TapRooT® vb5 Software Quick Start Guide

TapRooT® Technical Support:
Monday — Friday: 8:00am — 5:30pm EST
TapRooT® Phone: (865) 539-2139

Email:
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Software — Process Relation

e Design Based around the “Investigation” and
“Documents”™

Investigations and Audits

Main Access to Basic Investigation Information through User
Landing Screen and 7-Step Flow

List of all Incidents Associated with user
Provides Access for Editing, Viewing Investigation or
Assoclated Documents

Documents

Each technique in the TapRooT® process is a document and
can be independent or associated with an investigation or audit.

. - b
P r iy
& sa@\TapRooT®
T% 7 )Y Changing the Way the
S EEY World Solves Problems ©Copyright System Improvements, Inc. Duplication Prohibited Worldwide. ~ Rev May 2010



Creating a New Investigation

e Select the Activities/New/Investigation menu item

TapRooT* | |
|
‘ New Audit
i
Import Invest n
DOCUMENTS » [P Submission
REPORTS * [t oy

PROCESS * Search

4 Current AuditInvestigation

Logoff / Exit

e This will take you to the Investigation Editor where basic

Information can be entered.
C ~nowowmx &

File/Title Date Time
Status | Active [v]OSensitive Incident v $
Submission # ¥ Investigation v S
Description Draft Final
Report | v b
Location Classifications
SELECT SELECT
Investigation # CLEAR SAVE CANCEL
DETAILS/ATTACHMENTS
NAME AUTHORIZATION Select Details Field ]
System Administrator System Administrator
g p ADD SECURITY SETTINGS DELETE HELP
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Investigation Editor

INVESTIGATION EDITOR =

This is the central collection point for
= general investigative information and
access to all investigation level reports.

vvvvv

On this editor, there are several items that are considered mandatory and must have data
entered before the investigation can be saved. These include:

File/Title

Incident and Investigation Dates

Description (Short description of the occurrence)

Location and Classification

NOTE: If no additional data is located in the Location and Classification windows, simply select the Highest level
node (Location and Classification) to fulfill requirement. Setup of these lists are done through the Admin->Setup-
Edit/Import Hierarchies tools.
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Investigation Editor

After Entering Investigation Information and Saving, the Investigation/Audit data will be
available through the 7-Step Process Flow through the 7-Step Button.

INVESTIGATION EDITOR

~
File/Title Date Time i ( INVESTIGATION: [#EX-001], Last Modified - 5/26/2010 3:00 PM )
Status Incident v B 3
Submission # Investigation v [z+ ; C: y
Report [ v | v Investigation Number: EX-001
Location p E Classifications [ ¢ Investigation Title: Fish Kill Example
SELECT SELECT TION I}
o e OPEN INVESTIGATION INFO SAVE CLOSE
7 Ste Create  Open Existin
Investigation # CLEAR SAVE CLOSE REPORTS c omplgted Process Step Techniques Document F[’) ot g
i g NEW .
NAME AUTHORIZATION || | Select Details Field v| 1 PlanInvestigation - Get Started Root Cause Tree® NEW OPEN
' - 7 Equifactor® NEW OPEN
Summer SnapCharT® NEW OPEN
Equifactor® NEW OPEN
2 Determine Sequence of Events
CHAP NEW OPEN
@ SXPORT HELP Change Analysis NEW OPEN
Autumn SnapCharT® NEW OPEN
3 Define Causal Factors Equifactor® NEW OPEN
Safeguards Analysis NEW OPEN
Analyze Each Causal Factor's NEW .
Once on the 7-Step Process Menu the User Can 4 Root Causes Root Cause Tree® o
= Analyze Each Root Cause's Root Cause Tree® NEW OPEN
v 5 2 :
Create New Documents, Open Existing @ Generic Causes e
1 1 Corrective Action Helper® NEW OPEN
Documents, View / Print Reports, and track Develop & Evaluate Corrective s
! ! o Actions ;
CO m I eted Ste S Safeguards Analysis NEW OPEN
p p ) Present/Report & Implement Winter SnapCharT® NEW OFEN
7 C
orrective Actions Software Reports OPEN

¥ Changing the Way the
World Solves Problems ©Copyright System Improvements, Inc. Duplication Prohibited Worldwide. ~ Rev May 2010 4




Accessing Audit/Investigation Data

e User can access all investigations or audits directly
from this screen by opening the appropriate folders.

e Investigation/Audit — Leads to 7-Step Process Flow

e Each Technigue/Document — Takes user to that document for
edit/view based on the security rights provided by team leader.

QUICK LAUNCH MENU

MY INVESTIGATIONS/AUDITS/UNASSOCIATED DOCUMENTS
N

=-C] My Investigations
#-(2] 2009-2 - Medical Example
#-(Z] 868888 - Incident we are investigating
-] EX-001 - Fish Kill Example
=] SnapCharT®
(1 SnapCharT® - Fish Kill (Final)
(1 SnapCharT® - Fish Kill (Initial information)
(1 SnapCharT® - Fish Kill (Working)
=] Root Cause Tree®
(] Root Cause Tree® - Automatic shutoff does not wor
] Root Cause Tree® - CO does not hear alarm
(1 Root Cause Tree® - CO falls asleep v
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Accessing Audit/Investigation Data

e Opening Investigations/Audits

e Highlight the appropriate investigation/audit and select the OPEN
button, providing access to 7-Step Process and all documents for
that investigation.

( Welcome Ed Skompski, Last Login - 6/2/2010 10:22 AM

-] My Investigations
(£32009-2 - Medical Example
(Z1 88888 - Incident we are investigating
=)

(23 EX-002 - Failed pump capacity check

(3 My Audits
-] My Unassociated Documents

QUICK LAUNCH MENU

MY INVESTIGATIONS/AUDITS/UNASSOCIATED DOCUMENTS

-] Knoxville00000112009 - Environmental Spill Example

™~

\TapRooT®
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TapRooT*

DOCUMENTS *

REPORTS

PROCESS ¥

INVESTIGATION: [#EX-001], Last Modified : 5/26/2010 3:00 PM

-

INVESTIGATION PROCESS FLOW

Investigation Number: EX-001
Investigation Title: Fish Kill Example

OPEN INVESTIGATION INFO SAVE CLOSE
Step Create  Open Existing
Completed Process Step Techniques Document  Document
Spring SnapCharT® NEW OPEN
1 PlanInvestigation - Get Started Root Cause Tree® NEW OPEN
Equifactor® NEW OPEN
Summer SnapCharT® NEW OPEN
: Equifactor® NEW OPEN
2 Determine Sequence of Events
CHAP NEW OPEN
Change Analysis NEW OPEN
Autumn SnapCharT® NEW OPEN
3 Define Causal Factors Equifactor® NEW OPEN
Safeguards Analysis NEW OPEN
Analyze Each Causal Factor's NEW o
4 BRiic ditos Root Cause Tree® OPEN
s Analyze Each Root Cause's Root Cause Tree® NEW OPEN
N Generic Causes Corrective Action Helper® NEW OPEN
. Corrective Action Helper® NEW OPEN
6 Develop & Evaluate Corrective
Actions
Safeguards Analysis NEW OPEN
7 PresentReport & Implement Winter SnapCharT® NEW OPEN
Corrective Actions Software Reports OPEN

©Copyright System Improvements, Inc. Duplication Prohibited Worldwide.
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Accessing Audit/Investigation Data

e /-Step Process Flow

e This allows access to the Investigation Editor for basic
Investigation information and access to all documents/
techniques used for that investigation.

( % INV (GATION EDITOR
INVESTIGATION: [#EX-001], Last Modified : 5/26/2010 3:00 PM )
o File/Title Date Time
S Status Incident v %
TapRooT* INVESTIGATION PROCESS Submission # Investigation v S
Investigation Number: EX-001 Description Draft Final
Investigation Title: Fj xample Report Bt b
OPEN INVESTIGATION INFO SAVE CLOSE Location Classifications 3
seLect seLect
Step Create  Open Existing e
Completed LigcessRin Teerieies Document  Document .
Spring SnapCharT® NEW OPEN Investigation # CLEAR SAVE CLOSE REPORTS
REPORTS * i aat .
- 1 PlanInvestigation - Get Started Root Cause Tree® NEW OPEN TEAM MEMBERS DETAILS/ATTACHMENTS
Equifactor® NEW STHORIZATION [ A | Select Details Field v
Summer SnapCharT® NEW
2 Determine Sequence of Events
Change Analysis NEW
7 STEPS EXPORT HELP
Autumn SnapCharT® NEW
3 Define Causal Factors Equifactor® NEW
Safeguards Analysis NEW DOCUMENT:
4 Analyze Each Causal Factor's Root G Tree® NEW OPEN —
Root Causes oot Cause free ® SnapCharT® ORoot Cause Tree® OEquifactor® O Change Analysis
e R e Root Cause Tree® NEW OPEN OCHAP O Safeguards O Corrective Action
3 )
5 Cohort bhikos Corective Action Helper® NEW OPEN Associated Investigation/Audit Number Modified Date Season Chart Title
EX-001 311201033444 P |Spring  |Fish Kill (initial information
Develop & Evaluate C s Corrective Action Helper® NEW OPEN EX-001 P R b
e e GUHENE X001 autum |Fish KillFinal
Safeguards Analysis NEW OPEN
7  PresentReport & Implement Winter SnapCharT® NEW OFEN
Corrective Actions Software Reports OPEN

TapRooT®
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STEPS
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SnapCharT®

Organizing your data
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Creating New SnapCharT®s

e First select the Tools/New/SnapCharT® menu item

e This will direct you to a new window where the

2100 xf
A taw C

S

2|

SnapCharT® can be created - =

S HTTE M

|

S
P | » — | |

rﬁﬂﬁ‘”ﬂ‘a i--»f Snets | _cime | Pt | _Epor | gt | J“F:' :«Jf
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Selecting Shapes

e To begin, select a shape from the Create Chart section and
double-click anywhere on the chart

e The object can then be moved and resized. Shape
Attributes and additional options can also be chosen

hape Attribut
ly Available wi hafg lect hart
Text Dat Date/T
, _| I j I _| I” Causal Factor - I ;]
B I u = = = ™ Assumption
hape Color ~ | =
| oA =
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Connecting Shapes

e To Connect shapes, click and drag from shape to
shape as shown below.

/2 SoapCharT - Windows Interet Explorer

|
Event-1 —~Esmit 2 | ( In\ciden) J Event 1 } —p0  Event2 ( incident
l Condition l | Condition I

=i =l
A | N o q
Swe | SmeAs| Ciose | Pint_| Expon | _impon | Undo | _ Redo | Help —ll_._l Saw | Sawhs | _Close Pont | _Expot | | import Undo | Reda | Help —]] |
‘|_ ________ - o | > ‘l I »
Dore o [ Toderrmt H100% - Doce ) G Internes » -

Remember: Center of one shape, to the center of the second shape

A ATapRooT®
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Saving and Assoclating SnapCharT®s

e Select SAVE at the bottom of the screen to save the chart

<

Save\rb‘ SaveAs Close
4| \

e This will then prompt for a name, version and description

o Next select SAVE and you will be asked If you ===
wish to Associate the document with an audit '
or investigation

If the document is associated to an investigation or audlt |t WI|| then
be protected by security around that inv/audit

If not associated it is owned by the creator

If document created through 7-Step Process, it is automatically
_ associated to the investigation and this step is not required
g F@A\TapRooT®
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Saving and Assoclating SnapCharT®s

e If you select Yes and wish to associate the document, select the
appropriate investigation or audit from the list provided and
select done. This document will now be listed under that
Investigation/audit on the appropriate user landing screens.

&1 InvestigationAuditList -- Web Page Dialog [EJ I
INVESTIGATION /AUDIT LIST i
Investigation/Audit "
Number e Type r
0000000001 Audit Ed-Dan Audit Change Chap Audit
00o0o0no2 adfadsfa Investigation
0000001 EdDanChange Chap Investigation| Investigation
. DONE || CANCEL
http:/{beta.taproot.com/TapRoot/IncidentManager/dialc & Internet

o @\ TapRooT®
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Accessing Existing SnapCharT® Data

e Opening Investigations/Audits

e Highlight the appropriate investigation/audit and select the OPEN
button, providing access to 7-Step Process.

( Welcome Ed Skompski, Last Login - 6/2/2010 10:22 AM

-

( INVESTIGATION: [EX-001], Last Modified : 5/26/2010 3:00 PM
MY INVESTIGATIONS/AUDITS/UNASSOCIATED DOCUMENT: ' 4
=-(] My Investigations TapRooT* INVESTIGATION PROCESS FLOW
(£12009-2 - Medical Example Investigation Number: EX-001
(Z1 88888 - Incident we are investigating ACTIVITIES Investigation Title: Fish Kill Example
S OPEN INVESTIGATION INFO SAVE CLOSE
(1 EX-002 - Failed pump capacity check LS > —
#-C] Knoxville00000112009 - Environmental Spill Example Step Create  Open Existing
(1 My Audits Completed Hcesath jecnigies Document  Document
#-(] My Unassociated Documents Spring SnapCharT® NEW OPEN
1 PlanInvestigation - Get Started Root Cause Tree® NEW OPEN
/\ Summer SnapCharT® NEW OPEN
O Equifactor® NEW OPEN
2 Determine Sequence of Events
CHAP NEW OPEN
Change Analysis NEW OPEN
Autumn SnapCharT® NEW OPEN
3 Define Causal Factors Equifactor® NEW OPEN
Safeguards Analysis NEW OPEN
Analyze Each Causal Factor's NEW o
4 Robt Gatlocs Root Cause Tree® OPEN
= Analyze Each Root Cause's Root Cause Tree® HEW OPEN
- Generic Causes Corrective Action Helper® NEW OPEN
g Corrective Action Helper® NEW OPEN
6 Develop & Evaluate Corrective A
Actions
Safeguards Analysis NEW OPEN
;  PresentReport & Implement Winter SnapCharT® NEW OPEN
T R T® Corrective Actions Software Reports OPEN
&) Changing the Way the
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Accessing Existing SnapCharT® Data

e Select OPEN next to the technique desired, highlight the specific document,
select OPEN, and you will be taken to that document for edit/view (based on
security rights granted)

ASSOCIATED DOCUMENTS

® SnapCharT® Root Cause Tree® O Equifactor® O Change Analysis
( INVESTIGATION: [$EX-001], Last Modified - 5/26/2010 3:00 PM ) Qi O Sajemards O Coredive Acivn
Associated Investigation/Audit Number Modified Date Season Chart Title
J EX-001 31172010 33444 PU Spring Fish Kill (initial information,
y EX-001 Summer |Fish Kill (Working,
TapRooT* INVESTIGATION PROCESS FLOW EX-001 Autum | Fish Kill (Final
Investigation Number: EX-001
Investigation Title: Fish Kill Example
OPEN INVESTIGATION INFO SAVE CLOSE
Step Create  Open Existing
Completed FEEES Sy e Document _ Document
Spring SnapCharT® NEW OPEN
1 PlanInvestigation - Get Started Root Cause Tree® NEW OPEN
Summer SnapCharT® NEW OPEN OPEN 7STEPS
2 Determine Sequence of Events
Change Analysis NEW /ﬂ!\ P
Autumn SnapCharT® NEW \:y e o rontandPage 5ze) || (Oom Avalae when Shape sefecod on Char il
Text ata ate/Time 3
3 Define Causal Factors Equifactor® NEW _Oetautfont | _setPage s | = ;
Create Chart I _J I — Al 2 | 7 casars rE A LI
Safeguards Analysis NEW OPEN [T olo[oli[E&[x] B 7 U & S = I Assumot 2 - =
& 4 Analyze Each Causal Factor's Root C Tree® NEW OPEN Select desired shape above and ilaccbiaid
) Root Causes 00l Cause Iree doudle-cick in chart o 3dd shape ] | = = | Aach
£ Analyze Each Root Cause's Root Cause Tree® NEW OPEN |
3 < ; : .
Generic Causes Corrective Action Helper® NEW OPEN e = E i
Corrective Action Helper® NEW OPEN o supply water Operator (CO) .
6 Develop & Evaluate Corrective . : to a l\zrv\tporary B :nonitoring - Cf:l:": ng;::z >
Actions ater lemporary
Safeguards Analysis NEW OPEN Treatment Unit Water
7  Present/Report & Implement Winter SnapCharT® NEW OFEN s e CO does not
Corrective Actions Software Reports OPEN 5th week of 12-hour b”'ld""g (?g)ards hear alarm J
rotating shifts L

No recent
pressure test on
20-year-od_hose

CO wearing double
hearing protection
due to nearby diesel

operators to cover
24-hr operation
_| Hose provided to
ontractor from site|
Policy strictly ompany has strict

enforced “no sleeping” policy
ATapRooT® : ‘
. ((Saw_) (Sawas ) (_Close (Pt (Expot ) [Limgon ] [Lundo ] ((Redo ]
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Root Cause Tree®

Finding out “Why”

sa\ TapRooT®
W Changing the Way the
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Root Cause Tree®

e Root Cause Tree®s are created for an investigation in two
ways
If the user has added causal factors on the SnapCharT®, during the

first save of the chart (if the chart is associated with an investigation
or audit) the Root Cause Tree® is automatically created

Or the user can manually create a Root Cause Tree through the
Activities/New/Root Cause Tree® menu item

Association with an investigation or audit occurs during the save
process as previously listed.

Causal Factor: TestTree BACK PAGE

e o 2
& sa@\TapRooT®
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Creating a New Root Cause Tree®

e The Root Cause Tree is Accessed through the Tools/New/Root Cause
Tree® menu item L -

e \When the user selects the Root Cause Tree button, the actual Root
Cause Tree® will come up and the analysis can begin.

" “‘ apRooT®

) Changing the Way the
S5FY World Solves Problems ©Copyright System Improvements, Inc. Duplication Prohibited Worldwide. ~ Rev May 2010 18



Root Cause Tree® Functionality

y ISTART HERE with each causal factor/ issue and select or eliminate each category to find root causes | AN

CANCEL

EQUIPMENT
DIFFICULTY

NATURAL
DISASTER/
SABOTAGE

Pages 5-21

“Note: Consider

( For all nodes except 15 questions

DESIGN

I — One Click Selects

DESIGN SPECS

EQUIPMENT/ ““PREVENTIVE! '
PARTS PR VE '
DEFECTIVE MAINTENANCE, HUMAN

| PERFORMANCE |
DIFFICULTY.

MANAGE
PM NI

For 15 Questions:

\BgﬂeTes‘)' Design Not Problem Not Independent WMANUFACTURING ,—‘—‘ Cz:;c -
4 To Specs Anticipated Review NI " S d C I k C O I I
e~ HANDLING No PM PM for eCO n I C rosses
I_ of — — for Equip Equip NI
environment change(moc) NI \ -
not —— —
considered hazard analysis NI __QUALPY-EONTROL IE]
hn Performance
bleshooting Guide
estions) - 3
Basic Cause Categories NI = Needs | it . Th d CI k R S I t
. s o oo R ird Clic emoves election
Individual Performance psges 22-21 ‘1 (on back) tc
¥
A ; Yes
‘;;I:suaegtier;siri\r::cesswely HUMAN ENGINEERING Team Performance pages 31-33 HUMARN
gued.impaired, C WORK DIRECTION b PERFORMANCE
< | > DIA, JULTY
® step1 » © Step 2 b | Step 3 b | Step 4 b | ® Step 5 > ® Step 6 b | ® Step 7
Get Started SnapCharT * Causal Factors Root Cause Generic Cause Corrective Actions Report/Implement

Click on Question to Cross-Off  Click on the Categories to Select

upset, bored,

n excessively fatigue

; Yes :] Was a person excessively fatigued, impaired, | yag I
Zruhelmed? HUMAN ENGINEERING upset, bored, distracted, or overwhelmed? HUMAN ENGINEERING

WORK DIRECTION I WORK mRECTION |

[ehmidd thm mmvmmm bmiim ke d A

ATapRooT®

Changing the Way the
World Solves Problems

[ 1

[ehmidd thm mmvmmm bmiim bnd A e - 1

©Copyright System Improvements, Inc. Duplication Prohibited Worldwide.  Rev May 2010

19



Root Cause Tree® Functionality

[START HERE with each causal factor/ issue and select or eliminate each category to find root causes |

CANCEL

I

Used to Select Eliminate or Unselect m’:z; Sy s
That Level of the Root Cause Tree T , [ s ]

\ TOLERABLE DESIGH EQUIPMENT/ “PREVENTIVES
ICURE [

(similar to options on previous slide) | | ot P
S DE‘ J;Ee\fs;t &] ‘&j

[ I 1 Eliminate
Specs Design Not Problem Not
NI To Specs

RING

| Unselect
VIE —
Root Cause Dictionary _] No PM PM for
arl Analysis Comments(*) :] for Equip Equip NI

Root Cause Dictionary Contains the <«— e e
Definition for that Level of the Root

Cause Tree (Opens the electronic version
of the Dictionary)

Anticipated

Basic Cause Categg¥i NI = Needs Improvement 5
(on back) to Investifate Basic Caus
(on back)i(

| Yes [uman encmeffme |
| | I p—— AT

Team Performance pesges 31-33

Analysis Comment is a Text Field that Can be

Used to Document Thoughts or Comments Report Description is a description of what the
during Analysis root cause means, which can substitute on
some reports if present.

2 Changing the Way the
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Saving and Assoclating Root Cause Tree®

e If you select SAVE on the Root Cause Tree® the user will be

prompted to associated the Tree to the appropriate
Investigation or audit.

e |If document created through 7-Step Process, it is automatically
assoclated to the investigation and this step is not required

#] InvestigationAuditList -- Web Page Dialog IZT i

INVESTIGATION /AUDIT LIST ;

Investigation/Audit

Number bt Type
0000000001 Audit Ed-Dan Audit Change Chap Audit
0000002 adfadsfa Investigation
0000001 EdDanChange Chap Investigation| Investigation

DONE

http://beta.taproot.comTapRoot/IncidentManager/dial 4 Internet

‘. ;%?‘ “‘-“‘:l TapRO0T®
e Cianging the Way the
w2 25EY World Solves Problems
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Accessing Existing Root Cause Tree® Data

e Opening Investigations/Audits

e Highlight the appropriate investigation/audit and select the
OPEN button, providing access to 7-Step Process.

( Welcome Ed Skompski, Last Login - 6/2/2010 10:22 AM

MY INVESTIGATIONS/AUDITS/UNASSOCIATED DOCUME

-] My Investigations
(£32009-2 - Medical Example
(Z1 88888 - Incident we are investigating
=

(23 EX-002 - Failed pump capacity check

7

-] Knoxville00000112009 - Environmental Spill Example TapRooT*
My Audits
-] My Unassociated Documents ACTIVITIES *

OREN SELP
S =

Changing the Way the
World Solves Problems

INVESTIGATION PROCESS FLOW

7

INVESTIGATION: [#EX-001], Last Modified : 5/26/2010 3:00 PM

Investigation Number: EX-001
Investigation Title: Fish Kill Example

OPEN INVESTIGATION INFO SAVE CLOSE
Step Create  Open Existing
Completed Process Step Techniques Document  Document
Spring SnapCharT® NEW OPEN
1 PlanInvestigation - Get Started Root Cause Tree® NEW OPEN
Equifactor® NEW OPEN
Summer SnapCharT® NEW OPEN
: Equifactor® NEW OPEN
2 Determine Sequence of Events
CHAP NEW OPEN
Change Analysis NEW OPEN
Autumn SnapCharT® NEW OPEN
3 Define Causal Factors Equifactor® NEW OPEN
Safeguards Analysis NEW OPEN
Analyze Each Causal Factor's NEW E

4 BRiic ditos Root Cause Tree® OPEN
s Analyze Each Root Cause's Root Cause Tree® NEW OPEN
& Generic Causes Corrective Action Helper® NEW OPEN
. Corrective Action Helper® NEW OPEN

6 Develop & Evaluate Corrective :

Actions

Safeguards Analysis NEW OPEN
7 PresentReport & Implement Winter SnapCharT® NEW OPEN
Corrective Actions Software Reports OPEN

©Copyright System Improvements, Inc. Duplication Prohibited Worldwide.

Rev May 2010
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Accessing Existing Root Cause Tree® Data

e Select OPEN next to the technique desired, highlight the specific
document, select OPEN, and you will be taken to the Causal Factor
Editor. From here you can update the CF text or access the Root

.

Cause Tree® for analysis.

G ae\TapRooT®
e ’4 Changing the Way the
w753 World Solves Problems

LI C "
fodified  5/14/2009 1:38 PM
Causal Factor

TapRooT®

e ||

[START HERE we

B v = -

L ol I

€2 MG L o ’
e €LB0TAE <
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Corrective Actions

Building the “Fix”

sa\ TapRooT®
W Changing the Way the
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Creating New Corrective Actions

e The corrective action tool can be accessed throug1 the Tools/
New/Corrective Action menu item

maaa

Satequards

e This will prompt for the user to select an investigation or audit
to associate the corrective action with

This is done before the CA is built so the application will know how to
populate the root cause list for association.

If document created through 7-Step Process, it is automatically
associated to the mvestlgatlon and this step is not requwed

i @ Confirmation -- Web Page Dialog L 1 j vestigationAuditList -- Web Page Dialog iz\ [
i INVESTIGATION /AUDIT LIST F
Do you want to associate this document with an Investigation or Audit? s Title Type L
1 w1 |loooooooootAugit  |Ed -Dan Audit Change Chap Audit
g2 o | e adfadsfa Investigation
0000001 EdDanChange Chap Investigation| Investigation
—)
LI http://beta.taproot.com/TapRoot/IncidentManager/Confir 4 Internet
— T T 1
» SN,
@\ TapRooT® §
= \- t http:{/beta.taproot.com/TapRoot/IncidentManager/dialc 4 Internet

’hi Changing the Way the
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Creating New Corrective Actions

e The development of corrective actions Is done through the
Corrective Action Editor

o This tab gives access to all three portions of the corrective action
Including implementation, verification and validation

ROOT CAUSES

CORRECTIVE ACTION EDITOR 2

aaaaaaaaaaaa

CA’s can be linked
7 directly to root causes
1
1

g 2
0
=S
3 m Q
3 =
1] 1] 1] 7]
g 2 |

@\ TapRooT®
%W Changing the Way the
7 World Solves Problems

| ® Step2 >
SnapCharT

EEEEEEEEEEEEEEEEEEEEEEE

CORRECTIVE ACTION DETAILS
v
® Step 1 >
Get Started '

| Step 3 B
Causal Factors

| Step 4 B | ® Step 5 > | ® Step 6 > 1 @® Step 7
Root Cause Generic Cause Corrective Actions | Report/Implement

©Copyright System Improvements, Inc. Duplication Prohibited Worldwide.  Rev May 2010
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Corrective Actions

e Implementation
Includes association of the corrective action to one or more root causes
Defining a number and priority for the corrective action
Adding in the Details of the fix
Assigning a responsible person, department and due date

e Verification

Includes a plan for short-term measurement

Assigning a responsible person, department and due date
e Validation

Includes a plan for short-term measurement
Assigning a responsible person, department and due date

— b
e ),
2 as apRooT®
XN ,;& Changing the Way the
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Corrective Action Editor

User can associate a CA with one or
more root causes found. Simply

:
Frowman 3] Dosrgion check the box to associate.
. , - Implementation section — defines
e e e what should be done, who is

responsible and by when

: Verification section — short-term
measure of implementation

Validation section — long-term measure
of effectiveness

ber of calender days following Verfication completion that due date is set

2 S\ TapRooT®
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Accessing Existing Corrective Action Data

e Opening Investigations/Audits

e Highlight the appropriate investigation/audit and select the OPEN
button, providing access to 7-Step Process.

( Welcome Ed Skompski, Last Login - 6/2/2010 10:22 AM
QUICK LAUNCH MENU ( INVESTIGATION: [#EX-001], Last Modified : 5/26/2010 3:00 PM )
MY INVESTIGATIONS/AUDITS/UNASSOCIATED DOCUMENTS INVERTIGRTIONEROCESS FEOW
Investigation Number: EX-001
£+ My Investigations Investigation Title: Fish Kill Example
DOCUMENTS * (292009:2 Medical Example OPEN INVESTIGATION INFO SAVE CLOSE
(Z1 88888 - Incident we are investigating TOOLS »
B 1EX-001 - Fish Kill Example Step Create  Open Existing
REPORTS * Process Ste) Techniques
() EX-002 - Failed pump capacity check Completed P g Document __Document
-] Knoxville00000112009 - Environmental Spill Example Spring SnapCharT® NEW OPEN
My Audits 1 PlanInvestigation - Get Started Root Cause Tree® NEW OPEN
®-(] My Unassociated Documents
Equifactor® NEW OPEN
Summer SnapCharT® NEW OPEN
Equifactor® NEW OPEN
2 Determine Sequence of Events
CHAP NEW OPEN
OREN LP
Change Analysis NEW OPEN
Autumn SnapCharT® NEW OPEN
3 Define Causal Factors Equifactor® NEW OPEN
Safeguards Analysis NEW OPEN
Analyze Each Causal Factor's NEW
2 OPEN
4 Bt s Root Cause Tree®
£ Analyze Each Root Cause's Root Cause Tree® NEW OPEN
N Generic Causes Corrective Action Helper® NEW OPEN
Corrective Action Helper® NEW OPEN
5 Develop & Evaluate Corrective
Actions
Safeguards Analysis NEW OPEN
;7 PresentReport & Implement Winter SnapCharT® NEW OPEN
Corrective Actions Software Reports OPEN
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Accessing Existing Corrective Action Data

e /-Step Process Flow

e Select OPEN next to the technique desired, highlight the specific document,

select OPEN, and you will be taken to that document for edit/view (based on
security rights granted)

ASSOCIATED DOCUMENTS

O SnapCharT® ORoot Cause Tree® O Equifactor® O Change Analysis
OCHAP O Safeguards ® Corrective Action

Associated Investigation/Audit Number | CA Number | Modified Date

an,
etails to tell the responsible perso:

EX-001 002
( INVESTIGATION: [#EX-001]. Last Modified - 5/26/2010 3:00 PM ) 005

¥
. 006 e € action, Rotate
7 009 = g more frequently
2 INVESTIGATION PROCESS FLOW o INing SUPervisors to understand that
Investigation Number: EX-001 imementPit o hose a8 follows
Investigation Title: Fish Kill Example EX-001 001 Gt 34518 PM
OPEN INVESTIGATIONINFO SAVE CUGSE £5001 003 \-Y:S:ﬁ step 1o the Temporary Systems Installaion PG| < »e 2040 015 15 4
Step : Create  Open Existing
Completed Rrocess Step Techniques Document  Document
Spring SnapCharT® NEW OPEN o3 ST
1 Plan Investigation - Get Started Root Cause Tree® NEW OPEN
Summer SnapCharT® NEW OPEN H ( T — Lt odhad 52620109 1200 )
Equifactor® NEW OPEN
2 Determine Sequence of Events CHAP v opEN e e
Change Analysis NEW OPEN ROOT CAUSES
Autumn SnapCharT® NEW OPEN Cr— - |A
CousalFoctor
5) Define Causal Factors Equifactor® NEW OPEN |Fue Hose Rugtures
oot Cause(s) Associte Vit T ¢
Safeguards Analysis NEW OPEN |
Analyze Each Causal Factor's NEW . I
4 B Root Cause Tree® OPEN i —
£ Analyze Each Root Cause's Root Cause Tree® NEW OPEN oo Causat) [r——
™ 5 y
Generic Causes Corrective Action Helper® NEW I
: Corrective Action Helper® NEW 7 RRECTIVE ACTION 1 .
Develop & Evaluate Corrective 2 3 :
6 . :
Safeguards Analysis NEW OPEN Priority [esum ~] Description .
Present/Report & Implement Winter SnapCharT® NEW OFEN
7 i = Corrective Action Number so3
Corrective Actions Software Reports OPEN s
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