offset:  Enter a numeric value into the Creation Day Offset.  This dictates how many days before the Due Date that 
the assignee will be notified.  Entering a value in the Creation Day Offset overrides the default notification offsets, based on 
frequency.  The following table shows the default offsets, based on frequency. 

 
Default Notification Offsets, based on Frequency 

 

Frequency 
Default Offset 

(Days) 
Single 30 
Monthly 30 
Quarterly (Every 3 Months) 90 
Semi-Annual (Every 6 Months) 180 
Annual (Every Year) 365 
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Biennial (Every 2 Years) 365 
Triennial (Every 3 Years) 365 
5 Year Calendar (Every 5 Years) 365 
1 Month Interval (from last completion) 30 
3 Month Interval (from last completion) 90 
1 Year Interval (from last completion) 365 
6 Month Interval (from last completion) 180 
 

 Active Date1:  Update the Active Date to reflect when the requirement is first applicable. Tasks will not generate before this 
date.  The default is the agency exception active date. 

 Inactive Date:  Enter the Inactive Date to reflect the last date that the requirement is applicable.  Tasks will not be generated 
after this date. 

 Comments:  Enter additional notes on the requirement in the text box. 

 

 
Requirement Responsibilities (Tab) 

This tab assigns one or more people as responsible for each requirement. 
 

 

 Requirement1:  Select the Requirement from the dropdown.  

 Task Assignee1:  Select the Task Assignee from the user dropdown. 

 Task Responsibility1:  Select the level of responsibility that the user should have for this requirement.  The Task 
Responsibility dictates when a specific user receives notifications for tasks. 

         

 Active Date1:  This is first date that the user is assigned to the requirement and task.  Tasks will not be generated before this 
date.  The default is the agency exception active date. 

 Inactive Date:  This is the last date that the user is assigned to the requirement and task.  Tasks will not be generated after this 
date to this user. 

 Comments:  Enter additional notes on the requirement responsibilities in the text box. 

 
Correspondence (Tab) 

This tab logs correspondence regarding the agency exception. 

 

 Correspondence Date1:  Update the Correspondence Date.  The default is the current date. 

 Contact Person1:  Enter the person who was contacted in the text box. 

 Correspondence Type1:   Select the Correspondence Type  from the dropdown. 

 Correspondence Method1:  Select the Correspondence Method from the dropdown. 

 Responsible Person1:  Select the Responsible Person from the user dropdown.  This is the person who did the contacting. 

 Comments:  Enter additional notes on the correspondence in the text box. 
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Supplemental Environmental Projects (Tab) 

This tab logs supplemental environmental projects (SEPs) that are associated with this agency exception. 

 

 Description1:  Enter a Description for the SEP in the text box. 

 Amount1:  Enter the Amount for the SEP. 

 Completed Date:  Enter the date that the SEP was completed. 

 Paid Date:  Enter the date that the SEP was paid. 

 Comments:  Enter additional notes about the SEP in the text box. 

 
Facility Associations (Tab) 

This tab lists the facilities that are associated with the agency exception. 

 

 
This tab will include the selected facility by default, if created through the Asset Explorer.  If there are additional facilities that are 
associated to this exception, enter them. 

1. Right-click in the gray area and select Add, Add Selected 
Facilities in an Area or Add Selected Facilities in a Portfolio. 
 

2. Select the area or portfolio in which the facility is located. 
3. Select the facility from the list to add the association to this 

agency exception. If Add was selected, then select the 
facility from the dropdown. 

 

 

 
 

 

 

 Facility1:  This field becomes populated when the facility is selected. 

 Requirement1 (Leave Blank for All):  Select the Requirement from the dropdown.  In order to associate a facility to all 
requirements, leave this selection blank. 
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 Active Date1:  Update the Active Date to reflect when the facility association is first applicable to the agency exception.  The 
default is the agency exception active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the agency association in the text box. 

 
Equipment Associations (Tab) 

This tab lists the equipment that are associated with the agency exception. 

 

 
If there are equipment pieces that are associated to this exception, enter them. 

1. Right-click in the gray area and select Add or Add Selected 
Equipment. 
 
 
 
 

2. Select the equipment from the list to add the association to 
this agency exception. If Add was selected, then select the 
equipment from the dropdown. 

 
 

 
 
 
 

 

 Equipment1:  This field becomes populated when the equipment is selected. 

 Requirement1 (Leave Blank for All):  Select the Requirement from the dropdown.  In order to associate equipment to all 
requirements, leave this selection blank. 

 Active Date1:  Update the Active Date to reflect when the equipment association is first applicable to the agency exception.  The 
default is the agency exception active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the agency association in the text box. 

 
Agency Exception Associations (Tab) 

This tab lists the previously issued agency exceptions that are associated with the agency exception. 

 

 Primary Agency Exception1:  Select the Primary Agency Exception from the dropdown.  The default will be the current exception. 

 Association Type1:  Select the appropriate Association Type from the dropdown. 

 Secondary Agency Exception1:  Select the Secondary Agency Exception from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the facility association is first applicable to the agency exception.  The 
default is the agency exception active date. 

 Inactive Date:  Enter the Inactive Date. 
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 Comments:  Enter additional notes on the agency exception association in the text box. 

 
People who can View/Edit this Agency Exception (Tab) 

This tab allows the user to determine who has access to the agency exception record in ACTS. 

 

 Public:  Select Public to allow any user with the appropriate security setting to view the exception. 

 Private:  Select Private to allow only listed people to view the exception.  Then right-click and select Add to create a new data 
row. 

 Person1:  Select the Person from the user dropdown.  This allows the selected user to view the exception. 

 Can Edit:  Select the checkbox if the user Can Edit, in addition to view, the agency exception. 

 Comments:  Enter additional notes on the agency association in the text box. 

 
File Attachments (Tab) 

This tab stores the files that are associated with the agency exception. 
 

 

Select the Browse button to search the computer or network drive for the specific file.  If ACTS is hosted by Ecocion, the user computer 
is found through the “Client C (M:)” drive. 
 

 Where Stored1:  Select Store the file in ACTS to upload a version of the file into ACTS; select Just 
store the external location to store the location of the file on a computer or network drive, which 
will be accessible through ACTS when the external pathway is accessible. 

 External Location1: Enter the External Location of the file in the text box, if Just store the external 
location is selected. 

 File Name1:  Update the File Name in the text box.  This is what the file will be called in ACTS. 

 File Type1:  Select the File Type from the dropdown. 

 Status1:  Select the Status of the document from the dropdown. 

 Document Date1:  Update the Document Date.  The default is the current date. 

 Active Date1:  Enter the Active Date. 

 Inactive Date:  Enter the Inactive Date. The default is the current date. 

 Comments:  Enter additional notes about the file attachment in the text box. 
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Analysis 
Analysis Definitions 
  

Analysis:  A form to capture results from sampling and monitoring activities.                       

 

 
 

Analysis Description 
  

In the ACTS Asset Explorer, analyses are located 
under Facilities, which are located under any Area, in the 
company hierarchy.   Analyses may have additional 
associations, including equipment. 
 
In the Analysis Window, measurement meter readings may be 
entered or imported to calculate emissions.  For example, a 
measurement meter may report a gas stream as 5% Carbon 
Dioxide, 10% Ethane, 78% Methane, 3% Propane, 
etc.  Combined with the flow rates, this may be used to 
calculate emissions for each pollutant. 
 

 

 

 
 

Analysis Usage 

  

Analysis Data via Asset Explorer: 

  

Add an Analysis 

Navigate to the facility that the analysis will be nested under in the Asset Explorer. 
Right-click on the facility and select Add an Analysis. 
 

 

 

 

Edit, Copy, Delete an Analysis 

Navigate to the analysis in the Asset Explorer. 
Right-click on the analysis and select the appropriate option. 
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Analysis Usage 

  

Analysis via Toolbar & Menu Bar: 

  

Open the Analysis Window 

 

Select Compliance Analysis from the menu bar. 
 

 

Open an Existing Analysis   

From the Analysis Window,   

 

Select the Open toolbar icon; 

Or select File Open from the menu bar, 
then select the agency from the list of analyses. 

Enter a New Analysis   

From the Analysis Window,   

 

Select the New toolbar icon; 

Or select File New from the menu bar. 

  

Copy an Analysis    

From the Analysis Window,   

 

Select the Copy toolbar icon; 

Or select File Copy an Analysis from the menu bar, 
then select the agency to copy from the list of analyses. 

  

Save Analysis Information   

From the Analysis Window,   

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 

 

Delete an Analysis 

From the Analysis Window, 

 

Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word "DELETE" and select OK. 
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Print an Analysis 

From the Analysis Window, 

 

Select the Print toolbar icon; 

Or select  File Print from the menu bar. 

  

 
 
 
 

Analysis Window 
  

Analysis information is organized by tab in an Analysis Window in ACTS.  

 

 

Analysis Window Tabs 

The following table describes how the analysis information is grouped into tabs. 

  

Tab Description 
Detailed Analysis 
Information 

This tab contains general analysis information, such as name, dates, type, vendor, comments, etc. 

Analysis Attributes 
This tab contains analysis attributes that are specific to a company.  The fields may be changed by an ACTS 
administrator. 

Analysis Values This tab lists the values that are associated with the analysis (i.e. heat content). 
Analysis Compounds This tab lists the composition of the analysis. 
Facility Associations This tab lists the facilities that are associated with the analysis. 
Equipment Associations This tab lists the equipment that is associated with the analysis. 
File Attachments This tab stores the files that are associated with the analysis. 
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Analysis Data Entry Process 
  

Steps for Entering Data into an Analysis Window:    
1. Open the Analysis Window. 
2. Select a tab.  Please see below for tab-specific instructions. 
3. Update information by entering text, selecting from dropdowns, checking and 

unchecking boxes, and entering dates into the appropriate fields.  Contact an ACTS 
administrator to update fields and dropdown items. 

4. For list data, right-click in the gray area and select Insert, Add or Delete data rows. 
5. Once data records have been modified, save changes by selecting the Save toolbar icon 

(or CTRL+S).  For data records to appear as dropdown items, they must first be saved in 
the database. 

 

 

Detailed Analysis Information (Tab) 

This tab contains the general analysis information, such as name, type, vendor, comments, etc. 
 

 

 Analysis Name1:  Enter the Analysis Name in the text box. 

 Analysis Status1:  Select the Analysis Status from the dropdown. 

 Collection Date1:  Enter the Collection Date.  The default is the current date. 

 Analysis Type1:  Select the appropriate Analysis Type from the dropdown. 

 Alternate Name:  Enter the Alternate Name in the text box. 

 Reviewed By:  Select a person from the Reviewed By user dropdown. 

 Reviewed On:  Enter the Reviewed On date. 

 Vendor:  Select the Vendor from the dropdown. 

 Job #:  Enter the vendor Job # in the text box. 

 Analysis #:  Enter the vendor Analysis # text box. 

 Collected By:  Select the Collected By entity from the dropdown. 

 Job #:  Enter the Job # in the text box. 

 Analysis #:  Enter the Analysis # text box. 

 Submit Date:  Enter the Submit Date. 

 Comments:  Enter additional notes on the analysis in the text box. 

 
 Analysis Attributes (Tab) 

This tab contains analysis attributes that are specific to a company.  The fields may be changed by an ACTS administrator. 

 
Analysis Values (Tab) 

This tab lists the values that are associated with the analysis (i.e. heat content). 
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 Analysis Value Name1:  Enter the Analysis Value Name in the text box. 

 Operator1:  Select the Operator from the dropdown.  The default operator is equal to “=”. 

 Analysis Value1:  Enter the numeric Analysis Value. 

 Units1:  Select the Units of measurement for the analysis value from the dropdown. 

 Text Result:  Enter the Text Result in the text box. 

 Analysis Date:  Enter the Analysis Date. 

 Dilution Factor:  Enter the numeric Dilution Factor. 

 Reporting Limit:  Enter the numeric Reporting Limit. 

 Method:  Enter the Method in the text box. 

 Detection Limit:  Enter the numeric Detection Limit. 

 Qualifier:  Enter the Qualifier in the text box. 

 Reportable: Select the Reportable checkbox to include the analysis value in associated requirement limits. If the checkbox is 
unchecked, the analysis value will not be compared to associated group requirement limits, but will still be compared to 
individual requirement limits. If a specific analysis value should be excluded from the group limit, then Reportable should be 
unchecked. 

 Comments:  Enter additional notes on the analysis values in the text box. 

 
Analysis Compounds (Tab) 

This tab lists the composition of the analysis. 
 

 

 Compound1:  Select the Compound from the dropdown. 

 Operator1:  Select the Operator from the dropdown.  The default operator is equal to “=.” 

 Analysis Value1:  Enter the numeric Analysis Value. 

 Units1:  Select the Units of measurement for the analysis value from the dropdown. 

 Text Result:  Enter the Text Result in the text box. 

 Analysis Date:  Enter the Analysis Date. 

 Dilution Factor:  Enter the numeric Dilution Factor. 

 Reporting Limit:  Enter the numeric Reporting Limit. 

 Method:  Enter the Method in the text box. 

 Method Detection Limit:  Enter the numeric Method Detection Limit. 

 Qualifier:  Enter the Qualifier in the text box. 

 Reportable: Select the Reportable checkbox to include the analysis compound in associated requirement limits. If the checkbox is 
unchecked, the analysis compound will not be compared to associated group compound requirement limits, but will still be 
compared to individual compound requirement limits. If a specific analysis compound should be excluded from the group limit, 
then Reportable should be unchecked. 

 Comments:  Enter additional notes on the analysis values in the text box. 

 
Facility Associations (Tab) 

This tab lists the facilities that are associated with the analysis. 
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This tab will include the selected facility by default, if created through the Asset Explorer.  If there are additional facilities that are 
associated to this analysis, enter them. 

1. Right-click in the gray area and select Add Selected Facilities in an 
Area or Add Selected Facilities in a Portfolio. 

    

2. Select the area or portfolio in which the facility is located. 

 
 
 
 
 
 

3. Select the facility from the list to add the association to this analysis. 

 
 

 
 
 

 

 

 Facility Name, Alternate Name, Facility Type, Facility Status:  These fields become populated when the facility is selected. 

 Active Date1:  Update the Active Date to reflect when the facility association is first applicable to the analysis.  The default is the 
analysis active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the analysis association in the text box. 

 
Equipment Associations (Tab) 

This tab will include the selected equipment by default, if created through the Asset Explorer.  This tab lists the equipment that are 
associated with the analysis. 

 

 
If there are equipment pieces that are associated to this exception, enter them. 

1. Right-click in the gray area and select Add or Add Selected 
Equipment. 
 
 
 
 

2. Select the equipment from the list to add the association to this 
analysis. If Add was selected, then select the equipment from the 
dropdown. 
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 Equipment1:  This field becomes populated when the equipment is selected. 

 Active Date1:  Update the Active Date to reflect when the equipment association is first applicable to the analysis.  The default is 
the analysis active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the equipment association in the text box. 

 
File Attachments (Tab) 

This tab stores the files that are associated with the analysis. 
 

 

Select the Browse button to search the computer or network drive for the specific file.  If ACTS is hosted by Ecocion, the user computer 
is found through the “Client C (M:)” drive. 
 

 Where Stored1:  Select Store the file in ACTS to upload a version of the file into ACTS; 
select Just store the external location to store the location of the file on a computer or 
network drive, which will be accessible through ACTS when the external pathway is accessible. 

 External Location1: Enter the External Location of the file in the text box, if Just store the 
external location is selected. 

 File Name1:  Update the File Name in the text box.  This is what the file will be called in ACTS. 

 File Type1:  Select the File Type from the dropdown. 

 Status1:  Select the Status of the document from the dropdown. 

 Document Date1:  Update the Document Date.  The default is the current date. 

 Active Date1:  Enter the Active Date. 

 Inactive Date:  Enter the Inactive Date. The default is the current date. 

 Comments:  Enter additional notes about the file attachment in the text box. 
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Analysis Spreadsheet Import 
Analysis Spreadsheet Import Description 
 
The Analysis Spreadsheet Import tool allows the user to import “ACTS Aware” analysis spreadsheets directly into ACTS. 
 
This wizard walks the user through the entire process of identifying the spreadsheet, importing the data, and attaching a copy of the 
spreadsheet. 

 
Analysis Spreadsheet Import Usage 
Launch the Analysis Spreadsheet Import Wizard 

Select Operations Analysis Spreadsheet Import from the menu bar. 
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Analysis Spreadsheet Wizard (Window) 

This wizard guides the user through the process of selecting, importing, and storing an analysis. 

 

 

 
Analysis Spreadsheet Import Data Entry Process 
 
To import a spreadsheet, complete the following steps: 
 

1. Launch the Analysis Spreadsheet Import wizard. 
2. Select Next on the instruction page. 
3. Enter or select the spreadsheet that you would like to import by selecting Browse and searching for the file. 
4. Select Next. 
5. Review the information before selecting Finish.  If any of the information is incorrect, select 
6. Cancel, update the spreadsheet, and re-run the wizard. 

 

 
 

 Completion of this wizard does the following: 

 

 Creates a new analysis and imports the data from the spreadsheet. 

 Attaches a copy of the spreadsheet to the applicable facility and analysis. 
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Area 
Area Definitions 
 

Area:  A high-level grouping in ACTS that serves as a “parent-level” to other data.  Areas are company-specific and include, Business 
Units, Fields, Regions, Basins, Divisions, Routes, etc.    
 

     

Area Description 

  

In the ACTS Asset Explorer, assets may be grouped in three 
ways: Assets Grouped by Area, Assets Grouped by Location, 
and Assets Grouped by Portfolio.  Areas are parent-levels 
with Facilities, Equipment, Regulations, File Attachments, and 
other ACTS records nested underneath.   
 
The Area Window controls how the first group, Assets 
Grouped by Area, is organized and will typically represent the 
company-wide organization of their facilities. 
 

  
 

 

Area Usage 
  

Area Data via Asset Explorer: 

  

Add an Area 

To add an area, navigate to Assets Grouped by Area in the Asset Explorer. 
Right-click on Assets Grouped by Area and select Add New Assets Grouped by Area. 

 

To add a sub-area, navigate to the parent area where the sub-area will be nested under in the Asset Explorer. Right-click and select Add 
an Area. 
 

 

Edit, Copy, Delete an Area 

Navigate to the area in the Asset Explorer. 
Right-click on the area and select the appropriate option. 
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Area Usage 

  

Area via Toolbar & Menu Bar: 

  

Open the Area Window 

 

Select Assets Area from the menu bar. 
 

 

Open an Existing Area   

From the Area Window,   

 

Select the Open toolbar icon; 

Or select File Open from the menu bar, 
then select the area from the list of areas. 

 
Enter a New Area 

  

From the Area Window,   

 

Select the New toolbar icon; 

Or select File New from the menu bar. 

  

 
Copy an Area  

  

From the Area Window,   

 

Select the Copy toolbar icon; 

Or select File Copy an Area from the menu bar, 
then select the area to copy from the list of areas. 

 
Save Area Information 

  

From the Area Window,   

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 

 

 
Delete an Area 

From the Area Window, 
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Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word "DELETE" and select OK. 

 
Print an Area 

From the Area Window, 

 

Select the Print toolbar icon; 

Or select  File Print from the menu bar. 

  

 
 

Area Window 
  

Area information is organized by tab in an Area Window in ACTS. 

 

 

Area Window Tabs  

The following table describes how the area information is grouped into tabs. 

  

Tabs Description 
Detailed Area 
Information 

This tab contains the general area information, such as name, type, status and parent area. 

Area Attributes 
This tab contains attributes that are specific to the area as defined by a company.  The fields may be changed by 
an ACTS administrator. 

People Associations This tab lists people associated with an area. 
File Attachments This tab stores the files that are associated with the area. 

 
 

Area Data Entry Process 
  

 Steps for Entering Data into an Area Window: 
1. Open an Area Window. 
2. Select a tab.  Please see below for tab-specific instructions. 
3. Update information by entering text, selecting from dropdowns, checking and unchecking boxes, and entering dates into the 

appropriate fields.  Contact an ACTS administrator to update fields and dropdown items. 
4. For list data, right-click in the gray area and select Insert, Add or Delete data rows. 
5. Once data records have been modified, save changes by selecting the Save toolbar icon (or CTRL+S).  For data to appear as 

dropdown items, they must first be saved in the database.    

 

javascript:void(null)
javascript:void(null)
javascript:void(null)
javascript:void(null)


                                                                                                                                                            50 |  
 

Detailed Area Information (Tab) 

This tab contains the general area information, such as name, type, status and parent area. 

 

 

 Area Name1:  Enter the Area Name in the text box. 

 Area Type1:  Select the correct Area Type from the dropdown. 

 Sort Order1:  Enter a numerical value for the Sort Order for the area. Sort Order numbers are used to override the ACTS 
ordering system that organizes the requirements alphabetically by Area Name.  Sort order numbers can be repeated or 
skipped. 

 Area Status1:  Select the Area Status from the dropdown. 

 Parent Area:  Select the Parent Area from the dropdown.  This is the place where the area will be nested in the Asset 
Explorer.  For an un-nested area, leave this field blank. 

 Comments:  Enter additional notes on the area in the text box. 

 
Area Attributes (Tab)  

This tab contains attributes that are specific to the area as defined by a company.  The fields may be changed by an ACTS administrator. 

 
People Associations (Tab)  

This tab lists people associated lists people associated with an area. 

 

 Associated Person1:  Select the Associated Person from the used dropdown. 

 Association Type1:  Select the Association Type from the dropdown. 

 Active Date1:  Update the Active Date to reflect the date the person association is first applicable.  The default is the current date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the person association in the text box. 

 
File Attachments (Tab) 

This tab stores the files that are associated with the area. 

 

Select the Browse button to search the computer or network drive for the specific file.  If ACTS is hosted by Ecocion, the user computer 
is found through the “Client C (M:)” drive. 
 

 Where Stored1:  Select Store the file in ACTS to upload a version of the file into ACTS; 
select Just store the external location to store the location of the file on a computer or 
network drive, which will be accessible through ACTS when the external pathway is accessible. 

 External Location1: Enter the External Location of the file in the text box, if Just store the 
external location is selected. 

 File Name1:  Update the File Name in the text box.  This is what the file will be called in ACTS. 

 File Type1:  Select the File Type from the dropdown. 
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 Status1:  Select the Status of the document from the dropdown. 

 Document Date1: Update the Document Date.  The default is the current date. 

 Active Date1:  Enter the Active Date. 

 Inactive Date:  Enter the Inactive Date. The default is the current date. 

 Comments:  Enter additional notes about the file attachment in the text box. 
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Attendance Spreadsheet Import 
Attendance Spreadsheet Import Description 
 
The Attendance Spreadsheet Import tool allows the user to import “ACTS Aware” attendance spreadsheets directly into ACTS. 
  
This wizard walks the user through the entire process of identifying the spreadsheet, importing the data, and attaching a copy of the 
spreadsheet. 

 
Attendance Spreadsheet Import Usage 
Launch the Attendance Spreadsheet Import Wizard 

Select Safety Attendance Spreadsheet Import from the menu bar. 
 

 

 

 

 
  

javascript:void(null)


                                                                                                                                                            53 |  
 

Attendance Spreadsheet Wizard (Window) 
This wizard guides the user through the process of selecting, importing, and storing an attendance spreadsheet. 

 

 
 
Attendance Spreadsheet Import Data Entry Process 
To import a spreadsheet, complete the following steps: 

  

1. Launch the Attendance Spreadsheet Import wizard. 
2. Select Next on the instruction page. 
3. Enter or select the spreadsheet that you would like to import by selecting Browse and searching for the file. 
4. Select Next. 
5. Review the information before selecting Finish.  If any of the information is incorrect, select Cancel, update the spreadsheet, and 

re-run the wizard. 
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Audit 
Audit Definitions 

  

Audit:  A set of validation questions, whether internal or external, whose responses can be linked to follow-up requirements, which may 
be assigned to individuals.  The audit can be associated to Areas, Facilities, and/or Equipment. 

 

 
 

Audit Description 
  

In the ACTS Asset Explorer, audits are located under Facilities, which are 
located under any Area, within the company hierarchy.  Audits may be 
associated to Areas, Facilities, Agencies, Regulations, File Attachments, 
etc.mand may be used to generate Requirements and Tasks. 
 
Agency or internal audit information, questions, responses, corrective 
actions, assignees, and correspondence for facilities are stored in the Audit 
Window. 
 

 

 
 

Audit Usage 
  

Audit Data via Asset Explorer: 

  

Add an Audit 

Navigate to the facility that the audit will be nested under in the Asset Explorer. 
Right-click on the facility and select Add an Audit. 
 

 

 

 

Edit, Copy, Delete and Audit  

Navigate to the audit in the Asset Explorer.   
Right-click on the audit and select the appropriate option. 
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Audit Data via Toolbar & Menu Bar: 

  

Open the Audit Window 

 

Select Compliance Audit from the menu 
bar. 

 
 

 

Open an Existing Audit   

From the Audit Window,   

  

Select the Open toolbar icon; 

Or select File Open from the menu bar, 
then select the audit to open from the list of 
audits.           

Enter a New Audit   

From the Audit Window,   

 

Select the New toolbar icon; 

Or select File New from the menu bar. 

  

Copy an Audit    

From the Audit Window,   

 

Select the Copy toolbar icon; 

Or select File Copy an Audit from the menu bar, 
then select the audit to copy from the list of audits. 

  

Save Audit Information   

From the Audit Window,   

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 

 

Delete an Audit 

From the Audit Window, 

 

Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word "DELETE" and select OK. 

Print an Audit 

From the Audit Window, 
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Select the Print toolbar icon; 

Or select File Print from the menu bar. 

  

 
 

Audit Window 
  

Audit information is organized by tab in an Audit Window in ACTS. 

 

 
 

Audit Window Tabs 

The following table describes how the audit information is grouped into tabs. 

  

Tab Description 
Detailed Audit 
Information 

This tab contains the general audit information, such as type, status, date, responsible person, tracking 
number, description, etc. 

Audit Questions 
This tab contains the questions and responses for the type of audit.  The questions may be changed by an 
ACTS administrator. 

Requirements 
This tab lists the individual requirements of the audit.  The type, frequency, description, and task information 
may be configured.  Each requirement that generates a task should be assigned to one or more people. 

Requirement 
Responsibilities 

This tab contains the assignees that must complete the requirements. 

Correspondence This tab logs the correspondence regarding the audit. 
Area Associations This tab lists the areas that are associated with the audit. 
Facility Associations This tab lists the facilities that are associated with the audit. 
Facility Requirement 
Associations 

This tab lists the facility requirements that are associated with the audit. 

Agency Associations This tab lists the agencies that are associated with the audit. 
Regulation Associations This tab lists the regulations that are associated with the audit. 
People who can 
View/Edit this Audit 

This tab allows the user to determine who has access to the audit records in ACTS. 

File Attachments This tab stores the files that are associated with the audit. 
 

 

 
 

Audit Data Entry Process 

Steps for Entering Data into an Audit Window: 
1. Open an Audit Window. 
2. Select a tab.  Please see below for tab-specific instructions. 
3. Update information by entering text, selecting from dropdowns, checking and unchecking 

boxes, and entering dates into the appropriate fields.  Contact an ACTS administrator to 
update fields and dropdown items. 

4. For list data, right-click in the gray area and select Insert, Add or Delete data rows. 
5. Once data records have been modified, save changes by selecting the Save toolbar icon 

(or CTRL+S). 
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Detailed Audit Information (Tab) 

This tab contains the general audit information, such as type, status, date, responsible person, tracking number, description, etc. 

 

 Audit Type1:  Select the Audit Type from the dropdown. 

 Audit Status1:  Select the Audit Status from the dropdown. 

 Responsible Person1:  Select the Responsible Person from the user dropdown.  This field defaults to the current user. 

 Audit Date1:  Enter the Audit Date.  The default is the current date. 

 Inactive Date:  Enter the Inactive Date. 

 Tracking Number:  Enter an audit Tracking Number in the text box. 

 Description:  Enter a description of the audit in the text box. 

 Comments:  Enter additional comments on the audit in the text box. 

 
Audit Questions (Tab) 

This tab contains the questions and responses for the type of audit.  The questions may be changed by an ACTS administrator. 
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Requirements (Tab) 

This tab lists the individual requirements of the audit.  The type, frequency, description, and task information may be configured.  Each 
requirement that generates a task should be assigned to one or more people. 
 

 

 Requirement Name:  Enter the Requirement Name in the text box.  This is the display name of the requirement. 

 Requirement Type1:  Select the appropriate Requirement Type from the dropdown. 

 Frequency1:  Select the Frequency from the dropdown.  This is how often the requirement will be due and tasks will be 
generated. 

 

 Description:  Enter a Description, such as the exact regulation language, or company-specific requirements. 

 Requirement Category:  Select the Requirement Category from the dropdown. 

 Media:  Select the Media from the dropdown. 

 Sort Order:  Enter a numerical value for the Sort Order for the requirement.  Sort Order numbers are used to override the ACTS 
ordering system that organizes the requirements alphabetically by Requirement Name.  Sort Order numbers can be repeated or 
skipped. 

 

 

 Generate Task:  If this requirement will require a task to be sent to a user, select the Generate Task checkbox. 

 Task Text:  When the Generate Task checkbox is checked, enter Task Text that states the action to be taken in the text box. 

 Primary Assignee:  Select the Primary Assignee from the user dropdown.  This is the user responsible for task 
completion.  The Primary Assignee is the first to receive notifications. 

 First Due Date:  Enter the First Due Date.  This is the first time the task will be due. 

 Creation Day Offset:  Enter a numeric value into the Creation Day Offset.  This dictates how many days before the Due Date that 
the assignee will be notified.  Entering a value in the Creation Day Offset overrides the default notification offsets, based on 
frequency.  The following table shows the default offsets, based on frequency. 

 
Default Notification Offsets, based on Frequency 

 

Frequency 
Default Offset 

(Days) 
Single 30 

Monthly 30 
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Quarterly (Every 3 Months) 90 
Semi-Annual (Every 6 Months) 180 

Annual (Every Year) 365 
Biennial (Every 2 Years) 365 
Triennial (Every 3 Years) 365 

5 Year Calendar (Every 5 Years) 365 
1 Month Interval (from last completion) 30 
3 Month Interval (from last completion) 90 

1 Year Interval (from last completion) 365 
6 Month Interval (from last completion) 180 

 

 

 Active Date1:  Update the Active Date to reflect when the requirement is first applicable.  Tasks will not generate before this 
date.  The default is the audit active date. 

 Inactive Date:  Enter the Inactive Date to reflect the last date that the requirement is applicable.  Tasks  will not be generated 
after this date. 

 

  

 Contributing Factors:  Enter a description of the Contributing Factors for this requirement in the text box. 

 Root Cause:  Enter a description of the Root Cause for this requirement in the text box. 

 Actions Taken:  Add a description of the Actions Taken for this requirement in the text box. 

 Current Status:  Add a description of the Current Status for this requirement in the text box. 

 Compliance:  Select the Compliance Type from the dropdown. 

 Completion Date:  Enter a Completion Date. 

 Question:  Select an audit Question from the dropdown. 

 Comments:  Enter additional notes about the requirement in the text box. 

 
Requirement Responsibilities (Tab) 

This tab contains the assignees that must complete the requirements. 

 

 Requirement1:  Select the Requirement from the dropdown.  

 Task Assignee1:  Select the Task Assignee from the user dropdown. 

 Task Responsibility1:  Select the level of responsibility that the user should have for this requirement.  The Task 
Responsibility dictates when a specific user receives notifications for tasks. 

 

 Active Date1:  This is first date that the user is assigned to the requirement and task.  Tasks will not be generated before this 
date.  The default is the audit active date. 

 Inactive Date:  This is the last date that the user is assigned to the requirement and task.  Tasks will not be generated after this 
date to this user. 

 Comments:  Enter additional notes on the requirement responsibilities in the text box. 
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Correspondence (Tab) 

This tab logs the correspondence regarding the audit. 

 

 Correspondence Date1:  Enter the date that the correspondence took place. 

 Contact Person1:  Enter the person who was contacted. 

 Correspondence Type1:  Select the Correspondence Type from the dropdown. 

 Correspondence Method1:  Select the Correspondence Method from the dropdown. 

 Responsible Person1:  Select the Responsible Person from the user dropdown.  This is the person who did the contacting. 

 Comments:  Enter additional notes on the correspondence in the text box. 

 
Area Associations (Tab) 

This tab lists the areas that are associated with the audit. 
 

 

 Area1:  Select the Area from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the area association is first applicable to the audit.  The default is the audit 
active date. 

 Inactive Date:  Enter the Inactive Date. 

  Comments:  Enter additional notes on the area association in the text box. 

 
Facility Associations (Tab) 

This tab lists the facilities that are associated with the audit. 

 

This tab will include the selected facility by default, if created through the Asset Explorer.  If there are additional facilities that are 
associated to this audit, enter them.  

To add facilities by area or portfolio: 

1. Right-click in the gray area and select Add Selected Facilities in an 
Area or Add Selected Facilities in a Portfolio. 
 

2. Select the area or portfolio in which the facility is located. 
 

3. Select the facility from the list to add the association to this audit. 

 

 
 
 

javascript:void(null)
javascript:void(null)
javascript:void(null)
javascript:void(null)


                                                                                                                                                            61 |  
 

 
 
 
 

 Facility Name, Alternate Name, Facility Type, Facility 
Status:  These fields become populated when the facility is 
selected. 

 Active Date1:  Update the Active Date to reflect when the facility 
association is first applicable to the audit.  The default is the audit 
active date. 

 Requirement1 (Leave Blank for All):  Select the Requirement from 
the dropdown. If the facility is associated to all requirements at 
the audit, leave this field blank. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the facility association in 
the text box. 

 

 

 
 
 
Facility Requirement Associations (Tab) 

This tab lists the facility requirements of the audit. 

 

 
If there are facility requirements that are associated to this audit, enter them. 

1. Right-click in the gray area and select Add Selected Facilities in an Area or Add 
Selected Facilities in a Portfolio. 

2. Select the area or portfolio in which the facility is located.  
3. Select the facility from the list to add the association to this audit. 
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 Facility Name, Alternate Name, Facility Type, Facility Status:  These fields become 
populated when the facility is selected. 

 Requirement (Leave Blank for All)1:  Select the Requirement from the dropdown.  

 Active Date1:  Update the Active Date to reflect when the facility requirement 
association is first applicable to the audit.  The default is the audit active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the facility requirement association in the text 
box. 

 
 
 
 

 
 

 
Agency Associations (Tab) 

This tab lists the agencies that are associated with the audit. 

 

 Agency1:  Select the Agency from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the agency association is first applicable to the audit.  The default is the 
audit active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes about the agency association in the text box. 

 
Regulation Associations (Tab) 

This tab lists the regulations that are associated with the audit. 

 

 Regulation1:  Select the Regulation from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the regulation association is first applicable to the audit.  The default is the 
audit active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes about the regulation association in the text box. 

 
People who can View/Edit this Audit (Tab) 

This tab allows the user to determine who has access to the audit record in ACTS. 
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 Public:  Select Public to allow any user with the appropriate security setting to view the audit. 

 Private:  Select Private to allow only listed people to view the audit.  Then right-click and select Add to create a new data row. 

 Person1:  Select the Person from the user dropdown.  This allows the selected user to view the audit. 

 Can Edit:  Select the checkbox if the user Can Edit, in addition to view, the audit. 

 Comments:  Enter additional notes for the person who can view/edit the audit in the text box. 

 
File Attachments (Tab) 

This tab stores the files that are associated with the audit. 
 

 

Select the Browse button to search the computer or network drive for the specific file.  If ACTS is hosted by Ecocion, the user computer 
is found through the “Client C (M:)” drive. 
 

 Where Stored1:  Select Store the file in ACTS to upload a version of the file into ACTS; 
select Just store the external location to store the location of the file on a computer or 
network drive, which will be accessible through ACTS when the external pathway is 
accessible. 

 External Location1: Enter the External Location of the file in the text box, if Just store the 
external location is selected. 

 File Name1:  Update the File Name in the text box.  This is what the file will be called in ACTS. 

 File Type1:  Select the File Type from the dropdown. 

 Status1:  Select the Status of the document from the dropdown. 

 Document Date1: Update the Document Date.  The default is the current date. 

 Active Date1:  Enter the Active Date. 

 Inactive Date:  Enter the Inactive Date. The default is the current date. 

 Comments:  Enter additional notes about the file attachment in the text box. 
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Audit Spreadsheet Import 
Audit Spreadsheet Import Description 
The Audit Spreadsheet Import tool allows the user to import “ACTS Aware” audit spreadsheets directly into ACTS.  
 
This wizard walks the user through the entire process of identifying the spreadsheet, importing the data, and attaching a copy of the 
spreadsheet. 

 
Audit Spreadsheet Import Usage 
Launch the Audit Spreadsheet Import Wizard 

Select Compliance Audit Spreadsheet Import from the menu bar. 
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Audit Spreadsheet Wizard 
This wizard guides the user through the process of selecting, importing, and storing an audit. 

 

 
 
Audit Spreadsheet Import Data Entry Process 
To import a spreadsheet, complete the following steps: 

  

      1. Launch the Audit Spreadsheet Import wizard. 
      2. Select Next on the instruction page. 
      3. Enter or select the spreadsheet that you would like to import by selecting Browse and searching for the 
          file.  
      4. Select Next. 
      5. Review the information before selecting Finish.  If any of the information is incorrect, select Cancel, 
          update the spreadsheet, and re-run the wizard. 

 
 

Completion of this wizard does the following: 

  

 Creates a new audit and imports the data from the spreadsheet. 

 Attaches a copy of the spreadsheet to the applicable facility and audit. 
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Change Password 
Change Password 
Use this tool to change your password 

1. Select Tools Change Password from the menu bar. 

 

 
 

2. Enter the Old Password, New Password and Verify Password in the text boxes. 
3. Select OK. 
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Chemical Inventory 
Chemical Inventory Definitions 
 
Chemical Inventory:  A list of chemicals at a facility, with the ability to track storage, usage, transfer and delivery volumes. 
 

 
 

 Chemical Inventory Description 

 

In the ACTS Asset Explorer, chemicals are located under Facilities, which are 
located under any Area, within the company hierarchy.  The Chemical Inventory 
Window is used to track the chemicals stored, delivered and used at a facility. 
 

 

 
 
Chemical Inventory Usage 

Chemical Inventory Data via Asset Explorer 
 
Add Chemical Inventory 
 
Navigate to the facility that the chemical inventory will be nested under in the Asset Explorer.  
Right-click on the facility and select Open Chemical Inventory Window. 
 
 

 
 
 
 
 

 
 

 
 Chemical Inventory Data via Tool Bar & Menu Bar 
  
 Open the Chemical Inventory Window 

 Select Operations Chemical Inventory from the menu bar.  
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Save Chemical Inventory Information 
From the Chemical Inventory Window, 

 

Select the Save toolbar icon; 

Or select File Save from the menu bar; 
Or use the CTRL-S keyboard shortcut. 

 

 
Chemical Inventory Window 
 

 
 

 
 Chemical Inventory Window Area Descriptions 
 
 The table below describes the Chemical Inventory Window Areas. 

Area Description 

Chemicals Used and/or Stored at the 
Facility 

This area lists the chemicals, compounds and products at a facility, and associated attributes and 
information. 

Chemical Storage Details 
This area lists storage details pertaining to the selected chemical in the Chemical Attributes and 
Information section. 

Chemical Delivery Details 
This area lists delivery details pertaining to the selected chemical in the Chemical Attributes and 
Information section. 

Chemical Transfer Details 
This area lists transfer details pertaining to the selected chemical in the Chemical Attributes and 
Information section. 

Chemical Usage Details 
The area lists usage details pertaining to the selected chemical in the Chemical Attributes and 
Information section. 

 

 
 
Chemical Inventory Data Entry Process 

 

 Steps for Entering Data into a Chemical Inventory: 
 
1. Open the Chemical Inventory Window. 
2. Update information by entering text, selecting from dropdowns, checking and unchecking boxes and entering dates into the 

appropriate fields.  Contact an ACTS administrator to update fields and dropdown items. 
3. For list data, right-click in the gray area and select Insert, Add or Delete data rows. 
4. Once data records have been modified, save changes by selecting the Save toolbar icon (or CTRL+S).  For data records to appear as 

drop down items, they must be first saved in the database.   
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 Area & Facility Dropdowns 
 

 
 
 Specify the facility using the following dropdowns; 
 Select the area that contains the facility you want to open:  Select the Area from the dropdown. 

 Select the facility you want to open:  Select the Facility from the dropdown. 
  
 Chemicals Used and/or Stored at the Facility 
 This area lists the chemicals, compounds and products at a facility, and associated information.   
 

 
 

 
 

 Compound/Chemical/Product1:  Select the Compound/Chemical/Product from the Compound Library dropdown.   

 Alternate Name/Alias , Supplier, Manufacturer, Status, Document Date, Document Name:  These fields will populate when the 
Compound/Chemical/Product is selected from the Compound Library dropdown. 

 Default Units:  Select the Default Units from the dropdown. 

 Active Date1:  Update the Active Date to reflect the date when the chemical is first associated to the facility.  The default is the 
current date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes about the chemical in the text box. 
 

 Chemicals Used and/or Stored at the Facility (Context Menu) 

 Select a compound/chemical/product, then right-click in the Chemicals Used and/or Stored at the Facility to access the context menu 
with the following options.  
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 Open the Selected MSDS:  Select Open the Selected MSDS to view the MSDS document(s).  

 Save the Selected MSDS:  Select Save the Selected MSDS to save the MSDS document(s). Then navigate to a location to save to, 
enter a File Name, and select the file type from the Save as type: dropdown, then select  OK.  

 Open the Compound Window:  Select Open the Compound Window to view/edit details of the compound.  Please see the 
Compound Section for more details.  

 

 Chemical Storage Details 
 This area lists storage information pertaining to a selected chemical. 
 

 
 
Select a chemical from the Chemicals Used and/or Stored at the Facility area.  Then right-click in the Chemical Storage Details area and 
select Add or Insert to create a new data row. 
 

 Inventory Date1:  Update the Inventory Date.  The default is the current date.   

 Amount Stored1:  Enter the numerical value of the Amount Stored. 

 Units1:  Select the Units of the amount stored from the dropdown.   

 Comments:  Enter additional notes about the stored chemical in the text box.   
 

 Chemical Delivery Details 

 This area lists delivery information pertaining to a selected chemical.  
 

 
 
Select a chemical from the Chemicals Used and/or Stored at the Facility area. Then right-click in the Chemical Delivery Details area and 
select Add or Insert to create a new data row. 
 

 When Delivered1:  Update the When Delivered date.  The default is the current date.   

 Delivery Type1:  Select the Delivery Type from the dropdown. 

 Amount Delivered1:  Enter a numerical value of the Amount Delivered. 

 Units1:  Select the Units of the amount delivered from the dropdown. 

 Vendor (If applicable):  Select the Vendor from the dropdown. 

 Cost:  Enter the Cost. 

 Ordered By:  Select the Ordered By person from the user dropdown. 

 Point of Use:  Enter the Point of Use in the text box. 

 Product Usage:  Enter the Product Usage in the text box. 

 Comments:  Enter additional notes about the delivered chemical in the text box. 
 
Chemical Transfer Details 
The area lists transfer information pertaining to a selected chemical.  

 
 
Select a chemical from the Chemicals Used and/or Stored at the Facility area. Then right-click in the Chemical Delivery Details area and 
select Add or Insert to create a new data row. 

 When Used1:  Update the When Used date.  The default is the current date.   

 How Used1:  Select the How Used option from the dropdown. 

 Amount Used1:  Enter a numerical value of the Amount Used. 

 Units1:  Select the Units of the amount used from the dropdown. 

 Amount Recovered1:  Enter a numerical value of the Amount Recovered. 

 Net Amount Used1:  This value will be calculated by the difference between the Amount Used and the Amount Recovered. 
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 Associated Equipment1:  Select the Associated Equipment from the dropdown. 

 Vendor (If Applicable):  Select the Vendor from the dropdown. 

 Comments:  Enter additional notes about the used chemical in the text box. 
 
 
 Chemical Usage Details 
 The area lists usage information pertaining to a selected chemical  
 

 
 
Select a chemical from the Chemicals Used and/or Stored at the Facility area. Then right-click in the Chemical Usage Details area and 
select Add or Insert to create a new data row. 
 

 When Used1:  Update the When Used date.  The default is the current date.   

 How Used1:  Select the How Used option from the dropdown. 

 Amount Used1:  Enter a numerical value of the Amount Used. 

 Units1:  Select the Units of the amount used from the dropdown. 

 Amount Recovered1:  Enter a numerical value of the Amount Recovered. 

 Net Amount Used1:  This value will be calculated by the difference between the Amount Used and the Amount Recovered. 

 Associated Equipment1:  Select the Associated Equipment from the dropdown. 

 Vendor (If Applicable):  Select the Vendor from the dropdown. 

 Comments:  Enter additional notes about the used chemical in the text box. 
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Code Maintenance 
Code Maintenance Definitions 
  

Code Maintenance:  Tables that store codes to determine dropdown options, tab availability, calculation configurations, form 
questions, document generator fields, etc. 

 

Code Maintenance Usage 

  

Open the Code Maintenance Window 

 

Select Tools Code Maintenance from the menu bar.  
OR select the F6 key. 
 

 

Save Code Maintenance Information  

From the Code Maintenance Window,  

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 
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Code Maintenance Window 
Codes are organized in a Code Maintenance Window in ACTS.  
The code selection menus are on the left-side of the window. When a code maintenance table is selected, it is displayed on the right-
side of the window.   

 

 

 
 

Code Maintenance Data Entry Process 
Steps for Entering Data into a Code Maintenance Window: 
1. Open a Code Maintenance Window. 
2. Select the "+" icons to expand the menus and select from available tables. Select the "-

" icons to collapse the menus. 
3. Select a code maintenance table. 
4. Update information by entering text, selecting from dropdowns, checking and 

unchecking boxes, and entering dates into the appropriate fields. 
5. For list data, right-click and select Insert, Add or Delete data rows. 
6. Once data records have been modified, save changes by selecting the Save toolbar 

icon (or CTRL+S). For data records to appear as dropdown items, they must first be 
saved in the database. 

 

 

 Adding Record Types 

Add new Record Types and control the availability of tabs when the Record Types are selected. For example, add a new Equipment Type 
and control that tabs that are available when the Equipment Type is selected. 
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[Record] Type Table 
List of all types and tabs available when the type is selected 

  

1. Expand the [Record] Codes selection menu. For example, Equipment Codes to add Equipment Types. 
2. Select the [Record] Type table. For example, Equipment Type table to add Equipment Types. 
3. Add or Insert a new data row. 
4. Update the following fields, then save changes. 

 

 [Record] Type1:  Enter the name of the [Record] Type in the text box. This will appear in the [Record] Type dropdown, generally 
located in the [Record] Detailed Information Tabs. For example, if "Amine Treater" was added to the Equipment Type table, it 
would appear in the Equipment Type dropdown on the Detailed Equipment Information Tab. 

 Select the checkbox for every tab that will be available when the [Record] Type is selected. For example, if only the Equipment 
Attributes and Facility Associations checkboxes are checked, when "Amine Treater" is selected in the Detailed Equipment 
Information Tab, only those tabs will be available. 

 

 Add an Attribute 
Add new attribute fields to capture qualitative data and dates in ACTS, where default data fields are not sufficient. 

javascript:void(null)
javascript:void(null)


                                                                                                                                                            75 |  
 

 

  

Step 1: Attribute Type Table 
List of all Attributes in ACTS 

  

1. Expand the Miscellaneous Codes selection menu. 
2. Select the Attribute Type table. 
3. Add or Insert a new data row. 
4. Update the following fields, then save changes. 

 

 Attribute Type: Enter the name of the attribute in the text box. 

 Data Type1:  Select the data type from the dropdown. 

 Data Type Size1: Enter the maximum number of characters. 

 Data Type Precision1:  Enter the maximum number of decimal places. 

 Default Value: Enter a default value in the text box. 

 Active Date1:  Update the active date.  The default is the current date. 

 Inactive Date:  Enter the inactive date. 

 Step 2: [Record] Type Table 
Associate Attributes to Record Types 

 

1. Expand the [Record] Codes selection menu. For example, the Equipment Codes for attributes that will display in the Equipment 
Window. 

2. Select the [Record] Attribute Type table. For example, the Equipment Attribute Type for attributes that will display in the 
Equipment Window. 

3. Add or Insert a new data row. 
4. Update the following fields, then save changes. 
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 [Record] Type1:  Select the type from the dropdown. For example, for an attribute to display when an "Amine Treater" 
Equipment Type is selected in the Equipment Window, the dropdown option will be "Amine Treater". 

 Attribute Group1:  Enter the text for the heading that the attribute will be grouped under. The groupings will be 
collapsible/expandable in the Attribute Tab. 

 Attribute Type:  Select the Attribute Type from the dropdown. This is the name of the attribute entered into the Attribute Type 
Table in Step 1. 

 Sort Order1:  Enter a numerical value for the Sort Order.  Sort Order numbers are used to override the ACTS ordering system 
that organizes alphabetically by Attribute Type within an Attribute Group. Sort Order numbers can be repeated or skipped. 

 Required: Select the Required checkbox if the attribute will be required before saving the module-specific window. 

 Active Date1:  Update the active date.  The default is the current date. 

 Inactive Date:  Enter the inactive date. 

 Step 3: Attribute Type Item Table 
Add dropdown item selections, if applicable 

  

1. Expand the Miscellaneous Codes selection menu. 
2. Select the Attribute Type Item table. For example, the Equipment Attribute Type for attributes that will display in the Equipment 

Window. 
3. Add or Insert a new data row. 
4. Update the following fields, then save changes. 

 

 Attribute Type1:  Select the Attribute Type that the dropdown item selections will be added to. This is the name of the attribute 
entered into the Attribute Type Table in Step 1. 

 Attribute Type Item1:  Enter the dropdown item in the text box. A data row should be added for each dropdown selection item. 

 Sort Order1:  Enter a numerical value for the Sort Order.  Sort Order numbers are used to override the ACTS ordering system 
that organizes alphabetically by Attribute Type Item within the dropdown selections. Sort Order numbers can be repeated or 
skipped. 

 Comments:  Enter any additional notes on the dropdown selection item in the text box. 
 

 
Extras 
See Addenda 3 & 4 
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Compound 
Compound Definitions 
Compound:  An element or chemical, related to operational activity. 

 

 
 

Compound Description 

The Compound Window is used to store details of a product, chemical or compound.  It may also be used to store components of the 
product, chemical or compound and related file attachments. 

 

Compound Usage 

Compound Data via the Chemical Inventory Window: 

  

Open the Compound Window 

From the Chemical Inventory Window (Operations Chemical Inventory) 

 
Right-click on a Compound/Chemical/Product and select Open the Compound Window. 

 

 

 

 

 

 

Compound Data via Toolbar & Menu Bar: 

Open the Compound Window 

 

Select Operations Compound from the menu bar. 
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Open an Existing Compound  

  

From the Compound Window,   

 

Select the Open toolbar icon; 

Or select File Open from the menu bar, 
then select the compound to open from the list of compounds. 

 
Enter a New Compound  

  

From the Compound Window,   

 

Select the New toolbar icon; 

Or select File New from the menu bar. 

  

 
Copy a Compound  

  

From the Compound Window,   

 

Select the Copy toolbar icon; 

Or select File Copy a Compound from the menu bar, 
then select the compound to copy from the list of compounds. 

 
Save Compound Information 

  

From the Compound Window,   

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 

 

 
Delete a Compound  

From the Compound Window, 

 

Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word "DELETE" and select OK. 

 
Print a Compound Detail Report 

From the Compound Window, 

 

Select the Print toolbar icon; 

Or select  File Print from the menu bar. 
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Compound Window 
Compound information is organized by tab in a Compound Window in ACTS.  

 

 
 

Compound Window Tabs 

The following table describes how the compound information is grouped into tabs. 

  

Tab Description 
Detailed Compound 
Information 

This tab contains general compound information, such as type, status, dates, description, alternate name, 
comments, etc. 

Compound Attributes 
This tab contains compound attributes that are specific to a company.  The fields may be changed by an 
ACTS administrator. 

Compound Associations This tab lists the compounds that are components of the compound. 
File Attachments This tab stores the files that are associated with the compound. 
 

        

 
  

 
  

 

Compound Data Entry Process 
Steps for Entering Data into a Compound Window:   
 
1. Open the Compound Window. 
2. Select a tab.  Please see below for tab-specific instructions. 
3. Update information by entering text, selecting from dropdowns, checking and 

unchecking boxes, and entering dates into the appropriate fields.  Contact an ACTS 
administrator to update fields and dropdown items. 

4. For list data, right-click in the gray area and select Insert, Add or Delete data rows. 
5. Once data records have been modified, save changes by selecting the Save toolbar icon 

(or CTRL+S).  For data records to appear as dropdown items, they must first be saved in 
the database.  

 

Detailed Compound Information (Tab) 

This tab contains the general compound information, such as type, status, date, description, alternate name, comments, etc. 
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 Compound Name1:  Enter the Compound Name in the text box. 

 Compound Type1:  Select the appropriate Compound Type from the dropdown. 

 Compound Status1:  Select the Compound Status from the dropdown. 

 Active Date1:  Update the Active Date.  The default is the current date. 

 Inactive Date:  Enter the Inactive Date. 

 Description:  Enter the Description in the text box. 

 Alternate Names:  Enter the Alternate Names in the text box. 

 Comments:  Enter additional notes on the analysis in the text box. 

 
Compound Attributes (Tab) 

This tab contains compound attributes that are specific to a company.  The fields may be changed by an ACTS administrator. 

 
Compound Associations (Tab) 

This tab lists the compounds that are components of the compound. 
 

 

 Compound:  Select the associated Compound from the dropdown. 

 Percent By Volume:  Enter a numerical value for the Percent by Volume. 

 Percent By Weight:  Enter a numerical value for the Percent by Weight. 

 Percent By Concentration:  Enter a numerical value for the Percent by Concentration. 

 Comments:  Enter additional notes on the compound associations in the text box. 

 

File Attachments (Tab) 

This tab stores the files that are associated with the compound. 
 

 

 
Select the Browse button to search the computer or network drive for the specific file.  If ACTS is hosted by Ecocion, the user computer 
is found through the “Client C (M:)” drive. 
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 Where Stored1:  Select Store the file in ACTS to upload a version of the file into ACTS; 
select Just store the external location to store the location of the file on a computer or 
network drive, which will be accessible through ACTS when the external pathway is 
accessible. 

 External Location1: Enter the External Location of the file in the text box, if Just store the 
external location is selected. 

 File Name1:  Update the File Name in the text box.  This is what the file will be called in 
ACTS. 

 File Type1:  Select the File Type from the dropdown. 

 Status1:  Select the Status of the document from the dropdown. 

 Document Date1: Update the Document Date.  The default is the current date. 

 Active Date1:  Enter the Active Date. 

 Inactive Date:  Enter the Inactive Date. The default is the current date. 

 Comments:  Enter additional notes about the file attachment in the text box. 
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Contact Explorer 
Contact Explorer Description 
 

This window allows the user to search through contact information (employees, agency contacts, etc).  The user may search by various 
criteria (name, phone, email, title, location, etc) and display relevant information for each contact. The search filter and results are on 
the left-side of the window and the right-side shows the person detail report of the selected person. 

 

 
Contact Explorer Usage 
 
Open the Contact Explorer 

Select the Asset Explorer toolbar icon, 

 
 

Or select Tools Asset Explorer from the menu bar. 
 

 
 

Print Person Detail Report 

From the Contact Explorer Window, 

 

Select a person from the Search Results, 
Select the Print toolbar icon; 

Or select File Print from the menu bar. 
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To search within the Contact Explorer, select the search filter next to Find: 
 

 

1. Select the type of item from the Find dropdown. This list can expand as new options are added to the system. 
  
2. Select the Search Operator from the second dropdown. 

Contains: This search operator will search for text that is contained anywhere in the item. 
Ends With: This search operator will search for text at the end of the item. 
Exactly Matches: This search operator will search for exact text. 
Is Similar To: This search operator will search for text that is similar to the item; if spacing or spelling is not exact, it will show any 
near-matches. 
Starts With: This search operator will search for text at the beginning of the item. 

3. Enter the Search Text. 
4. Select Find. 
5. Based on the entered search criteria, one of the following will occur: 

 

 If the search criteria doesn’t match any items, a message will pop-up stating so. 

 If the search matches one or more item(s), the matching item(s) will appear in the Search Results list. 
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Dashboard 
Dashboard Definitions 
 
Dashboard: This tool may be configured to display various data in graphical form. 
 
Controls: Individual graphs and maps in the dashboard. 
 

 
 

Dashboard Description 
 
The Dashboard Window summarizes data that exists in ACTS. It may be configured to display information based on the user’s 
preferences. 

 
Dashboard Usage 

   

Open the Dashboard Window 

           Select the Dashboard toolbar icon 

 
           Or select Reporting Dashboard from the menu bar.  

 
 

Preview a Dashboard Graph   

 From the Dashboard Window, 
 

          

Click on one of the graphs, 
then select  the Preview toolbar icon.                                            

Print a Dashboard Report   

           From the Dashboard Window,   

 

Select the Print toolbar icon; 

Or select File Print from the menu bar. 
Then select Yes to print all of the dashboard graphs displayed or select No to print only the last selected graph. 

 

 
Open the Dashboard Configuration Window  

  

          From the Dashboard Window,   
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Select the Config toolbar icon. 
 

 
Dashboard Window 
 

The Dashboard Window displays graphs and maps, known as “controls”, categorized by tab. 

 

 
 

Dashboard Configuration 

1. Open the Dashboard Configuration Window. This window allows each user to configure the dashboard to their preferences, 
and does not change how other users view the dashboard. 
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2. Select a tab from the Dashboard Layout section 
3. Enter the Tab Name in the text box. 
4. Expand options from the Available Controls section by selecting the "+" icon next to the control 

name. 
5. Select a Control and drag and drop the Control into a Dashboard Layout Slot. The Dashboard 

Layout columns and rows reflect how the Controls will display in the Dashboard Window. If a slot 
already has a Control, the new Control will replace it. 

6. Once all tabs have been configured select OK.  

 

 
 

Configure the Dashboard Control 
Each control in the Dashboard Window may be configured to reflect the user’s preferences. 

1. To adjust how often the control refreshes select a numerical value and time unit from the top, left corner or select the Never 

Refresh checkbox. 
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2. Select Refresh Now to update the control with the most current data. 
3. Select Configure from the top, right corner and select from the various configuration options. 

 

Configuration options for graphs may include: 

 Dashboard Control Name 

 Portfolio 

 Graph Preferences 

 Style of the graph 

 Position of the legend 

 Rotation of the graph 

 Spacing of the graph 

 Display attributes for each series in the graph 
  

Configuration options for maps may include: 

 Dashboard Control Name 

 Portfolio 

 GoogleMaps Preferences 

 Map Style 

 Control Style 

 Display Map Style, Small Zoom, Scale, Overview Map Controls 

 Initial Zoom 

 
Extras 
See Addendum 5 
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Data Validation 
Data Validation Description 
 

The Data Validation tool runs custom queries that will show users missing data in records. From the list of records, a context menu is 
available to open the record for editing. The Data Validation tool assists users in ensuring that ACTS records, such as facility, equipment, 
and regulation records, contain all necessary information.  

 

Data Validation Usage 
 

Open the Data Validation Window 

           Select Tools  Data Validation from the menu bar. 

 

 
Data Validation Window 

 
Drilling schedule information is organized in the Data Validation Window. 
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Data Validation Window Sections 

 

Section Description 
Data Query Filter This sections allows the user to specify the data validation query to run. 
Data Query Results This section displays results of the data query. 
 

 
Data Validation Entry Process 

1.  Select the Data Validation from the dropdown. 
 

 
 
2.  The query will run and the resulting records will be listed 
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3.  Right-click on any of the record data rows to open the context menu 
 
4.  Select Edit this… 
 

 
 

 

5.  The record will open 
 
6.  Edit data, as appropriate 

 
Extras 
See Addendum 6 
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Document Generator 
Document Generator Definitions 

 

Document Generator: A “mail merge” module, which populates a Word or Excel template with data from ACTS.  The template can be 
an agency-provided form, or an internal document.  This module is most useful for regularly generated documents, whose fields do not 
often change. 

 

 
 

 Document Generator Description 

 

The Document Generator combines default data and data in 
ACTS into a document generator record, where users can 
review and edit data fields.  The data is merged with a 
bookmarked Microsoft Word or Excel document to create a 
generated document.  
 
In the ACTS Asset Explorer, generated documents are located 
under associated Facilities in the company hierarchy. 
 
 
 
 

 

 

 
Document Generator Usage 
Document Generator Record Data via Asset Explorer: 

Add a Document Generator Record 

Navigate to the asset or portfolio that the document generator record will be nested under in the Asset Explorer. 
Right-click on the asset or portfolio and select Add a Generated Document. 
 

javascript:void(null)
javascript:void(null)


                                                                                                                                                            92 |  
 

 

 

Edit, Copy, Delete a Document Generator Record 

Navigate to the document generator record in the Asset Explorer. 
Right-click on the document generator record and select the appropriate option. 
 

 

 

 

 

 
 

Document Generator Record Data via Toolbar & Menu Bar: 

  

Open the Document Generator Record Window 

 

Select Reporting Document Generator from the menu bar. 

 

Open an Existing Document Generator Record   

           From the Document Generator Record Window,   

 

Select Open toolbar icon; 

Or select File Open from the menu bar, 
then select the document generator record from the list of document generator records.        

Enter a New Document Generator Record   

           From the Document Generator Record Window,   

 

Select the New toolbar icon; 

Or select File New from the menu bar. 

  

Copy a Document Generator Record    

          From the Document Generator Record Window,   

 

Select the Copy toolbar icon; 

Or select File Copy a Lease from the menu bar, 
then select the document generator record to copy from the list of document generator records. 

Save Document Generator Record Information   

      From the Document Generator Record Window,   

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 

Delete a Document Generator Record 
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          From the Document Generator Record Window, 

 

 

Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word "DELETE" and select OK. 

Print a Document Generator Record Detail Report 

     From the Document Generator Record Window, 

 

Select the Print toolbar icon; 

Or select  File Print from the menu bar. 

  

 

Generate a Document from the Document Generator Window: 

 

       From the Document Generator Record Window, 

 

Select the Generate toolbar icon, 
then navigate to a folder to save 
the final document in.                        
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Document Generator Window 

 

 

 
 

Document Generator Window Sections 

  

The table below shows the Document Generator Window areas. 

  

Section Description 

Document Information 
This sections allows the user to specify the document name, document type, dates range, facility, 
equipment, etc. 

Document Keyword 
Replacement 

This section allows the user to review, edit and enter data that will be merged with the Microsoft Word or 
Excel documents to create generated documents. 

 

 
Document Generator Data Entry Process 

Steps for Entering Data into the Document Generator: 

1. Open the Document Generator Window. 
2. Update the Document Information fields. 

javascript:void(null)


                                                                                                                                                            95 |  
 

 

3. Update information in the Document Keyword Replacements section by entering text, selecting from dropdowns, checking and 
unchecking boxes and entering dates into the appropriate fields. 
4. Once data records have been modified, save changes by selecting the Save toolbar icon (or CTRL+S).     

 
Extras 
See Addenda 7 & 8 
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Drilling Schedule 
Drilling Schedule Description 
 
Drilling schedule data is stored in the Drilling Schedule Window and uses data from rig and well equipment associations.  

 
Drilling Schedule Usage 

  

Open the Drilling Schedule Window 

           Select Operations  Drilling Schedule from the menu bar. 

 

 
Drilling Schedule Window 
Drilling schedule information is organized in the Drilling Schedule Window. 
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Drilling Schedule Window Sections 

 
The table below describes Drilling Schedule Window areas. 
 

Section Description 
Display Filter This section allows the user to specify the drilling schedule and time period to view. 
Drilling Schedule This section allows the user to view and edit the drilling schedule.  
 

 
Process 
Drilling Schedule Data Entry Process 

1. Select the Drilling Schedule from the dropdown and select Display Range months and years. 
 
2. Select Load to load the data within the display range. 
 

 

3.  Select the Properties icon from the menu bar to adjust the drilling          schedule viewing 
properties. 

 

 

4. Right-click in the Drilling Schedule to access context menus with the following options: 
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Overwrite this entire schedule with another: Select to choose another drilling schedule to copy and replace the current one with. This 
will only be available for designated drilling schedules. To enable/disable the overwrite function on a schedule contact an ACTS 
Administrator. 
 
Add to the Schedule: Select to open the Drilling Schedule Item Window and add a new drilling schedule item. 
 
Edit the Selected Schedule Item: Select to open the Drilling Schedule Item Window and edit a drilling schedule item. 
 
Schedule the Queued Item: Select to open the Drilling Schedule Item Window and assign a drilling rig to the existing schedule item. 

      

 Drilling Rig1: Select the Drilling Rig from the dropdown. 

 Well: Select the Well from the dropdown. 

 Current Status1: Select the Current Status from the dropdown.  

 Start Date1: Enter the Start Date for the drilling schedule item. 

 End Date1: Enter the End Date for the drilling schedule item. 

 Days Onsite1: Enter the Days Onsite. This is calculated by the difference 
between the End Date and the Start Date 

 Comments: Enter additional notes about the drilling schedule item. 

 
Select OK to save the schedule item. 
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Add to the Queue: Select to add a schedule item for a well that is unassigned to a drilling rig to a queue. A window with wells will open. 
Select the well to add to the queue. Select the queue to add the item to. The items will appear at the bottom of the drilling schedule, as 
displayed below. 
 

 

Move the Selected Schedule Item to the Queue or Move the Selected Schedule Item to Another Queue: Select to move a schedule 
item for a well that is unassigned to a drilling rig to a queue. A window will open. Select the queue to add the item to. 
 
Delete the Selected Schedule (Queue) Item: Select to delete a schedule item. A window will open. Select Yes to confirm deletion for 
the schedule item. 
 
Edit the Well Information: Select to open the Equipment Window for the well of the selected schedule item. 
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Drilling Schedule Preview 
Open the Preview Window  

           From the Drilling Schedule Window,   

 

Select the Preview toolbar icon; 

Or select File Print Preview from the menu bar. 
 

Set Background Color  

           From the Drilling Schedule Window,  

  Right-click and select Set Background Color 
Select a color from the color menu. 

 

   

 

 

Print the Drilling Schedule   

From the Drilling Schedule Window,   

 

Select the Print toolbar icon; 

Or select File Print from the menu bar. 
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Emission Data 
Emission Data Description 

 

In the ACTS Asset Explorer, emission data is located under Equipment, which is 
nested under Areas and Facilities within the company hierarchy. 
 
The Emission Data Window is used to edit the emission data. 

 

 

Emission Data Usage 

 
Emission Data via Toolbar: 

  

Open the Emission Data Window 

Select Compliance Emission Data from the menu bar. 
 

 

Save Emission Data Information   

From the Emission Data Window, 

 

 

Select the Save toolbar icon; 

Or select the File Save from the menu 
bar. 

 
Print an Emission Data Detail Report 

From the Emission Data Window, 

 

Select the Print toolbar icon; 

Or select File Print from the menu bar. 
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Emission Data Window 

  

Emission Data information is organized in the Emission Data Window in ACTS. 

 

 

Emission Data Window Sections 

The following table describes the Emission Data Window. 

  

Section Description 
Display Filter This section allows the user to specify the facility and date range. 
Emission Data Entry This section allows the user to enter emission data. 
 

 
 

Emission Data Entry Process 

  

 

1. Adjust the Display Filter. (Previous selection will be automatically displayed.) 

 Facility:  Select the facility from the dropdown. 

 Date:  Select the Date using the Month and Year dropdowns. 
2. Select the Load button to load emission data based on the display filter. 
3. Update emission data. 

 

 

 Equipment1:  Select the Equipment from the dropdown. 

 Emission Type1:  Select the Emission Type from the dropdown. 

 Emission Category1:  Select the Emission Category from the dropdown. 

 Active Date1:  Update the Active Date to reflect the date that the emission data is first applicable. 
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 Inactive Date:  Enter the Inactive Date. 

 Compound1:  Select the Compound from the dropdown. 

 Emission Amount1:  Enter the Emission Amount. 

 Units1:  Select the Units of measurement for the emission amount from the dropdown. 

 Limit Emission Amount:  Select the Limit Emission Amount from the dropdown. 

 Limit Units:  Select the Limit Units form the dropdown. 

 

 

 Controlled:  Select the Controlled checkbox to indicate if emissions are controlled. 

 Estimated:  Select the Estimated checkbox to indicate if emissions are estimated. 

 Calculation Used:  Select the Calculation Used from the dropdown. 

 Calculation:  This field becomes populated with the appropriate calculation. 

 Comments:   Enter additional notes on the emission data in the text box.      

4. Once data records have been modified, save changes by selecting the Save toolbar icon (or CTRL+S). 
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Equipment 
Equipment Definitions 

Equipment:  An asset or item located at a facility. 

  

Equipment Type 

The following table shows default equipment types in ACTS and corresponding descriptions. 

  

Equipment Type Description 
Amine Treater Amine Treater Unit 
Berm Secondary containment unit 
Building Office building for GHG or safety reporting 

Component 
Pressure vessels component for integrity 
testing 

Compressor 
Compressor unit only; the driver (engine) is 
stored separately 

Dehydrator Dehydrator Unit 

Engine 
Fuel based motive power source for pumps, 
compressors, Gen-Set, etc. 

External Combustion Device 
Generic category for heaters, incinerators, 
combustors, etc. 

Flare Open or enclosed flare 

Fugitive Valves, flanges, actuators, etc.  

Generator 
Device that converts mechanical energy into 
electricity 

Heater 
Component heater for tanks, dehy, 
separators, etc. 

Loadout Tank Loadout 
Meter Fuel or Flow Meter 

Miscellaneous Control 
Emission control devices, such as catalysts, 
strippers, etc. 

Miscellaneous Equipment 
Minor emission sources such as tractors, 
cranes, backhoes, etc. 

Mobile Source 
Fleet vehicles, drilling rigs, corporate jet, 
ATVs 

Pipeline Pipeline segments for GHG and DOT 
Pit Pits and ponds 
Pump Pump units, particularly pneumatic pumps 
Separator Separator Unit 
Stack Exhaust stack, excluding vents 

Tank 
Aboveground, belowground, and bunkered 
tanks, including drums 

Thermal Oxidizer Thermal Oxidizer Unit 
Turbine Turbine Unit 

Valve 
Valve unit, including low/high bleed 
pneumatic valves and controllers 

Vapor Recovery Unit Vapor Recovery Unit 

Vent 
Facility ECD or equipment vent used to store 
estimated vented volumes for fugitive 
emissions 

Well The wellhead 
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Equipment Description 

  

In the ACTS Asset Explorer, equipment is located 
under Facilities and Areas, within the company hierarchy.  
 
Equipment may be associated to other Equipment, Regulations, File 
Attachments, and other ACTS records.  Those associations are 
important for Regulation Requirements, Calculations, etc. and are 
explained in greater detail in the Equipment Window section. 

 

 

 

Equipment Usage 

  

Equipment Data via Asset Explorer: 

  

Add Equipment 

Navigate to the facility or area that the equipment will be nested under in the Asset Explorer. 
Right-click on the facility and select Add Equipment. 
 

 

 

 

Edit, Copy, Delete Equipment 

Navigate to the equipment in the Asset Explorer. 
Right-click on the equipment and select the appropriate option. 
 

 

 

Transfer Equipment 

Use this tool to move equipment from one facility to another, while capturing historical equipment configurations. 

Navigate to the equipment in the Asset Explorer. 
Right-click on the equipment and select the Transfer to Another Facility. 
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The Transfer Equipment Window will open. 
 

 
 

 Choose the facility to which you are transferring equipment: Select the new facility using the area and facility 
dropdowns. 

 Enter the date the equipment was transferred: Select the transfer date to capture when the equipment was 
moved. The default is the current date. 

 Transfer Settings (Tab): Select from the various transfer setting functionality check boxes. 

 Copy the main equipment information 

 Copy the equipment attributes 

 Copy the active equipment calculations 

 Copy the equipment emission factors 

 Copy the active equipment associations 

 Copy the active equipment facility associations 

 Create the location record with the new facility's location information 

 Copy the active equipment operational data collection information 

 Copy the active equipment PTE operational information 

 Copy the active equipment service history information 

 Copy the equipment correspondence information 

 Copy the equipment requirement associations 

 Link the transferred equipment via an equipment association 

 The equipment at the new facility should retain the original equipment identifier 

 Inactivate the equipment at the previous facility 

 Inactivate the equipment calculations at the previous facility 

 Inactivate the emission factors at the previous facility 

 Inactivate the equipment associations at the previous facility 

 Inactivate the equipment locations at the previous facility 

 Inactivate the equipment operational data collections at the previous facility 

 Inactivate the equipment PTE operational information at the previous facility 

 Inactivate the equipment service schedule at the previous facility 

 Inactivate the equipment requirement associations at the previous facility 

 Link selected file attachments to the new equipment 
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 Associated Data and Forms (Tab): Select from associated data and forms transfer. 

 

 
 

 Associated Equipment (Tab): Select from associated equipment to transfer. Additional windows will open for the 
individual equipment. 

 

 
 

 

 

  

 

Equipment Data via Toolbar & Menu Bar: 

  

 

Open the Equipment Window 

 

Select the Equipment Toolbar 
icon; 

 

Or select Assets Equipment from the menu bar. 
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Open Existing Equipment 

From the Equipment Window, 

 

Select the Open toolbar icon;                       

Or select File Open from the menu bar, 
select the facility from the list of facilities, then select the equipment to open from the list of 
equipment. 

Enter New Equipment 

From the Equipment Window, 

 

Select the New toolbar icon; 

Or select File New from the menu bar. 

Copy Equipment 

From the Equipment Window, 

 

Select the Copy toolbar icon; 

Or select File Copy Equipment from the menu bar, 
then select the equipment to copy from the list of equipment. 

Save Equipment Information 

From the Equipment Window, 

 

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 

Delete Equipment 

From the Equipment Window, 

 

Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word “DELETE” and select OK. 

Print Equipment   

From the Equipment Window,   

 

Select the Print toolbar icon; 

Or select File Print from the menu bar. 
 

 

Equipment Window 

Equipment information is organized by tab in an Equipment Window in ACTS. 
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Equipment Window Tabs 

The following table describes how the equipment information is grouped into tabs. 

  

Tab Description 
Equipment 
Information 

This tab contains the general equipment information, such as name, model, facility, area, type, status, owner, 
comments, etc.  This is also where the equipment type-specific fields are located. 

Equipment Attributes 
This tab contains attributes that are specific to the type of equipment as defined by a company.  The fields may be 
changed by an ACTS administrator. 

Containment 
This tab contains information, such as shape, dimensions, tank equipment associations and volume calculations 
for berms and secondary containment equipment types. 

Emission Calculations 
This tab contains the calculation formulas that are used to calculate the emissions for this piece of 
equipment.  The list of available calculations may be changed by an ACTS administrator. 

Emission Factors 
This tab lists emission factors (i.e. power, speed, heat rate, fuel consumption, etc.) that may be used in the 
emission calculations for this piece of equipment. 

Equipment 
Associations 

This tab lists how this equipment is associated with other equipment (i.e. link emission controls, meters, stacks, 
etc.). 

Facility Associations This tab lists how this equipment is associated with other facilities (i.e. shares a berm or output goes to). 
Location Information This tab lists the locations that are associated with the equipment. 
People Associations This tab lists the people that are associated with the equipment. 
Operational Data 
Collection 

This tab describes the types of operational data that is collected in the Operational Data Window for the 
equipment. 

PTE Operational Data This tab lists the Potential to Emit (PTE) operational data (i.e. maximum runtime) for the equipment. 
Correspondence This tab logs correspondence regarding the equipment. 
Requirements This tab lists the regulatory requirements that are associated with the equipment. 
File Attachments This tab stores the files that are associated with the equipment. 

 

Equipment Data Entry Process 

  

Steps for Entering Data into an Equipment Window: 

1. Open an Equipment Window. 
2. Select a tab.  Please see below for tab-specific instructions. 
3. Update information by entering text, selecting from dropdowns, checking and 

unchecking boxes, and entering dates into the appropriate fields.  Contact an ACTS 
administrator to update fields and dropdown items. 

4. For list data, right-click in the gray area and select Insert, Add or Delete data rows. 
5. Once data records have been modified, save changes by selecting the Save toolbar icon 

(or CTRL+S).  For data records to appear as dropdown items, they must first be saved in 
the database.  

 

Equipment Information (Tab) 

This tab contains the general equipment information, such as name, model, facility, area, type, status, owner, comments, etc.  This is 
also where the equipment type-specific fields are located. 
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 Facility1 or Area1:  Select the Facility or Area from the dropdown. 

 Equipment Type1:  Select the Equipment Type from the dropdown.  This will determine 
which tabs become available to the user. 

 Manuf. & Model:  Select the Manufacturer and Model from the dropdown. 

 Source Name1:  Enter the Source Name in the text box. 

 Manuf. Date:  Enter the Manufacturer Date of the equipment. 

 Internal Name:  Enter the Internal Name in the text box. 

 Serial Number:  Enter the equipment Serial Number in the text box. 

 Alternate Name:  Enter the Alternate Name in the text box. 

 Ownership:  Select the Ownership from the dropdown. 

 Design:  Enter the Design in the text box. 

 Owner:  Select the Owner from the dropdown. 

 Original Survey:  Enter the Original Survey date. 

 Status1:  Select the Status from the dropdown. 

 Active Date1:  Update the Active Date of the equipment.  The default is the current 
date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the equipment in the text box. 

 

Equipment Attributes (Tab) 

This tab contains attributes that are specific to the type of equipment as defined by a company.  The fields may be changed by an ACTS 

administrator. 
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Emission Calculations (Tab) 

This tab contains the calculation formulas that are used to calculate the emissions for this piece of equipment.  The list of available 
calculations may be changed by an ACTS administrator. 

 

 

 Calculation1:  Select the appropriate Calculation from the 
dropdown.  When using different emission factors, more than one 
calculation will be needed. 

 
 

 

 

 Active Date1:  Update the Active Date to reflect when the 
calculation is first applicable to this piece of equipment. The default 
is the equipment active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the calculation in the text 
box. 

 

 

  

Validate Calculation 

Validate Calculation is a tool used to verify that an emission calculation will calculate emissions. 

  

Open the Validate Calculation Window 

Right-click on the calculation and select Verify Calculation Data. 
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The Validate Calculation Window is divided into two parts.  

 

 The top portion displays the formula for the calculation. 

 The bottom portion displays the calculation inputs. 

 No Data Found indicates that the calculation input is missing. 

 Containment (Tab) 

This tab contains information, such as shape, dimensions, tank equipment associations, and volume calculations for berms and 
secondary containment equipment types. This tab is only available when the applicable Equipment Type is selected in the Equipment 
Information tab. 
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 Containment Shape  

 Containment Shape: Select the Containment Shape. The image 
will change when the containment shape is selected. The default 
is Rectangular. 

 Sump Shape: Select the Containment Shape. The default is No 
Sump. 

 Freeboard Standard: Select the Freeboard Standard. The default 
is Precipitation Event.. 

 

  

Containment Values 
 

 

 
 

 Values: Enter the numerical value for each row of containment 
information. 

 Comments: Enter additional notes on the containment values. 
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Contained Equipment  

 

These fields display equipment information stored in the Equipment Window for equipment associated to the Berm/Secondary 
Containment. 

 

These fields display the calculated displacement for the equipment associated to the Berm/Secondary Containment, as well as the 
Displacement Formula used to calculate the displacement. 

 
The Capacity (bbl), Diameter (ft), Length (ft), Width (ft), and Height (ft) fields pull values from the Emission Factor tab of the associated 
equipment. These values are used for containment calculations. The standard convention for these fields, are as follows: 
 

Emission Factor Name (Units)               Capacity (bbls) 
 
The numerical values for these fields are populated from the Emission Factor field, based on the Emission Factor Name and Units, in 
the associated equipment record. 
 
For example, for the Capacity (bbl) field, the associated equipment must have a data row in the Equipment Window – Emission Factor 
Tab that has an Emission Factor Name of “Capacity and Units of “bbls.” Then, the value will be populated in the Containment Tab of the 
Berm/Secondary Containment Window. 
 
Please see the pictured Contained Equipment section from the Containment tab of the Berm/Secondary Equipment Window and the 
associated tank Emission Factor data row from the Emission Factor tab of the Tank Equipment Window. 

 

  

 

  

Containment Calculation 

 

This section displays calculations that use the containment data from the 
Containment Shape, Containment Values, and Contained Equipment 
sections. Select the "+" icon, next to a calculation name and result, to see 
the calculation. 

  

Emission Factors (Tab) 

This tab lists emission factors (i.e. power, speed, heat rate, fuel consumption, etc.) that may be used in the emission calculations for this 
piece of equipment. 
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 Emission Type1:  Select the Emission Type from the dropdown. 

Actual –  Select when the true emission calculation output is based upon actual operational data (run time, throughput, fuel 
consumption, etc.). 
PTE –  Select when the emission calculation output is based on the theoretical maximum (or other) permitted limits, such as 8,760 
hours per year of runtime (365 days at 24 hours per day). 

 Emission Category1:  Select the Emission Category from the dropdown. 

Standard –  Standard emission calculation. 
Upset –  Emission calculation is based on “upset” emission factors, such as facility emergency shut-down or blow-down where all the 
natural gas and other air emissions are quickly vented to the atmosphere bypassing any emission control devices 

 Compound1:  Select the Compound from the dropdown.  For 
Non-compound factors, such as Fuel Heat Rate or Power, 
select None. 

 Emission Factor Name1:  Enter the Emission FactorName in 
the text box. 

 Emission Factor1:  Enter the numeric Emission 
Factorvalue.  Enter the permitted emission factor, whether 
from the permit or from external referenced standards. 

 
Multiple Emission Factors can be entered for the same piece of equipment 
to accommodate actual, PTE, and scenario planning emission calculations. 
 

 

 Units1:  Select the appropriate Units of measurement for the 
emission factor from the dropdown. 

Mixed units can also be used, such as lb/mmBTU and g/hp-hr for IC 
engines, if the formulas representing each unit are selected. 
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 Primary:  If this emission factor is to be used in the calculation, select Primary. 

 Reportable:  Select the Reportable checkbox to include this emission factor in associated compound group requirement 
limits. If the checkbox is unchecked, the emission factor will not be compared to associated compound group requirement 
limits, but will still be compared to individual compound requirement limits. If a specific compound's emissions should be 
excluded from the group limit, then Reportable should be unchecked for that emission factor. 

 Active Date1:  Update the Active Date to reflect when the emission factor is first applicable to this piece of 
equipment.  The default is the equipment active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the emission factor in the text box. 

 
Equipment Associations (Tab) 

This tab lists how this equipment is associated with other equipment (i.e. link emission controls, meters, stacks, etc.). 

 

 Primary Equipment1:  Select the Primary Equipment from the dropdown. 

 Assocation1:  Select the appropriate Association from the dropdown. 

 Secondary Equipment1:  Select the Secondary Equipment from the 
dropdown. 

 Active Date1:  Update the Active Date to reflect when the equipment 
association is first applicable.  The default is the equipment active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the equipment association in the 
text box. 

 

 
Facility Associations (Tab) 

This tab lists how this equipment is associated with other facilities (i.e. shares a berm or output goes to). 

 

 
If there are facilities that are associated to this equipment, enter them. 

1. Right-click in the gray area and select Add Selected Facilities in an 
Area or Add Selected Facilities in a Portfolio. 

 
 

javascript:void(null)
javascript:void(null)
javascript:void(null)
javascript:void(null)


                                                                                                                                                            117 |  
 

2. Select the area or portfolio in which the facility is located. 

3. Select the facility from the list to add the association to this facility. 

 

 

 
 

 

 Facility Name, Alternate Name, Facility Type,  and Facility Status:  These fields become populated when the facility is 
selected. 

 Association Type:  Select the appropriate Association Type from the dropdown. 

 Proposed Date:  Enter the Proposed Date. 

 Confirmed Date:  Enter the Confirmed Date. 

 Active Date1:  Update the Active Date to reflect when the facility association is first applicable to the equipment.  The 
default is the equipment active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the facility association in the text box. 

 
Location Information (Tab) 

This tab lists the locations that are associated with the equipment. 

 

 Location Type1:  Select the Location Type from the dropdown. 

 Latitude:  Enter the numeric Latitude value. 

 Longitude:  Enter the numeric Longitude value. 

 “…”:  Select this button to open the Coordinate Conversion Window.  This tool allows the user to convert types of 
coordinates. 
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 Altitude:  Enter the numeric Altitude value. 

 Units:  Select the Units of measurement for the altitude from the dropdown. 

 Map Datum:  Select the Map Datum from the dropdown. 

 Township:  Enter the Township in the text box. 

 Range:  Enter the Range in the text box. 

 Section:  Enter the Section in the text box. 

 Quarter:  Enter the Quarter in the text box. 

 Active Date1:  Update the Active Date to reflect when the location information is first applicable to the equipment.  The 
default is the equipment active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the location in the text box. 

 

 

 
Schedule (Tab) 

 

 Schedule Date1:  Update the Schedule Date. The default is the current date. 
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 Schedule Type1:  Select the appropriate Schedule Type from the dropdown. 

 Status1:  Select the Status from the dropdown. 

 Frequency1:  Select the Frequency from the dropdown. 

 Priority1:  Select the Priority from the dropdown. 

 Responsible Person1:  Select the Responsible Person from the dropdown. 

 Primary Vendor:  Select the Primary Vendor from the dropdown. 

 Primary Contact Name:  Enter text or select the Primary Contact Name from the user dropdown. 

 
Operational Data Collection (Tab) 

This tab describes the types of operational data that is collected in the Operational Data Window for the equipment. 

 

 Emission Type1:  Select the Emission Type from the dropdown.. 

 Emission Category1:  Select the Emission Category from the dropdown.. 

 Operation Type1:  Select the Operation Type from the dropdown. 

 Timeframe1:  Select the Timeframe for the operation type from the dropdown. 

 Units1:  Select the Units of measurement for the operation type from the dropdown. 

 Unit Group Type:  Select the Unit Group Type from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the operational data collection is 
first applicable to the equipment. The default is the equipment active date. 

 Inactive Date1:  Enter the Inactive Date. 

 Collect:  Select the Collect checkbox to ensure that the data points are included in the 
Normal view of the Operational Data window. This is useful for excluding hourly data that 
is automated or data that shouldn't be collected manually. 

 Comments1:  Enter additional notes on the operational data collection in the text box. 

 

 

 Emission Category1:  Select the Emission Category from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the PTE operational data is first applicable to the equipment. The default 
is the equipment active date. 

 Inactive Date:  Update the Inactive Date. 

 Operation Type1:  Select the Operation Type from the dropdown. 

 Operation Amount1:  Enter the Operation Amount. 

 Units1:  Select the Units of measurement for the operation amount from the dropdown. 

 Controlled:  Select the Controlled checkbox to indicate if the PTE operational data is controlled. 

 Estimated:  Select the Estimated checkbox to indicate if the PTE operational data is estimated. 

 Calculate Emissions:  Select the Calculate Emissions checkbox to calculate PTE emissions using the PTE operational data. 

 Comments:  Enter additional notes on the PTE operational data in the text box. 

 
Correspondence (Tab) 

This tab logs correspondence regarding the equipment. 
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 Correspondence Date1:  Update the Correspondence Date.  The default is the current date. 

 Contact Person1:  Enter the person who was contacted in the text box. 

 Correspondence Type1:  Select the Correspondence Type from the dropdown. 

 Correspondence Method1:  Select the Correspondence Method from the dropdown. 

 Responsible Person1:  Select the Responsible Person from the user dropdown. 

 Comments:  Enter additional notes on the correspondence in the text box. 

Requirements (Tab) 

This tab lists the regulatory requirements that are associated with the equipment. 

 

 Requirement1:  Select the Requirement from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the requirement is first applicable to the 
equipment.  The default is the equipment active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the requirement association in the text box. 

 
File Attachments (Tab) 

This tab stores the files that are associated with the equipment. 

 

Select the Browse button to search the computer or network drive for the specific file.  If ACTS is hosted by Ecocion, the user computer 
is found through the “Client C (M:)” drive. 
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 Where Stored1:  Select Store the file in ACTS to upload a version of the file into ACTS; 
select Just store the external location to store the location of the file on a computer or 
network drive, which will be accessible through ACTS when the external pathway is 
accessible. 

 External Location1: Enter the External Location of the file in the text box, if Just store the 
external location is selected. 

 File Name1:  Update the File Name in the text box.  This is what the file will be called in ACTS. 

 File Type1:  Select the File Type from the dropdown. 

 Status1:  Select the Status of the document from the dropdown. 

 Document Date1: Update the Document Date.  The default is the current date. 

 Active Date1:  Enter the Active Date. 

 Inactive Date:  Enter the Inactive Date. The default is the current date. 

 Comments:  Enter additional notes about the file attachment in the text box. 

 
 
 
 

Extras 
See Addenda 9-13 
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Equipment Associations 
Equipment Associations Definitions 

  

Equipment Associations:  Method for grouping equipment data in ACTS. Associations may be used to represent process flows and 
affect calculations (emission controls, stacks, meters, etc.).  

 

 
 

Equipment Associations Data Description 

  

In the ACTS Asset Explorer, equipment associations are represented 
under Equipment, which is nested under Areas and Facilities within the company 
hierarchy. 

 

 

Equipment Associations Usage 

  

Equipment Associations via Asset Explorer: 

  

Open the Equipment Associations Window 

Navigate to the equipment node, under the facility containing the equipment in the Asset Explorer 
Right-click and select Configure the Equipment Associations. 
 

 

  

 
 

Equipment Associations via Toolbar & Menu Bar: 

  

Open the Equipment Associations Window 

 

Select Assets Equipment Associations from the menu bar. 
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Save Equipment Associations Information 

From the Equipment Associations Window, 

 

 

Select the Save toolbar icon; 

Or select the File Save from the menu bar. 

 

Equipment Associations Window 

  

Equipment Association information is organized in the Equipment Associations Window in ACTS. 

 

 
 

 

Equipment Associations Window Sections 

The following table describes the Equipment Associations Window. 

  

Section Description 
Display Filter This section allows the user to specify the area and facility containing the equipment. 
Equipment Association 
Entry 

This section allows the user to enter equipment associations, by selecting the Primary Equipment, Association 
Type, and Secondary Equipment. 
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Equipment Associations Process 

  

1. Select the area and the facility containing the equipment from the display filter. 

 

 
 

        2.   Add equipment associations in the data entry section. 

 
 

 Based on the selected facility’s Facility Type, specific Equipment Types at that facility are displayed. Select the Primary 
Equipment for the association. The equipment may be identified by Source, Internal and Alternate Name, Contents Attribute 
(attribute_type_id=87), and Equipment Status. 

 Based on the selected Primary Equipment’s Equipment Type, specific Association Types are displayed. Select 
the Association Type. 

 Based on the selected Primary Equipment’s Equipment Type, specific 
Secondary Equipment at the facility are displayed. Select the 
checkboxes for all Secondary Equipment that the association applies to. 
The equipment may be identified by Source, Internal and Alternate 
Name, Contents Attribute (attribute_type_id=87), and Equipment 
Status. 

 

 

 Update the Active Date(s) and Inactive Date(s) to reflect the equipment association applicability. For a new association, the 
default Active Date is the Secondary Equipment’s Active Date. 
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        3.  Save changes by selecting the Save toolbar icon (or CTRL+S) 

 

 

 
Extras 
See Addendum 14 

  

javascript:void(null)
javascript:void(null)


                                                                                                                                                            126 |  
 

Equipment Services 
Equipment Service Definitions 

 

Equipment Service: A module that is used to manage upcoming preventative maintenance and track historical preventative 
maintenance and associated costs. 

 
 

 

 Equipment Service Description 

Equipment service data is stored in the Equipment Service Window. 

 
Usage 
Equipment Service Usage 

  

Open the Equipment Service Window 
 

Select Operations Equipment Service from the menu bar. 

 

          

 

Save Equipment Service Information 

From the Equipment Service Window, 

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 
 

 
Window 
Equipment Service Window 

Equipment service information is organized in the Equipment Service Window. 
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Equipment Service Window Sections 

 
The table below describes the Equipment Service Window sections. 
 

Section Description 
Display Filter This section allows the user to specify the equipment by manufacturer and model or by portfolio. 
Data Entry This section allows the user to view and edit the service information. 
 

 
 

Equipment Service Window Tabs 

 
The following table describes how the equipment service information is grouped into tabs. 

Section Description 

Service Schedule 
This tab lists scheduled equipment services for the selected piece of equipment and is used to 
configure task generation. 

Service History 
This tab lists historical equipment service information for the selected piece of equipment, 
including cost information. 

Preventative Maintenance Library 
This tab lists preventative maintenance services for all equipment with the same make and 
model. This list is loaded as defaults in the Service Schedule tab. 

 

 
Equipment Service Data Entry Process 

 
Steps for Entering Data into a Equipment Service Window: 
 

1. Select an option from the first Equipment Filter dropdown.  The dropdown options are "Select from all equipment with a 
specific manufacturer and model" and "Select from all equipment grouped by a portfolio". 

2. Select an option from the second Equipment Filter dropdown.  The dropdown options are manufacturers and models or 
portfolios. 

3. Select the equipment from the third Equipment Filter dropdown. The dropdown options are equipment that match the 
selected manufacturer and model criteria or equipment in the selected portfolio. 

4. Select a tab. Please see below for tab-specific instructions. 
5.  Once data records have been modified, save changes by selecting the Save toolbar icon (or CTRL+S). 

 

 
 

Service Schedule (Tab) 

This tab lists scheduled equipment services for the selected piece of equipment and is used to configure task generation. 
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 Equipment Service Version: Select the Equipment Service Version from the dropdown. This may be a version of a 
manual or other written document. 

 Service Type1:  Select the Service Type from the dropdown. This is the maintenance grouping. 

 Action1: Select the Action that is to be performed from the dropdown. 

 Component1: Select the Component of the equipment that the action needs to be performed on from the dropdown. 

 Description:  Enter a Description in the text box. This is useful to provide additional information when the Service Type, 
Action and Component fields don't capture all necessary details. 

 Reference: Enter the Reference in the text box. For example, a page number of the service description from a manual. 

 Duration: Enter the numerical value of the Duration in the text box. This is combined with the Units field to designate a 
calendar trigger frequency for the service to be due. 

 Units: Select the Units from the dropdown. This is combined with the Duration field to designate a calendar trigger 
frequency for the service to be due. 

 Offset (Days): Enter a numerical value of the Offset in the text box. This dictates how many days before the service is 
due that the assignee will be notified. 

 Last Service: The date of the Last Service, based on the calendar trigger, will be displayed.. 

 Remaining: The days Remaining until the next service, based on the calendar trigger, will be displayed. 

 Operation Type: Select the Operation Type from the dropdown. This is combined with the Amount and Units fields to 
designate an operational data trigger frequency for the service to be due. 

 Amount: Enter the numerical value of the Amount in the text box. This is combined with the Operation Type and Units 
fields to designate an operational data trigger frequency for the service to be due. 

 Units: Select the Units from the dropdown. This is combined with the Operation Type and Amount fields to designate an 
operational data trigger frequency for the service to be due. 

 Offset: Enter a numerical value of the Offset in the text box. This dictates how many of the Units selected in the 
previous field before the service is due that the assignee will be notified. 

 

 
 

 Startup Amount: Enter a numerical value of the Startup Amount in the text box. This is used if the operational data 
trigger intervals should start after a particular amount.   

 Current Total: The Current Total of the operation amount for the equipment will be displayed. 

 Remaining: The Remaining operation amount for the equipment will be displayed. 

 Generate Task:  If the service requires a task, select the Generate Task checkbox. 

 First Due Date:  Enter the First Due Date.  This is the first time the task will be due. 

 Task Text:  When the Generate Task checkbox is checked, enter Task Text that states the action to be taken in the text 
box. 

 Creation Offset:  Enter a numeric value into the Creation Day Offset. This dictates how many days before the Due Date 
that the assignee will be notified. 

 Sort Order: Enter a numerical value for the Sort Order for the service row. Sort order numbers can be repeated or 
skipped. 
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 Active Date: Update the Active Date to reflect when the service is first applicable. The default is the current date. 

 Inactive Date: Enter the Inactive Date. 

 Vendor: Select the Vendor from the dropdown. 

 Responsible Person: Select the Responsible Person from the user dropdown to assign tasks generated for this service to 
a specific individual. 

 Responsible Role: Select the Role from the dropdown to assign tasks generated for this service to a role. 

 Comments: Enter additional notes on the service in the text box. 

 

Service History (Tab) 

This tab lists historical equipment service information for the selected piece of equipment. 

 

 

 Service Date1: Enter the Service Date. The default is the current date. 

 Service Type1:  Select the Service Type from the dropdown. This is the maintenance grouping. 

 Action1: Select the Action that was to be performed from the dropdown. 

 Component1: Select the Component of the equipment that the action was performed on from the dropdown. 

 Description:  Enter a Description in the text box. This is useful to provide additional information when the Service Type, 
Action and Component fields don't capture all necessary details. 

 Reference: Enter the Reference in the text box. For example, a page number of the service description from a manual. 

 Parts Cost: Enter the numerical value of the Parts Cost for the service in the text box. 

 Labor Cost: Enter the numerical value of the Labor Cost for the service in the text box. 

 Other Costs: Enter the numerical value any Other Costs for the service in the text box. 

 Odometer: Enter the Odometer reading in the text box. 

 AFE: Enter the AFE in the text box.  

 

 
 

 Responsible Person: Select the Responsible Person from the user dropdown. 

 Vendor: Select the Vendor from the dropdown. 

 Vendor Invoice: Enter the Vendor Invoice Number in the text box. 

 Associated Documents: Select Attach to open the file attachment window and attach files associated to the individual 
requirements. Select View to select file attachments to open within ACTS. 

 Comments: Enter additional notes on the service in the text box. 

 

 
 

The Equipment Service Version, Equipment Service Schedule ID, and Equipment Service History ID's are displayed in the last few 
columns. 
 

 

Preventative Maintenance Library (Tab) 

This tab lists preventative maintenance services for all equipment with the same make and model. This list is loaded as defaults in 
the Service Schedule tab. 
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 Equipment Service Version: Select the Equipment Service Version from the dropdown. This may be a version of a 
manual or other written document. 

 Service Type1:  Select the Service Type from the dropdown. This is the maintenance grouping. 

 Action1: Select the Action that is to be performed from the dropdown. 

 Component1: Select the Component of the equipment that the action needs to be performed on from the dropdown. 

 Description:  Enter a Description in the text box. This is useful to provide additional information when the Service Type, 
Action and Component fields don't capture all necessary details. 

 Reference: Enter the Reference in the text box. For example, a page number of the service description from a manual. 

 Duration: Enter the numerical value of the Duration in the text box. This is combined with the Units field to designate a 
calendar trigger frequency for the service to be due. 

 Units: Select the Units from the dropdown. This is combined with the Duration field to designate a calendar trigger 
frequency for the service to be due. 

 Offset (Days): Enter a numerical value of the Offset in the text box. This dictates how many days before the service is 
due that the assignee will be notified. 

 Operation Type: Select the Operation Type from the dropdown. This is combined with the Amount and Units fields to 
designate an operational data trigger frequency for the service to be due. 

 Amount: Enter the numerical value of the Amount in the text box. This is combined with the Operation Type and Units 
fields to designate an operational data trigger frequency for the service to be due. 

 Units: Select the Units from the dropdown. This is combined with the Operation Type and Amount fields to designate an 
operational data trigger frequency for the service to be due. 

 Offset: Enter a numerical value of the Offset in the text box. This dictates how many of the Units selected in the 
previous field before the service is due that the assignee will be notified. 

 Startup Amount: Enter a numerical value of the Startup Amount in the text box. This is used if the operational data 
trigger intervals should start after a particular amount.   

 

 
 

 Generate Task:  If the service requires a task, select the Generate Task checkbox. 

 First Due Date:  Enter the First Due Date.  This is the first time the task will be due. 

 Task Text:  When the Generate Task checkbox is checked, enter Task Text that states the action to be taken in the text 
box. 

 Creation Offset:  Enter a numeric value into the Creation Day Offset. This dictates how many days before the Due Date 
that the assignee will be notified. 

 Sort Order: Enter a numerical value for the Sort Order for the service row. Sort order numbers can be repeated or 
skipped. 

 Active Date: Update the Active Date to reflect when the service is first applicable. The default is the current date. 

 Inactive Date: Enter the Inactive Date. 

 Vendor: Select the Vendor from the dropdown. 

 Responsible Person: Select the Responsible Person from the user dropdown to assign tasks generated for this service to 
a specific individual. 

 Responsible Role: Select the Role from the dropdown to assign tasks generated for this service to a role. 

 Comments: Enter additional notes on the service in the text box. 
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Facility 
Facility Definitions 

  

Facility:  A physical grouping of equipment.  Facilities may be defined based on permitting and reporting standards and can vary based 
on a company’s internal consistencies. 

  

Facility Types 

The following table shows default facility types in ACTS and corresponding descriptions/comments.  If additional facility types are 
needed, contact an ACTS administrator. 

  

Facility Type Description 
Compressor Station Facility contains compressor engine(s) 
Corporate Building Facility is used for H & S reporting and indirect GHG reporting 
Crude Oil Pump Station Facility contains liquid pump station(s) for liquid pipelines 
Dehydration Facility Facility contains well(s) with dehydrators only 
Drip Station Facility contains pipeline meter(s) with condensate tank battery 
Pits Facility contains E&P Pit(s) or storage pit(s) only 
Gas Processing Plant Facility contains gas refinement 
Gas Treatment Plant Facility contains gas scrubbing (sweeting) prior to entering the pipeline 

Land Owner Water Well 
Facility is used  to log location information for water well owners near facilities where hydraulic fracturing is 
used 

Maintenance Shop Facility is a stand-alone shop/warehouse; i.e., equipment storage or repair shop 
Meteorological Station Facility is used for air emissions calculation and modeling where meteorological data is required 
Meter Unit Facility contains meter(s) only 
Office Facility is a field office location, used for H&S reporting and indirect GHG reporting 

Other 
Facility is only used as a place holder during data transfers during systems integration; this is NOT meant to be 
used on a day-to-day basis 

Pig Launcher Facility is used to track fugitive emissions and waste water from pigging operation 
Pipeline Facility contains pipeline segment(s) 
Plan of Development Facility is used for permitting for large scale field development 

Portable Source 
Facility is used for equipment that gets moved around, i.e., portable generators, pumps, engines, tanks, flares, 
etc. 

Remediation Facility contains remediation site for plumes that have migrated offsite/downstream 
Storage Yard Facility contains equipment storage yard but no equipment operations 
Tank Battery Facility contains wellhead(s)/wellpad(s) with bulk storage tanks 
Well Pad Facility contains multiple wells at a single site 
Wellhead Facility contains wellhead without other equipment or wellhead and pumping unit 
 

 
 

Facility Description 

In the ACTS Asset Explorer, facilities are located under 
any Area, within the company hierarchy. 
  
Within a facility, there are additional hierarchies established by 
ACTS for Equipment, Regulations, File Attachments, and other ACTS 
record associations. 
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Facility Usage 

  

Facility Data via Asset Explorer: 

Add a Facility  

Navigate to the area that the facility will be nested under in the Asset Explorer. 
Right-click on the area and select the appropriate option. 
 

 

 

 

Edit, Copy, Delete a Facility 

Navigate to the facility in the Asset Explorer. 
Right-click on the facility and select Edit, Copy or Delete. 
 

 

 

 

 

Facility Data via Toolbar & Menu: 

  

Open the Facility Window 

 

Select the Facility toolbar icon; 

 

Or  
 

Select Assets Facility from the menu bar. 
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Open an Existing Facility 

From the Facility Window,   

  

Select the Open toolbar icon;    

Or select File Open from the menu bar, 
then select a facility to open from the list of facilities.                     

Enter a New Facility   

From the Facility Window,   

 

Select the New toolbar icon; 

Or select File New from the menu b ar. 

  

Copy a Facility 

 

From the Facility Window, 

 

Select the Copy toolbar icon; 

Or select File Copy a Facility from the menu bar, 
then select the facility to copy from the list of facilities. 

Save Facility Information 

From the Facility Window, 

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 

Delete a Facility   

From the Facility Window,   

 

Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word "DELETE" and select OK. 

 

Print the Facility Window 

From the Facility Window, 

 

Select the Print toolbar icon; 

Or select File Print from the menu bar. 

 
Window 

Facility Window 

  

 Facility information is organized by tab in a Facility Window in ACTS. 

 

 

 

javascript:void(null)
javascript:void(null)
javascript:void(null)
javascript:void(null)
javascript:void(null)
javascript:void(null)
javascript:void(null)
javascript:void(null)
javascript:void(null)


                                                                                                                                                            134 |  
 

 
Facility Window Tabs 

The following table describes how the facility information is grouped into tabs. 

  

Tab Description 
Detailed Facility 
Information 

This tab contains the general facility information, such as name, area, type, status, owner, comments, etc. 

Facility Attributes 
This tab contains facility attributes that are specific to a company.  The fields may be changed by an ACTS 
administrator. 

Address Information This tab lists the addresses that are associated with the facility. 
Agency Associations This tab lists the regulatory agencies that govern the facility. 
Agency Accounts This tab lists the agency accounts that are associated with the facility. 
Email Information This tab lists the email addresses that are associated with the facility. 
Facility Associations This tab lists how this facility is associated with other facilities (i.e. shares a berm or output goes to). 
Location Information This tab lists the location data that is associated with the facility, such as latitude, longitude, UTM, etc. 
People Associations This tab lists the people who are associated with the facility. 
Phone Information This tab lists the phone numbers that are associated with the facility. 
Correspondence This tab logs correspondence regarding the facility. 
Schedule This tab lists schedules associated with the facility. 
Regulations This tab lists the regulations that are associated with the facility. 
Project Associations This tab lists the projects that are associated with the facility. 
File Attachments This tab stores the files that are associated with the facility. 

 

Facility Data Entry Process 

  

Steps for Entering Data into a Facility Window: 

1. Open a Facility Window. 
2. Select a tab.  Please see below for tab-specific instructions. 
3. Update information by entering text, selecting from dropdowns, checking and 

unchecking boxes, and entering dates into the appropriate fields.  Contact an ACTS 
administrator to update fields and dropdown items. 

4. For list data, right-click in the gray area and select Insert, Add or Delete data rows. 
5. Once data records have been modified, save changes by selecting the Save toolbar 

icon (or CTRL+S).  For data records to appear as dropdown items, they must first be 
saved in the database. 

 

 
 

Detailed Facility Information (tab) 

This tab contains the general facility information, such as name, area, type, status, owner, comments, etc. 
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 Facility Name1:  Enter the Facility Name in the text box. 

 Sort Order1:  Enter a numerical value for the Sort Order for the facility.  Sort Order numbers are used to override the ACTS 
ordering system that organizes the facilities alphabetically byFacility Name.  Sort Order numbers can be repeated or 
skipped. 

 Area1:  Select the correct Area from the dropdown. 

 Facility Type1:  Select the Facility Type from the dropdown. 

 Facility Status1:  Select the Facility Status from the dropdown. 

 Country1:  Select the correct Country from the dropdown. 

 County:  Select the County from the dropdown. 

 Offshore Area/Blk:  Select the Offshore Area/Blk from the dropdown. 

 Met. City:  Select the Meteorological City from the dropdown.  This is automated by the Selected County. 

 Business Entity:  Select the Business Entity from the dropdown. 

 Business Unit:  Select the Business Unit from the dropdown. 

 Facility Ownership:  Select the Facility Ownership from the dropdown. 

 Facility Owner:  Select the Facility Owner from the dropdown. 

 Land Ownership:  Select the Land Ownership from the dropdown. 

 Land Owner:  Select the Land Owner from the dropdown. 

 Purchased On:  Enter the Purchased On date. 

 Previous Owner:  Select the Previous Owner from the dropdown. 

 Sold On:  Enter the Sold On date. 

 Sold To:  Select the company the facility was Sold To from the dropdown. 

 Alternate Name(s):  Enter the Alternate Name in the text box. 

 Operator:  Select the Operator from the dropdown. 

 Active Date1:  Enter the facility Active Date.  The default is the current date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the facility in the text box. 

 
 
Facility Attributes (Tab) 

This tab contains facility attributes that are specific to a company.  The fields may be changed by an ACTS administrator. 
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Address Information (Tab) 

This tab lists the addresses that are associated with the facility. 
 

 

 Address Type1:  Select the correct Address Type from the dropdown. 

 Street, Line 1:  Enter the 1st Line of Street Address in the text box. 

 Street, Line 2:  Enter the 2nd Line of Street Address in the text box. 

 Street, Line 3:  Enter the 3rd Line of Street Address in the text box. 

 City:  Enter the City in the text box. 

 State:  Select the State from the dropdown. 

 Zip Code:  Enter the Zip Code in the text box. 

 Country:  Select the Country from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the address information is first applicable to the facility.  The default 
is the facility active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the address in the text box. 
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Agency Associations (Tab) 

This tab lists the various regulatory agencies that govern the facility. 
 

 

 Agency1:  Select the Agency from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the agency association is first applicable to the facility.  The default 
is the facility active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the agency association in the text box. 

 
 
Agency Accounts (Tab) 

This tab lists the regulatory agencies that govern the facility. 

 

 Agency Account Type1:  Select the Agency Account Type from the dropdown. 

 Account Number1:  Enter the Account Number in the text box. 

 Active Date1:  Update the Active Date to reflect when the agency account is first applicable to the facility.  The default is 
the facility active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the agency account in the text box. 

 
Email Information (Tab) 

This tab lists the email addresses that are associated with the facility. 

 

 Email Type1:  Select the Email Type from the dropdown. 

 Email Address1:  Enter the Email Address in the text box. 

 Primary1:  Select Primary if this is a main email address. 

 Active Date1:  Update the Active Date to reflect when the email information is first applicable to the facility.  The default is 
the facility active date. 

 Inactive Date:  Enter the Inactive Date. 
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 Comments:  Enter additional notes on the email address in the text box. 

 
Facility Associations (Tab) 

This tab lists how this facility is associated with other facilities (i.e. shares a berm or output goes to). 

 

 
If there are facilities that are associated to this facility, enter them. 

1. Right-click in the gray area and select Add Selected Facilities in an Area (as 
Secondary) or Add Selected Facilities in a Portfolio (as Secondary). 

2. Select the area or portfolio in which the facility is located. 

3. Select the facility from the list to add the association to this facility. 

 

 

4. Select Swap Primary and Secondary Facilities to change the primary facility 
and secondary facility classification. 

 
 

 

 

 Primary Facility1  and Secondary Facility1:  These fields become populated when the facility is selected. 

 Association1:  Select the appropriate Association type for the facilities from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the facility association is first applicable to the facility.  The default 
is the current date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the facility association in the text box. 

 
Location Information (Tab) 

This tab lists the location data that is associated with the facility, such as Latitude/Longitude, UTM, etc. 

 

 Location Type1:  Select the Location Type from the dropdown. 

 Latitude:  Enter the numeric Latitude value. 
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 Longitude:  Enter the numeric Longitude value. 

 "…”:  Select this button to open the Coordinate Conversion Window.  This tool allows the user to convert types of 
coordinates. 

 

 

 Altitude:  Enter the numeric Altitude value. 

 Units:  Select Units of measurement for the altitude from the dropdown. 

 Map Datum:  Select the Map Datum from the dropdown. 

 Township:  Enter the Township in the text box. 

 Range:  Enter the Range in the text box. 

 Section:  Enter the Section in the text box. 

 Quarter:  Enter the Quarter in the text box. 

 Active Date1:  Update the Active Date to reflect when the location information is first applicable to the facility.  The 
default is the facility active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the location in the text box. 
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People Associations (Tab) 

This tab lists the people who are associated with the facility. 

 

 Associated Person1:  Select the Person from the dropdown. 

 Association Type1:  Select the Association Type from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the person association is first applicable to the facility.  The default 
is the facility active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the person association in the text box. 

 
Phone Information (Tab) 

This tab lists the phone numbers that are associated with the facility. 

 

 Phone Type1:  Select the Phone Type from the dropdown. 

 Phone Number1:  Enter the Phone Number in the text box 

 Active Date1:  Update the Active Date to reflect when the phone information is first applicable to the facility.  The default 
is the facility active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the phone association in the text box. 

 
Correspondence (Tab) 

This tab logs correspondence regarding the facility. 

 

 Correspondence Date1:  Update the Correspondence Date.  The default is the current date. 

 Contact Person1:  Enter the person who was contacted in the text box. 

 Correspondence Method1:  Select the Correspondence Method from the dropdown. 

 Responsible Person1:  Select the Responsible Person from the user dropdown. 

 Comments:  Enter additional notes on the correspondence in the text box. 
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Schedule (Tab) 

This tab lists schedules associated with the facility. 

 

 Schedule Date1:  Update the Schedule Date.  The default is the current date. 

 Schedule Type1:  Select the appropriate Schedule Type from the dropdown. 

 Status1:  Select the Status from the dropdown. 

 Frequency1:  Select the Frequency from the dropdown. 

 Priority1:  Select the Priority from the dropdown. 

 Responsible Person1:  Select the Responsible Person from the user dropdown. 

 Primary Vendor:  Select the Primary Vendor from the dropdown. 

 Primary Contact Name:  Enter text or select the Primary Contact Name from the user dropdown. 

 

 

 Primary Assignment:  Enter the Primary Assignment in the text box. 

 Secondary Vendor:  Select the Secondary Vendor from the dropdown. 

 Secondary Contact Name:  Enter text or select the Secondary Contact Name from the user dropdown. 

 Secondary Assignment:  Enter the Secondary Assignment  in the text box. 

 Comments:  Enter additional notes on the schedule in the text box. 

  

 
Regulations (Tab) 

This tab lists the regulations that are associated with the facility. 

 

 Regulation1:  Select the Regulation from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the regulation association is first applicable to the facility.  The 
default is the facility active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the regulation in the text box. 

 
Project Associations (Tab) 

This tab lists the projects that are associated with the facility. 
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 Project1:  Select the Project from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the project association is first applicable to the facility.  The default 
is the facility active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the project association in the text box. 

 
File Attachments (Tab) 

This tab stores the files that are associated with the facility. 

 

Select the Browse button to search the computer or network drive for the specific file.  If ACTS is hosted by Ecocion, the user computer 
is found through the “Client C (M:)” drive. 
 

 Where Stored1:  Select Store the file in ACTS to upload a version of the file into ACTS; 
select Just store the external location to store the location of the file on a computer or 
network drive, which will be accessible through ACTS when the external pathway is 
accessible. 

 External Location1: Enter the External Location of the file in the text box, if Just store the 
external location is selected. 

 File Name1:  Update the File Name in the text box.  This is what the file will be called in 
ACTS. 

 File Type1:  Select the File Type from the dropdown. 

 Status1:  Select the Status of the document from the dropdown. 

 Document Date1: Update the Document Date.  The default is the current date. 

 Active Date1:  Enter the Active Date. 

 Inactive Date:  Enter the Inactive Date. The default is the current date. 

 Comments:  Enter additional notes about the file attachment in the text box. 
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File Attachment 
File Attachment Definitions 

 

File Attachment:  Documents pertaining to the information stored in ACTS that are uploaded and associated to various data records.  The 
documents may be a variety of file types including, PDF, Word, Excel, and Text files. 

 

File Attachment Description 

In the ACTS Asset Explorer, File Attachments may be nested under various levels 
including Facilities, Equipment, and Regulations.  File Attachments may also be 
associated to Agency Exceptions, Analyses, Audits, Areas, Compounds, Courses, 
Events, Forms, Hazards, Incidents, Injuries, Leases Observations, Persons, Pooled 
Unites, Property Damage Associations, Projects, Regulations, Requirements, 
Shutdowns, Spills/Release Events, Surveys, Tasks, Tests, Vehicle Accidents, Waste, 
Workorders, and other ACTS records.  

 

File Attachment Usage 

File Attachment via Asset Explorer: 
Add a File Attachment 

Navigate to the asset that the file attachment will be associated to in the Asset Explorer. 
Right-click on the asset and select Add a File Attachment. 

 
 

 

 

 

Edit, Delete, View, Save a File Attachment 
Navigate to the file attachment in the Asset Explorer. 
Right-click on the file attachment and select the appropriate option. 
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File Attachment Data via Toolbar & Menu Bar: 
Open the File Attachment Window 

Select the File toolbar icon; 

Or Select Tools File Attachment from the menu bar. 
 

 

 

 

 

 

 

 

 

 

 

 

Open an Existing File Attachment 
From the File Attachment Window, 

Open an Existing File Attachment   

From the File Attachment Window,   

 

Select the Open toolbar icon; 

Or select the File Open from the menu bar, 
then select the file attachment to open from the list of file attachments. 

Enter a New File Attachment 

From the File Attachment Window, 

 

Select the New toolbar icon;  

Or select File New from the menu bar. 
  

Save File Attachment Information 

From the File Attachment Window, 

 

 

Select the Save toolbar icon; 

Or select the File Save from the menu bar. 

Delete a File Attachment 

From the File Attachment Window, 

 

Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word "DELETE" and select OK. 

Print a File Attachment Detail Report   

From the File Attachment Window,   

 

Select the Print toolbar icon; 

Or select File Print from the menu bar. 
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File Attachment via File Attachment Tabs 

 

Many of the other ACTS application windows, including the Facility Window, Regulation Window, and 
Equipment Window have a File Attachments Tab. 
 

 

 

 

 

Right-click to add a new data row.  The fields in this tab are the same as those in the File Attachment Window-Detailed File Information 
Tab.  Please see File Attachment Data Entry Process for more information. 

 

File Attachment Window 
File Attachment information is organized by tab in a File Attachment Window in ACTS. 
 
 

 
 
 
 
 
 
 

 
 

 

 

 

 

File Attachments Window Tabs 
The following table describes how the file attachment information is grouped into tabs. 

Tabs Description 

Detailed File Information 
This tab contains general file attachment information, such as location, name, type, status, etc.  It 
also displays a preview of the document. 

People who can View/Edit this File 
Attachment 

This tab allows the user to determine who has access to a particular file attachment. 

Association Tabs These tabs contain the associations of the file attachments to other records in ACTS. 
 

File Attachment Data Entry Progress 

Steps for Entering Data into a File Attachment Window: 

1. Open a File Attachment Window.  
2. Select a tab.  Please see below for tab-specific instructions. 
3. Update information by entering text, selecting from dropdowns, checking and 

unchecking boxes, and entering dates into the appropriate fields.  Contact an ACTS 
administrator to update fields and dropdown items. 

4. For list data, right-click in the gray area and select Insert, Add or Delete data rows. 
5. Once data records have been modified, save changes by selecting the Save toolbar icon 

(or CTRL+S). 
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Detailed File Information (Tab) 

This tab captures the file attachment information, such as location, name, type, status, etc.  It also displays a preview of the document. 

 

 

 

 

 File Location1:  This field will show the file path of the document.  Select the Browse button to search the computer or network drive 
for the specific file.  If ACTS is hosted by Ecocion, the user computer is found through the “Client C (M:)” drive. 

 

 Where Stored1:  Select Store the file in ACTS to upload a version of the file into ACTS; 
select Just store the external location to store the location of the file on a computer or 
network drive, which will be accessible through ACTS when the external pathway is 
accessible. 

 File Name1:  Update the File Name in the text box.  This is what the file will be called in 
ACTS. 

 Auto Name:  Select the Auto Name checkbox to overwrite the name of the file.  The 
generated name will coalesce the Document Date, File Name, and File Type. 

 File Type1:  Select the File Type from the dropdown. 

 Status1:  Select the Status of the document from the dropdown. 

 Document Date1:  Update the Document Date.  The default is the current date. 

 Comments:  Enter additional notes about the file attachment in the text box.  
 

 

People who can View/Edit this File Attachment (Tab) 

This tab allows the user to determine who has access to a particular file attachment. 
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 Public:  Select Public to allow any user with the appropriate security setting to view the file attachment. 

 Private:  Select Private to allow only listed people to view the attachment.  Then right-click and select Add to create a new data row. 

 Person1:  Select the Person from the user dropdown.  This allows the selected user to view the file attachment. 

 Can Edit:  Select the checkbox if the user Can Edit, in addition to view, the file attachment. 

 Comments:  Enter additional notes for the person who can view/edit the file attachment in the text box. 

 

Association Tabs 
These tabs contain the associations of the file attachments to other records in ACTS. 
 

 
 

1. For row data, right-click in the gray area and select Add to create a new data row. 
2. Enter data to associate the file to records. 
3. Once data records have been modified, save changes by pressing (CTRL+S) or select the Save icon from the toolbar. 

 

 
 
File Attachment Tab in Data Records 

 
File attachments may also be added via the File Attachments Tab of other records.  When associations are 
made to other records, the file attachment information is stored in the File Attachments Tab of the data record (in addition to the File 
Attachment Window).  The data fields are the same as those in the Detailed File 
Information Tab of the File Attachment Window. 
 

 

1. Right-click in the gray area and select Add to create a new data row. 
2. Select Browse to search the computer or network drive for the specific file.  If ACTS is hosted by Ecocion, the user computer is 

found through the "Client C (M:)" drive. 
3. Update information as described above in the Detailed File Information section. 
4. Once data records have been modified, save changes by pressing (CTRL-S) or select the Save icon from the toolbar. 

Extras 
See Addendum 15 
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Incident 
Incident Definitions  
 
Incident: A form to capture Health and Safety related information, such as Injuries, Hazards, Vehicle Accidents. 
 

 
 

 Incident Form Description 

 

In the ACTS Asset Explorer, Incident Forms are located 
under Facilities, which are located under any Area, within the company 
hierarchy. Incident Forms may have additional associations, as indicated 
by tabs in the form windows. 
 
Incident Forms include Incidents, Hazards, Injuries, Observations, 
Property Damage, Vehicle Accidents, and Inspections. 
 

 

 
Incident Form Usage 

 

Incident Data via Asset Explorer: 
 

Add an Incident  
Navigate to the asset that the incident form will be nested under in the Asset Explorer. 
Right-click on the asset and select the appropriate option. 
 

 

 

 
Edit, Copy, Delete an Incident 
Navigate to the incident form in the Asset Explorer. 
Right-click on the incident form, then select the appropriate option.    
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Incident Usage 

  

Incident via Toolbar & Menu Bar: 

  

Open the Incident Window 

 

Select Safety Incident from the menu bar. 
 

 

Open an Existing Incident   

From the Incident Window,   

 

Select the Open toolbar icon; 

Or select File Open from the menu bar, 
then select the incidents from the list of incidents. 

Enter a New Incident   

From the Incident Window,   

 

Select the New toolbar icon; 

Or select File New from the menu bar. 

  

Copy an Incident    

From the Incident Window,   

 

Select the Copy toolbar icon; 

Or select File Copy an Incident from the menu bar, 
then select the incidents to copy from the list of incidents. 

  

Save Incident Information   

From the Incident Window,   

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 

Delete an Incident 

From the Incident Window, 

 

Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word "DELETE" and select OK. 
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Print an Incident 

 

From the Incident Window, 

 

Select the Print toolbar icon; 

Or select  File Print from the menu bar.  

 

Incident Window  

Incident Windows store highly customizable form questions and responses that may pertain to injuries, vehicle accidents, hazards, 
observations, property damage, etc. The incident window may also include additional  tabs, such as incident associations and file 
attachment tabs. 

 

 

Incident Window Tabs  

The following table describes how the incident information is grouped into tabs. 

  

Tabs Description 
Detailed Incident Information This tab contains the incident form questions and responses. 

Incident Associations 
This tab lists other incidents that are associated with the 
incident. 

File Attachments This tab stores the files that are associated with the incident. 
 

 

Incident Data Entry Process 

 Steps for Entering Data into an Incident Window: 

1. Open an Incident Window. 
2. Select a tab.  Please see below for tab-specific instructions. 
3. Update information by entering text, selecting from dropdowns, checking and unchecking boxes, and entering dates into the 

appropriate fields.  Contact an ACTS administrator to update fields and dropdown items. 
4. For list data, right-click in the gray area and select Insert, Add or Delete data rows. 
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5. Once data records have been modified, save changes by selecting the Save toolbar icon (or CTRL+S).  For data to appear as 
dropdown items, they must first be saved in the database.    

 

Detailed Incident Information (Tab) 

This tab contains the incident form questions and responses. All fields in this tab are dependent on the selected incident type. 
 

 

  

 
Incident Associations (Tab)  

This tab contains lists other incidents that are associated with the incident. 

 

Right-click and select Add Selected Incidents, then select the associated incident. 
 

 
 

 Primary Incident1:  The Primary Incident is populated by the opened incident record. 

 Assocation1:  Select the appropriate Association from the dropdown. 

 Secondary Incident1:  The Secondary Incident is populated by the incident that is selected in the dialog box. 

 Active Date1:  Update the Active Date to reflect when the incident association is first applicable.  The default is the current 
date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the incident association in the text box. 

 
Right-click on an incident association data row and select Swap Primary and Secondary Incidents to change the order of the incidents. 
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File Attachments (Tab) 

This tab stores the files that are associated with the incident. 

 

 
Select the Browse button to search the computer or network drive for the specific file.  If ACTS is hosted by Ecocion, the user computer 
is found through the “Client C (M:)” drive. 
 

 Where Stored1:  Select Store the file in ACTS to upload a version of the file into ACTS; 
select Just store the external location to store the location of the file on a computer 
or network drive, which will be accessible through ACTS when the external pathway is 
accessible. 

 External Location1: Enter the External Location of the file in the text box, if Just store 
the external location is selected. 

 File Name1:  Update the File Name in the text box.  This is what the file will be called in 
ACTS. 

 File Type1:  Select the File Type from the dropdown. 

 Status1:  Select the Status of the document from the dropdown. 

 Document Date1: Update the Document Date.  The default is the current date. 

 Active Date1:  Enter the Active Date. 

 Inactive Date:  Enter the Inactive Date. The default is the current date. 

 Comments:  Enter additional notes about the file attachment in the text box. 

 
 
 
 
 
 
 

 

 
Extras 
See Addendum 16 
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Inspection 
Inspection Definitions 

Inspection:  A form to capture maintenance-related questions and responses. 

 

 
 

Inspection Description 

In the ACTS Asset Explorer, inspections are located under Facilities, which are located under 
any Area, within the company hierarchy. Inspections may have additional associations, 
including file attachments. 
 
 
 
 

 

 

Inspection Usage 

Inspection Data via Asset Explorer: 

  

Navigate to the asset that the inspection will be nested under in the Asset Explorer. 
Right-click on the asset and select Add an Inspection. 
 

 

 

 

Edit, Copy, Delete an Inspection 

Navigate to the inspection in the Asset Explorer. 
Right-click on the inspection and select the appropriate option. 
 

 

 

 

 

Inspection Usage 

Inspection via Toolbar & Menu Bar: 

  

Open the Inspection Window 
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Select Operations Inspection from the menu bar. 
 

 

 

Open an Existing Inspection   

From the Inspection Window,   

 

Select the Open toolbar icon; 

Or select File Open from the menu bar, 
then select the inspections from the list of inspections. 

Enter a New Inspection   

From the Inspection Window,   

 

Select the New toolbar icon; 

Or select File New from the menu bar. 

  

Copy an Inspection    

From the Inspection Window,   

 

Select the Copy toolbar icon; 

Or select File Copy an Inspection from the menu bar, 
then select the inspections to copy from the list of inspections. 

  

Save Inspection Information   

From the Inspection Window,   

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 

 

Delete an Inspection 

From the Inspection Window, 

 

Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word "DELETE" and select OK. 

Print an Inspection 

From the Inspection Window, 

 

Select the Print toolbar icon; 

Or select  File Print from the menu bar.  
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Inspection Window 

The Inspection Window stores highly customizable inspection form questions and responses. The inspection window may also include a 
file attachment tab. 
 

 

 
Inspection Window Tabs 

The following table describes how the inspection information is grouped into tabs. 

  

Tabs Description 
Detailed Inspection Information This tab contains inspection form questions and responses. 

File Attachments 
This tab stores the files that are associated with the 
inspection. 

 

Inspection Data Entry Process 

 Steps for Entering Data into an Inspection Window: 

1. Open an Inspection Window. 
2. Select a tab.  Please see below for tab-specific instructions. 
3. Update information by entering text, selecting from dropdowns, checking and unchecking boxes, and entering dates into the 

appropriate fields.  Contact an ACTS administrator to update fields and dropdown items. 
4. For list data, right-click in the gray area and select Insert, Add or Delete data rows. 
5. Once data records have been modified, save changes by selecting the Save toolbar icon (or CTRL+S).  For data to appear as 

dropdown items, they must first be saved in the database.    

 

Detailed Inspection Information (Tab) 

This tab contains the inspection form questions and responses. 

javascript:void(null)


                                                                                                                                                            156 |  
 

 

NOTE:  All fields in the Detailed Inspection Information tab will vary, based on the Inspection Type selected. 

 
File Attachments (Tab) 

This tab stores the files that are associated with the incident. 

 

Select the Browse button to search the computer or network drive for the specific file.  If ACTS is hosted by Ecocion, the user computer 
is found through the “Client C (M:)” drive. 
 

 Where Stored1:  Select Store the file in ACTS to upload a version of the file into ACTS; 
select Just store the external location to store the location of the file on a computer or 
network drive, which will be accessible through ACTS when the external pathway is 
accessible. 

 External Location1: Enter the External Location of the file in the text box, if Just store the 
external location is selected. 

 File Name1:  Update the File Name in the text box.  This is what the file will be called in ACTS. 

 File Type1:  Select the File Type from the dropdown. 

 Status1:  Select the Status of the document from the dropdown. 

 Document Date1: Update the Document Date.  The default is the current date. 

 Active Date1:  Enter the Active Date. 

 Inactive Date:  Enter the Inactive Date. The default is the current date. 

 Comments:  Enter additional notes about the file attachment in the text box. 

 

 
 
Extras 
See Addendum 17 
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Inspection Spreadsheet Import 
 Inspection Spreadsheet Import Description 
The Inspection Spreadsheet Import tool allows the user to import “ACTS Aware” inspection spreadsheets directly into ACTS. 

 
This wizard walks the user through the entire process of identifying the spreadsheet, importing the data, and attaching a copy of the 
spreadsheet. 

 

Inspection Spreadsheet Import Usage 
Launch the Inspection Spreadsheet Import Wizard 

             Select Operations Inspection Spreadsheet Import from the menu bar. 
 

 

 

Inspection Spreadsheet Wizard 
This wizard guides the user through the process of selecting, importing, and storing an inspection.  
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Inspection Spreadsheet Import Data Entry Process 
To import a spreadsheet, complete the following steps: 

  

      1. Launch the Inspection Spreadsheet Import wizard. 
      2. Select Next on the instruction page. 
      3. Enter or select the spreadsheet that you would like to import by selecting Browse and searching for  
          the file.  
     4. Select Next. 
     5. Review the information before selecting Finish.  If any of the information is incorrect, select Cancel,  
        update the spreadsheet, and re-run the wizard. 
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Lease 
 Lease Definitions 

  

Lease: A module to identify and track the Landowners of the property on which the operational activity is being completed. 

 

 
 

 Lease Description 
 

In the ACTS Asset Explorer, leases are located under Facilities, which are located under 
any Area, within the company hierarchy. Leases may be associated to Facilities, 
Equipment, People, etc.  
 
 
 

 

 

Lease Usage 
Lease Data via Asset Explorer: 

Add a Lease 

Navigate to the facility that the lease will be nested under in the Asset Explorer. 
Right-click on the facility and select Add a Lease. 
 

 

 

 

Edit, Copy, Delete a Lease 

Navigate to the lease in the Asset Explorer. 
Right-click on the lease and select the appropriate option. 
 

 

 

 

 
 

Lease Usage 

Lease via Toolbar & Menu Bar: 

  

Open the Lease Window 
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Select Land Lease from the menu bar. 
 

 

 

Open an Existing Lease   

From the Lease Window,   

 

Select the Open toolbar icon; 

Or select File Open from the menu bar, 
then select the leases from the list of leases. 

Enter a New Lease   

From the Lease Window,   

 

Select the New toolbar icon; 

Or select File New from the menu bar. 

  

Copy an Lease    

From the Lease Window,   

 

Select the Copy toolbar icon; 

Or select File Copy an Lease from the menu bar, 
then select the leases to copy from the list of leases. 

  

Save Lease Information   

From the Lease Window,   

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 

 

Delete an Lease 

From the Lease Window, 

 

Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word "DELETE" and select OK. 

Print an Lease 

From the Lease Window, 

 

Select the Print toolbar icon; 

Or select  File Print from the menu bar.  

 

Lease Window 
Lease information is organized by tab in a Lease Window in ACTS. 
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Lease Window Tabs 

  

The following table describes how the lease information is grouped into tabs. 

  

Tab Description 
Detailed Lease 
Information 

This tab contains the general lease information, such as type, status, date, comment, etc. 

Lease Attributes This tab contains lease attributes that are specific to a company.  The fields may be changed by an ACTS 

administrator. 
Facility Associations This tab lists the facilities that are associated with the lease. 

Equipment Associations This tab lists the equipment that is associated with the lease. 

People Associations This tab lists the people that are associated with the lease. 
File Attachments This tab stores the files that are associated with the lease. 
 

 
 

Lease Data Entry Process 
Steps for Entering Data into a Lease Window: 

1. Open a Lease Window. 
2. Select a tab.  Please see below for tab-specific instructions. 
3. Update information by entering text, selecting from dropdowns, checking and 

unchecking boxes, and entering dates into the appropriate fields.  Contact an ACTS 
administrator to update fields and dropdown items. 

4. For list data, right-click in the gray area and select Insert, Add or Delete data rows. 
5. Once data records have been modified, save changes by selecting the Save toolbar icon 

(or CTRL+S).  

 
 

Detailed Lease Information (Tab) 

This tab contains the general lease information, such as type, status, date, comment, etc. 
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 Lease Name1:  Enter the Lease Name in the text box. 

 Lease Type1:  Select the Lease Type from the dropdown. 

 Lease Status1:  Select the Lease Status from the dropdown. 

 Active Date1:  Update the Active Date. The default is the current date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional comments on the lease in the text box. 

 
Lease Attributes (Tab) 

This tab contains lease attributes that are specific to a company.  The fields may be changed by an ACTS 
administrator. 
 

 

 
Facility Associations (Tab) 

This tab lists the facilities that are associated with the lease. 
 

 

This tab will include the selected facility by default, if created through Asset Explorer. If there are additional facilities that are 
associated to this lease, enter them.  

 
To add facilities by area or portfolio: 

1. Right-click in the gray area and select Add Selected Facilities in an 
Area or Add Selected Facilities in a Portfolio. 
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        2.  Select the area or portfolio in which the facility is  
             located. 

 

 

       3. Select the facility from the list to add the association to  
           this lease. 

 

 

 

 Facility Name, Alternate Name, Facility Type, Facility Status:  These fields become populated when the facility is 
selected. 

 Association Type:  Select the appropriate Association Type from the dropdown. 

 Lease Type1:  Select the Lease Type from the dropdown. 

 Comments:  Enter additional notes on the facility association in the text box 

 
Equipment Associations (Tab) 

This tab lists the equipment that is associated with the lease. 
 

 

 Equipment1:  Select the Equipment from the dropdown. 

 Association Type:  Select the appropriate Association Type from the dropdown. 

 Comments:  Enter additional notes on the equipment association in the text box. 

 
People Associations (Tab) 

This tab lists the people that are associated with the lease.  
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 Person1:  Select the Person from the user dropdown. 

 Association Type:  Select the appropriate Association Type from the dropdown. 

 Comments:  Enter additional notes on the person association in the text box. 

 
File Attachments (Tab) 

This tab stores the files that are associated with the lease. 
 

 

Select the Browse button to search the computer or network drive for the specific file.  If ACTS is hosted by Ecocion, the user 
computer is found through the “Client C (M:)” drive. 
 

 Where Stored1:  Select Store the file in ACTS to upload a version of the file into 
ACTS; select Just store the external location to store the location of the file on a 
computer or network drive, which will be accessible through ACTS when the 
external pathway is accessible. 

 External Location1: Enter the External Location of the file in the text box, if Just 
store the external location is selected. 

 File Name1:  Update the File Name in the text box.  This is what the file will be called 
in ACTS. 

 File Type1:  Select the File Type from the dropdown. 

 Status1:  Select the Status of the document from the dropdown. 

 Document Date1: Update the Document Date.  The default is the current date. 

 Active Date1:  Enter the Active Date. 

 Inactive Date:  Enter the Inactive Date. The default is the current date. 

 Comments:  Enter additional notes about the file attachment in the text box. 
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Operational Data 
Operational Data Definitions 

  

Operational Data:  Data in the form of a rate, such as runtime, throughput, fuel consumption, etc. which can be used to determine true 
emission calculation output. 

 

 
 

Operational Data Description 

In the ACTS Asset Explorer, operational data and emission data are located 
under Equipment, which is nested under Areas and Facilities within the company 
hierarchy. 

 

 
 

Operational Data Usage 

Operational Data via Asset Explorer: 

  

Open the Operational Data Window 

Navigate to the asset that the operational data will be nested under in the Asset Explorer. 
Right-click on the asset and select Open Operational Data Window. 
 

 

 
 

Operational Data via Toolbar & Menu Bar: 

    

Open the Operational Data Window 

 

Select the Ops Data Toolbar icon; 
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Or select Operations Operational Data from the menu bar. 
 

 

Save Operational Data Information 

From the Operational Data Window, 

 

 

Select the Save toolbar icon; 

Or select the File Save from the menu bar. 

Print an Operational Data Detail Report 

  

  

  

From the Operational Data Window, 

 

Select the Print toolbar icon; 

Or select File Print from the menu bar. 

 

Operational Data Window 

Operational Data information is organized in the Operational Data Window in ACTS. 
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Operational Data Window Sections 

The following table describes the Operational Data Window. 

  

Section Description 
Display Filter This section allows the user to specify the facility, portfolio, equipment, date range, etc. 
Operational Data Entry This section allows the user to enter operational data. 

 
 

Operational Data Entry Process 

Adjust the Display Filter. 

1. Select the Data Entry Type. 

 All Equipment at a Facility: Enter equipment operational data by facility. 

 All Equipment at a Portfolio: Enter equipment operational data by portfolio. 

 A Single Piece of Equipment:  Enter operational data by equipment piece, by year. 
2. Select the Display Type. 

 Normal:  Each date range is displayed in its own row and will extend vertically to display the year selected. 

 Daily: This view will be useful when daily data are being captured.  This view allows the user to enter daily data into a 
grid of months and days. 

 Advanced: This view displays additional data fields (e.g., emission type, emission category). 

        3.  Select the Criteria. 

 Facility, Portfolio, Equipment, Month, Year:  Select the appropriate 
options for the operational values from the dropdown. 

         4.  After choosing the view settings, select Load. 
 

  

Update information in the Operational Data Entry Section 

1. Enter the Operational Data into the Operation Amount column (or the Day column if 
Daily). 

2. Enter additional comments about the operational data into the Comments field. 
3. Once data records have been modified, save changes by pressing (CTRL+S) or select 

the Save icon from the toolbar. 
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Extras 
See Addendum 18 

 

Operation Data In-Depth Discussion 

Emission Calculations: 
 

Calculations can be performed directly in ACTS using multiple sources of information.  For example, a calculation for tank emissions can 
incorporate whether the tank is configured with a flare or VRU (to account for emission destruction/capture), emission factor (from E&P 
TANKS, AP-42 default factors, State published factors, or others), and site-specific analytical sampling data for VOC % (for tank de-
gassing or cleaning).  For calculations, ACTS requires ALL of the following information in order to calculate and track emission data: 

 

All ACTS calculation formulas are unit dependent and data source dependent (whether an emission factor is used or an analysis is 
required).  The following steps illustrate how to calculate and track the carbon monoxide emissions from a combustion source. 
 

For example, a boiler’s monthly calculation and emissions will most likely be based on the amount of fuel consumed by the boiler using 
the following formula and requiring both an equipment specific carbon monoxide EF and monthly boiler fuel use values: 
 

Combustion Source (mmscf/month, EF lb/mmscf; ton/month) = EF (lb/mmscf natural gas consumed) * Fuel Use (natural gas 
consumed per month (mmscf/month) 
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Person 
Person Definitions 
  

Person:  A module to track personnel information.  This module can be used for ACTS user creation. 

 

 
 

Person Description 

  

In the ACTS Asset Explorer, Persons are located under Facilities, which are nested 
under Areas within the company hierarchy. 
 
Persons may be associated to Agencies, Facilities, Projects, Vendors, and File 
Attachments.  The Person Window can be used to create new ACTS users.  ACTS user creation 
is explained in greater detail in the Security Window section of this user guide.    
 

 

Person Usage 

  

Person Data via Asset Explorer: 

  

Add a Person 

Navigate to the facility that the person will be nested under in the Asset Explorer. 
Right-click on the facility and select Add a Person. 
 

 

 

 

Edit, Copy, Delete a Person 

Navigate to the person in the Asset Explorer. 
Right-click on the person and select the appropriate option. 
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Person Data via Toolbar & Menu Bar: 

  

Open the Person Window 

 

Select Tools Person from the menu bar. 

 
 

 

Open an Existing Person   

From the Person Window,   

  

Select the Open toolbar icon; 

Or select File Open from the menu bar, 
then select the person to open from the list of 
people.     

Enter a New Person   

From the Person Window,   

 

Select the New toolbar icon; 

Or select File New from the menu bar. 

  

Copy an Person    

From the Person Window,   

 

Select the Copy toolbar icon; 

Or select File Copy an Person from the menu bar, 
then select the person to copy from the list of people. 

  

Save Person Information   

From the Person Window,   
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Select the Save toolbar icon; 

Or select File Save from the menu bar. 

 

Delete an Person 

From the Person Window, 

 

Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word "DELETE" and select OK. 

Print an Person 

From the Person Window, 

 

Select the Print toolbar icon; 

Or select File Print from the menu bar.  

 
 
 

Person Window 

  

Person information is organized by tab in a Person Window in ACTS. 

 

 
 

Person Window Tabs 

The following table describes how the person information is grouped into tabs. 

  

Tabs Description 
Detailed Person 
Information 

This tab contains general person information, such as name, title, manager, and database username. 

Person Attributes This tab contains attributes that are specific to the person as defined by a company.  The fields may be 

changed by an ACTS administrator. 
Address Information This tab lists the addresses that are associated with the person. 
Phone Information This tab lists the phone numbers that are associated with the person. 
Email Address 
Information 

This tab lists the email addresses that are associated with the person. 

Correspondence This tab logs correspondence regarding the person. 

Agency Associations This tab lists the agencies that are associated with the person.  
Area Associations This tab lists the areas that are associated with the person. 
Facility Associations This tab lists the facilities that are associated with the person. 
Project Associations This tab lists the projects that are associated with the person. 
Vendor Associations This tab lists the vendors that are associated with the person. 
File Attachments This tab stores the files that are associated with the person. 
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Person Data Entry Process 

  

Steps for Entering Data into a Person Window: 

1. Open a Person Window. 
2. Select a tab.  Please see below for tab-specific instructions. 
3. Update information by entering text, selecting from dropdowns, 

checking and unchecking boxes, and entering dates into the appropriate 
fields.  Contact an ACTS administrator to update fields and dropdown 
items. 

4. For list data, right-click in the gray area and select Insert, Add 
or Delete data rows. 

5. Once data records have been modified, save changes by selecting the 
Save toolbar icon (or CTRL+S). For data records to appear as dropdown 
items, they must first be saved in the database. 

 

 

Detailed Person Information (Tab) 

This tab contains general person information, such as name, title, manager, and database username.  Be sure to include the 
Database Username, which will be the Username for the ACTS log-in. 
 

 

 First Name1:  Enter the person’s First Name in the text box. 

 Middle Name:  Enter the person’s Middle Name in the text box. 

 Sort Order1:  Enter a numerical value for the Sort Order for the person.  Sort Order numbers are used to 
override the ACTS ordering system that organizes the people alphabetically byLast Name.  Sort Order numbers 
can be repeated or skipped. 

 Last Name1:  Enter the person’s Last Name in the text box. 

 Type1:  Select a Type from the dropdown (e.g., employee, contractor). 

 Alternate Name(s):  Enter Alternate Name(s) in the text box. 

 Status:  Select a Status from the dropdown. 

 Title:  Enter the person’s Title in the text box. 

 Manager:  Select the Manager from the user dropdown. 

 Database Username:  Enter a Database Username in the text box. 

 PW Expire:  Enter a Password Expire date. 

 Department:  Enter the person’s Department in the text box. 

 Location:  Enter the person’s Location in the text box. 

 Active Date1:  Update the Active Date.  The default is the current date. 

 Inactive Date:  Enter an Inactive Date. 

 Comments:  Enter additional notes for the person in the text box. 
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Person Attributes (Tab) 

This tab contains attributes that are specific to the person as defined by a company.  The fields may be changed by an ACTS 
administrator. 

 
Address Information (Tab) 

This tab lists the addresses that are associated with the person. 
 

 

 Address Type1:  Select the correct Address Type from the dropdown. 

 Street, Line 1:  Enter the 1st Line of Street Address in the text box. 

 Street, Line 2:  Enter the 2nd Line of Street Address in the text box. 

 Street, Line 3:  Enter the 3rd Line of Street Address in the text box. 

 City:  Enter the City in the text box. 

 State:  Select the State from the dropdown. 

 Zip Code:  Enter the Zip Code in the text box. 

 Country:  Select the Country from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the address information is first applicable to the person.  The 
default is the person active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the address in the text box. 

 

 

 
Phone Information (Tab) 

This tab lists the phone numbers that are associated with the person. 
 

 

 Phone Type1:  Select the Phone Type from the dropdown. 

 Phone Number1:  Enter the Phone Number in the text box 

 Active Date1:  Update the Active Date to reflect when the phone information is first applicable to the person.  The default 
is the person active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the phone association in the text box. 
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Email Address Information (Tab) 

This tab lists the email addresses that are associated with the person.  (To send a “Welcome Document Email” an email address must 
be entered here.) 
 

 

 Email Type1:  Select the Email Type from the dropdown. 

 Email Address1:  Enter the Email Address in the text box. 

 Primary1:  Select Primary if this is a main email address. 

 Active Date1:   Update the Active Date to reflect when the email information is first applicable to the person.  The default 
is the person active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the email address in the text box. 

 
Correspondence (Tab) 

This tab logs correspondence regarding the person. 
 

 

 Correspondence Date1:  Update the Correspondence Date.  The default is the current date. 

 Correspondence Type1:  Select the Correspondence Type from the dropdown. 

 Correspondence Method1:  Select the Correspondence Method from the dropdown. 

 Contacted By1:  Select the Contacted By person from the user dropdown. 

 Comments:  Enter additional notes on the correspondence in the text box. 

 
Agency Associations (Tab) 

This tab lists the agencies that are associated with the person.  
 

 

 Agency:  Select the Agency from the dropdown. 

 Association Type1:  Select the Association Type from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the area association is first applicable to the person.  The default is 
the person active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the area association in the text box. 

Area Associations (Tab) 

This tab lists the areas that are associated with the person. 
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 Area1:  Select the Area from the dropdown. 

 Association Type1:  Select the Association Type from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the area association is first applicable to the person.  The default is 
the person active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the area association in the text box. 

 
Facility Associations (Tab) 

This tab lists the facilities that are associated with the person. 

 

This tab will include the selected facility by default, if created through the Asset Explorer.  If there are additional facilities that are 
associated to this person, enter them. 

1. Right-click in the gray area and select Add, Add Selected Facilities in an 
Area or Add Selected Facilities in a Portfolio. 
 

2. Select the area or portfolio in which the facility is located. 

3. Select the facility from the list to add the association to this 
person.  If Add was selected, then select the facility from the dropdown. 

 

 

 
 

 

 

 Facility1:  This field becomes populated when the facility is selected. 

 Association Type1:  Select the Association Type from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the facility association is first applicable to the person.  The default 
is the person active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the facility association in the text box. 
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Project Associations (Tab) 

This tab lists the projects that are associated with the person. 
 

 

 Project1:  Select the Project from the dropdown. 

 Association Type1:  Select the Association Type from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the project association is first applicable to the person.  The default 
is the person active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the project association in the text box. 

 
Vendor Associations (Tab) 

This tab lists the vendors that are associated with the person.  

 

 Vendor1:  Select the Vendor from the dropdown. 

 Association Type1:  Select the Association Type from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the vendor association is first applicable to the person.  The default 
is the person active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the vendor association in the text box. 

 
File Attachments (Tab) 

This tab stores the files that are associated with the person. 
 

 

 
Select the Browse button to search the computer or network drive for the specific file.  If ACTS is hosted by Ecocion, the user computer 
is found through the “Client C (M:)” drive. 
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 Where Stored1:  Select Store the file in ACTS to upload a version of the file into ACTS; 
select Just store the external location to store the location of the file on a computer or 
network drive, which will be accessible through ACTS when the external pathway is 
accessible. 

 External Location1: Enter the External Location of the file in the text box, if Just store the 
external location is selected. 

 File Name1:  Update the File Name in the text box.  This is what the file will be called in ACTS. 

 File Type1:  Select the File Type from the dropdown. 

 Status1:  Select the Status of the document from the dropdown. 

 Document Date1: Update the Document Date.  The default is the current date. 

 Active Date1:  Enter the Active Date. 

 Inactive Date:  Enter the Inactive Date. The default is the current date. 

 Comments:  Enter additional notes about the file attachment in the text box. 
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Pooled Unit 
Pooled Unit Definitions 

  

Pooled Unit: A module to associate various assets including facilities, equipment and leases. The pooled unit allows an alternate 
grouping of assets than those grouped by areas, portfolios and locations. 

 
 

 Pooled Unit Description 
 

In the ACTS Asset Explorer, pooled units are located under Areas, Facilities, 
Equipment and Leases.  
 
In the Pooled Unit Window Areas, Facilities, Equipment and Leases may be 
associated. 

 

 

Pooled Unit Usage 

 

Pooled Unit Data via Asset Explorer: 

  

Add a Pooled Unit   

Navigate to the asset that the Pooled Unit will be nested under in the Asset Explorer. 
Right-click on the asset and select Add a Pooled Unit. 

 

 
              

Edit, Copy, Delete a Pooled Unit   

Navigate to the Pooled Unit in the Asset Explorer. 
Right-click on the Pooled Unit and select the appropriate option. 
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Pooled Unit Data via Toolbar & Menu Bar: 

  

Open the Pooled Unit Window 

 

Select Land Pooled Unit from the 
menu bar. 

 
 

 

Open an Existing Pooled Unit   

From the Pooled Unit Window,   

  

Select the Open toolbar icon; 

Or select File Open from the menu bar, 
then select the pooled unit to open from the list of 
pooled units.     

Enter a New Pooled Unit   

From the Pooled Unit Window,   

 

Select the New toolbar icon; 

Or select File New from the menu bar. 

  

Copy an Pooled Unit    

From the Pooled Unit Window,   

 

Select the Copy toolbar icon; 

Or select File Copy an Pooled Unit from the menu bar, 
then select the pooled unit to copy from the list of 
pooled units. 

  

Save Pooled Unit Information   

From the Pooled Unit Window,   

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 

 

Delete an Pooled Unit 

From the Pooled Unit Window, 

 

Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word "DELETE" and select OK. 

Print an Pooled Unit 

From the Pooled Unit Window, 
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Select the Print toolbar icon; 

Or select File Print from the menu bar.  

 
 

Pooled Unit Window 
 

Pooled Unit information is organized by tab in a Pooled Unit Window in ACTS. 

  

 

 

 
 

Pooled Unit Window Tabs 

  

The following table describes how the Pooled Unit information is grouped into tabs. 

Tab Description 

Detailed Pooled Unit Information This tab contains the general pooled unit information, such as type, status, name, comments, etc. 

Pooled Unit Attributes 
This tab contains pooled unit attributes that are specific to a company.  The fields may be changed by 
an ACTS administrator. 

Area Associations This tab lists the facilities that are associated with the pooled unit. 

Facility Associations This tab lists the areas that are associated with the pooled unit. 

Equipment  Associations This tab lists the equipment that is associated with the pooled unit. 

Lease Associations This tab lists the leases that are associated with the pooled unit. 

Location Information 
This tab lists the location data that is associated with the pooled unit, such as latitude, longitude, 
UTM, etc. 

File Attachments This tab stores the files that are associated with the pooled unit. 

 
 

Pooled Unit Data Entry Process 
 
 Steps for Entering Data into a Pooled Unit: 
 

1. Open the Pooled Unit Window. 
2. Select a tab. Please see below for tab-specific instructions. 
3. Update information by entering text, selecting from dropdowns, checking and 

unchecking boxes and entering dates into the appropriate fields. Contact an ACTS 
administrator to update fields and dropdown items. 

4. For list data, right-click in the gray area and select Insert, Add or Delete data rows. 
5. Once data records have been modified, save changes by           selecting 

the Save toolbar icon (or CTRL+S). For data records to appear as dropdown items, 
they must first be saved in the database. 
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Detailed Pooled Unit Information (Tab) 

This tab contains the general pooled unit information, such as type, status, date, comment, etc. 

 

 Pooled Unit Type1:  Select the Pooled Unit Type from the dropdown. 

 Pooled Unit Status1:  Select the Pooled Unit Status from the dropdown. 

 Pooled Unit Name1:  Enter the Pooled Unit Name in the text box. 

 Comments:  Enter additional comments on the pooled unit in the text box. 

 
Pooled Unit Attributes (Tab) 

This tab contains pooled unit attributes that are specific to a company.  The fields may be changed by an ACTS administrator. 

  

 
Area Associations (Tab) 

This tab lists the areas that are associated with the pooled unit. 

 

 Area1:  Select the Area from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the area association is first applicable to the pooled unit.  The default 
is the pooled unit active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the area association in the text box. 

 

 
Facility Associations (Tab) 

This tab lists the facilities that are associated with the pooled unit. 

 

This tab will include the selected facility by default, if created through Asset Explorer. If there are additional facilities that are associated 
to this pooled unit, enter them.  

To add facilities by area or portfolio: 

1. Right-click in the gray area and select Add Selected Facilities in an 
Area or Add Selected Facilities in a Portfolio. 
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2. Select the area or portfolio in which the facility is located.  

 

3. Select the facility from the list to add the association to this  
pooled unit.  

 

 

 Facility Name, Alternate Name, Facility Type, Facility Status:  These fields become populated when the facility is selected. 

 Comments:  Enter additional notes on the facility association in the text box. 

 
Equipment Associations (Tab) 

This tab lists the equipment that is associated with the pooled unit. 

 

This tab will include the selected equipment by default, if created through Asset Explorer. If there are additional facilities that are 
associated to this pooled unit, enter them. 

To add equipment by area or portfolio: 

1. Right-click in the gray area and select Add Selected Equipment. 
 

2.  Select the area in which the equipment is located.  

 

3. Select the equipment from the list to add the association to this pooled unit. 
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 Facility Name, Equipment Source Name, Equipment Internal Name, Equipment Alternate Name, Equipment Type, 
Equipment Status, Equipment ID:  These fields become populated when the equipment is selected. 

 Comments:  Enter additional notes on the equipment association in the text box. 

 
Lease Associations (Tab) 

This tab lists the leases that are associated with the pooled unit. 

 

 Lease1:  Select the Lease from the dropdown. 

 Comments:  Enter additional notes on the lease association in the text box. 

 
People Associations (Tab) 

This tab lists the leases that are associated with the pooled unit. 

 

 Person1:  Select the Person from the user dropdown. 

 Association Type:  Select the appropriate Association Type from the dropdown. 

 Comments:  Enter additional notes on the person association in the text box. 

Location Information (Tab) 

This tab lists the location data that is associated with the pooled unit, such as Latitude/Longitude, UTM, etc. 

 

 Location Type1:  Select the Location Type from the dropdown. 

 Latitude:  Enter the numeric Latitude value. 

 Longitude:  Enter the numeric Longitude value. 

 "…”:  Select this button to open the Coordinate Conversion Window.  This tool allows the user to convert types of 
coordinates. 
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 Altitude:  Enter the numeric Altitude value. 

 Units:  Select Units of measurement for the altitude from the dropdown. 

 Map Datum:  Select the Map Datum from the dropdown. 

 Township:  Enter the Township in the text box. 

 Range:  Enter the Range in the text box. 

 Section:  Enter the Section in the text box. 

 Quarter:  Enter the Quarter in the text box. 

 Active Date1:  Update the Active Date to reflect when the location information is first applicable to the facility.  The 
default is the current date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the location in the text box. 

 

File Attachments (Tab) 

This tab stores the files that are associated with the pooled unit. 

 

Select the Browse button to search the computer or network drive for the specific file.  If ACTS is hosted by Ecocion, the user computer 
is found through the “Client C (M:)” drive. 
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 Where Stored1:  Select Store the file in ACTS to upload a version of the file into ACTS; 
select Just store the external location to store the location of the file on a computer or 
network drive, which will be accessible through ACTS when the external pathway is 
accessible. 

 External Location1: Enter the External Location of the file in the text box, if Just store the 
external location is selected. 

 File Name1:  Update the File Name in the text box.  This is what the file will be called in ACTS. 

 File Type1:  Select the File Type from the dropdown. 

 Status1:  Select the Status of the document from the dropdown. 

 Document Date1: Update the Document Date.  The default is the current date. 

 Active Date1:  Enter the Active Date. 

 Inactive Date:  Enter the Inactive Date. The default is the current date. 

 Comments:  Enter additional notes about the file attachment in the text box. 
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Portfolio 
Portfolio Definitions 

  

Portfolio:  A high-level grouping in ACTS that serves as a “parent-level” to other data.  Portfolios can serve as customizable filters to 
data, allowing various groupings of data records to be viewed/edited depending on the user.  Further, portfolios can be visible to one 
person, a group of people, or everyone and is a way to capture any groupings of assets that is not represented in the “Area” and 
“Location” sections. 

 

 
 

Portfolio Description 

  

In the ACTS Asset Explorer, assets may be grouped in three ways: Assets 
Grouped by Area, Assets Grouped by Location, and Assets Grouped by 
Portfolio.  Portfolios are customized parent-levels with Facilities, 
Equipment, Regulations, File Attachments, and other ACTS records 
nested underneath.  The Portfolio Window controls how the third 
group, Assets Grouped by Portfolio, is organized. 

 

 

Portfolio Usage 

  

Portfolio Data via Asset Explorer: 

  

Add a Portfolio 

Navigate to the Assets Grouped by Portfolio in the Asset Explorer. 
Right-click on Assets Grouped by Portfolio and select Add New Assets Grouped by Portfolio. 
 

 

 
Edit and Delete a Portfolio 

Navigate to the portfolio in the Asset Explorer. 
Right-click on the portfolio and select the appropriate option. 
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Portfolio Data via Toolbar & Menu Bar: 

  

Open the Portfolio Window 

 

Select Assets Portfolio from the menu 
bar. 

 
 

 

Open an Existing Portfolio   

From the Portfolio Window,   

  

Select the Open toolbar icon; 

Or select File Open from the menu bar, 
then select the portfolio to open from the list of 
portfolios.     

Enter a New Portfolio   

From the Portfolio Window,   

 

Select the New toolbar icon; 

Or select File New from the menu bar. 

  

Copy a Portfolio    

From the Portfolio Window,   

 

Select the Copy toolbar icon; 

Or select File Copy an Portfolio from the menu bar, 
then select the portfolio to copy from the list of 
portfolios. 

  

Save Portfolio Information   

From the Portfolio Window,   

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 

 

Delete a Portfolio 

From the Portfolio Window, 

 

Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word "DELETE" and select OK. 
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Print an Portfolio 

From the Portfolio Window, 

 

Select the Print toolbar icon; 

Or select File Print from the menu bar.  

 
 

Portfolio Window 
  

Portfolio information is organized by tab in a Portfolio Window in ACTS. 

 

 

Portfolio Window Tabs 

The following table describes how the portfolio information is grouped into tabs. 

  

Tabs Description 
Detailed Portfolio Information This tab contains general portfolio information, such as name, accessibility, and comments. 

Portfolio Attributes 
This tab contains attributes that are specific to the portfolio as defined by a company.  The fields may be 
changed by an ACTS administrator. 

People who can View/Edit this 
Portfolio 

This tab lists the people who can view or edit the portfolio information.  Note that this section is used 
if Only certain people can see this portfolio or Only certain people can edit this portfolio are selected in the 
Detailed Portfolio Information section. 

Smart Portfolio 
This tab contains parameters for associations to the portfolio, based on agency exception, facility, person 
and project. 

Agency Exceptions in this 
Portfolio 

This tab lists the agency exceptions that are contained in the portfolio. 

Facilities in this Portfolio This tab lists the facilities that are contained in the portfolio. 
Equipment in this Portfolio This tab lists the equipment that is contained in the portfolio. 
People in this Portfolio This tab lists the people that are contained in the portfolio. 
Projects in this Portfolio This tab lists the projects that are contained in the portfolio. 
Address Information This tab lists the addresses that are associated with the portfolio. 
Location Information This tab lists the location data that is associated with the portfolio, such as latitude, longitude, UTM, etc. 

 
 

Portfolio Data Entry Process 

  

Steps for Entering Data into a Portfolio Window: 
 

1. Open a Portfolio Window. 
2. Select a tab.  Please see below for tab-specific instructions. 
3. Update information by entering text, selecting from dropdowns, checking and unchecking boxes, and entering dates into the 

appropriate fields.  Contact an ACTS administrator to update fields and dropdown items. 
4. For list data, right-click in the gray area and select Insert, Add or Delete data rows. 
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5. Once data records have been modified, save changes by selecting the Save toolbar icon (or CTRL+S). For data records to 
appear as dropdown items, they must first be saved in the database. 

 

Detailed Portfolio Information (Tab) 

This tab contains general portfolio information, such as name, accessibility, and comments. 
 

 

 Portfolio Name1:  Enter the Portfolio Name in the text box. 

 Portfolio Type1:  Enter the Portfolio Type from the dropdown. 

 Portfolio Visibility:  Select the level of visibility for this 
portfolio.  Select Everyone can see this portfolio so all users can see the data 
in the portfolio or select. Only certain people can see this portfolio to limit 
the portfolio data to specific users. 

 Portfolio Modification:  Select the level of modification for this 
portfolio.  Select Everyone can edit this portfolio so all users can make 
changes to the portfolio or select Only certain people can edit this 
portfolio to limit the ability to make changes to the portfolio to specific users. 

 Comments:  Enter additional notes on the portfolio in the text box. 
 

 
Portfolio Attributes (Tab) 
This tab contains attributes that are specific to the portfolio as defined by a company.  The fields may be changed by an ACTS 
administrator. 

 
People who can View/Edit this Portfolio (Tab) 

This tab lists the people who can view or edit the portfolio information.  Note that this section is used if Only certain people can see this 
portfolio or Only certain people can edit this portfolio are selected in the Detailed Portfolio Information tab. 
 

 

 Person1:  Select the Person from the user dropdown.  Adding a user here will enable them to view the portfolio. 

 Can Edit:  Select the checkbox if the user Can Edit, in addition to view, the portfolio. 

 Comments:  Enter additional notes for the person who can view/edit the portfolio in the text box. 
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Smart Portfolio (Tab) 

This tab contains parameters for associations to the portfolio, based on agency exception, facility, person and project. 

 

Select a criteria tab: 

 Agency Exception, Facility, Person and Project Criteria Tabs:  Select the appropriate Criteria Tab on the left-hand 
side.  Enter criteria that will determine automatic associations to the portfolio. 

 Column:  Select a data category from the Column dropdown.  The Column dropdown options are dependent on the 
selected Criteria Tab. 

 Operator:  Select an Operator from the dropdown. 

 Value:  Enter a Value in the text box. 

 “…”:  Select the “…” icon to view existing values in the database. 

 Logical:  Select And or Or from the dropdown, if additional filters will be added.  And is used to narrow search results even 
further, so the portfolio will contain associations that match both criterion.  Or is used to expand results so that the 
portfolio will contain associations that match either criterion. 

 “+”:  Select the “+” icon to add a new data row of criteria. 

 

 

 
Agency Exceptions in this Portfolio (Tab) 

This tab lists the agency exceptions that are contained in the portfolio. 
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 Agency Exception1:  Select the Agency Exception from the dropdown. 

 Comments:  Enter additional notes on the agency exception in the text box. 

 
Facilities in this Portfolio (Tab) 

This tab lists the facilities that are contained in the portfolio. 
 

 

This tab will include the selected facility by default, if created through the Asset Explorer.  If there are additional facilities that are 
associated to this portfolio, enter them. 

1. Right-click in the gray area and select Add Selected Facilities 
in an Area or Add Selected Facilities in a Portfolio. 

    

2. Select the area or portfolio in which the facility is located. 

 
 
 
 
 
 

3. Select the facility from the list to add the association to this 
portfolio. 

 
 

 
 
 
 

 
 

 Facility Name, Alternate Name, Facility Type, Facility Status:  These fields become populated when the facility is selected. 

 Comments:  Enter additional notes on the facility association in the text box. 
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Equipment in this Portfolio (Tab) 

This tab lists the equipment that are contained in the portfolio. 

 

1. Right-click in the gray area and select Add 
Selected Equipment. 

    

2. Select the equipment from the list to add the association to 
this portfolio. 

 

 
 
 

 

 

 

 

 Facility Name, Equipment Source Name, Equipment Internal Name, Equipment Alternate Name, Equipment Type, 
Equipment Status:  These fields become populated when the equipment is selected. 

 Comments:  Enter additional notes on the equipment association in the text box. 

 
People in this Portfolio (Tab) 

This tab lists the people that are contained in the portfolio. 

 

 Person1:  Select the Person from the user dropdown. 

 Person Association Type: Select the Person Association 
Type from the dropdown. 

 Comments:  Enter additional notes on the person 
association in the text box. 
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Projects in this Portfolio (Tab) 

This tab lists the projects that are contained in the portfolio. 
 

 

 Project1:  Select the Project from the dropdown. 

 Comments:  Enter additional notes on the project association in the text box. 

 
Address Information (Tab) 

This tab lists the addresses that are associated with the facility. 
 

 

 Address Type1:  Select the correct Address Type from the dropdown. 

 Street, Line 1:  Enter the 1st Line of Street Address in the text box. 

 Street, Line 2:  Enter the 2nd Line of Street Address in the text box. 

 Street, Line 3:  Enter the 3rd Line of Street Address in the text box. 

 City:  Enter the City in the text box. 

 State:  Select the State from the dropdown. 

 Zip Code:  Enter the Zip Code in the text box. 

 Country:  Select the Country from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the address information is first applicable to the portfolio.  The 
default is the current date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the address in the text box. 

 

 

 
Location Information (Tab) 

This tab lists the location data that is associated with the portfolio, such as Latitude/Longitude, UTM, etc. 

 

javascript:void(null)
javascript:void(null)
javascript:void(null)
javascript:void(null)


                                                                                                                                                            194 |  
 

 Location Type1:  Select the Location Type from the dropdown. 

 Latitude:  Enter the numeric Latitude value. 

 Longitude: Enter the numeric Longitude value. 

 "…”:  Select this button to open the Coordinate Conversion Window.  This tool allows the user to convert types of 
coordinates. 

 

 

 Altitude:  Enter the numeric Altitude value. 

 Units:  Select Units of measurement for the altitude from the dropdown. 

 Map Datum:  Select the Map Datum from the dropdown. 

 Township:  Enter the Township in the text box. 

 Range:  Enter the Range in the text box. 

 Section:  Enter the Section in the text box. 

 Quarter: Enter the Quarter in the text box. 

 Active Date1:  Update the Active Date to reflect when the location information is first applicable to the portfolio.  The 
default is the current date. 

 Inactive Date: Enter the Inactive Date. 

 Comments: Enter additional notes on the location in the text box. 
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Extras 
Addendum 19 

Procedures and Best Management Practices 
Procedures and Best Management Practices Description 

 

This window allows the user to access practice and procedure documents. These documents may include company-specific ACTS 
application standards, administrative guides, instructional and procedural documents. The left-side of the window is a hierarchical 
structure of folders and documents. The right-side shows a preview of the selected document. 

 

 

Procedures and Best Management Practices Usage 

 

Area Data via Menu Bar and Toolbar: 

Open the Procedures and Best Management Practices Window 

Select the Procedures icon from the toolbar; 
 

 
 

Or Select Reporting  Procedures and Best Management Practices from the menu bar. 
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Drill-down the file folders to access documents. 
 
View File 
From the Procedures and Best Management Practices Window, 
 
Right-click on a document and select View File to view the file in ACTS. 
 
Save As 
From the Procedures and Best Management Practices Window, 
 
Right-click on a document and select Save As. Navigate to a location to 
save to and select Save. 
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Project 
Project Definitions 

  

Project:  A module to track all milestones within a large-scale project.  This module can be used for one-time project management, or 
can be used to develop a template based on a project type. 

 

 
 

Project Description 

  

In the ACTS Asset Explorer, projects are located 
under Facilities or Areas, in the company 
hierarchy.  Projects may be associated to Facilities, Areas, 
Regulations, People, Vendors, File Attachments, etc. and 
may be used to generate Tasks. 

 

 

Project Usage 

  

Project Data via Asset Explorer: 

  

Add a Project 

Navigate to the asset that the project will be nested under in the Asset Explorer. 
Right-click on the asset and select Add a Project. 

 

Edit, Copy, Delete a Project 

Navigate to the project in the Asset Explorer. 
Right-click on the project and select the appropriate option. 
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Project Data via Toolbar & Menu Bar: 

  

Open the Project Window 

 

           Select Tools Project from the menu bar. 

 
 

 

Open an Existing Project   

From the Project Window, 
 

  

  Select the Open toolbar icon; 

Or select File Open from the menu bar, 
then select the project to open from the 

list of projects.     
 

 

Enter a New Project   

From the Project Window, 
 

  

 Select the New toolbar icon; 

Or select File New from the menu bar. 
 

 

   

Copy an Project    

From the Project Window, 
 

  

 Select the Copy toolbar icon; 

Or select File Copy an Project from the 
menu bar, then select the project to copy 

from the list of projects. 
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Save Project Information 

  

From the Project Window, 
 

  

 Select the Save toolbar icon; 

Or select File Save from the menu bar. 
 

 

 

Delete an Project 

From the Project Window, 
 

 Select the Delete toolbar icon; 

Or select File Delete from the menu 
bar, then enter the word "DELETE" and select OK. 
 

 

Print an Project 

From the Project Window, 
 

 Select the Print toolbar icon; 

Or select File Print from the menu bar. 

 
 

 
 

Project Window 

  

Project information is organized by tabs in a Project Window in ACTS. 

 

 

Project Window Tabs 

The following table describes how the project information is grouped into tabs. 

  

Tab Description 
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Project Information 
This tab contains the general project information such as name, type, phase, cause, status, description, 
etc. 

Project Attributes 
This tab contains attributes that are specific to the type of project as defined by a company.  The fields 
may be changed by an ACTS administrator. 

People who can View/Edit this 
Project 

This tab lists the people who can view or edit the project information.   

Project Impact 
This tab contains the impact of the project on various factors, such as surface water, wetlands, threatened 
or endangered species, etc. 

Task Information This tab lists the tasks assigned for this project.  
Invoice Information This tab logs the invoices that are associated with the project. 

Forecast Information 
This tab logs forecasted project expenses by month, quarter, or year.  The forecast category and types 
may be changed by your ACTS administrator. 

Release Log This tab logs the different types of releases associated with this project. 
Contaminants This tab lists the contaminants that are driving the remediation. 
Remediation Technologies This tab lists the various remediation technologies that are used in this project. 
Facility Associations This tab lists the facilities that are associated with the project. 
Area Associations This tab lists the areas that are associated with the project. 
Agency Associations This tab lists the agencies that are associated with the project. 
Regulation Associations This tab lists the regulations that are associated with the project. 
People Associations This tab lists the people who are associated with the project. 
Vendor Associations This tab lists the vendors that are associated with the project. 
Country Associations This tab lists the countries that are associated with the project. 
State Associations This tab lists the states that are associated with the project. 
County Associations This tab lists the counties that are associated with the project. 
Address Information This tab lists the addresses that are associated with the project. 
Location Information This tab lists the locations that are associated with the project. 
Correspondence This tab logs correspondence regarding the project. 
File Attachments This tab stores the files that are associated with the project. 
 

 
 

Project Data Entry Process 

  

Steps for Entering Data into a Project Window: 

1. Open a Project Window 
2. Select a tab.  Please see below for tab-specific instructions. 
3. Update information by entering text, selecting from dropdowns, checking and 

unchecking boxes, and entering dates into the appropriate fields.  Contact an ACTS 
administrator to update fields and dropdown item. 

4. For list data, right-click in the gray area and select Insert, Add or Delete data rows. 
5. Once data records have been modified, save changes by selecting the Save toolbar icon 

(or CTRL+S).  For data records to appear as dropdown items, they must first be saved in 
the database. 

 

 

 
 

Project Information (Tab) 

This tab contains the general project information such as name, type, phase, cause, status, description, etc. 
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 Type1:  Select the Type from the dropdown. 

 Status1:  Select the Status from the dropdown. 

 Phase1:  Select the Phase from the dropdown. 

 Percent Complete1:  Enter the numerical value for the Percent Complete. 

 Cause1:  Enter the Cause from the dropdown. 

 Sort Order1:  Enter a numerical value for the Sort Order for the project.  Sort Order numbers are used to override the 
ACTS ordering system that organizes the projects alphabetically by Project Name.  Sort order numbers can be repeated or 
skipped. 

 Project Name1:  Enter the Project Name in the text box. 

 Total Budget1:  Enter the numerical value for the Total Budget. 

 Project Manager1:  Select the Project Manager from the user dropdown. 

 Company:  Select the Company from the dropdown. 

 Business Entity:  Select the Business Entity from the dropdown. 

 Business Unit:  Select the Business Unit from the dropdown. 

 Active Operation, Owned, Operated, Costs Covered by Insurance:  Select the applicable checkboxes. 

 Description:  Enter the project Description in the text box. 

 Start Date1:  Enter the project Start Date. 

 Check this box if the start date is estimated:  Select the checkbox if the start date is estimated. 

 Check this box to notify the project manager:  Select the checkbox to notify the project manager a specific number of days 
before the project starts.  Enter a number in the day field. 

 End Date1:  Enter the project End Date. 

 Check this box if the end date is estimated:  Select the checkbox if the end date is estimated. 

 Check this box to notify the project manager:  Select the checkbox to notify the project manager a specific number of days 
before the project ends.  Enter a number in the day field. 

 Comments:  Enter additional notes on the project in the text box. 

 
Project Attributes (Tab) 

This tab contains attributes that are specific to the type of project as defined by a company.  The fields may be changed by an ACTS 
administrator. 

 
People who can View/Edit this Project (Tab) 

This tab lists the people who can view or edit the project information.   
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 Public:  Select Public to allow any user with the appropriate security setting to view or edit the project. 

 Private:  Select Private to allow only listed people to view (and optionally edit) the project.   

 Person1:  Select the Person from the user dropdown.  Adding a user here will enable them to view the project. 

 Can Edit:  Select the checkbox if the user Can Edit, in addition to view, the project. 

 Comments:  Enter additional notes for the person who can view/edit the project in the text box. 

 
Project Impact (Tab) 

This tab contains the impact of the project on various factors, such as surface water, wetlands, threatened or endangered species, etc. 

 

 Institutional controls are in place, There is a control buffer property, The impact is contained onsite: Select the applicable 
checkboxes. 

 Depth to Water:  Enter a numerical value for the Depth to Water.  Select a Unit of measurement for the depth to 
water from the dropdown. 

 Adjcnt Land Use:  Select the Adjacent Land Use from the dropdown. 

 Population Density:  Select the Population Density from the dropdown. 
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 Agency Order:  Select the Agency Order from the dropdown. 

 Monitoring Frequency:  Select the Monitoring Frequency from the dropdown. 

 
Potential Impacts: 

 Surface Water, Wetland, Groundwater, Residential, Drinking Water, Industrial, Indoor Air, Irrigation, Threatened or 
Endgrd Species, Farming/Livestock, Underground Utility, Litigation Potential, Litigation Burden:  Select the likeliness of 
potential impacts from the dropdowns. 

  
Relationships: 

 Agency Involvement, Land Owner Involvement, Media/Political Climate:  Select the level of involvement of each entity 
from the dropdown. 

 Agency Relationship, Land Owner Relationship, Media/Political Relationship:  Select the relationship to each entity from 
the dropdown. 

 
Task Information (Tab) 

This tab lists the tasks assigned for this project. 

 

 Start Date1:   Enter the Start Date. 

 Est.:  Select the checkbox if the Start Date is estimated. 

 End Date1:  Enter the End Date. 

 Est.:  Select the checkbox if the End Date is estimated. 

 Category1:  Select the Category from the dropdown. 

 Task Name1:  Enter the Task Name from the dropdown. 

 Status1:  Select the Status from the dropdown. 

 Percent Complete1:  Enter the numerical value for the Percent Complete. 

 Budget Amount1:  Enter the numerical value for the Budget Amount. 

 Description/Scope of Work:  Enter the Description/Scope of Work in the text box. 

 Task Manager1:  Select the Task Manager from the user dropdown. 

 Priority1:  Enter a numerical value for the Priority for the task. 

 Sort Order1:  Enter a numerical value for the Sort Order for the task.  Sort Order numbers are used to override the ACTS 
ordering system that organizes the tasks alphabetically by Task Name.  Sort Order numbers can be repeated or skipped. 

 Comments:  Enter additional notes on the task in the text box. 

 Dependent Task:  Select the Dependent Task from the dropdown. 

 Contract Resource:  Select the checkbox if the resources are contracted. 

 Vendor:  Select the Vendor from the dropdown. 

 Vendor Project Manager(s):  Displays the Vendor Project Manager(s) in the field. 

 Notify On Start:  Select the checkbox to notify the project manager a specific number of days before the project starts.   

 Offset (Days):  Enter a number in the days field for start notification. 

 Notify On End:  Select the checkbox to notify the project manager a specific number of days before the project ends   

 Offset (Days):  Enter a number in the days field for end notification. 
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Invoice Information (Tab) 

This tab logs the invoices that are associated with the project. 

 

 Vendor1:  Select the Vendor from the dropdown. 

 Invoice Type1:  Select the Invoice Type from the dropdown. 

 Invoice Number1:  Enter the Invoice Number in the text box. 

 Invoice Date1:  Enter the Invoice Date. 

 Due Date1:  Enter the Due Date. 

 Invoice Amount1:  Enter the numerical value for the Invoice Amount. 

 Description:  Enter the Description in the text box. 

 Accounting Journal Date:  Enter the Accounting Journal Date. 

 Accounting Account:  Enter the Accounting Account in the text box. 

 Accounting Category:  Enter the Accounting Category in the text box. 

 Accounting Journal ID:  Enter the Accounting Journal ID in the text box. 

 Sort Order:  Enter a numerical value for the Sort Order for the invoice.  Sort Order numbers are used to override the ACTS 
ordering system that organizes the invoices alphabetically by Invoice Number.  Sort Order numbers can be repeated or 
skipped. 

 Comments:  Enter additional notes on the invoice in the text box. 

 
Forecast Information (Tab) 

This tab logs forecasted project expenses by month, quarter, or year.   The forecast category and types may be changed by an ACTS 
administrator. 

 

1. Select the Forecast Range from the dropdown. 
2. Enter the Start Date in the text box. 
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3. Select Retrieve to load the data. 
4. Select the “+” icon next to the Category / Type names to expand the various categories. 
5. Enter numerical values and comments. 

 
Release Log (Tab) 

This tab logs the different types of releases associated with this project. 
 

 

 Release Type1:  Select the Release Type from the dropdown. 

 Release Volume:  Enter the numerical value for the Release Volume. 

 Units:  Select the Units of measurement for the release volume from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the release is first associated to the project. The default is the 
project start date. 

 Inactive Date:  Enter the Inactive Date. 

 Cause:  Select the Cause from the dropdown. 

 Comments: Enter additional notes on the release in the text box. 

 
Contaminants (Tab) 

This tab lists the contaminants that are driving the remediation. 

 

 Plume:  Enter the Plume in the text box. 

 Contaminant1:  Select the Contaminant from the dropdown. 

 Affected Media1:  Select the Affected Media from the dropdown. 

 Driving Remediation:  Select the Driving Remediation checkbox, if applicable. 

 Well Defined:  Select the Well Defined checkbox, if applicable. 

 Contaminant Aerial Extent:  Enter the numerical value for the Contaminant Aerial Extent. 

 Units:  Select the Units of measurement for the aerial extent from the dropdown. 

 Contaminant Mass:  Enter the numerical value for the Contaminant Mass. 

 Units:  Select the Units of measurement for the contaminant mass from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the contaminant is first associated to the project.  The default is the 
project start date. 

 Inactive Date:  Enter the Inactive Date.  

 Comments:  Enter additional notes on the contaminant in the text box. 

 
Remediation Technologies (Tab) 

This tab lists the various remediation technologies that are used in this project. 
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 Remediation Technology1:  Select the Remediation Technology from the dropdown. 

 Remediation Only:  Select the Remediation Only checkbox, if applicable. 

 Active Date1:  Update the Active Date to reflect when the remediation technology is first associated to the project.  The 
default is the project start date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the remediation technology in the text box. 

 
Facility Associations (Tab) 

This tab lists the facilities that are associated with the project.  

 

If there are facilities that are associated to this project, enter them. 

1. Right-click in the gray area and select Add Selected Facilities in an 
Area or Add Selected Facilities in a Portfolio. 

2. Select the area or portfolio in which the facility is located. 

3. Select the facility from the list to add the association to this project. 

 

 

 
 

 

 

 Facility Name, Alternate Name, Facility Type,  and Facility Status:  These 
fields become populated when the facility is selected. 

 Active Date1:  Update the Active Date to reflect when the facility association 
is first applicable to the project.  The default is the project active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the facility association in the text box. 

 
 

 
Area Associations (Tab) 

This tab lists the areas that are associated with the project. 
 

javascript:void(null)
javascript:void(null)
javascript:void(null)
javascript:void(null)
javascript:void(null)
javascript:void(null)


                                                                                                                                                            207 |  
 

 

  Area1:  Select the Area from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the project is first associated to the area.  The default is the project 
start date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the area association in the text box. 

 
Agency Associations (Tab) 

This tab lists the agencies that are associated with the project. 
 

 

 Agency1:  Select the Agency from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the project is first associated to the agency.  The default is the 
project start date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the agency association in the text box. 

 
Regulation Associations (Tab) 

This tab lists the regulations that are associated with the project. 
 

 

 Regulation1:  Select the Regulation from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the regulation association is first applicable to the project.  The 
default is the project start date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the regulation in the text box. 

 
People Associations (Tab) 

This tab lists the people who are associated with the project. 
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 Associated Person1:  Select the Associated Person from the user dropdown. 

 Association Type1:  Select the Association Type from the dropdown. 

 Active Date1:  Update the Active Date to reflect the date the person association is first applicable to the project.  The 
default is the project start date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the person association in the text box. 

 
Vendor Associations (Tab) 

This tab lists the vendors that are associated with the project. 

 

 Vendor1:  Select the Vendor from the dropdown. 

 Preferred1: Select the Preferred checkbox, if applicable. 

 Active Date1:  Update the Active Date to reflect the date the vendor association is first applicable to the project.  The 
default is the project start date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the vendor association in the text box. 

 
Country Associations (Tab) 

This tab lists the countries that are associated with the project. 

 

 Country1:  Select the Country from the dropdown. 

 Active Date1:  Update the Active Date to reflect the date the country association is first applicable to the project.  The 
default is the project start date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the country association in the text box. 

 
State Associations (Tab) 

This tab lists the states that are associated with the project. 

 

 State1:  Select the State from the dropdown. 
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 Active Date1:  Update the Active Date to reflect the date the state association is first applicable to the project.  The default 
is the project start date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the state association in the text box. 

 
County Associations (Tab) 

This tab lists the counties that are associated with the project. 

 

 County1:  Select the County from the dropdown. 

 Active Date1:  Update the Active Date to reflect the date the county association is first applicable to the project.  The 
default is the project start date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the county association in the text box. 

 
Address Information (Tab) 

This tab lists the addresses that are associated with the project. 
 

 

 Address Type1:  Select the correct Address Type from the dropdown. 

 Street, Line 1:  Enter the 1st Line of Street Address in the text box. 

 Street, Line 2:  Enter the 2nd Line of Street Address in the text box. 

 Street, Line 3:  Enter the 3rd Line of Street Address in the text box. 

 City:  Enter the City in the text box. 

 State:  Select the State from the dropdown. 

 Zip Code:  Enter the Zip Code in the text box. 

 Country:  Select the Country from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the address information is first applicable to the project.  The 
default is the project active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the address in the text box.                  
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Location Information (Tab) 

This tab lists the locations that are associated with the project. 

 

 Location Type1:  Select the Location Type from the dropdown. 

 Latitude:  Enter the numeric Latitude value. 

 Longitude:  Enter the numeric Longitude value. 

 "…”:  Select this button to open the Coordinate Conversion Window.  This tool allows the user to convert types of 
coordinates. 

 

 

 Altitude:  Enter the numeric Altitude value. 

 Units:  Select Units of measurement for the altitude from the dropdown. 

 Map Datum:  Select the Map Datum from the dropdown. 

 Township:  Enter the Township in the text box. 

 Range:  Enter the Range in the text box. 

 Section:  Enter the Section in the text box. 

 Quarter:  Enter the Quarter in the text box. 

 Active Date1:  Update the Active Date to reflect when the location information is first applicable to the project.  The 
default is the facility active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the location in the text box. 
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Correspondence (Tab) 

This tab logs correspondence regarding the project. 

  

 

 Correspondence Date1:  Update the Correspondence Date. The default will be the current date. 

 Contact Person1:  Enter the Contact Person in the text box. 

 Correspondence Type1:  Select the Correspondence Type from the dropdown. 

 Correspondence Method1:  Select the Correspondence Method from the dropdown. 

 Responsible Person1:  Select the Responsible Person from the user dropdown. The default will be the current user. 

 Comments:  Enter additional notes on the project in the text box. 

File Attachments (Tab) 

This tab stores the files that are associated with the project. 

 

Select the Browse button to search the computer or network drive for the specific file.  If ACTS is hosted by Ecocion, the user computer 
is found through the “Client C (M:)” drive. 
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 Where Stored1:  Select Store the file in ACTS to upload a version of the file into ACTS; 
select Just store the external location to store the location of the file on a computer or 
network drive, which will be accessible through ACTS when the external pathway is 
accessible. 

 External Location1: Enter the External Location of the file in the text box, if Just store the 
external location is selected. 

 File Name1:  Update the File Name in the text box.  This is what the file will be called in ACTS. 

 File Type1:  Select the File Type from the dropdown. 

 Status1:  Select the Status of the document from the dropdown. 

 Document Date1: Update the Document Date.  The default is the current date. 

 Active Date1:  Enter the Active Date. 

 Inactive Date:  Enter the Inactive Date. The default is the current date. 

 Comments:  Enter additional notes about the file attachment in the text box. 
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Regulation 
Regulation Definitions 

  

Regulation:  Information pertaining to environmental permits, regulations, or company policies.  Users and compliance managers use 
regulations in ACTS to address compliance requirements for applicable facilities and assets. 

  

Requirements:  Individual conditions within a permit/regulation/policy. 

  

Tasks:  Actionable requirements assigned to company personnel.  A single repeating requirement (i.e. monthly, quarterly, annually, etc.) 
will generate multiple tasks. 

 

 
 

Regulation Description 

  

In the ACTS Asset Explorer, regulations are located under Facilities, which are nested 
under Areas within the company hierarchy. 
 
Regulations may be associated to Facilities, Equipment, Projects, Task Assignees, File 
Attachments, and other ACTS records. Regulations can generate tasks.  Task management is 
explained in greater detail in the Tasks section of this user guide. 

 

 

Regulation Usage 

  

Regulation Data via Asset Explorer: 

  

Add a Regulation 

Navigate to the asset that the regulation will be nested under in the Asset Explorer. 
Right-click on the asset and select the appropriate option. 

 

Edit, Copy, Delete a Regulation 

Navigate to the regulation in the Asset Explorer. 
Right-click on the regulation and select Edit, Copy or Delete. 
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Regulation Data via Toolbar & Menu Bar: 

  

Open the Regulation Window 

 

 Select Compliance Regulation from the 
menu bar. 

 
 

 

Open an Existing Regulation   

From the Regulation Window,   

  

Select the Open toolbar icon; 

Or select File Open from the menu bar, 
then select the regulation to open from the list of 
regulations.     

Enter a New Regulation   

From the Regulation Window,   

 

Select the New toolbar icon; 

Or select File New from the menu bar. 

  

Copy an Regulation    

From the Regulation Window,   

 

Select the Copy toolbar icon; 

Or select File Copy an Regulation from the menu 
bar, 
then select the regulation to copy from the list of 
regulations. 
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Save Regulation Information 

From the Regulation Window,   

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 

 

Delete an Regulation 

From the Regulation Window, 

 

Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word "DELETE" and select OK. 

Print an Regulation 

From the Regulation Window, 

 

Select the Print toolbar icon; 

Or select File Print from the menu bar. 

  

 

Renew a Regulation 

Renew a regulation that already exists in ACTS.  Use this when a permit has a new issuance date or number, but is the same permit and 
has been renewed. 

  

1. Navigate to the regulation to be renewed. 
2. Right-click on the regulation and select Renew. 
3. In the Regulation Update Window that opens, enter the date 

for the renewal. 
4. Select OK. 
5. When entering a new renewal date and selecting OK, the 

following actions take place: 

 A new regulation is created.  The name of this regulation 
is copied with "Copy of" appended to the name.  This 
should be reviewed and edited appropriately. 

 The status of the previous regulation is changed to 
voided. 

 The previous regulation is given an inactive date of the 
day before the new issuance date, in order to prevent any 
overlap. 

6. Add/Update any new data changes in all regulation tabs. 
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Regulation Window 

  

Regulation information is organized by tabs in a Regulation Window in ACTS. 

 

 
 

Regulation Window Tabs 

The following table describes how the regulation information is grouped into tabs. 

  

Tab Description 

Detailed Regulation 
Information 

This tab contains the general regulation information, such as name, type, media, status, agency, 
description, etc. 

Regulation Attributes 
This tab contains attributes that are specific to the type of regulation as defined by a company.   The fields 
may be changed by an ACTS administrator. 

Requirements 
This tab lists the individual requirements of the regulation.  The type, frequency, description, and task 
information are configured in this tab.  Each requirement that generates a task should be assigned to one or 
more people. 

Requirement Limits 
This tab describes the emission or operational limits for each requirement and if they should be compared 
against the live data. 

Area Associations This tab lists the areas that are associated with the regulation. 

Facility Associations This tab lists the facilities that are associated with the regulation. 

Equipment Associations 
This tab lists the equipment at the associated facilities that apply to each requirement.  This link is critical in 
comparing requirement limits to equipment data. 

Project Associations This tab lists the projects that are associated with the regulation. 

Regulation Task Assignees 
This tab lists the people who are responsible for every requirement task that is generated for every facility 
associated with this regulation. 

Requirement Task 
Assignees 

This tab lists the people who are responsible for a specific requirement task that is generated for every 
facility associated with this regulation. 

Facility Task Assignees 
This tab lists the people who are responsible for every requirement task that is generated for a specific 
facility associated with this regulation. 

Requirement-Equipment 
Task Assignees 

This tab lists the people who are responsible for a specific requirement task that is generated for a specific 
piece of equipment associated with this regulation. 

Correspondence This tab logs the correspondence regarding the regulation. 

File Attachments This tab stores the files that are associated with the regulation. 
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Regulation Data Entry Process 

Steps for Entering Data into a Regulation Window: 

1. Open a Regulation Window. 
2. Select a tab.  Please see below for tab-specific instructions. 
3. Update information by entering text, selecting from dropdowns, checking and 

unchecking boxes, and entering dates into the appropriate fields.  Contact an 
ACTS administrator to update fields and dropdown items. 

4. For list data, right-click in the gray area and select Insert, Add or Delete data 
rows. 

5. Once data records have been modified, save changes by selecting the 
Save toolbar icon (or CTRL+S). For data records to appear as dropdown items, 
they must first be saved in the database. 

 

 

Detailed Regulation Information (Tab) 

This tab contains the general regulation information, such as name, type, media, status, agency, description, etc. 
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 Regulation Name1:  Enter the Regulation Name in the text box. 

 Status1:  Select the regulation Status from the dropdown. 

 Sort Order1:  Enter a numerical value for the Sort Order for the regulation.  Sort 
Order numbers are used to override the ACTS ordering system that organizes 
the regulations alphabetically by Regulation Name.  Sort order numbers can be 
repeated or skipped. 

 Media1:  Select the Media from the dropdown. 

 Regulation Type1:  Select the Regulation Type from the dropdown. 

 Agency1:  Select the Agency from the dropdown. 

 Description:  Enter a Description of the regulation in the text box. 

 Application Date:  Enter the Application Date. 

 Renewal Date:  Enter the Renewal Date. 

 Complete Date:  Enter the Complete Date. 

 Expiration  Date:  Enter the Expiration Date. 

 Issue Date:  Enter the Issue Date.  

 Active Date1:  Update the Active Date to reflect when the regulation becomes 
applicable.  The default is the current date. 

 Pub. Notice Date:  Enter the Public Notice Date. 

 Inactive Date:  Enter the Inactive Date if entering a historical permit.   

 Comments:  Enter additional notes on the regulation in the text box. 

 

 
 
Regulation Attributes (Tab) 

This tab contains attributes that are specific to the type of regulation as defined by a company. The fields may be changed by an acts 
administrator. 

 
Requirements (Tab) 

This tab lists the individual requirements of the regulation.  The type, frequency, description, and task information are configured in this 
tab.  Each requirement that generates a task should be assigned to one or more people. 

 

 Requirement Name1:  Enter the Requirement Name in the text box.  This is the display name of the requirement. 

 Requirement Type1:  Select the appropriate Requirement Type from the dropdown. 

 Frequency1:  Select the Frequency from the dropdown.  This is how often the requirements will be due and tasks will be 
generated. 
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 Description1:  Enter a Description of the requirement, such as the 
exact regulation language, or company-specific requirements, in the 
text box. 

 Associated Documents: Select Attach to open the file attachment 
window and attach files associated to the individual requirements. 
Select View to select file attachments to open within ACTS. 

 

  

  

To print associated documents: 
1. Once files are associated to the requirements, right-click on the regulation in the Asset Explorer and select Print Selected File 
Attachments. 

 
 
 
 
 

2.  A complete list of any files attached to the regulation, any requirement, or any of the requirement's generated tasks will open.  The 
attachments with a Task Due Date field are attached to a requirement's generated task. 

 

3.  Select files to print, then select OK. Select multiple files by holding the CTRL key, while multi-selecting files. The documents will print to 
the default printer, with a header page preceding each document. 

 Sort Order:  Enter a numerical value for the Sort Order for the requirement.  Sort Order numbers are used to override the 
ACTS ordering system that organizes the requirements alphabetically by Requirement Name.  Sort Order numbers can be 
repeated or skipped. 

 Generate Task:  If this requirement will require a task to be sent to a user, select the Generate Task check box. 

 Task Text:  When the Generate Task check box is checked, enter Task Text that states the action to be taken in the text box. 

 

 Primary Assignee:  Select the Primary Assignee from the user dropdown.  This is the user responsible for task 
completion.  The Primary Assignee is the first to receive notifications. 

 First Due Date:  Enter the First Due Date.  This is the first time the task will be due. 

 Creation Day Offset:  Enter a numeric value into the Creation Day Offset.  This dictates how many days before the Due 
Date that the assignee will be notified.  Entering a value in the Creation Day Offset overrides the default notification 
offsets, based on frequency.  The following Table shows the default offsets, based on frequency. 
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Default Notification Offsets, based on Frequency 

 

Frequency 
Default Offset 

(Days) 
Single 30 

Monthly 30 
Quarterly (Every 3 Months) 90 

Semi-Annual (Every 6 Months) 180 
Annual (Every Year) 365 

Biennial (Every 2 Years) 365 
Triennial (Every 3 Years) 365 

5 Year Calendar (Every 5 Years) 365 
1 Month Interval (from last completion) 30 
3 Month Interval (from last completion) 90 

1 Year Interval (from last completion) 365 
6 Month Interval (from last completion) 180 
 

  

 Due Date Trigger:  When a specific First Due Date is not assigned 
select a Due Date Trigger from the dropdown.  The Due Date 
Trigger dropdown options capture a relevant date, from an attribute 
field, that will trigger the generation of a task. 

 Trigger Offset, Trigger Offset Type:  These two fields combine with the 
Due Date Trigger to calculate the task due date.  Enter a numeric 
value in the Trigger Offset and select a unit of time in the Trigger 
Offset Type dropdown. 

 

 

 Parent Requirement:  Select the Parent Requirement from the dropdown. 

 Conditional Formula:  Enter the Conditional Formula in the text box.  

 Active Date1:  Update the Active Date to reflect when the requirement is first applicable.  Tasks will not generate before 
this date.  The default is the regulation active date. 

 Inactive Date:  Enter the Inactive Date to reflect the last date that the requirement is applicable.  Tasks will not be 
generated after this date. 

 Comments:  Enter additional notes on the requirement in the text box. 
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Requirement Limits (Tab) 

This tab describes the emission or operational limits for each requirement and if they should be compared against the live data. 

 

 

 Requirement1:  Select the previously entered (and 
saved) Requirement that has a specific limit from the 
dropdown. The dropdown list will contain only limit/standard, 
test and sampling requirements.  

 
 

 Limit Type1:  Select the Limit Type from the dropdown.  The Limit Type is composed of the kind of limit (emission limit, 
operation limit, test data, or analysis data) and time frame (how often ACTS compares the limit to actual equipment data). 

 

 Compound:  Select the Compound from the dropdown (or use the Compound Group dropdown) . If an emission limit, this 
is the compound being emitted.  If an operational limit, this is the compound being consumed or processed. 

 Compound Group:  Select the Compound Group from the dropdown (or use the Compound dropdown). When a 
compound group is selected for a requirement limit, ACTS will sum compounds that are associated to the compound 
group type in the Compound Group table in Code Maintenance. 

 Operator1:  Select the Operator from the dropdown.  The default operator is less than or equal to “<=”. 

 Threshold1:  Enter the numerical value of the Threshold (limit) specified in the permit. 

 Units1:  Select the Units of measurement for the threshold from the dropdown. 
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 Compare:  Select the Compare check box to have the limit 
compared against a rate in ACTS and to have notifications 
generated when the data violates the limit. 

 Decimal Places to Compare:  Select the number of decimal 
places to use to compare the limit and the 
emission/operational data. 

 

 Offset:  Enter the numeric value into the Offset. 

 Days:  Enter the numeric value into the Days. 

 Limits Violation Text:  Enter the Limits Violate Text in the text 
box. 

 

 Emission Type:  Select the Emission Type from the dropdown. 

 Emission Category:  Select the Emission Category from the 
dropdown. 

 Operation Type:  Select the Operation Type from the dropdown. 

 Analysis Type:  Select the Analysis Type from the dropdown. 

 

 Sort Order:  Enter a numerical value for the Sort Order for the requirement limit.  Sort Order numbers are used to override 
the ACTS ordering system that organizes the requirement limits alphabetically by Requirement Name.  Sort order numbers 
can be repeated or skipped. 

 Active Date1:  Update the Active Date to reflect when the limit is first applicable. The default is the regulation active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes about the requirement limit in the text box. 

 

 

 

Area Associations (Tab) 

This tab lists areas that are associated with the regulation. 

 

This tab will include the selected area by default, if created through the Asset Explorer. 

 Area*:  Select the Area from the dropdown. 

 Active Date*:  Update the Active Date to reflect when the area association is first applicable to the 
regulation. The default is the regulation active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the area association in the text box. 
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Facility Associations (Tab) 

This tab lists facilities that are associated with the regulation. 

 

This tab will include the selected facility by default, if created through the Asset Explorer.  If there are additional facilities that are 
associated to this regulation enter them. 
 

1. Right-click in the gray area and select Add Selected Facilities 
in an Area or Add Selected Facilities in a Portfolio. 

2. Select the area or portfolio in which the facility is located. 

3. Select the facility from the list to add the association to this 
regulation. 

 

 

 
 

 

 

 Facility Name, Alternate Name, Facility Type, and Facility Status:  These fields become populated when the facility is 
selected. 

 Active Date1:  Update the Active Date to reflect when the regulation becomes applicable.  The default is the regulation 
active date. 

 Inactive Date1:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the facility association in the text box. 

 
Equipment Associations (Tab) 

This tab lists the equipment at the associated facilities that apply to each requirement.  This link is critical in comparing requirement 
limits to equipment data. 
 

 

1. Right-click in the gray area and select Add 
Selected Equipment. 
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2. Select the equipment from the list to add the association to 
the requirement. 

 

 

 
 

 Facility Name, Equipment Source Name, Equipment Internal Name, Equipment Alternate Name, Equipment Type, 
Equipment Status:  These fields become populated when the equipment is selected. 

 Requirement1:  Select the Requirement that is for the equipment from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the requirement is first associated to the equipment.  The default is 
the regulation active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the equipment association in the text box. 

 
Project Associations (Tab) 

This tab lists the projects that are associated with the regulation. 

 

 Project1:  Select the Project from the dropdown. 

 Active Date1:  Update the Active Date to reflect when the project association is first applicable to the regulation.  The 
default is the regulation active date. 

 Inactive Date:  Enter the Inactive Date. 

 Comments:  Enter additional notes on the project association in the text box 

 
Regulation Task Assignees (Tab) 

This tab lists the people who are responsible for every requirement task that is generated for every facility associated with this 
regulation. 

If a user is added as a Regulation Task Assignee he or she will receive notifications from all tasks created within this 
regulation.  Only add a user here if they are responsible for all tasks within a regulation. 
 

 

 Assignment Type1:  Select Person if the tasks associated with this regulation are assigned to a specific individual; 
select Role if the tasks associated with this regulation are assigned to a role/position. 

 Task Assignee1:  If Person is selected, select the Task Assignee from the user dropdown. 
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 Task Assignment Role1:  If Role is selected, select the Task Assignment Role from the dropdown. 

 Task Responsibility1:  Select the level of responsibility the user/role should have for this regulation from the 
dropdown.  The Task Responsibility dictates when a specific user receives notifications for tasks. 

 

 Active Date1:  Update the Active Date to reflect the first date that the person/role is assigned to requirements and 
tasks.  Tasks will not be generated before this date. The default is the regulation active date. 

 Inactive Date:  Enter the Inactive Date to reflect the last date that the person/role is assigned requirements and 
tasks.  Tasks will not be generated after this date to this user. 

 Comments:  Enter additional notes on the regulation task assignee in the text box. 

 
Requirement Task Assignees (Tab) 

This tab lists the people who are responsible for a specific requirement task that is generated for every facility associated with this 
regulation. 

Requirement Task Assignees will receive notifications for only requirement tasks, and only the Requirements users are added to.  To 
assign notifications for all tasks within a regulation, please see Regulation Task Assignees. 
 

 

 Requirement1:  Select the Requirement to be assigned to a user from the dropdown. 

 Assignment Type1:  Select Person if the tasks associated with this requirement are assigned to a specific individual; 
select Role if the tasks associated with this requirement are assigned to a role/position. 

 Task Assignee1:  If Person is selected, select the Task Assignee from the user dropdown. 

 Task Assignment Role1:  If Role is selected, select the Task Assignment Role from the dropdown. 

 Task Responsibility1:  Select the level of responsibility that the user/role should have for this requirement from the 
dropdown.  The Task Responsibility dictates when a specific user receives notifications for tasks. 

 Active Date1:  Update the Active Date to reflect the first date that the person/role is assigned to requirement and 
tasks.  Tasks will not be generated before this date.  The default is the regulation active date. 

 Inactive Date:  Enter the Inactive Date to reflect the last date that the person/role is assigned requirement and 
tasks.  Tasks will not be generated after this date to this user. 

 Comments:  Enter additional notes on the requirement task assignee in the text box. 

 
Facility Task Assignees (Tab) 

This tab lists the people who are responsible for every requirement task that is generated for a specific facility associated with this 
regulation. 

 

 Facility1:  Select the Facility to be assigned to a user/role from the dropdown. 
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 Assignment Type1:  Select Person if the tasks associated with this facility are assigned to a specific individual; select Role if 
the tasks associated with this facility are assigned to a role/position. 

 Task Assignee1:  If Person is selected, select the Task Assignee from the user dropdown. 

 Task Assignment Role1:  If Role is selected, select the Task Assignment Role from the dropdown. 

 Task Responsibility1:  Select the level of responsibility that the user/role should have for this facility from the 
dropdown.  The Task Responsibility dictates when a specific user receives notifications for tasks. 

 Active Date1:  Update the Active Date to reflect the first date that the person/role is assigned to the regulation 
requirements and tasks that are associated to the facility.  Tasks will not be generated before this date.  The default is the 
regulation active date. 

 Inactive Date:  Enter the Inactive Date to reflect the last date that the person/role is assigned to the regulation 
requirements and tasks that are associated to the facility.  Tasks will not be generated after this date to this user. 

 Comments:  Enter additional comments on the facility task assignee association. 

 
Requirement-Equipment Task Assignees (Tab) 

This tab lists the people who are responsible for a specific requirement task that is generated for a specific piece of equipment 
associated with this regulation. 
 
 

 

 Requirement/Equipment1:  Select the Requirement/Equipment association to be assigned to a user from the dropdown. 

 Assignment Type1:  Select Person if the tasks associated with this requirement/equipment are assigned to a specific 
individual; select Role if the tasks associated with this requirement/equipment are assigned to a role/position. 

 Task Assignee1:  If Person is selected, select the Task Assignee from the user dropdown. 

 Task Assignment Role1:  If Role is selected, select the Task Assignment Role from the dropdown. 

 Task Responsibility1:  Select the level of responsibility that the user/role should have for this requirement/equipment from 
the dropdown.  The Task Responsibility dictates when a specific user receives notifications for tasks. 

 Active Date1:  Update the Active Date to reflect the first date that the person/role is assigned to the regulation 
requirements and tasks that are associated to the equipment.  Tasks will not be generated before this date.  The default is 
the regulation active date. 

 Inactive Date:  Enter the Inactive Date to reflect the last date that the person/role is assigned to the regulation 
requirements and tasks that are associated to the equipment.  Tasks will not be generated after this date to this user. 

 Comments:  Enter additional comments on the requirement-equipment assignee association. 

 
Correspondence (Tab) 

This tab logs the correspondence regarding the regulation. 

 

 Correspondence Date1:  Update the Correspondence Date.  The default is the current date. 

 Contact Person1:  Enter the person who was contacted in the text box. 

 Correspondence Method1:  Select the Correspondence Method from the dropdown. 

 Responsible Person1:  Select the Responsible Person from the user dropdown.  This is the person who did the contacting. 

 Comments:  Enter additional notes on the correspondence in the text box. 
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File Attachments (Tab) 

This tab stores the files that are associated with the regulation. 

 

Select the Browse button to search the computer or network drive for the specific file.  If ACTS is hosted by Ecocion, the user computer 
is found through the “Client C (M:)” drive. 
 

 Where Stored1:  Select Store the file in ACTS to upload a version of the file into ACTS; 
select Just store the external location to store the location of the file on a computer 
or network drive, which will be accessible through ACTS when the external pathway 
is accessible. 

 External Location1: Enter the External Location of the file in the text box, if Just 
store the external location is selected. 

 File Name1:  Update the File Name in the text box.  This is what the file will be called in 
ACTS. 

 File Type1:  Select the File Type from the dropdown. 

 Status1:  Select the Status of the document from the dropdown. 

 Document Date1: Update the Document Date.  The default is the current date. 

 Active Date1:  Enter the Active Date. 

 Inactive Date:  Enter the Inactive Date. The default is the current date. 

 Comments:  Enter additional notes about the file attachment in the text box. 

 
 
 
 
 
 
 

Extras 
Addenda 20, 21 and 22 
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Regulation Synchronization 
 Regulation Synchronization Description 

 
The Regulation Synchronization Window uses facility and equipment data to make associations to regulation requirements.  

 

Regulation Synchronization Usage 

 

Open the Regulation Synchronization Window 

 

  

 

 Regulation Synchronization Window 

 

Regulation Synchronization information is organized in the Regulation Synchronization Window. 

 
 

 
 

The columns will change, depending on which regulation has been selected. Highlighted rows indicate assets that meet regulation 
criteria and have the potential to be associated to the indicated requirements. The rows that are not highlighted are associated to 
indicated requirements that meet the regulation criteria. 

 

Regulation Synchronization Process 

  

 Steps for Synchronizing Regulations: 

1. Open a Regulation Synchronization Window. 
2. Select a regulation from the Select the Regulation: dropdown. 
3. Review the facility, equipment and requirement information. The Synchronized column displays the following: 
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 Yes:  When Yes is displayed, the indicated facility and/or equipment is associated to all applicable requirements, based on 
pre-defined criteria, and is therefore synchronized. 

 No:  When No is displayed, the indicated facility and/or equipment is not associated to all applicable requirements, based 
on pre-defined criteria, and is therefore not synchronized. 

 Unknown:  When Unknown is displayed, there is data criteria missing for the facility or equipment, so the potential 
applicability to requirements, cannot be determined. 

4. To associate the facility and/or equipment to the applicable requirements, right-click on the data row and select Synchronize 
the Selected Items. 

 

 

 

    

The association(s) will be added to and displayed in the Regulation Window in the Facility Association Tab and the Equipment 
Association Tab, as well as in the Equipment Window in the Requirements Tab, and the  Facility Window  in the Regulations Tab. The 
association active dates will be the date that the synchronizing occurs. Review and update dates, as needed.  
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Reports 
View ACTS data in Detail Reports in the Asset Explorer or by running reports. ACTS aggregates data and creates useful analytical reports. 
The Reports tool lists the various available reports. Additional custom reports (i.e., ad hoc reports) can be created as needed by the user 
or the program team. Contact an ACTS Administrator to request a new report be built. 

1.  Select the Reports toolbar icon or 

select Reporting  Reports from the menu bar.       
2.  Enter search criteria into the Search the report names 
and descriptions for: text box. 
3.  Select Search. Reports that match the search criteria will 
be highlighted. 
           
              Or    

2.  Expand the report category by selecting the "+" icon next 
to the category name. 
3.  To open a report, double-click on the report or select the 
report, then Open. 
The Report Window will open. 
4.  Select the specific parameters for the report, if required. 
5.  Select OK. 
6.  The report will open. 

 

 
 

 

 

 

  

 

 

 

    

Print Preview Window 

The Print Preview Window allows the user to view, print or save report data. It can be accessed in two ways: 

When an item in the Asset Explorer is selected and 
a Detail Report is available, select the  
Preview toolbar icon.    
                             

              Or  
1.  When a report is active, select the Preview toolbar icon. 
2.  Adjust the following: 
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 Display Zoom is used to adjust the size of  the report in 
view (it does not affect the printing size). Selecting Fit 
Width sets the display zoom to be the largest 
percentage that completely fits all of the horizontal 
information. 

 Print Scale is used to adjust the amount of information 
that is placed on a page. For example, changing the 
print scale to 50% will make a report half the default 
size, thereby fitting twice as much information on the 
page. 

 Rulers is a checkbox that will show or hide the 
rulers.  When the rulers are visible, the user may 
change the margins by moving the margin indicators. 

 

 

3.  To print, select the Print toolbar icon, select File Print from the menu bar, press CTRL-P. 

 
Filter Reports 

Filter data in a generated report.   

1.  Select View Filter from the menu bar. 

 

2.  The Filter Window will open. 

3. Input the filter choices: 

 Column:  Select the report column to filter from the 
dropdown. 

 Operator: Select the operator from the dropdown. 

 Value: Select the value to be filtered. 

 Logical: Use this when running more than one filter at a time. 

4.  Select OK. 

 

 
Save/Export from ACTS 

Reports can be saved from ACTS (exported) when the Print Preview 
Window is selected. For ACTS implementations with Software-as-a-
Service (SaaS), function such as File/Save As will default to the serve’s 
hard drive as a starting point.  To access the local or network drives, use 
the “Client C (M:)” references, such as Client C for the C-drive 

 

1.  Select File Save As from the menu bar. 
2.  Select a location to save to. 
3.  Enter a File Name. 
4.  Select the file type from the Save as type: dropdown. 
5.  Select OK. 
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Schedule Report Deliveries 
View or schedule the automatic email delivery of one or more reports.  

 

1. Select the Reports toolbar icon or select Reporting Reports from 
the menu bar 

2. Select Schedule Delivery at the bottom of the window.  
3. The Report Delivery Window will open displaying a list of currently 

scheduled deliveries for the current user. 
4. Right-click in the gray area and select Add to create a data row or 

select Edit to update an existing report delivery. To remove the 
scheduled delivery of a report, in the Report Delivery window, right-
click on the scheduled report and select Delete. 

5. The Report Delivery Window will open displaying the information 
regarding the specified report delivery. 

6. Enter the following information: 
 

  

 Report to Schedule1: Select the Report from the dropdown. 

 Report Parameters1:  (If applicable) Select Set and 
choose Report Parameters as prompted. 

 Frequency1: Select Frequency for report delivery from the 
dropdown. 

 Days to Delivery1: Check the boxes of the days of the week 
to deliver reports. 

 Recipient Type:  Select A single person to schedule a report 
delivery to an individual user; select Everyone in a 
portfolio to schedule a report delivery to users in a 
designated portfolio. 

 Recipient: Select the user or portfolio to receive the report 
from the dropdown. (ACTS Administrator Only) 

 Email Subject1: Edit text for the desired Email Subject. 

 Email Body1: Edit text for the desired Email Body. 

 Start Delivery On1: Select the date to begin deliveries. 

 End Delivery On: Select the date to end deliveries. 

 Don’t deliver if the report doesn’t have any data: Check this 
box to only receive the report if it has data. 

 File Format1: Select the File Format to be delivered from the 
dropdown. 

 Comments:  Enter additional notes on the report delivery in 
the text box. 

 

7. Select OK. 

 
 

Extras 
Addendum 23 
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Security Window 
The Security Window lists all ACTS users in the system and is used to access person record information, assign security roles, add 
functions to security roles, email welcome documents to new users, reassign tasks, reset passwords and inactive users. The Security 
Window has a layout similar to the Asset Explorer with function, role, and person data, grouped by person and grouped by role. Select 
the text at any level to view information on a Detail Report, which will open on the right-hand side.  The information on the Detail 
Reports will vary based on the level of the hierarchy chosen. 

 

1. To access the Security Window, 

select Tools Security from the menu 
bar. 

2. The Security Window will open. 
3. Select the “+” icon, next to each parent 

level, to expands the hierarchy or select 
the “-” icon, next to each parent level, to 
collapse the hierarchy. 

4. Select the text of each level to view 
information on the Detail Report, which 
will open on the right-hand side. 
 

 
 

 

 

  

 

 To roll-up (collapse) the entire hierarchy, select the Global 
Refresh toolbar icon. 

 

 To roll-up (collapse) to a particular level, select a parent level and select 
the Local Refresh toolbar icon. 

  
 
 

  

 

Navigate using the Search Bar 

  

 

  

1. Select the Search Operator dropdown. 
2. Enter the name of the person in the Search Text text box. 
3. Select Find. 

 

 

javascript:void(null)
javascript:void(null)
javascript:void(null)
javascript:void(null)
javascript:void(null)


                                                                                                                                                            234 |  
 

 

Add a New Person 

1. Select Tools Security from the toolbar to access the Security 
Window. 

2. Confirm that the person record does not already exist in ACTS by 
selecting the  “+”  icon to expand the lists of people, which are 
grouped by Person Type, or by searching using the 
Find Person search toolbar. 

3. To open a new Person Window, right-click on People and 

select Add a New Person; or select Tools Person from the 
menu bar. 

4. Click here for more information about editing data in the Person 
Window.  

 

 
To edit or delete person data right-click on the person and 
select Edit or Delete. 

 

 
 

Add a New Role to a Person   

1. Find the user in the Security Window by     selecting the  “+”  icon 
to expand the lists of people, which are grouped by Person Type, 
or by searching using the Find Person search toolbar. 

2. Select the “+” icon next to the person’s name. 
3. Right-click on Roles and select Add a New Role. 
4. Select a role. Select multiple roles by pressing and holding 

the CTRL key while selecting roles. 
5. Select OK.  

    

 

 
A leaf icon will appear next to a person name indicating that they have 
been assigned a security role. Roles will be displayed beneath the person 
name as well. 

 
 

 
Right-click on the role and select Delete to remove a role from a user. 
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Email "Welcome" Document 

Once a new user has been added, email a "Welcome Document" which will allow them to access ACTS and set their password. 
Note: The person record must contain a username and an email address. 
 

1. Navigate to the new user in the People section of the Security Window.     
2. Right-click on the person's name. Select Email "Welcome" Document. The person will be sent an email containing their log-in 

credentials and instructions on how to access ACTS. 

 

 

 
 

Inactive a Person 

Inactivating a person record will allow a historical record of the user to remain in ACTS, while disabling their log-in credentials.  

1. Navigate to the user in the People section of the Security Window.  
2. Right-click on the person's name. Select Inactivate. Upon inactivating the person record Inactive Date field will be populated 

with the current date and all security roles will be removed. 
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Reassign Tasks 

Reassign tasks from one user to another using the Bulk Task Reassignment tool. 

1. Navigate to the user in the People section of the Security Window. 
2. Right-click on the person's name. Select Reassign Tasks. 
3. The Bulk Task Reassignment Window will open. Click here for more information about the Bulk Task Reassignment Window, 

which may also be accessed by selecting Tools Utilities from the menu bar. 

 

 

 
 

Reset Password 
Temporarily reset a user's password. 

1. Navigate to the user in the People section of the Security Window.  
2. Right-click on the person's name. Select Reset Password. 
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3. Enter a temporary password in the New Password text box. 
 

 
4. Select OK. If the user's account was locked, due to unsuccessful log-in attempts, the "locked account" status will be removed. The 
next time the user logs into ACTS, they will use the temporary password, and then will be prompted to set a new password. 
 

 

 
 

Reset Preferences 

Reset a user's preferences to defaults, such as dashboard, display filters, toolbars, etc. 

1. Navigate to the user in the People section of the Security Window. 
2. Right-click on the person's name. Select Reset Preferences. 
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3. Select Yes in the dialog box to reset dashboard, display filter, report, status bar, toolbar and window settings to their defaults 
for the selected user. 

 

 

 

 

Add a New Role 

1. Select Tools Security from the menu bar to access the Security 
Window. 

2. Confirm that the role does not exist in ACTS or another role does 
not exist that has the functions, by selecting the "+" icons to 
expand roles. 

3. Right-click on Roles and select Add a New Role. 
4. In the dialog box that opens, enter the name of the new role in the 

Security Role text box and additional notes in the Comments 
text box. 

5. Save changes by selecting the Save toolbar icon or CTRL-S. 
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Add Security Functions to a Role 

1. Navigate to the Role in the Security Window. 
2. Select the "+" icon next to the Role. 
3. Right-click on Functions and select Add a New Function. 
4. Select the function to add to the role. Select multiple functions by 

holding the CTRL key while selecting functions. 
5. Select OK. 

 

    

 

 

    
 
 
 
 
 
 
 
 To remove a function from a role right- 
    click on the function and select Delete. 
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Add a Person to a Role 

1. Navigate to the Role in the Security Window. 
2. Select the "+" icon next to the Role. 
3. Right-click on People and select Add a New Person. 
4. Select the person to add to the role. Select multiple people by 

holding the CTRL key while selecting people. 
5. Select OK. 

 
 

 

 
To remove the person from a role or edit person data, right-click on the 
person listed under the role and select Edit or Delete. 
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Shutdown 
Shutdown Definitions 

 
Shutdown: A module to track both scheduled and unscheduled equipment shutdowns. 
 

 
 

Shutdown Description 
 

In the ACTS Asset Explorer, shutdowns are located 
under Facilities, which are located under any Area, within the 
company hierarchy. Shutdowns may have additional 
associations, including file attachments. 
 

  

 

 

Shutdown Usage 
  

Shutdown Data via Asset Explorer: 

  

Add a Shutdown 

Navigate to the facility that the shutdown will be nested under in the Asset Explorer. 
Right-click on the facility and select Add a Shutdown. 

 

 
Edit, Copy, Delete a Shutdown 

Navigate to the shutdown in the Asset Explorer. 
Right-click on the shutdown and select the appropriate option. 
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Shutdown Data via Toolbar & Menu Bar: 

  

Open the Shutdown Window 

 

           Select Operations  Shutdown from the menu bar. 

 
 

 

Open an Existing Shutdown   

From the Shutdown Window,   

  

Select the Open toolbar icon; 

Or select File Open from the menu bar, 
then select the shutdown to open from the list of shutdowns.     

Enter a New Shutdown   

From the Shutdown Window,   

 

Select the New toolbar icon; 

Or select File New from the menu bar. 

  

Copy an Shutdown    

From the Shutdown Window,   

 

Select the Copy toolbar icon; 

Or select File Copy an Shutdown from the menu bar, 
then select the shutdown to copy from the list of shutdowns. 
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Save Shutdown Information   

From the Shutdown Window,   

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 

 

Delete an Shutdown 

From the Shutdown Window, 

 

Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word "DELETE" and select OK. 

Print an Shutdown 

From the Shutdown Window, 

 

Select the Print toolbar icon; 

Or select File Print from the menu bar.  

 

Shutdown Window 

 

 
The Shutdown Window stores detailed shutdown information and file attachments.   

 

 

 

Shutdown Window Tabs 

The following table describes how the shutdown information is grouped into tabs. 

Tab Description 
Detailed Shutdown 
Information 

This tab contains the general shutdown information, such as area, facility, equipment, type, dates, status, 
reasons, problems, corrections, vendor, etc. 

File Attachments This tab stores the files that are associated with the shutdown. 
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Shutdown Data Entry Process 

  

Steps for Entering Data into a Shutdown Window: 

1. Open a Shutdown Window. 
2. Select a tab.  Please see below for tab-specific instructions. 
3. Update information by entering text, selecting from dropdowns, checking and 

unchecking boxes, and entering dates into the appropriate fields.  Contact an ACTS 
administrator to update fields and dropdown items. 

4. For list data, right-click in the gray area and select Insert, Add or Delete data rows. 
5. Once data records have been modified, save changes by selecting the Save toolbar 

icon (or CTRL+S). For data records to appear as dropdown items, they must first be 
saved in the database. 

 

 
 

Shutdown Data Entry Process 
Steps for Entering Data into a Shutdown: 
 

Detailed Shutdown Information (Tab) 

This tab contains the general shutdown information, such as area, facility, equipment, type, dates, status, reasons, problems, 
corrections, vendor, etc. 
 

 
  

 Area1:  Select the Area from the dropdown. 

 Facility1: Select the Facility from the dropdown. 

 Equipment1: Select the Equipment from the dropdown. 

 Responsible Person1: Select the Responsible Person from the user dropdown. The default is the current user. 

 Shutdown Type1: Select the Shutdown Type from the dropdown. 

 Shutdown Date/Time1: Enter the Shutdown Date/Time. The default is the current date. 
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 The shutdown date/time is estimated: Select this checkbox if estimated. 

 Startup Date/Time1: Enter the Startup Date/Time. 

 The startup date/time is estimated: Select this checkbox if estimated. 

 Discovery Date/Time: Enter the Discover Date/Time. 

 Shutdown Status1:  Select the Shutdown Status from the dropdown. 

 Reason: Select the Reason from the dropdown. 

 Desc. of Problems: Select the Description of Problems from the dropdown. 

 Corrections Made: Enter the Corrections Made in the text box. 

 Vendor: Select the 3rd party Vendor that performed the shutdown from the dropdown. 

 Vendor Project #: Enter the Vendor Project Number in the text box. 

 Comments:  Enter additional notes on the shutdown in the text box. 

 
File Attachments (Tab) 

This tab stores the files that are associated with the shutdown. 
 

 

Select the Browse button to search the computer or network drive for the specific file.  If ACTS is hosted by Ecocion, the user computer 
is found through the “Client C (M:)” drive. 
 

 Where Stored1:  Select Store the file in ACTS to upload a version of the file into ACTS; 
select Just store the external location to store the location of the file on a computer or 
network drive, which will be accessible through ACTS when the external pathway is 
accessible. 

 External Location1: Enter the External Location of the file in the text box, if Just store the 
external location is selected. 

 File Name1:  Update the File Name in the text box.  This is what the file will be called in ACTS. 

 File Type1:  Select the File Type from the dropdown. 

 Status1:  Select the Status of the document from the dropdown. 

 Document Date1: Update the Document Date.  The default is the current date. 

 Active Date1:  Enter the Active Date. 

 Inactive Date:  Enter the Inactive Date. The default is the current date. 

 Comments:  Enter additional notes about the file attachment in the text box. 
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Spill/Release 
Spill/Release Definitions 

 

Spill: An uncontrolled discharge of radioactive, biological or chemical material. 
 
Environmental Release: A hazardous spill that is discharged from a controlled setting into the broader environment. 

 

 
 

 Spill/Release Event Description 

 

The Spill/Release Event Window allows users to log spill/release event 
information, including event description, location information, event conditions, 
event volume, follow-up action information, regulation-specific information, 
spilled or released materials information, etc. 

 

 

Spill/Release Event Usage 

  

Spill/Release Event Data via Asset Explorer: 

  

Add a Spill/Release Event   

Navigate to the facility that the spill/release event will be nested under in the 
Asset Explorer. 
Right-click on the facility and select Add an Spill/Release Event. 
 

                          

 

Edit, Copy, Delete a Spill/Release Event 

 

Navigate to the spill/release event in the Asset Explorer. 
 
Right-click on the spill/release event, then select the appropriate option. 
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Spill/Release Event Data via Toolbar & Menu Bar: 

  

Open the Spill/Release Event Window 

 

           Select Operations   Spill/Release Event from the menu bar. 

 
 

 

Open an Existing Spill/Release Event   

From the Spill/Release Event Window,   

  

Select the Open toolbar icon; 

Or select File Open from the menu bar, 
then select the spill/release event to open from the list of spill/release events.     

Enter a New Spill/Release Event   

From the Spill/Release Event Window,   

 

Select the New toolbar icon; 

Or select File New from the menu bar. 

  

Copy an Spill/Release Event    

From the Spill/Release Event Window,   

 

Select the Copy toolbar icon; 

Or select File Copy an Spill/Release Event from the menu bar, 
then select the spill/release event to copy from the list of spill/release events. 

  

Save Spill/Release Event Information   

From the Spill/Release Event Window,   

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 

Delete an Spill/Release Event 

From the Spill/Release Event Window, 

 

Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word "DELETE" and select OK. 
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Print an Spill/Release Event 

 

From the Spill/Release Event Window, 

 

Select the Print toolbar icon; 

Or select File Print from the menu bar.  

 

Spill/Release Event Window 
 
 
The Spill/Release Event Window has various sections to enter information for Spills and Release Events, including event description, 
location information, event conditions, event volume, follow-up action information, and regulation-specific information sections. 
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Spill/Release Event Window Tabs 

The following table describes how the spill/release event information is grouped into tabs. 

Tab Description 
Detailed Event 
Information 

This tab contains general event information, such as event description,  location information, event conditions, 
event volume, follow-up action information, and regulation-specific information. 

Spilled or Released 
Materials 

This tab lists the quantities of spilled or released materials. 

Correspondence This tab logs correspondence regarding the spill/release event. 
File Attachments This tab stores the files that are associated with the spill/release event. 
Validations 

This tab lists the regulatory programs that correspond to event information. 
 

 

 Spill/Release Event Data Entry Process 

Steps for Entering Data into a Spill/Release Event Window: 

1. Open a Spill/Release Event Window. 
2. Select a tab. Please see below for tab-specific instructions. 
3. Update information by entering text, selecting from dropdowns, checking and unchecking boxes and entering dates into the 

appropriate fields. Contact an ACTS administrator to update fields and dropdown items. 
4. For list data, right-click in the gray area and select Insert, Add or Delete data rows. 
5. Once data records have been modified, save changes by selecting the Save toolbar icon (or CTRL+S). For data records to 

appear as dropdown items, they must first be saved in the database. 

 

Detailed Event Information (Tab) 

This tab contains general event information, such as event description,  location information, event conditions, event volume, follow-up 
action information, and regulation-specific information. 
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Event Description 

 

 Current Status1: Select the Current Status from the dropdown. 

 Area1: Select the Area from the dropdown. 

 Facility1: Select the Facility from the dropdown. 

 Event Type1: Select the Event Type from the dropdown. 

 Select the affected media: Select the box(es) that applies to the spill/release event. If Release to Air is selected, an 
Analysis may be associated. 

 Event Source: Select the Event Source from the dropdown. 

 Cause Description: Enter the Description for the cause of the spill/release event in the text box. 

 Discovery Date1: Enter the Discovery Date. The default is the current date for new spill/release event. 

 Start Date1: Enter the Start Date.The default is the current date for new spill/release event. 

 The start date and time is estimated: Select box if the start date and time is estimated. 

 End Date1: Enter the End Date.The default is the current date for new spill/release event. 

 The end date and time is estimated: Select box if the end date and time is estimated. 

 Entered By1: Select the Entered By person from the user dropdown. The default is the current user. 

 Reason1: Select the Reason from the dropdown. 

 Cause Category1: Select the Cause Category from the dropdown. 

 Responsible Person1: Select the Responsible Person from the user dropdown. If tasks are generate against this 
spill/release event, due to validations, this user will be assigned the tasks. The default is the current user. 

 NRC Tracking #: Enter the NRC Tracking Number in the text box. 

 Tracking #1: Enter the Tracking Number in the text box. 

 State Tracking #: Enter the State Tracking Number in the text box. 

 Tracking #2: Enter the Tracking Number in the text box. 

 HazMat Tracking #: Enter the HazMat Tracking Number in the text box. 

 Tracking #3: Enter the Tracking Number in the text box. 

 Comments:  Enter additional notes on the spill/release event, event information in the text box. 
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Location Information 

 

 Country: Select the Country from the dropdown. 

 State: Select the State from the dropdown. 

 County: Select the County from the dropdown. 

 Latitude:  Enter the numeric Latitude value. 

 Longitude:  Enter the numeric Longitude value. 

 Township:  Enter the Township in the text box. 

 Range: Enter the Range in the text box. 

 Section:  Enter the Section in the text box. 

 Quarter:  Enter the Quarter in the text box. 

 Equipment: Select the Equipment that the spill/release event refers to from the dropdown. 

 Equipment Involved: Enter the description of the equipment involved in the spill/release event in the text box. 

 Closest Dwelling: Select the Closest Dwelling from the dropdown. 

 Closest Freshwater Well: Select the Closest Freshwater Well from the dropdown. 

 

Event Conditions 

 

 Stormwater Event: Select the radio button that best describes if this is a stormwater event. 

 Weather Conditions: Select the Weather Conditions from the dropdown. 

 Weather Forecast: Select the Weather Forecast from the dropdown. 

 Outdoor Temperature: Select the Outdoor Temperature from the dropdown. 
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Event Volume 

 

 Duration in Hours: Enter the Duration in the text box. 

Surface Damage Dimensions 

 Length: Enter the Length in the text box. 

 Width: Enter the Width in the text box. 

 Depth: Enter the Depth in the text box. 

 Area: The Area text box will become populated when the Length and Width are entered. Alternatively, enter the Area in 
the text box. 

 Volume: The Volume text box will become populated when the Length, Width and Depth are entered. Alternatively, 
enter the Volume in the text box. 

Pipeline Dimensions 

 Length: Enter the Length in the text box. 

 Diameter: Enter the Diameter in the text box. 

 Pressure: Enter the Pressure in the text box. 

 Volume: The Volume text box will become populated when the Length, Width and Depth are entered. Alternatively, 
enter the Volume in the text box. 

 Volume: Enter the Volume in the text box. 

Affected Area Dimensions 

 Materials were release offsite: Select the box if materials were released offsite. 

 Onsite: Enter the Onsite Location of where materials were released. 

 Offsite: Enter the Offsite Location of where materials were released. 

 

Follow-up Action Information 
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 Corrective Actions: Enter the description of corrective actions in the text box. 

 Remediation: Enter the description of remediation activities in the text box. 

 Completion Date: Enter the Completion Date. 

 Cost: Enter the Cost. 

 

Regulation-Specific Information 

 

 Select the box(es) that meet the Regulation Specific Information. 

 Root Cause: Enter the Root Cause in the text box. 

 

 

Spill Attributes (Tab) 

This tab contains spill/release event attributes that are specific to a company.  The fields may be changed by an ACTS administrator. 
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Spilled or Released Materials (Tab) 

This tab lists the quantities of spilled or released materials.. 

 

 Material Spilled or Release1: Select the Material Spilled or Released from the dropdown. 

 Units1: Select Units of measurement for the material spilled or released from the dropdown. 

 Concentration1: Enter a numerical value for the Percent by Concentration. 

 Total1: Enter a numerical value for the Total. 

 Spilled to Water1: Enter a numerical value for the Spilled to Water. 

 Amount Burned1: Enter a numerical value for the Amount Burned. 

 Amount Recoverd1:  Enter a numerical value for the Amount Recovered. 

 Comments: Enter additional notes on the spilled or released materials in the text box. 

 

Spill Volume Estimation Tool 

This tool allows for the calculation of spill volumes where a spill has several distinct areas or “fingers”. The spill areas will be summed in 
the Spilled or Released Materials tab. 

 

 To use the Spill Volume Estimation tool: 

1. Select the  icon in a data row in the Spilled or Released Materials tab. 
2. The Spill Volume Estimation Window will open. 
3. Select Add Spill Area to create a Spill Area data row. (Select Remove Selected Spill Area to move a Spill Area data 

row.)  

 

                        4.  Update the following: 

 Spill Area1: Update the text in the Spill Area text box. 

 Length (ft)1:  Enter a numeric value for the Length. 

 Width (ft)1:  Enter a numeric value for the Width. 

 Depth (in)1:  Enter a numeric value for the Depth. 

 Depth (ft):  The Depth converted to feet will be displayed. 

 Impacted Volume (ft3):  The calculated Impacted Volume will be displayed. 

 Saturation1:  Select a Saturation percentage from the dropdown or enter a percentage in the text box. 
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 Soil Type1:  Select a Soil Type from the dropdown. 

 Porosity Factor:  The Porosity Factor will be dependent on the selected soil type. 

 Soil Impacted (ft3):  The calculated Soil Impacted will be displayed. 

 Spill Volume (bbl):  The calculated Spill Volume will appear for the spill area. 

 Comments:  Enter additional notes on the spill area in the text box. 

                     5.  Select OK. The volume records will be summed in the Spilled or Released Materials tab 

Correspondence (Tab) 

This tab logs correspondence regarding the spill/release event. 

 

 Correspondence Date1:  Update the Correspondence Date. The default is the current date. 

 Contact Person1: Enter the person who was contacted in the text box. 

 Correspondence Type1: Select the Correspondence Type from the dropdown. 

 Correspondence Method1: Select the Correspondence Method from the dropdown. 

 Responsible Person1: Select the Responsible Person from the user dropdown. This is the person who did the contacting. 
The default is the user. 

 Material Discussed: Select the Material Discussed from the dropdown. 

 Comments: Enter additional notes on the correspondence in the text box. 

 

File Attachments (Tab) 

This tab stores the files that are associated with the spill/release event. 

 

 

 

 

Select the Browse button to search the computer or network drive for the specific file.  If ACTS is hosted by Ecocion, the user computer 
is found through the “Client C (M:)” drive. 
 

 Where Stored1:  Select Store the file in ACTS to upload a version of the file into ACTS; 
select Just store the external location to store the location of the file on a computer or 
network drive, which will be accessible through ACTS when the external pathway is 
accessible. 

 External Location1: Enter the External Location of the file in the text box, if Just store the 
external location is selected. 

 File Name1:  Update the File Name in the text box.  This is what the file will be called in 
ACTS. 

 File Type1:  Select the File Type from the dropdown. 

 Status1:  Select the Status of the document from the dropdown. 

 Document Date1: Update the Document Date.  The default is the current date. 

 Active Date1:  Enter the Active Date. 

 Inactive Date:  Enter the Inactive Date. The default is the current date. 

 Comments:  Enter additional notes about the file attachment in the text box. 
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Validations (Tab)  
This tab lists the regulatory programs that correspond to event information. 

 

 Regulatory Program: Displays the Regulatory Program the spill/release event activates. 

 Validation: Displays the limits that triggers the regulatory programs. 

 Evaluation Formula: Displays the formula for the validation. 

Red highlight indicates that the spill/release event triggered a regulatory program, 
Yellow highlight indicates that the validation is incomplete and missing data. 
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Survey 
 Survey Definitions 

 

Survey: A form to capture equipment-related attributes and measurements. 

 

 
 

 Survey Description 

In the ACTS Asset Explorer, surveys are located 
under Facilities, which are located under any Area, within the 
company hierarchy. Surveys may have additional 
associations, including file attachments. 
 

 

 

Survey Usage 

 Survey Data via Asset Explorer: 

  

Add a Survey 

Navigate to the facility that the Survey will be nested under in the Asset Explorer. 
Right-click on the facility and select Add a Survey. 

 
 

Edit, Copy, Delete a Survey 

Navigate to the Survey in the Asset Explorer. 
Right-click on the Survey and select the appropriate option. 
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Survey Data via Toolbar & Menu Bar: 

  

Open the Survey Window 

 

           Select Operations Survey from the menu bar. 

 
 

 

Open an Existing Survey   

From the Survey Window,   

  

Select the Open toolbar icon; 

Or select File Open from the menu bar, 
then select the survey to open from the list of surveys.     

Enter a New Survey   

From the Survey Window,   

 

Select the New toolbar icon; 

Or select File New from the menu bar. 

  

Copy an Survey    

From the Survey Window,   
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Select the Copy toolbar icon; 

Or select File Copy an Survey from the menu bar, 
then select the survey to copy from the list of surveys. 

  

Save Survey Information   

From the Survey Window,   

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 

 

Delete an Survey 

From the Survey Window, 

 

Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word "DELETE" and select OK. 

Print an Survey 

From the Survey Window, 

 

Select the Print toolbar icon; 

Or select File Print from the menu bar.  

 

Survey Window 

 

The Survey Window stores general survey information and logs survey measurements. 

 

 

 
 

Survey Window Tabs 

 
The following table describes how the survey information is grouped into tabs. 
 

Tab Description 
Detailed Survey 
Information 

This tab contains the general  survey information, such as area, facility, equipment, name, type, status, vendor, 
etc. 
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Survey Attributes 
This tab contains attributes that are specific to the type of survey as defined by a company.  The fields may be 
changed by an ACTS administrator. 

Survey Measurements 
This tab lists survey measurements. 
 

File Attachments This tab stores the files that are associated with the Survey. 
 

 

Survey Data Entry Process 

 
Steps for Entering Data into a Survey: 
 

1.  Open the Survey Window. 
2.  Select a tab. Please see below for tab-specific instructions. 
3.  Update information by entering text, selecting from dropdowns, checking and unchecking boxes and entering dates into the 

appropriate fields. Contact an ACTS administrator to update fields and dropdown items. 
4. Once data records have been modified, save changes by selecting the Save toolbar icon (or CTRL+S). For data records to 

appear as dropdown items, they must first be saved in the database. 

 

 
 

Detailed Survey Information (Tab) 

This tab contains the general survey information, such as area, facility, equipment, name, type, status, vendor, etc. 
 

 

 Area1:  Select the Area from the dropdown. 

 Facility1: Select the Facility from the dropdown. 

 Equipment1: Select the Equipment form the dropdown. 

 Survey Name1: Enter a Survey Name in the text box. 

 Survey Date1: Enter the Survey Date. The default is the current date. 

 Survey Type1: Select the Survey Type from the dropdown. 

 Survey Status1:  Select the Survey Status from the dropdown. 

 Alternate Name:  Enter an Alternate Name in the text box. 

 Vendor: Select the Vendor from the dropdown. 

 Vendor #: Enter the Vendor Number in the text box. 

 Comments:  Enter additional notes on the survey in the text box. 

 

Survey Attributes (Tab) 

This tab contains attributes that are specific to the type of survey as defined by a company.  The fields may be changed by an ACTS 
administrator. 

 
Survey Measurements (Tab) 
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This tab lists survey measurements. 
 

 

 Measurement Type:  Select the Measurement Type from the dropdown. 

 Compound: Select the Compound from the dropdown. 

 Measurement: Enter the numerical value for the Measurement in the text box. 

 Units: Select the measurement Units from the dropdown. 

 Comments: Enter additional notes on the survey measurements in the text box. 

 
File Attachments (Tab) 

This tab stores the files that are associated with the survey. 
 

 

Select the Browse button to search the computer or network drive for the specific file.  If ACTS is hosted by Ecocion, the user 
computer is found through the “Client C (M:)” drive. 
 

 Where Stored1:  Select Store the file in ACTS to upload a version of the file into 
ACTS; select Just store the external location to store the location of the file on a 
computer or network drive, which will be accessible through ACTS when the 
external pathway is accessible. 

 External Location1: Enter the External Location of the file in the text box, if Just 
store the external location is selected. 

 File Name1:  Update the File Name in the text box.  This is what the file will be 
called in ACTS. 

 File Type1:  Select the File Type from the dropdown. 

 Status1:  Select the Status of the document from the dropdown. 

 Document Date1: Update the Document Date.  The default is the current date. 

 Active Date1:  Enter the Active Date. 

 Inactive Date:  Enter the Inactive Date. The default is the current date. 

 Comments:  Enter additional notes about the file attachment in the text box. 
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Task 
Task Definitions 

  

Tasks:  Actionable requirements that have been assigned to personnel. 

 

 
 

Task Description 

  

Tasks are created during the nightly batch job process, which uses data from Regulations and several other ACTS records to determine 
task generation.  The Task Window has various areas to help manage tasks. 

 

Task Usage 

  

Open the Task Window from Task Summary Email 

  

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

 

 

Open the Task Window from ACTS 

  

Select the Task toolbar icon, 

Or select Compliance Tasks from the menu bar, 
Or Double-click on the Task Count from the status bar to navigate to the Task Window. 
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 Area Data via Menu Bar 

 
Save Task Information 

From the Task Window, 

 

 

Select the Save toolbar icon; 

Or select the File Save from the menu bar. 

 
Print a Task Detail Report 

  

  

  

From the Task Window, 

 

Select the Print toolbar icon; 

Or select File Print from the menu bar. 

 

Task Window 

  

Task information is organized in the Task Window in ACTS. 
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Task Window Sections 

The following table describes the Task Window. 

  

Area Description 
Monthly 
Calendar 

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

Display Filter Change the tasks that are displayed by selecting these options, located above the task list and beneath the calendar. 
Task List The task lists displays all tasks assigned to a user.  This is where task data may be changed. 
Status Bar This shows how many tasks are upcoming and how many tasks are overdue. 
 

 

Task Data Entry Process 
  
Task Functionality: 

       1.   Adjust the Display Filter to show desired tasks. 
 

 

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

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

 Show completed items:  This displays all completed tasks. 

 
        2.  Review the tasks in the Task List. 

 

 

 Due Date:  Tasks are organized chronologically, starting with the first Due Date.  If a task is overdue, a flashing exclamation 
point displays with the Due Date. 

 Task Type:  The Task Type specifies the kind of task. 

 Task Summary:  The Task Summary field shows a short summary of the task with assignees, regulation name, agency, 
requirement, description, etc. 
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 Task Completion Date:  When a user marks a task as complete, described below, the Task Completion Date is populated.  If 
the Task Completion Date is blank, the task has not been completed. 

 Comments:  Enter Comments in the text box.  Comments are visible to any other user with the task on their task list.  When 
a user marks a task as complete, described below, a default comment is generated that the task was marked complete by 
the user. 

 Compliance Type:  When a user marks a task as complete, described below, the selected ComplianceType is populated.  The 
default Compliance Type is Unknown. 

 Associated Documents:  Select Attach to associate a file attachment to the task. Select View to open a preview of 
associated attachments. 

 

 

 

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

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

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

        3.  Right-click to use the Context Menu functionality described below. 
        4.  Save changes by pressing (CTRL+S) or select the Save toolbar icon. 

 

  

Context Menu 

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

 
 

 Mark as Complete:  Select this option to mark a task complete.  Enter the Completed On date, the Compliance Type, and 
Comments in the window.  Select OK. 
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 Jump to Explorer:  Select this option to open the Asset Explorer to the asset associated to the selected task.  Drill-down to 
the file attachment to view the associated document.   

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

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

 Temporarily Reassign Task:  Select this option to assign the selected task to another user.  When the window opens, select 
a user to change the task assignment to. Select OK. 

 

 

      

 Attach a File to this Task: Select this option, then select the Browse button to search for the specific file. Select the File 
Type from the dropdown. Edit additional fields including Where Stored, File Name, File Type, File Status, Document 
Date, and Comments.  When files are attached, a View button becomes available to view documents. 

 Change Due Date:  Select this option to change the Due Date for a particular task. This will not change the Due Dates of 
future tasks, generated from the same ACTS record. The availability of the Change Due Date option is dependent on the 
users' security role(s). 

 
Task Attributes 
 
A section for task attributes may appear when particular task types are selected. Data may be entered into the attribute fields and 
saved.  
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Email Preferences 

Personalize Task Email Notification Preferences 
 
 
 

1. Select the Email Prf Toolbar icon. 
2. Chose various email options by checking and 

unchecking boxes and selecting from the dropdowns. 
3. Select OK. 
4. Save changes by pressing (CTRL+S) or select 

the Save icon from the toolbar. 

 

 
 
 

Extras 
Addenda 24, 25 and 26 
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Test 
Test Definitions 

 
Test: A form to capture results from sampling activities in which defined methods are utilized and results are compared against emission 
thresholds. 
 

 
 

Test Description 
In the ACTS Asset Explorer, tests are located 
under Facilities, which are located under any Area, within the 
company hierarchy. Tests may have additional associations, 
including file attachments. 
 

  

 

 

Test Usage 
  

Test Data via Asset Explorer: 

  

Add a Test 

Navigate to the facility that the test will be nested under in the Asset Explorer. 
Right-click on the facility and select Add a Test. 
 

 
 

Edit, Copy, Delete a Test 

Navigate to the test in the Asset Explorer. 
Right-click on the test and select the appropriate option. 
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Test Data via Toolbar & Menu Bar: 

  

Open the Test Window 

 

           Select Operations  Test from the menu bar. 

 
 

 

Open an Existing Test   

From the Test Window,   

  

Select the Open toolbar icon; 

Or select File Open from the menu bar, 
then select the test to open from the list of tests.     

Enter a New Test   

From the Test Window,   

 

Select the New toolbar icon; 

Or select File New from the menu bar. 

  

Copy an Test    

From the Test Window,   

 

Select the Copy toolbar icon; 

Or select File Copy an Test from the menu bar, 
then select the test to copy from the list of tests. 

  

Save Test Information   

From the Test Window,   

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 

Delete an Test 

From the Test Window, 
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Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word "DELETE" and select OK. 

 

Print an Test 

From the Test Window, 

 

Select the Print toolbar icon; 

Or select File Print from the menu bar.  

 

Test Window 
 

The Test Window stores general test information and logs test measurements. 
 

 

 

 

Test Window Tabs 

The following table describes how the test information is grouped into tabs. 
 

Tab Description 
Detailed Test 
Information 

This tab contains general test information, such as facility, type, dates, 3rd party test data, etc. 

Test Attributes 
This tab contains attributes that are specific to the type of test as defined by a company.  The fields may be 
changed by an ACTS administrator. 

File Attachments This tab stores the files that are associated with the test. 
 

 

Test Data Entry Process 
 
Steps for Entering Data into a Test: 
 

1. Open a Test Window. 
2. Select a tab. Please see below for tab-specific instructions. 
3. Update information by entering text, selecting from dropdowns, checking and unchecking boxes and entering dates into the 

appropriate fields. Contact an ACTS administrator to update fields and dropdown items. 
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4. For list data, right-click in the gray area and select Insert, Add or Delete data rows. 
5. Once data records have been modified, save changes by selecting the Save toolbar icon (or CTRL+S). For data records to 

appear as dropdown items, they must first be saved in the database. 

 

 
 

Detailed Test Information (Tab) 

This tab contains the general test information, such as facility, type, dates, 3rd party test data, etc. 
 

 
 

 

 

 Facility1: Select the Facility from the dropdown. 

 Entered By1: Select the Entered By person from the user dropdown. The default user is the current user. 

 Test Type1: Select the Test Type from the dropdown. 

 Test Date1: Enter the Test Date. 

 Active Date1: Update the Active Date. The default is the current date. 

 Inactive Date1: Enter the Inactive Date. 

 Test Status1: Select the Test Status from the dropdown. 

 Vendor: Select the Vendor from the dropdown. 

 Vendor Project #: Enter the Project # in the text box. 

 Tested Equipment1: Select the Tested Equipment from the dropdown. 

 Test Data Type1: Select the Test Data Type from the dropdown. 

 Compound1: Select the Compound from the dropdown. 

 Amount1: Enter the numerical value for the Amount in the text box. 

 Units1: Select the Units from the dropdown. 

 Associated Requirement:  Select the Associated Requirement from the dropdown.   

 Comments:  Enter additional notes on the test in the text box. 

 
Test Attributes (Tab) 

This tab contains attributes that are specific to the type of test as defined by a company.  The fields may be changed by an ACTS 
administrator. 

 
File Attachments (Tab) 

This tab stores the files that are associated with the test. 
 

 

Select the Browse button to search the computer or network drive for the specific file.  If ACTS is hosted by Ecocion, the user computer 
is found through the “Client C (M:)” drive. 
 

javascript:void(null)
javascript:void(null)


                                                                                                                                                            272 |  
 

 Where Stored1:  Select Store the file in ACTS to upload a version of the file into ACTS; 
select Just store the external location to store the location of the file on a computer or 
network drive, which will be accessible through ACTS when the external pathway is 
accessible. 

 External Location1: Enter the External Location of the file in the text box, if Just store the 
external location is selected. 

 File Name1:  Update the File Name in the text box.  This is what the file will be called in ACTS.  

 File Type1:  Select the File Type from the dropdown. 

 Status1:  Select the Status of the document from the dropdown. 

 Document Date1: Update the Document Date.  The default is the current date. 

 Active Date1:  Enter the Active Date. 

 Inactive Date:  Enter the Inactive Date. The default is the current date. 

 Comments:  Enter additional notes about the file attachment in the text box. 

 
 

 

 

Extras 
Addendum 27 
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Test Spreadsheet Import 
Test Spreadsheet Import Description 

 
The Test Spreadsheet Import tool allows the user to import “ACTS Aware” test spreadsheets directly into ACTS. 

  

This wizard walks the user through the entire process of identifying the spreadsheet, importing the data, and attaching a copy of the 
spreadsheet. 

 

Test Spreadsheet Import Usage 

 

Launch the Test Spreadsheet Import Wizard 

Select Operations Test Spreadsheet Import from the menu bar. 
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Test Spreadsheet Wizard (Window) 

 

 

This wizard guides the user through the process of selecting, importing, and storing a test. 

 

Test Spreadsheet Import Data Entry Process 
To import a spreadsheet, complete the following steps: 

  

1. Launch the Test Spreadsheet Import wizard. 
2. Select Next on the instruction page. 
3. Enter or select the spreadsheet that you would like to import by selecting Browse and searching for the file. 
4. Select Next. 
5. Review the information before selecting Finish.  If any of the information is incorrect, select Cancel, update the spreadsheet, 

and re-run the wizard. 

  

Completion of this wizard does the following: 

  

 Creates a new test and imports the data from the spreadsheet. 

 Attaches a copy of the spreadsheet to the applicable facility and test. 
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Tier II Reporting 
Tier II Reporting 
 

The EPA’s Emergency Planning and Community Right-to-Know Act (EPCRA), also known as Title III of the Superfund Amendments and 
Reauthorization Act of 1986 (SARA), requires entities to report hazardous and toxic chemicals stored and used in the workplace. 
  
For applicable facilities, an emergency and hazardous chemical inventory form, must be submitted annually (by March 1 of every year) 
to their State Emergency Response Commission (SERC), Local Emergency Planning Committee (LEPC), and local fire department. The 
submitted data is then imported into emergency planning databases, such as CAMEO and is also made publicly available. 
  
Reporting is required for facilities with chemicals that are classified as Extremely Hazardous Substances (EHSs), in quantities that equal 
or exceed 500 pounds or the Threshold Planning Quantity, whichever is lower. Reporting is also required for facilities with all other 
hazardous chemicals in quantities that equal or exceed 10,000 pounds. 
 
The List of Lists (or the Consolidated List of Chemicals Subject to the Emergency Planning and Community Right-to-Know Act (EPCRA), 
Comprehensive Environmental Response, Compensation and Liability Act (CERCLA) and Section 112(r) of the Clean Air Act (CAA)) is a 
document maintained by the EPA that lists Hazardous Substances (CERCLA) and Extremely Hazardous Substances (EPCRA) and the 
reportable quantities for each chemical. 
  
Most states require that facilities submit Tier II forms, which include facility identification information, emergency and non-emergency 
employee contact information and information about the chemicals stored and used at the facility, as well as state-specific reporting 
requirements. Many states require submittal through the Tier2 Submit Software. 
 

The Tier II Reporting Window allows users to manage Tier II Reporting information, including facility information, contacts, chemical 
information, and mixture components, in order to create an Emergency and Hazardous Chemical Inventory. 

 

 

Tier II Reporting Usage 

  

Open the Tier II Reporting Window 

           Select Reporting SARA Title III, Tier II Reporting from the menu bar. 

  

 

 

Save Tier II Reporting Information 

From the Tier II Reporting Window  

javascript:void(null)


                                                                                                                                                            276 |  
 

            

Select the Save toolbar icon; 

Or select File Save from the menu bar. 

 

 
 

Print a Tier II Detail Report  

          From the Tier II Reporting Window, 

 

Select the Print toolbar icon; 

Or select  File Print from the menu bar.  

 

Tier II Reporting Window 

 

 
The Tier II Reporting Window has various sections to enter information for Tier II Reporting, including Facility Information, Contacts, 
Chemical Information, Storage Locations, and Mixture Components sections. 

 

Tier II Reporting Data Entry Process 

1. Open the Tier II Reporting Window. 
2. Update information by entering text, selecting from dropdowns, checking and unchecking boxes and entering dates into the 

appropriate fields. Contact an ACTS administrator to update fields and dropdown items. 
3. For list data, right-click in the gray area and select Insert, Add or Delete data rows. 
4. Once data records have been modified, save changes by selecting the Save toolbar icon (or CTRL+S). For data records to 

appear as dropdown items, they must first be saved in the database. 
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Reporting Selections 

 

Specify the facility and reporting year using the following filters 

 Open or create the report for: Select a single facility or multiple facilities. 

 Select the area that contains the facility you want to open: Select the Area from the dropdown. 

 Select the facility you want to open: Select the Facility from the dropdown. 

 or Select the portfolio that contains the facilities you want to include: Select the Portfolio from the dropdown. This 
dropdown becomes available when "multiple facilities" is selected. 

 Select the reporting year: Select the Year from the dropdown. 

Select Collect Report Data which will populate any available information, previously entered in ACTS. 

 
 

Facility Information 

Update information for the Facility Information section by entering text, selecting from dropdowns, checking and unchecking boxes and 
entering dates into the appropriate fields. Once data records have been modified, save changes by pressing (CTRL+S) or select 

the Save icon from the toolbar. 
 

 

Facility Information: 

 Facility Name: Enter the Facility Name in the text box. 

 Department: Enter the Department in the text box. 

 # of Employees: Enter the numerical value for the # of Employees. 

 Fire District: Enter the Fire District in the text box. 

 Check if all chemicals in inventory are identical to last year’s submission: Select this checkbox to use the same chemical 
inventory information from the previous year’s submission. 
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Address Information (where hazardous materials are present) & Mailing Address Information (if different from street address): 

 Street:  Enter the Street in the text box. 

 City:  Enter the City in the text box. 

 State:  Select the State from the dropdown. 

 Zip:  Enter the Zip Code in the text box. 

 County: Select the County from the dropdown. 

 Country:  Select the Country from the dropdown. 

 

 

Location Information: 

 Latitude:  The Latitude will be populated in the text box. Update by entering text in the text box. 

 Longitude: The Longitude will be populated in the text box. Update by entering text in the text box. 

 Method:  Select the Method from the dropdown. 

 Location:  Select the Location from the dropdown. 

 

 

ID Information: 

 ID Type: Select the ID Type from the dropdown. 
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 ID: Enter the ID in the text box. 

 Description: Enter the Description in the text box. 

 

 

Certification Information: 

 Emergency procedures were reviewed with the local fire department, I have submitted a site plan, I have attached a 
description of dikes and other safeguard measures, I have attached a list of site coordinate abbreviations, Failed Tier2 
Submit validation: Select the applicable checkboxes. 

 State/Local Fees: Enter the numerical value of State/Local Fees in the text box. 

 Signed By: Enter the Signed By name in the text box. 

 Signed Title: Enter the Title of the Signed By person. 

 Signed On: Enter the Signed On date. 

 Comments (not included in submittal): Add additional notes on this Tier II record. These notes will not appear in the 
submittal. 

 
 

Contacts 

Update information for the Contacts section. For list data, right-click in the white area and select Insert, Add orDelete data rows. Once 
data records have been modified, save changes by pressing (CTRL-S) or select the Saveicon from the toolbar. 

 

 

 Person: Select the Person from the user dropdown. 

 First Name: Enter the First Name in the text box. 

 Last Name: Enter the Last Name in the text box. 

 Title: Enter the Title in the text box. 

 

 Street: Enter the Street Address in the text box. 

 City: Enter the City in the text box. 

 State: Select the State from the dropdown. 

 Zip Code: Enter the Zip Code in the text box. 
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 Country: Select the Country from the dropdown. 

 Email Address: Enter the Email Address in the text box. 

 Phone Type: Select the Phone Type from the dropdown. 

 Phone Number : Enter the Phone Number in the text box. 

 Contact Type: Select the Contact Type from the dropdown. 

 Comments: Add additional notes on the contact in the text box. 

 

 
 

Chemical Information 

Update information for the Chemical Information section. For list data, right-click in the white area and selectInsert, Add or Delete data 
rows. Once data records have been modified, save changes by pressing (CTRL-S) or select the Save icon from the toolbar. 
 

 

 Chemical: Select the Chemical from the dropdown. 

 CAS #:  Enter the CAS # in the text box. 

 EHS, Trade Secret, Pure, Mixture, Solid, Liquid, Gas, Fire, Pressure, 
Reactive, Acute, Chronic, Identical to Prev. Year: Select the applicable 
checkboxes. 

 

 Days On Site:  Enter the numerical value for the Days On Site in the text 
box. 

 Max. Daily Amount: Enter the numerical value for the Max. Daily 
Amount in the text box. 

 Max. Daily Code: Select the Max. Daily Code from the dropdown. 

 

 Avg. Daily Amount: Enter the numerical value for the Avg. Daily Amount in 
the text box. 

 Avg. Daily Code: Select the Avg. Daily Code from the dropdown. 

 Max. Container Amount: Enter the numerical value for the Max. Container 
Amount in the text box. 

 Comments: Add additional notes on the chemical information in the text 
box. 

 

 
 

Storage Locations 

Update information for the Storage Locations section. For list data, right-click in the white area and select Insert, Add or Delete data 
rows. Once data records have been modified, save changes by pressing (CTRL-S) or select the Save icon from the toolbar. 
 

 

 Storage Type: Select the Storage Type from the dropdown. 

 Storage Pressure: Select the Storage Pressure from the dropdown. 
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 Storage Temperature: Select the Storage Temperature from the dropdown. 

 Location at the Facility: Enter the Location at the Facility in the text box. 

 Maximum Amount: Enter the numerical value for the Maximum Amount of storage for the chemical in the text box. 

 Units: Select the Units for the maximum amount of storage for the chemical from the dropdown. 

 Comments: Add additional notes on the chemical storage in the text box. 

 
 

Mixture Components 

Update information for the Mixture Components section. For list data, right-click in the white area and select Insert, Add or Delete data 
rows. Once data records have been modified, save changes by pressing (CTRL-S) or select the Save icon from the toolbar. 
 

 

 Component: Select the Component from the dropdown. 

 EHS: Select the EHS checkbox. 

 CAS Number: Enter the CAS Number in the text box. 

 %: Enter the component Percentage in the text box. 

 Wt/Vol: Select either WT or Vol for the percent by weight or percent by volume. 

 Comments: Add additional notes on the mixture components in the text. 

 

 

 

 
  

javascript:void(null)
javascript:void(null)
javascript:void(null)


                                                                                                                                                            282 |  
 

Training 
Training Definitions 

 
Goals: The desired amount of training to be completed. 
 

 
 

 Training Description 

 

The Training Window allows users to manage training information, such as courses, participants, and goals. Training goals can be set for 
areas, facilities, people, and portfolios. 

 

Training Usage 

  

Open the Training Window 

 

           Select Safety  Training from the menu bar. 

 

 Training Window 

 

Training information is organized in the following window: 

 

 
 

Training Window Sections 

The training window areas vary based on the tab selected, however many of the tabs contain the areas described in the table below. 
 

Section Description 
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Training Display Filter This section allows the user to specify the displayed training data. 
Training Data Entry This section allows the user to enter training data. 
Training Options This section allows the user to view training options for the training data entry section. 

 
 

Training Window Tabs 

The following table describes how the training information is grouped into tabs. 
 

Tab Description 
Person View This tab logs training data arranged by person. 
Course View This tab logs training data arranged by course. 
One-Time Event This tab logs training data arranged by one-time event. 
Goals for an Area This tab logs training goals arranged by area. 
Goals for a Facility This tab logs training goals arranged by facility. 
Goals for a Person This tab logs training goals arranged by person. 
Goals for a Portolio This tab logs training goals arranged by portfolio. 
 

 

 

Training Data Entry Process 

  

Steps for Entering Data into a Training: 
 

1. Open a Training Window. 
2. Select a tab. Please see below for tab-specific instructions. 
3. Update information by entering text, selecting from dropdowns, checking and unchecking boxes and entering dates into the 

appropriate fields. Contact an ACTS administrator to update fields and dropdown items. 
4. For list data, right-click in the gray area and select Insert, Add, or Delete data rows. 
5. Once data records have been modified, save changes by selecting the Save toolbar icon (or CTRL+S). For data records to 

appear as dropdown items, they must be first saved in the database. 

 

 

Training Window Tabs 

  

Person View (Tab) 
This tab contains the training information arranged by person, such as course, dates, attendance, results, etc.   
 

 

  

Person Filter 
Select the person whose training you want to view or modify from the person dropdown. 
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Available Courses and Curriculum 
This section shows all courses that are available, grouped by category and curriculum. 
 

 
 
All Courses: Each course is available under one course category. 

 

Curriculum: Courses can be in more than one curriculum. 

 

 
Scheduled and Completed Courses 
This section contains all upcoming and completed courses for the selected person. 
 

Drag and drop courses from the Available Courses and Curriculum section into the Scheduled and Completed Courses section to 
assign courses to the selected person. Multi-select courses to add by holding CTRL or SHIFT while selecting courses. 
 

 

 Course1: Right-click to add a new data row and select the Course from the 
dropdown or drag a course from the Available Courses and 
Curriculum section. 

 Scheduled On1: Enter the Scheduled On date. 

 Attended:  Select the Attended option from the radio buttons. 

 Completed On1: Enter the Completed On date. When a date is saved in 
the Completed On field, the course row is moved from 
the Upcoming folder, to the Completed folder. 

 Score:  Enter a numerical value for the Score that the person received on 
the course. 

 Result:  Select the Result option from the radio buttons.  
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 Priority:  Enter a numerical value for the Priority for the course. 

 Comments:  Enter additional notes on the course in the text box. 

 

 

Course View (Tab) 
This tab contains the training information arranged by course, such as attendee, dates, results, etc. 

 

 
Course Filter 
Select the course for which attendees you want to view or modify from the dropdown. 

 

 
Available People 
This section lists people, based on selected filter criteria. 

 

  

Drag and drop people from the Available People section into the Attendee List section to assign people to a course. Multi-select people 
to add by holding CTRL or SHIFT while selecting the people. 
 

 

  

 Attendee: Right-click to add a new data row and select the Attendee 
from the person dropdown or drag a person from the Available 
People section. 

 Scheduled On1: Enter the Scheduled On date. When a date is saved in 
the Scheduled On field, the attendee row will move from 
the Unscheduled folder to a folder with the Scheduled On date. 

 Attended:  Select the Attended option from the radio buttons. 

 Completed On1: Enter the Completed On date. 

 Score:  Enter a numerical value for the Score the person received on 
the course. 

 Result:  Select the Result option from the radio buttons. 

 Priority:  Enter a numerical value for the Priority for the course. 
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 Comments:  Enter additional notes on the course in the text box. 

 
When an attendee row is selected, right-click and select Set Scheduled Date, Set Completed Date, Mark as Passed, Mark as 
Failed, Mark as N/A, Add a New File Attachment or Open a File Attachment. To use this menu for multiple attendee rows, multi-select 
attendees by holding CTRL or SHIFT while selecting attendee rows. Then right-click and select the appropriate option. 
 

 

 

One-Time Event (Tab)  
This tab contains one-time event training information, such as event, date, description, type, attendees, etc. 

 

 
Events 
This section lists one-time events information, such as event, date, location, type, etc. 
 

 

 Year: Select the Year from the dropdown.  

 Event Name1:  Right-click to add a new data row and enter an Event Name into the text box. 

 Event Date1: Enter the Event Date. 

 Description:  Enter a Description in the text box.  

 Portfolio1:  Select the Portfolio from the dropdown. 

 Location:  Enter the event Location in the text box. 

 Entered By: Select the Entered By person from the user dropdown. The default is the current user. 

 Event Type:  Select the Event Type from the dropdown. 
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 Comments:  Enter additional notes on the event in the text box. 

 

Available People 
This section lists people, based on selected filter criteria. 

 

Attendees 
This section lists the attendees based on the selected event. 
 

Drag and drop people from the Available People section into the EventAttendee section to assign people to an event. Multi-select 
people to add by holding CTRL or SHIFT while selecting the people. 

 

 Event Attendee1: Right-click to add a new data row and select the Event Attendee from the person dropdown or drag a 
person from the Available People section. 

 Comments:  Enter additional notes on the attendee in the text box. 

 

 
Goals for an Area (Tab) 
This tab contains area training goals information, such as name, type, dates, etc.   
 

 

 Select the goal want to view or modify: Select the Goal from the dropdown. 

 Area Name: Displays the Area Name. 
 Area Type:  Displays the Area Type. 
 Goal: Enter a numerical value that represents the Goal. 

 Active Date: Enter the Active Date. 
 Inactive Date: Enter the Inactive Date. 
 Comments:  Enter additional notes on the goal in the text box. 
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Goals for a Facility (Tab) 
This tab contains facility training goals information, such as name, type, area, dates, etc.   
 

  

 Select the goal want to view or modify: Select the Goal from the dropdown. 

 Facility Name: Displays the Facility Name. 
 Facility Type:  Displays the Facility Type. 
 Area: Displays the Area Name. 

 Goal: Enter a numerical value that represents the Goal. 

 Active Date: Enter the Active Date. 
 Inactive Date: Enter the Inactive Date. 
 Comments:  Enter additional notes on the goal in the text box. 

 

 
 
Goals for a Person (Tab) 
This tab contains person training goals information, such as name, title, location, department, dates, etc.   
 

 

 Select the goal want to view or modify: Select the Goal from the dropdown. 

 Goals for Each Person: Select the filter option from the dropdown.   

 Last Name: Displays the person's Last Name. 

 First Name: Displays the person's First Name. 

 Middle Name: Displays the person's Middle Name. 

 Location: Displays the person's Location. 

 Department: Displays the person's Department.  

 Goal: Enter a numerical value that represents the Goal. 

 Active Date: Enter the Active Date. 
 Inactive Date: Enter the Inactive Date. 
 Comments:  Enter additional notes on the goal in the text box. 

 

 
 
Goals for a Portfolio (Tab) 
This tab contains portfolio training goals information, such as name, dates, etc.   
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 Select the goal want to view or modify: Select the Goal from the dropdown. 

 Portfolio Name: Displays the Portfolio Name. 
 Goal: Enter a numerical value that represents the Goal. 

 Active Date: Enter the Active Date. 
 Inactive Date: Enter the Inactive Date. 
 Comments:  Enter additional notes on the goal in the text box. 
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Utilities 
Select Tools Utilities from the menu bar to access various ACTS Utilities. For more details on each selection, expand sections below. 
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Bulk Facility Address Change 
Use this tool to change facility address information in bulk by area. 
 

Select Tools  Utilities  Change Data Records  Bulk Facility Address Change from the menu bar. 
 

 
 
 
 
                           
 
 
 
                  
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 Edit data by entering text, selecting from dropdowns, checking and unchecking boxes and entering dates into the appropriate 
fields. 

 

 
 

 Select what you want to do:  Select Add an address to every facility in an area, Replace the addresses in every facility in 
an area, Expire all addresses for every facility in an area, or Delete all addresses for every facility in an area. 
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 Select the area that contains the facilities you want to change:   Select the area from the dropdown. 

 Select the type of address to add/replace/expire/delete replace:  Select the address type from the dropdown. 

 Select the date to add/replace/expire the address:  Enter the date. 

 Enter the new address: 
o Street, Line 1:  Enter the 1st Line of Street Address in the text box. 
o Street, Line 2:  Enter the 2nd Line of Street Address in the text box. 
o Street, Line 3:  Enter the 3rd Line of Street Address in the text box. 
o City:  Enter the City in the text box. 
o State:  Select the State from the dropdown. 
o Zip Code:  Enter the Zip Code in the text box. 
o Country:  Select the Country from the dropdown. 

 

 Select OK. The specified address change will be reflected in the facility records. 

 

 

Bulk Facility Person Association 
Addendum 28 

 
Use this tool to change facility address information in bulk by area. 
 

Select Tools Utilities Change Data Records Bulk Facility Address Change from the menu bar. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Edit data by entering text, selecting from dropdowns, checking and unchecking boxes and  entering dates into the appropriate fields. 
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1. Select what you want to do gives the options to Associate, Expire, or Delete facility associations for the person. 

 Associate… creates a new person association. This option should be used to assign a person to a group of facilities. 

 Expire… marks all existing person associations for the selected person (step 2) of the selected type (step 3) as Inactive. This 
option should be used to inactivate person associations as it preserves the record of the inactivation and allows it to be set 
for a future date if appropriate. 

 Delete… removes existing person associations from the database. In general, this should only be used when a person was 
erroneously associated to facilities; use Expire instead to deactivate associations if a person changes roles. 
 

2. Select the person dropdown designates the person record that will have updated facility associations. 
 

3. Select the association type dropdown determines the kind of associations that will be affected. If using “Expire” or “Delete” the 
tool will only expire or delete person associations of this type and not others. This may be useful if the person is associated to a 
facility in more than one role.  
 

4. Select the person facilities dropdown designates the grouping of facilities that will have updated person associations. This affects 
the options available in step 5. 
 

5. Select the area, Select the portfolio, Select the counties; the question options changes to “area”, “portfolio”, or “counties” to 
match the answer to step 4.  

 Select the area:  select one area that contains the facilities the person selected in step 2 should be associated to, expired 
at, or removed from. The association changes will apply to all facilities in that area and to all facilities in areas that are 
children of that area. 
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 Select the portfolio: select one portfolio that contains the facilities the person selected in step 2 should be associated to, 
expired at, or removed from. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Select the counties: select one or more counties that contain the facilities the person selected in step 2 should be 
associated to, expired at, or removed from. To select more than one county, hold the [Ctrl] key when clicking; hold the 
[Shift] key instead to select a range at once. Only counties that have facilities in them will be available for selection. 
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6. Enter the effective date: For a new association, the effective date becomes the Active Date of the association. For an Expire 
action the effective date becomes the Inactive Date of the association. When deleting associations, any record with an active 
date after the effective date will be deleted, while those with earlier active dates will not.  
 
Exclude facilities that are not active as of this date: When this option is checked, the tool will filter out any facilities where the 
active date for the facility is later than the effective date or the inactive date is before the expiration date. If this option is not 
checked, then the facility’s active and inactive dates will not be used to determine if the person association for that facility 
should be added or modified. 
 

7. Optionally, enter any comments: Any comments or notes written in this text box will be added to the Comments field of the 
new association. This option is not available when Expiring or Deleting associations. 
 

Select the Make Changes button once all the settings are configured. 

 
 
 
 
 
 
 
 
 
 
 
A dialog box will appear confirming the association action and the number of facilities it will affect; ensure this is correct before 
clicking “OK”. Note that the tool will filter out facilities for which there is nothing to change, so if attempting to delete a person from 
a facility they are not associated to, that facility will be ignored and no change will be made. 

 
 

Bulk Facility Status Change 
Use this tool to change facility, equipment and regulation statuses in bulk by facility or area. 
 

Select Tools Utilities Change Data Records Bulk Facility Status Change from the menu bar. 
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1. Edit data by entering text, selecting from dropdowns, checking and unchecking boxes and  entering dates into the appropriate 
fields. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 Select Change all facilities in an area or Change one facility. 

 Area:  Select the Area from the dropdown if Change all facilities in an area is selected. 

 Facility:  Select the Facility from the dropdown if Change one facility is selected. 

 Only change facilities with this status:  Select the status that the facility status(es) will be changed from, from the 
dropdown. 

 Change to this status:  Select the status that the facility status(es) will be change to, from the dropdown. 

 Change the inactive date to:  Enter the Inactve Date to add an Inactive Date to all facilities with changing statuses. 

 Change the sold date to:  Enter the Sold Date to add a Sold Date to all facilities with changing statuses. 

 Change Equipment at Each Facility:  Select the checkbox to change equipment statuses. 
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 Only change equipment with this status:  Select the status that the equipment status(es) will be changed from, from the 
dropdown. 

 Change to this status: Select the status that the equipment status(es) will be change to, from the dropdown. 

 Change the inactive date to:  Enter the Inactive Date to add an Inactive Date to all equipment with changing statuses. 

 Change Regulations at Each Facility:  Select the checkbox to change regulation statuses. 

 Only change requirements with this status:  Select the status that the regulation status(es) will be changed from, from the 
dropdown. 

 Change to this status:  Select the status that the regulation status(es) will be change to, from the dropdown. 

 Change the inactive date to:  Enter the Inactive Date to add an Inactive Date to all regulations with changing statuses. 

2. Select OK. The specified status changes will be reflected in the facility records. 

 

Bulk File Attachment Export 
 

Use this tool to export specified file attachments. 
 

Select Tools  Utilities  Export Data Records  Bulk File Attachment Export from the menu bar. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1. Specify the files to export by entering text, selecting from dropdowns, checking and unchecking boxes and entering dates into 
the appropriate fields. 
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Choose the facilities that contain the files to export: 

 Select All Facilities or Selected Facilities Only and select the applicable facilities to 
export files from. 

 Filter the above facility list to this:  Select a filter from the dropdown, then choose a 
filter item from the dropdown. 

 
 

Choose the file attachment types to export: 

 Select All File Attachment Types or Selected File Attachment Types Only and select the applicable file attachment types of 
the files to export. 

  
Choose the file attachment statuses to export: 

 Select All File Attachment Statuses or Selected File Attachment Statuses Only  and select the applicable file attachment 
status of the files to export. 

  

Choose the document dates to export: 

 Range:  Select a date Range option from the dropdown. 

 Start, End:  Enter a Start and End Date. 

 Month, Year:  Select a Month and Year. 
Output Folder: 

 Enter a file path for the output folder to export the file to or select the Browse button to locate the output folder, then 
select OK. 
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 Create a subfolder for each area, Create a sub-folder for each facility, Create a sub-folder for each file type, Overwrite 
files if they already exist in the destination folder, Include the facility’s alternate name (when available):  Select the 
applicable checkboxes. 

 
2. Select OK.  The files will be exported to the specified folder. 

 

Bulk Reassignment 
 
Change multiple task assignments from one user to another through the Bulk Reassignment Window (for example, if a person 
leaves the company or transitions to another role). 
 

Select Tools Utilities Bulk Task Reassignment from the menu bar. 
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1. Follow the steps in the reassignment window. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 Select what you want to do:  Select Add the assignee in Step #3 to selected items assigned to the person in Step #2, 
Reassign selected items assigned to the person in Step # 2 to the assignee in Step #3, Expire the assignee in Step #2 
from selected items, or Delete the assignee in Step #2 from selected items. 

 Select the name of the person whose tasks you want to assign/reassign/expire/delete: Select the person from the user 
dropdown. 

 Select the name of the person who will be assigned the tasks/to reassign the tasks to:  Select the person form the user 
dropdown. 

 Select the date and time when the new assignment should happen/when the reassignment should happen/when the 
expiration should happen:   Enter the date and time. 

 Choose the responsibility (leave blank to copy the assignee's):  Select the task responsibility from the dropdown. If left 
blank, the responsibility will be copied from the assigned person. 

 Optionally filter the task list:   Select a task column to change the filter, then enter text to filter by the selected column or 
select Filter Groups. 

 Select one or more tasks to reassign (right-click for multi-select options):  To reassign, select the checkboxes of the tasks, 
reports, agency exceptions, etc. 

 
2. Select OK to reassign tasks. 

 
Addendum 29 
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Calculator 
Select Tools Utilities Calculator from the menu bar 
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Calendar 
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Calendar 
Select Tools Utilities Calendar from the menu bar. 
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Chemical Inventory Cleanup 
Content under Development 

 

Containment Calculator 
Content under Development 
 

Coordinate Conversion  

Select Tools Utilities Coordinate Conversion from the menu bar. 
 

 

 
 
 

Delete Incomplete Tasks 
Use this tool to delete multiple task assignments at one time. 

 

Select Tools Utilities Delete Incomplete Tasks from the menu bar. 
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1. Select the checkboxes under the Delete column of the tasks to be deleted. 

 

 

 
 

 

2. Select OK to delete tasks.  
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Export Facilities 
Use this tool to export facility information into a spreadsheet. 

 

Select Tools Utilities Export Data Records Export Facilities from the menu bar. 
 

 

 
 

 
 

1. Select a template from the dropdown. 
2. Select an area containing the facilities to export to the template from the dropdown. 
3. Select the facilities to export to the template. 

 
 

4. Select OK. 

5. Select the export file folder. 
6. Select Save. The files will be exported to the specified folder. 
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Generate Document 
Use this tool to generate a finalized document combining a template document and ACTS data.  

Select Tools Utilities Generate Document from the menu bar. 
 

 

 

 
1.  Select options from the dropdowns. 
 

 
 

 Select the type of document that you would like to create: Select the document 
type from the dropdown. 

 Select the area that contains the facility to use: Select the area from the 
dropdown. 
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Import Component Survey Data 
Use this tool to import component sample survey information from a spreadsheet. 

 

Select Tools Utilities Import Data Records Import Component Survey Data from the menu bar. 
 
 

 

 
 

 

 

 
1.  Enter the full path or file name in the text box or select Browse. 

 

 Select the facility that contains the data to use for this document:  Select the facility from the dropdown. 

 Select the equipment that contains the data to use for this document:  Select the equipment from the dropdown. 
 
2.  Select Generate. 
 
3.  Navigate to a location to save the generated document to and select Save. 
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2.  Select the file to import. 
 
 
 
3.  Select Open. 
 

 

 
   4.  Complete the other fields in the window. 

 Select the facility into which you want to import the data from the dropdown. 

 What do you want to do if there are components in the file that do not already exist at the facility?:   Select Add the 
New Equipment to add any new equipment to the facility or select Only Report New Equipment to not add the new 
equipment, which will be included in the exception report. 

 What do you want to do if the component or survey information in the file is different from what was previously loaded 
or entered into the database? Select an option for what to do if the import file data differs from data that exists at the 
facility. 

 
5.  Select Import.     

 

Merge Equipment 
This tool allows for the quick merging of two pieces of equipment and all of the associations. Use this tool if the same  equipment 
has been entered into the system more than once. 
 

Select Tools Utilities Merge Data Records Merge Equipment from the menu bar. 
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 Select the two equipment records. 

 

 
 

 Delete the duplicate equipment when the merge in complete: Select this check box to delete the duplicate record when 
merging equipment data to the official record. 

 
2.  Select Merge to complete the merge of two equipment records. 
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Merge Facilities 
This tool allows for the quick merging of two facilities and all of the associations. Use this tool if the same facility has been entered 
into the system more than once. 
 

Select Tools Utilities Merge Data Records Merge Facilities from the menu bar. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

1.  Select the facility records. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Duplicate Facility Record:  Select the Area, then the Facility with data that will be moved, from the dropdowns. 

 "Official" Facility Record: Select the Area, then the Facility that all data will be stored to, from the dropdowns. 

 Delete the duplicate facility when the merge in complete: Select this checkbox to delete the duplicate record when 
merging facility data to the official record. 

 
2.  Select Merge to complete the merge of two facility records. 
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Merge People 
This tool allows for the quick merging of two people and all of the associations. Use this tool if the same person has been entered 
into the system more than once. 
 

Select Tools Utilities Merge Data Records Merge People from the menu bar. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
1.  Select the person records. 
 

 
 
 
 
 
 
 
 

 Duplicate Person Record: Select the Person with data that will be moved, from the user dropdown. 

 "Official" Person Record: Select the Person that all data will be stored to, from the user dropdown. 
 

2.  Select Merge to complete the merge of the two people records. 
 
 

  



                                                                                                                                                            313 |  
 

Notepad 
 

Select Tools Utilities Notepad from the menu bar. 
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Unit Conversion 
Select Tools Utilities Unit Conversion from the menu bar. 
 
 

 
 
 
 
1.  Enter a value to convert. 
2.  The conversions will be listed in the sections below. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 Select the units to convert: Select the unit that is to be changed from the dropdown. 

 Enter the value to convert: Enter the numerical value for the unit being converted. Clicking on the arrow will cause a 
numerical keyboard to appear on screen. 

 Show decimal places: Select the number of decimal places that will appear in the conversion result. 

 Conversions: Displays the Converted Value for all units of the same Unit Type as the selected unit converted and 
the Formula used for the conversion. 
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Vehicle Operations 
Vehicle Operations Definitions 

Vehicle Operations: A module (as well as tabs in the Equipment Window) that stores mileage, fuel use and service history information 
for vehicles. 

 

 
 

Vehicle Operations Description 

Vehicle operations data is stored in the Vehicle Operations Window and in Mileage, Fuel Use and Service History Tabs in the Equipment 
Window for vehicle equipment types. 

 

Vehicle Operations Usage 

  

Open the Vehicle Operations Window 

 

           Select Operations Vehicle Operations from the menu bar. 

Save Vehicle Operations Information 

From the Vehicle Operations Window, 

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 

 

 Vehicle Operations Window 
 

Vehicle Operations information is organized in the  Vehicle Operations Window. 
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Vehicle Operations Window Sections 

The table below describes the Vehicle Operations Window sections. 
 

Section Description 
Vehicle Display Filter This sections allows the user to specify the displayed vehicle data. 
Vehicle Data Entry This section allows the user to enter vehicle operations data. 

 
 

Vehicle Operations Window Tabs 

The following table describes how the vehicle operations information is grouped into tabs. 

Tab Description 
Mileage This tab logs vehicle mileage. 
Fuel Use This tab logs vehicle fuel use. This tab may be populated by another database. 
Service History This tab logs vehicle service history. 
 

 

Vehicle Operations Data Entry Process 
 
Steps for Entering Data into an Vehicle Operations: 
 

1. Select an option from the first Vehicle Filter dropdown. The dropdown options are 
equipment attributes of the vehicles. 

2. Select an option from the second Vehicle Filter dropdown. The dropdown options are 
values of the first dropdown option. 

3. Select the Data Range options. 

 Year/ Month: Select the year and month of the vehicle data to display 
 

4. After choosing the view settings, select Load. 
5. Select a tab. Please see below for tab-specific instructions. 
6. Once data records have been modified, save changes by selecting the Save toolbar icon 

(or CTRL+S). 
 

 

 
 
Mileage (Tab) 

This tab logs vehicle mileage. 
 

javascript:void(null)
javascript:void(null)


                                                                                                                                                            317 |  
 

 

 

 Odometer Reading1: Enter the Odometer Reading in the text box. 

 Comments: Enter additional notes on the mileage in the text box. 
 

 
 

Fuel Use (Tab) 

This tab logs vehicle fuel use. This tab may be populated by another database. 
 

 

 

 Fueling Date1: Enter the Fueling Date. The default is the current date. 

 Description: Enter the Description in the text box. 

 Quantity: Enter the numerical value for the Quantity 

 Fuel Price: Enter the numerical value for the Fuel Price in the text box. 

 Total Cost1: Enter the numerical value for the Total Cost in the text box. 

 Odometer: Enter the numerical Odometer reading in the text box. 

 Merchant Name: Enter the Merchant Name in the text box. 

 Account Code: Enter the Account Code in the text box. 

 Account Number: Enter the Account Number in the text box. 

 Post Date: Enter the Post Date in the text box. 

 Transaction Code: Enter the Transaction Code in the text box. 

 Vendor: Select the Vendor from the dropdown. 

 Vendor Invoice: Enter the Vendor Invoice in the text box. 

 Comments:  Enter additional notes on the fuel use the text box. 
 

 
 
 
Service History (Tab) 

This tab logs vehicle service history. 
 

 

 Service Date1: Enter the Service Date. The default is the current date. 
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 Service Type1: Select the Service Type from the dropdown. 

 Description: Enter the Description in the text box. 

 Total Cost1: Enter the numerical value of the Total Cost in the text box. 

 Odometer: Enter the numerical Odometer reading in the text box. 

 Vendor: Select the Vendor from the dropdown. 

 Vendor Invoice Number: Enter the Vendor Invoice Number in the text box. 

 Comments:  Enter additional notes on the service the text box. 

 

 
 

Vehicle Equipment Window (Tab) 

 

 

Waste Management 
Waste Management Definitions 

Waste Management: A module that stores waste information for facilities. 

 

 
 

Waste Management Description 

The  Waste Management Window allows users to manage waste information, including waste type, generation date, container type, 
management methods, alert information, etc. 

Waste Management Data Usage 

  

Waste Management via Asset Explorer: 

  

Open the Waste Management Window 

Navigate to the facility that the waste management data applies to in the Asset Explorer. 
Right-click on the facility and select Open Waste Management Window. 
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 Waste Management Usage 

  

Open the Waste Management Window 

 

           Select Operations Waste Management from the menu bar. 

 
 Save Waste Management Information 
 From the Waste Management Window, 

 

Select the Save toolbar icon; 

Or select File Save from the menu bar; 
Or use the CTRL-S keyboard shortcut. 
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Waste Management Window 

 

Waste Management information is organized in the following window: 

 
 

 
 

Waste Management Window Sections 

The table below shows the Waste Management Window areas. 
 

Section Description 
Waste Management Display Filter This sections allows the user to specify the facility. 
Waste Management Data Entry This section allows the user to enter and view onsite and historical waste data. 
 

 

 

Waste Management Data Entry Process 

 
Steps for Entering Data into a Waste Management Window: 

 

1. Open a Waste Management Window. 
2. Select an Area, then a Facility from the filter dropdowns. 

 

 
 

3. Select a tab.  Please see below for tab-specific instructions. 
4. Update information by entering text, selecting from dropdowns, checking and unchecking boxes, and entering dates into the 

appropriate fields.  Contact an ACTS administrator to update fields and   dropdown items 
5. For list data, right-click in the gray area and select Insert, Add or Delete data rows. 
6. Once data records have been modified, save changes by selecting the Save toolbar icon or CTRL+S). For data records to 

appear as dropdown items, they must first be saved in the database. 

 
 

 

Onsite (Tab) 

This tab lists waste onsite at a facility.  
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 Common Name1: Enter the Common Name in the text box. 

 Data Generated1: Update the Date Generated. The default is the current date for new waste. 

 Waste Type: Select the Waste Type from the dropdown. 

 Quantity1: Enter the numerical value for the Quantity in the text box. 

 Units1: Select the appropriate Units from the dropdown. 

 Estimated: Select the Estimated checkbox to indicate if the waste data is estimated. 

 Recyclable: Select the Recyclable checkbox to indicate if the waste is recyclable. 

 DOT Proper Shipping Name: Enter the DOT Proper Shipping Name in the text box. 

 Waste Identifier: Enter the Waste Identifier in the text box. 

 Unit or Process Name That Generated the Waste: Enter the Unit or Process Name That Generated the Waste in the text 
box. 

 Waste Material Type: Select the Waste Material Type from the dropdown. 

 Accumulation Started On: Enter the Accumulation Started On date. 

 No. of Containers: Select the Number of Containers used. 

 Container Type: Select the Container Type from the dropdown. 

 

 Container Description: Enter a Description of the container in the text box. 

 Universal Waste Type: Select the Universal Waste Type from the dropdown. 

 EPA Hazardous Waste Type: Select the EPA Hazardous Waste Type from the dropdown. 

 EPA Waste Source: Select the EPA Waste Source from the dropdown. 

 EPA Management Method: Select the EPA Management Method from the dropdown. 

 Associated Analysis: Select an Associated Analysis from the dropdown. 

 Comments: Enter additional notes on the waste in the text box. 

 Entered By: Displays the person that entered the waste information. 

 

 

  

In Process (Tab) 
This tab lists waste in process from a facility.  

  

 

 Ship Date: Displays the Ship Date, entered in the Shipping Manifest. 
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 Manifest Status: Displays the Manifest Status, entered in the Shipping Manifest. 

 Manifest ID: Displays the Manifest ID, assigned when the Shipping Manifest is created. 

 Common Name1: Enter the Common Name in the text box. 

 Data Generated1: Update the Date Generated. 

 Waste Type: Select the Waste Type from the dropdown. 

 Quantity1: Enter the numerical value for the Quantity in the text box. 

 Units1: Select the appropriate Units from the dropdown. 

 Estimated: Select the Estimated checkbox to indicate if the waste data is estimated. 

 Recyclable: Select the Recyclable checkbox to indicate if the waste is recyclable. 

 DOT Proper Shipping Name: Enter the DOT Proper Shipping Name in the text box. 

 Waste Identifier: Enter the Waste Identifier in the text box. 

 Unit or Process Name That Generated the Waste: Enter the Unit or Process Name That Generated the Waste in the text 
box. 

 Waste Material Type: Select the Waste Material Type from the dropdown. 

 Accumulation Started On: Enter the Accumulation Started On date. 

 

 No. of Containers: Select the Number of Containers used. 

 Container Type: Select the Container Type from the dropdown. 

 Container Description: Enter a Description of the container in the text box. 

 Universal Waste Type: Select the Universal Waste Type from the dropdown. 

 EPA Hazardous Waste Type: Select the EPA Hazardous Waste Type from the dropdown. 

 EPA Waste Source: Select the EPA Waste Source from the dropdown. 

 EPA Management Method: Select the EPA Management Method from the dropdown. 

 Associated Analysis: Select an Associated Analysis from the dropdown. 

 Comments: Enter additional notes on the waste in the text box. 

 Entered By: Displays the person that entered the waste information. 

 

 

 
Historic (Tab) 
This tab lists historical waste records. 

 

 Ship Date: Displays the Ship Date, entered in the Shipping Manifest. 

 Manifest Status: Displays the Manifest Status, entered in the Shipping Manifest. 
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 Manifest ID: Displays the Manifest ID, assigned when the Shipping Manifest is created. 

 Common Name1: Enter the Common Name in the text box. 

 Data Generated1: Update the Date Generated. 

 Waste Type: Select the Waste Type from the dropdown. 

 Quantity1: Enter the numerical value for the Quantity in the text box. 

 Units1: Select the appropriate Units from the dropdown. 

 Estimated: Select the Estimated checkbox to indicate if the waste data is estimated. 

 Recyclable: Select the Recyclable checkbox to indicate if the waste is recyclable. 

 DOT Proper Shipping Name: Enter the DOT Proper Shipping Name in the text box. 

 Waste Identifier: Enter the Waste Identifier in the text box. 

 Unit or Process Name That Generated the Waste: Enter the Unit or Process Name That Generated the Waste in the text 
box. 

 Waste Material Type: Select the Waste Material Type from the dropdown. 

 Accumulation Started On: Enter the Accumulation Started On date. 

 

 No. of Containers: Select the Number of Containers used. 

 Container Type: Select the Container Type from the dropdown. 

 Container Description: Enter a Description of the container in the text box. 

 Universal Waste Type: Select the Universal Waste Type from the dropdown. 

 EPA Hazardous Waste Type: Select the EPA Hazardous Waste Type from the dropdown. 

 EPA Waste Source: Select the EPA Waste Source from the dropdown. 

 EPA Management Method: Select the EPA Management Method from the dropdown. 

 Associated Analysis: Select an Associated Analysis from the dropdown. 

 Comments: Enter additional notes on the waste in the text box. 

 Entered By: Displays the person that entered the waste information. 
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Waste Manifest 
Waste Manifest Definitions 

Waste Manifest: A waste manifest is a shipping document that tracks waste from the generation point to disposal. 

 
 

 

Waste Manifest Description 

The Waste Manifest Window allows users to manage waste information, including facility information, responsible parties, dates, 
transport information, shipped waste information, ect,. in order to create a Waste Manifest document. 

Waste Manifest Usage 
  

Add a Waste Manifest 

In the Waste Management Window select Create a New Shipping Manifest. 
 

Open an Existing Waste Manifest 

In the Waste Management Window, select the Open an Existing Shipping Manifest from the Onsite tab. 
Then select the Waste Manifest from the list of waste manifests. 

 

 
Or 
 
In the Waste Management Window, select a waste record data row and select the Open the Selected Shipping Manifest from the In 
Process tab or the Historic tab. 

 

  

 

 
  

Waste Manifest Data via Toolbar & Menu Bar:   

 
Open an Existing Waste Manifest 
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           From the Waste Manifest Window,   

       
  

Select Open toolbar icon; 

Or select File Open from the menu bar, 
then select the waste manifest from the list of waste manifests. 

Enter a New Waste Manifest  

           From the Waste Manifest Window,  

 

Select the New toolbar icon; 

Or select File New from the menu bar. 

 

Copy a Waste Manifest  

          From the Waste Manifest Window,  

 

Select the Copy toolbar icon; 

Or select File Copy a Waste Manifest from the menu bar, 
then select the waste manifest to copy from the list of waste 
manifests. 

 

Save Waste Manifest Information  

           From the Waste Manifest Window,  

 

Select the Save toolbar icon; 

Or select File Save from the menu bar. 

 

 
Delete a Waste Manifest 

          From the Waste Manifest Window, 

 

Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word "DELETE" and select OK. 

Print a Waste Manifest 

          From the Waste Manifest Window, 

 

Select the Print toolbar icon; 

Or select  File Print from the menu bar. 

 

 

Waste Manifest Window 
 
 

Waste Manifest information is organized by tab in a Waste Manifest Window in ACTS.  
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Waste Manifest Window Tabs 

The following table describes how the waste manifest information is grouped into tabs. 
 

Tab Description 

Waste Manifest 
Information 

This tab contains general waste manifest information, such as facility, responsible person, document number, 
status, dates, transporter, destination, discrepancies, comments, etc. 

Shipped Waste 
This tab contains shipped waste information, such as names, types, quantity, containers, management methods, 
comments, etc.   

File Attachments This tab stores the files that are associated with the waste manifest. 
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Waste Manifest Data Entry Process 

 
Steps for Entering Data into a Waste Manifest: 
 

1. Open a Waste Manifest Window. 
2. Select a tab. Please see below for tab-specific instructions. 
3. Update information by entering text, selecting from dropdowns, checking and unchecking boxes and entering dates into the 

appropriate fields. Contact an ACTS administrator to update fields and dropdown items. 
4. For list data, right-click in the gray area and select Insert, Add or Delete data rows. 
5. Once data records have been modified, save changes by selecting the Save toolbar icon  or CTRL+S). For data records to appear 

as dropdown items, they must first be saved in the database. 
 

 
 

Waste Manifest Information (Tab) 

This tab contains general waste manifest information, such as facility, responsible person, document number, status, dates, transporter, 
destination, discrepancies, comments, etc. 
 

  

 Facility1:  Select the Facility from the dropdown. 

 Manifest Type1: Select the Manifest Type from the dropdown. 

 Manifest Status1:  Select the Manifest Status from the dropdown. 

 Responsible Person1: Select the Responsible Person from the user dropdown. 

 Ship Date1:  Update the Ship Date. The default is the current date. 

 Check this box if this is the result of a one time cleanup: Select box if one time cleanup. 

 Arrival Date:  Enter the Arrival Date. 

 Manifest Document Number:  Enter the Manifest Document Number in the text box. 

 Transporter(s):  Enter the Transporter in the text box. 

 Destination: Enter the Destination in the text box. 

 Comments:  Enter additional notes on the waste manifest in the text box. 

  

 
Waste Manifest Attributes (Tab) 

This tab contains waste manifest attributes that are specific to a company.  The fields may be changed by an ACTS administrator. 
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Shipped Waste (Tab) 

 

This tab contains shipped waste information, such as names, types, quantity, containers, management methods, comments, etc.  

 

  Included in Manifest: Select box if waste will be included in the manifest. 

  Common Name1: Enter the Common Name in the text box. 

  Data Generated1: Update the Date Generated. The default is the current date for new waste. 

  Waste Type: Select the Waste Type from the dropdown. 

  Quantity1: Enter the numerical value for the Quantity in the text box. 

  Units1: Select the appropriate Units from the dropdown. 

  Estimated: Select the Estimated checkbox to indicate if the waste data is estimated. 

  Recyclable: Select the Recyclable checkbox to indicate if the waste is recyclable. 

  DOT Proper Shipping Name: Enter the DOT Proper Shipping Name in the text box. 

  Unit or Process Name That Generated the Waste: Enter the Unit or Process Name That Generated the Waste in the text 
box. 

  No. of Containers: Select the Number of Containers used. 

  Container Type: Select the Container Type from the dropdown. 

  Container Description :Enter a Description of the container in the text box. 

  Universal Waste Type: Select the Universal Waste Type from the dropdown. 

  EPA Hazardous Waste Type: Select the EPA Hazardous Waste Type from the dropdown. 

  EPA Waste Type: Select the EPA Waste Type from the dropdown. 

  EPA Waste Source: Select the EPA Waste Source from the dropdown. 

  EPA Management Method: Select the EPA Management Method from the dropdown. 

  Comments: Enter additional notes on the waste in the text box. 

 
File Attachments (Tab) 

This tab stores the files that are associated with the waste manifest. 
 

 

Select the Browse button to search the computer or network drive for the specific file.  If ACTS is hosted by Ecocion, the user computer 
is found through the “Client C (M:)” drive. 
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 Where Stored1:  Select Store the file in ACTS to upload a version of the file into ACTS; 
select Just store the external location to store the location of the file on a computer or 
network drive, which will be accessible through ACTS when the external pathway is 
accessible. 

 External Location1: Enter the External Location of the file in the text box, if Just store the 
external location is selected. 

 File Name1:  Update the File Name in the text box.  This is what the file will be called in 
ACTS. 

 File Type1:  Select the File Type from the dropdown. 

 Status1:  Select the Status of the document from the dropdown. 

 Document Date1: Update the Document Date.  The default is the current date. 

 Active Date1:  Enter the Active Date. 

 Inactive Date:  Enter the Inactive Date. The default is the current date. 

 Comments:  Enter additional notes about the file attachment in the text box. 
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Workorder 
Workorder Definitions 
  

Workorder:  A form to create a one-time task for an item which requires attention.  Tasks generated by workorders are not recurring 
and can be associated to a facility and/or equipment. 

 

 
 

Workorder Description 

  

In the ACTS Asset Explorer, workorders are located 
under Facilities, which are located under any Area, within 
the company hierarchy.  Workorders may be associated 
to Facilities, File Attachments, etc. and may be used to 
generate Tasks. 

 

Workorder Usage 

  

Workorder Data via Asset Explorer: 

  

Add A Workorder 

Navigate to the facility that the workorder will be nested under in the Asset Explorer. 
Right-click on the facility and select Add a Workorder. 
 

 

 

Edit, Copy, Delete a Workorder 

Navigate to the workorder in the Asset Exporter. 
Right-click on the workorder and select the appropriate option. 
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Workorder Data via Toolbar & Menu Bar: 

  

Open the Workorder Window 

 

Select Operations Workorder from the menu bar. 

  

 

 
 
Open an Existing Workorder 

  

From the Workorder Window,   

 

Select the Open toolbar icon; 

Or select the File Open from the menu bar, 
then select the workorder to open from the list of workorders. 

Enter a New Workorder 

From the Workorder Window, 

 

Select the New toolbar icon;  

Or select File New from the menu bar. 
  

Copy a Workorder 

From the Workorder Window, 

 

Select the Copy toolbar icon; 

Or select File Copy a Workorder from the 
menu bar,  
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then select the workorder to copy from the 
list of workorders. 

Save Workorder Information 

From the Workorder Window, 

 

 

Select the Save toolbar icon; 

Or select the File Save from the menu bar. 

Delete a Workorder 

From the Workorder Window, 

 

Select the Delete toolbar icon; 

Or select File Delete from the menu bar, 
then enter the word "DELETE" and select OK. 

Print a Workorder Detail Report 

From the Workorder Window,   

 

Select the Print toolbar icon; 

Or select File Print from the menu bar. 
 

 

Workorder Window 
  

Workorder information is organized by tab in a Workorder Window in ACTS. 

 

 

Workorder Window Tabs 

The following table describes how the workorder information is grouped into tabs. 

  

Tab Description 

Detailed Workorder Information 
This tab contains the basic workorder information, such as type, status, name, 
responsible person, due date, description, tracking number,  vendor, comments, etc. 

Workorder Attributes 
This tab contains workorder attributes that are specific to a company.  The fields may be 
changed by an ACTS administrator. 

Workorder Task Assignees This tab lists the assignees that are assigned to the tasks from the workorder. 
Facility Associations This tab lists facilities that are associated with the workorder. 
Equipment Associations This tab lists the equipment that is associated with the workorder. 
Correspondence This tab logs the correspondence regarding workorder. 
File Attachments This tab stores the files that are associated with the workorder. 
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Workorder Data Entry Process 
  

Steps for Entering Data into a Workorder Window: 

1. Open a Workorder Window. 
2. Select a tab.  Please see below for tab-specific instructions. 
3. Update information by entering text, selecting from dropdowns, checking and 

unchecking boxes, and entering dates into the appropriate fields.  Contact an ACTS 
administrator to update fields and dropdown items. 

4. For list data, right-click in the gray area and select Insert, Add or Delete data rows. 
5. Once data records have been modified, save changes by selecting the Save toolbar 

icon (or CTRL+S).  For data records to appear as dropdown items, they must first be 
saved in the database.  

 

Detailed Workorder Information (Tab) 

This tab contains the basic workorder information, such as type, status, name, responsible person, due date, description, tracking 
number,  vendor, comments, etc. 

 

 Workorder Type1:  Select the Workorder Type from the dropdown. 

 Workorder Status1:  Select the Workorder Status from the dropdown. 

 Workorder Name1:  Enter the Workorder Name in the text box. 

 Responsible Person1:  Select the Responsible Person from the user dropdown.  This field defaults to the current user. 

 Due Date1:  Enter the Due Date.  The default is the current date.  

 Generate a Task:  Select the Generate a Task checkbox to create a task for this workorder. 

 Description1:  Enter a Description of the workorder in the text box. 

 Tracking Number:  Enter the Tracking Number in the text box. 

 Vendor:  Select the Vendor from the dropdown. 

 Comments:  Add additional notes on the workorder in the text box. 

 
Workorder Attributes (Tab) 

This tab contains workorder attributes that are specific to a company.  The fields may be changed by an ACTS administrator. 

 
Workorder Task Assignees (Tab) 
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This tab lists the assignees that are assigned to the tasks from the workorder. 

 

 Task Assignee1:  Select the Task Assignee from the user dropdown.  

 Task Responsibility1:  Select the Task Responsibility from the dropdown. 

 Comments:  Add additional notes on the task assignee in the text box. 

 
Facility Associations (Tab) 

This tab lists facilities that are associated with the workorder. 

 

This tab will include the selected facility by default, if created through the Asset Explorer.  If there are additional facilities that are 
associated to this workorder, enter them. 

1. Right-click in the gray area and select Add Selected Facilities in an 
Area or Add Selected Facilities in a Portfolio. 

2. Select the area or portfolio in which the facility is located. 

3. Select the facility from the list to add the association to this workorder. 

 

 

 
 

 

 

 Facility Name, Alternate Name, Facility Type, and Facility Status:  These fields become populated when the facility is 
selected. 

 Comments:  Enter additional notes on the facility association in the text box. 

 
Equipment Associations (Tab) 

This tab lists the equipment that is associated with the workorder. 
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If there are equipment pieces that are associated to this exception, enter them. 

1. Right-click in the gray area and select Add or Add Selected Equipment. 
 
 
 
 

2. Select the equipment from the list to add the association to this workorder.  If Add was 
selected, then select the equipment from the dropdown. 

 

 
 
 

 

 

 

 

 

 

 Equipment1:  This field becomes populated when the equipment is selected. 

 Comments:  Enter additional notes on the workorder association in the text box. 

 
Correspondence (Tab) 

This tab logs the correspondence regarding the workorder. 

 

 Correspondence Date1:  Update the Correspondence Date.  The default is the current date. 

 Contact Person1:  Enter the person who was contacted in the text box. 

 Correspondence Type1:  Select the Correspondence Type from the dropdown. 

 Correspondence Method1:  Select the Correspondence Method from the dropdown. 

 Responsible Person1:  Select the Responsible Person from the user dropdown.  This is the person who did the contacting. 

 Comments:  Enter additional notes on the correspondence in the text box. 

 
File Attachments (Tab) 

This tab stores the files that are associated with the workorder. 
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Select the Browse button to search the computer or network drive for the specific file.  If ACTS is hosted by Ecocion, the user computer 
is found through the “Client C (M:)” drive. 
 

 Where Stored1:  Select Store the file in ACTS to upload a version of the file into ACTS; 
select Just store the external location to store the location of the file on a computer or 
network drive, which will be accessible through ACTS when the external pathway is 
accessible. 

 External Location1: Enter the External Location of the file in the text box, if Just store the 
external location is selected. 

 File Name1:  Update the File Name in the text box.  This is what the file will be called in 
ACTS. 

 File Type1:  Select the File Type from the dropdown. 

 Status1:  Select the Status of the document from the dropdown. 

 Document Date1: Update the Document Date.  The default is the current date. 

 Active Date1:  Enter the Active Date. 

 Inactive Date:  Enter the Inactive Date. The default is the current date. 

 Comments:  Enter additional notes about the file attachment in the text box. 
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